VIRGINIA DEPARTMENT FOR THE AGING
TITLE V PARTICIPANT GRIEVANCE POLICY
Revised

EFECTIVE DATE:  February 1, 2012
Scope: 

This policy is applicable to area agencies on aging (AAAs) and any other organizations (Title V contractors) which contract with the Virginia Department for the Aging (VDA) to deliver Senior Community Service Employment Program (SCSEP) services, under Title V of the Older Americans Act (OAA), in designated jurisdictions within the Commonwealth. 
Purpose:

To establish VDA’s Title V Participant Grievance policy and direction for its Title V contractors and to comply with DOL’s requirement for grantees to have a written grievance policy.
Background: 
Section 641.910 of the SCSEP Final Rule effective October 1, 2010, requires that each SCSEP grantee establish, and describe in the grant agreement, grievance procedures for resolving complaints arising between the grantee, employees of the grantee, sub-recipients, and applicants or participants.

Heretofore, DOL has required grantees to include assurances, in the grant application, that written grievance procedures for complaint resolution have been established and that a copy of grievance procedures is provided to applicants, employees, and participants. 
VDA allows each SCSEP subproject to use its existing agency grievance and complaint resolution procedures to resolve issues arising between the subproject and the participant or applicant; however, the subprojects’ grievance procedures must comply with this policy.
VDA, through a contractual agreement, requires SCSEP subprojects to use established written grievance procedures for complaint resolution and to provide a copy of procedures to applicants, employees, and participants. Each subproject’s participant complaint resolution procedures are described in a VDA approved master plan. VDA will provide guidance and direction to subproject staff responding to an appeal.
Policy:
Subprojects are required to have written grievance procedures for complaint resolution that describe procedures, which comply with this policy, and which will be used to resolve the grievances of SCSEP applicants and participants. Procedures must be consistently and fairly applied. Complaints must be dealt with in a timely manner. Procedures must include an appeals process. A copy of the grievance procedures must be given to applicants during the initial intake interview and this must be documented. A sample “receipt of policy” form for use by participants to acknowledge receipt of grievance procedures is attached.  A copy of the grievance procedures must be provided to all involuntarily terminated participants when the subproject issues a written termination to the participant 30 days prior to the termination date. 
Subproject grievance procedures must include the following: 
Grievable Complaints – Procedures must provide a definition of grievance and specify any complaints that do not constitute a grievance under its procedures.

Informal Hearing – The grievant shall first be given an opportunity to meet with the SCSEP Project Coordinator, immediate supervisor, or other appropriate agency-designated personnel to present the grievance informally to resolve the problem. The grievant must present his/her complaint within 30 days of the incident or occurrence. As part of this process, an informal hearing shall be scheduled and conducted with the parties concerned.  Proceedings shall be documented in writing and copies shall be submitted to both parties Within three (3) working days of the hearing, the supervisor/coordinator/designated personnel shall give his/her response to the participant with respect to the grievance, or give reason for no response, in which case the supervisor/coordinator/designated personnel has three (3) more working days to respond to the grievance. When informing the grievant of the decision, the subproject must advise the grievant of his/her right to further appeal. The grievant must be informed that if he/she is not satisfied with the decision resulting from the informal hearing, he/she has the right to appeal it in writing to the Executive Director within five (5) working days. The Executive Director’s contact information must be provided to the grievant.
Formal Hearing – If the informal hearing does not resolve the issue, a formal process shall be followed. The formal hearing must occur within three (3) working days after the receipt of the grievant’s written appeal. The time limit may only be extended by mutual agreement. Procedures must include the following steps:

· The grievance shall be presented in writing by each party to the Executive Director. The subproject must document the receipt of a written grievance.
· Copies of written statements relevant to the grievance shall be made available to both parties.

· The Executive Director or a panel designated by the Executive Director shall hear from representatives of each party. The grievance panel may be the board of directors. Minutes shall be made of the hearing.
· The Executive Director or grievance panel shall render a decision in writing within five (5) working days.

· The decision shall be submitted in writing to the parties involved.

· The decision of the Executive Director or board of directors shall be final unless the grievant alleges that the grievance procedure was not followed or alleges a violation of federal law (other than civil rights laws) which are not resolved within 60 days under the subproject’s procedures.
· Minutes, along with written statements and other documentation presented at the hearing, shall be maintained in the subproject’s files for at least five years after the final disposition of the grievance.

Discrimination Complaints and Procedural Complaints – Grievance procedures must include the following instructions for discrimination and procedural complaints:
· Allegations that the grievance procedures were not followed or allegations of violations of Federal law, which are not resolved within 60 days under the grievance procedures, must be filed with Chief, Division of Adult Services, Employment and Training Administration, U.S. Department of Labor, 200 Constitution Avenue, Washington, DC, 20210.

· Allegations of discrimination in violation of civil rights laws, must be filed with Director, Civil Rights Center, U.S. Department of Labor, Room N-4123, 200 Constitution Avenue, N.W., Washington, DC 20210
ACKNOWLEDGEMENT OF RECEIPT OF GRIEVANCE POLICY/PROCEDURES

I acknowledge, by signing below, that I have received a copy of the (insert name of sub project) Title V Participant Grievance Policy/procedures.  
Applicant/Participant’s Signature: ___________________________

Date : _________________________________________
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