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It is the policy of the Osage Nation that all employees are treated fairly and impartially in all work 
related situations and that employee issues/complaints are handled expeditiously, objectively 
and in a business-like manner.  An eligible employee who is aggrieved by a disciplinary action, 
working condition, performance evaluation or loss of employee benefit, may utilize the 
established grievance procedure.   
 
Supervisors/Directors are responsible for addressing and resolving issues and/or conflicts within 
their assigned areas of responsibility.  Issues/conflicts may include those between the 
Supervisor/Director and employee(s), or conflicts among employees under their supervision.  
Failure or unwillingness by Supervisors/Directors to address and resolve issues/conflicts shall be 
reflected on the Supervisor’s/Director’s performance evaluation and may lead to disciplinary 
action against the Supervisor/Director. 
 
 For the purpose of this policy, “working days” are defined as Monday thru Friday excluding 
weekends, holidays and other forms of closure.  
 
While every attempt to resolve the issue will be made in a timely manner, unforeseen 
circumstances (illness, weather, etc.) may affect the response times as stated below. 
 
Step One:  Information Discussion with Supervisor 
Any aggrieved employee shall first attempt to informally resolve the grievance with their 
immediate Supervisor/Director within five (5) working days of the date of the incident or action, 
which gave rise to the grievance.  The Supervisor/Director shall meet with the employee privately 
at a mutually convenient time to discuss the issue/conflict in detail.  This meeting should allow 
the supervisor time to understand the issue/complaint and allow the employee time to fully 
understand the facts as viewed by the supervisor.  The Supervisor/Director should document the 
discussion and/or resolution of the matter and send all documentation to the Human Resources 
Director to be placed in the employee’s personnel file.  If this informal process does not resolve 
the matter to the satisfaction of the employee, the employee may file a written grievance.  SEE 
STEP TWO.  If the supervisor’s action or inaction is the cause of the grievance, the employee may 
skip Step One if they so desire. 
 
Step Two:  Written Grievance 
Within seven (7) working days of the date of the incident or action which gave rise to the 
grievance, the employee shall file a signed written grievance with their immediate 
Supervisor/Director and the Human Resources Director stating the basis for the grievance, the 
action or remedy sought along with any supporting documentation.  The Supervisor/Director 



 

shall provide a written response to the employee and the Human Resources Director within seven 
(7) working days.  The Human Resources Director shall review the response with the 
Supervisor/Director to assure all appropriate attempts have been made to resolve the grievance.  
If the Supervisor/Director and the employee agree upon the decisions the grievance is then 
closed.   
 
Step Three:  Appeal to Executive Management   
If the grievance is not resolved to the satisfaction of the employee under STEP TWO or the 
Supervisor fails to respond within the given timeframe, the employee may file an appeal to the 
Director of Operations/Chief of Staff within three (3) working days of receiving the written 
decision from their Supervisor, or in the case where the Supervisor did not respond, within three 
(3) working days of the supervisor’s deadline to respond.  The Director of Operations/Chief of 
Staff will be provided all documentation relating to the issue/conflict and may meet with the 
affected individuals along with the Human Resources Director to resolve the issue/conflict.  The 
final decision on the grievance will be rendered in five (5) workdays.  The Supervisor/Director will 
be notified of the final decision made. 
 
All documentation relating to the incident will be placed in the employee’s personnel file. 
 


