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Purpose: To support a work environment where respectful, open dialogue is 
encouraged regarding suggestions, questions, concerns, or problems. 
 
Questions, concerns, misunderstandings, or miscommunications may arise in the 
workplace.  Pine Haven supports an environment where these situations are resolved in 
a way that maintains the respect and dignity of those involved. 
 
A Pine Haven Christian Communities employee who feels that a condition of 
employment or a decision affecting him/her is unjust or inequitable should use the 
process outlined below.  Employees will not be penalized for voicing a valid concern in a 
reasonable, business-like manner.  The employee may discontinue the process at any 
time.  Employees may request assistance from the Human Resources department at 
any time in the process.  All parties involved at any step in the process outside of 
Human Resources are expected to maintain the confidentiality of the others involved. 

Step One: 
An employee should initially direct concerns to his/her immediate Supervisor. The 
employee should schedule an appointment with that Supervisor to discuss the problem 
within five business days of when the incident occurred.  
 
The immediate Supervisor should respond with a decision in writing within five days of 
the meeting when the concern was discussed. 
 
Step Two: 
If the discussion with the immediate Supervisor does not resolve the problem to the 
mutual satisfaction of the employee and the Supervisor, or if the Supervisor does not 
respond to the concern, the employee may submit the concern in writing to the 
immediate Supervisor’s one-up (Manager, Director, etc).  The submission of the written 
concern is due within five business days of the response from the Supervisor and must 
include:  

• The problem and the date when the incident occurred.  

• Suggestions for ways to resolve the problem.  

• A copy of the immediate Supervisor’s written response.  If the Supervisor did not 
respond, the written concern must state this and should include a summary of the 
meeting with the Supervisor, including the date of that meeting.  
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Upon receipt of the written concern, the Manager/Director must schedule a meeting with 
the employee within five business days to discuss the concern.  The Manager/Director 
should meet with the employee within five business days to discuss the decision.  The 
employee will also be given the decision in writing.   
 
Step Three: 
If the employee is dissatisfied with the decision of the Manager/Director, the employee 
may appeal this decision in writing to the Human Resources department within five 
business days to begin an investigation of the concern. 
 
The Director of Human Resources may gather further information and will call a meeting 
with the parties directly involved to facilitate a resolution.  All other involved individuals 
will be expected to not discuss the situation with any other employee, including the 
individual who submitted the concern.  The Director of Human Resources will provide a 
written decision within ten business days of receiving the written concern.  If the Director 
of Human Resources believes the concern raises serious questions of fact or 
interpretation of policy, the matter may be discussed with the Leadership Team for 
review. 
 

Additional Information: 
If an employee fails to appeal from one level to the next level of this procedure within 
the time limits listed above, the problem shall be considered settled on the basis of the 
last decision, and the concern will not be subject to further consideration. 
 
Because problems are best resolved on an individual basis, the conflict resolution 
procedure may only be initiated by individual employees and not by groups of 
employees.  
 
The intent of this process is not to have an outcome of corrective action.  However, Pine 
Haven Christian Communities reserves the right to impose appropriate corrective action 
when necessary for any conduct it considers to be disruptive or inappropriate.  
 
No one will be retaliated against for bringing a concern forward under this policy. All 
complaints must be made in good faith. 
 
Terminations are not subject to review under this policy.  

 
 
 


