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17.5 Procedure

17.5.1 The following procedure shall be followed in
responding to grievances by the authority
receiving the grievance and responsible to
make a determination:

A. Acknowledge receipt of the grievance by
noting time, date, and person receiving the
grievance.  This acknowledgment can be on the
front page of the grievance or by separate
document.

B. Analyze the facts or allegations of the
grievance.

C. Affirm or deny, in writing, the allegations
in the grievance.

D. Identify the remedy or adjustments, if any,
to be made.


