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SUMMARY: As part of its commitment to providing the best possible working 

conditions and ensuring fair and honest treatment of all employees, LifeBridge 

Health encourages an open and frank atmosphere in which any problem, complaint, 

suggestion, or question receives a timely response from supervisors and 

management. Supervisors, managers, and employees are expected to treat each 

other with mutual respect. Employees are encouraged to offer positive and 

constructive criticism. 

 

 

PURPOSE:  To establish a procedure, if employees disagree with established 

rules of conduct, policies, practices or management actions, by which they can 

express their concern through a problem resolution process. No employee will be  

penalized, formally or informally, for voicing a complaint with LifeBridge Health or 

its affiliates including The Joint Commission in a reasonable, business-like 

manner, or for using the problem resolution process. 

 

 

POLICY: LifeBridge Health will provide a problem resolution process to all 

employees that includes, at a minimum; communication of the process and how to 

access the process; timely review and response by the employee’s immediate 

supervisor or manager; and timely review, if requested, of the supervisor’s response 

by the employee’s department manager or a member of the facility’s executive 

team. In addition to following the chain of command for problem resolution, 

employees may contact Human Resources, the Integrity Hotline or The Joint 

Commission without fear of retribution for legitimate concerns.  The Joint 

Commission can be accessed through BridgeNet at http://lbhweb/Main/Joint 

Commission.aspx. 

 

Problem resolution processes are not to be used when the following conditions apply: 

 

When the employee is covered by a collective bargaining agreement – the grievance 

procedure in the agreement should be used. 

 

Unlawful discrimination or harassment is being alleged – these allegations must be 

investigated by the Human Resources Department. 

 

DEFINITIONS:  

Problem: An employee has a problem when they feel that they have been treated in 
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a manner which is contrary to Hospital policy.  

 

Written Statement of Concern: An explanation by the employee summarizing the 

issue, how it is inconsistent with policy and the proposed resolution. The document 

must include the following information: 

 

1. employee's name,  

2. supervisor's name,  

3. clock number 

4. department 

5. employee's signature and date 

 

Panel: A group of non-executive employees who receive specific training provided by 

LifeBridge Health. The Panel will consist of the Director-Employee/labor Relations, 

two members of management and two peers of the employee, not employed in the 

employee’s home Department and a HR Business Partner Manager from an alternate 

facility. 

 
IMPLEMENTATION: 

 

I. Employees of the Hospital have certain specific rights, privileges and 

responsibilities that are made known by written policy statements, the orientation 

process and by verbal communication between Representatives of the Hospital and 

the employee.  Once an employee has successfully completed the probationary 

period, they may not be disciplined or discharged in a manner that is considered 

arbitrary or capricious.  It is the purpose of this procedure to provide a reasonable 

review process when an employee believes they have been treated in a manner 

inconsistent with LifeBridge Health policy, after a Corrective Action has been issued.  

A written request must be presented promptly within five (5) business days after the 

action arises and be processed in accordance with the following steps, time limits 

and conditions. 

 

In a complex organization such as the Hospital, it is not at all unusual for problems 

and misunderstandings to develop. If an employee has a complaint or problem, they 

should feel free to use this procedure to resolve the issue without fear of retaliation.  

No employee may be intimidated or penalized for requesting problem resolution. 

 

II. An employee may contact a Human Resources Representative who will provide 

advice and counsel on any employee relations problem.  They will meet on 

confidential basis, listen to the problem and give advice on how it might be resolved. 

If the problem cannot be resolved on an informal basis, they will assist the employee 

throughout the procedure. If for any reason the employee would rather not be 

supported by a Human Resources Representative, they may represent themselves.  

However, at any point in the procedure, the employee may still get assistance from a 

Human Resources Representative. 



 

 

 

III. If an employee has a work related problem, they should speak directly with their 

supervisor about it. If the problem is with their supervisor, the employee should seek 

assistance from a Human Resources Representative.  If the problem is not resolved 

to the employee’s satisfaction within five (5) business days, they may proceed to the 

next step. 

 

IV. The Hospital shall provide employees with written notice of any corrective action 

taken against them. Oral Warnings may not be contested.  If the employee wishes to 

contest a corrective action at the Written, Final Written, Suspension or Discharge 

level through the problem resolution procedure, they must present a written 

statement of concern within five (5) business days of receiving the corrective action. 

 

Contested Suspensions and Discharges will proceed directly to Step 3 of the problem 

resolution procedure and must be filed within five (5) business days from the 

effective date of the suspension or discharge. 

 

V. Formal Problem Resolution 

 

A. Step 1 

 

The employee should submit to their immediate supervisor a written statement 

of concern and their suggested resolution, then arrange to have a meeting with 

the supervisor. At this meeting, the employee should feel free to explain his 

problem, express his dissatisfaction with any prior proposed solutions, and 

propose his own alternate solutions. The supervisor will respond in writing to 

their concern within five (5) business days after the meeting. If the decision is 

not satisfactory to the employee, the employee may appeal to the next step 

within five (5) business days from the receipt of the Step 1 response by 

presenting a copy of the statement to the Department Head. 

 

B. Step 2 

 

At a scheduled meeting with the Department Head, the employee will present the 

concern and recommend a solution. The Department Head will make a decision 

and respond in writing within five (5) business days after the meeting.  If  the 

decision is not satisfactory, the employee may appeal to the next step within five 

(5) business days from the receipt of the Department Head’s response by 

presenting a copy of the statement of concern to the Employee/Labor Relations 

Consultant, Human Resources. 

 

C. Step 3 

 

In accordance with the stated purposes of this problem resolution procedure, the 

Problem Resolution Panel will act promptly to assure a full and fair hearing on 



 

 

Suspension and Discharge appeals. Panelists may reverse or modify corrective 

actions but are not authorized to change Hospital policies or procedures, to 

reverse selection or promotion decisions or to reverse or modify salary actions. 

The Panel will hear information from all parties concerned. The Panel will have 

five (5) business days to make its decision by majority vote.  

 

D. Step 4, Final Appeal 

 

If an employee does not agree with the Step 3 decision, they may request the 

facts be reviewed by the Assistant/Vice President of the Human Resources within 

five (5) business days from receipt of the decision by the Committee. The 

Assistant/Vice President of Human Resources may agree with, modify or reverse 

the Step 3 decision. 
 

  

OTHER KEY WORDS:    

 

RESPONSIBILITIES:  

 

Management: Provide timely response to employee submittals. 

Human Resources: Administer the process, assist employees with concerns, and 

train panelists. 

Panel: Comprised of 2-members of Management, 2-peers, 1-HR/Business Partner 

Manager (alternate facility), Director of Employee/Labor Relations as facilitator. 

Employees: Use the procedure appropriately. 
 

 

  

APPROVALS: 

Phaedra Stewart, AVP, HR  

 

  
 


