Administrative
Procedure 400.308

Appeal Procedures for Support Staff

September 2023

Background

All support staff have the right to natural justice and have the right to access an orderly
process to resolve complaints and/or to appeal administrative decisions.

Procedures

1. Itis expected that efforts will be made informally to solve a problem or concern
before a formal appeal is filed.

2. Support staff may appeal any administrative decision that directly affects his/her
employment.

3. Appeals will be made in the following order, in accordance with the Grievance
Procedure outlined in the current Support Staff Collective Agreement:

3.1 To the individual who is responsible for the original decision.

3.2 To the immediate supervisor of the individual who is responsible for the
original decision, or the employee’s immediate supervisor.

3.3 To the Secretary-Treasurer within 5 working days of the incident. Such appeal
shall be submitted in writing, by the Union, as a formal grievance.

3.3 To the Superintendent within 10 working days. Such appeal shall be
submitted in writing, by the Union, under the formal grievance procedure.

4. Appeals shall be submitted in writing, shall state the nature of the concern, shall
provide pertinent background information and shall outline the steps that have been
taken to attempt to resolve the concern. A copy shall be provided to any other
parties directly involved in the issue.

5. Within five (5) working days of receipt of the appeal, the supervisor shall review all
relevant information pertaining to the matter, shall decide and shall communicate
that decision in writing to all parties concerned.
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