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POLICY:

AAIR Administration will review grievances containing the required information within 30 calendar
days of receipt. If a grievance is submitted without the required information, AAIR will contact the

filing party to obtain the missing information prior to reviewing the grievance. If AAIR is unable to
obtain the missing information, AAIR may elect to disregard the grievance.

PROCEDURE

Grievances will be reviewed using the following procedure:

1. AAIR Administration will contact the party against whom the grievance was filed, and schedule
a meeting or conference call to review the allegations. If necessary, materials or records relevant
to the successful review of the grievance will be identified and gathered

2. AAIR Administration will review the evidence and make a decision no later than 30 calendar
days of receipt of the grievance. If an egregious act has occurred, positive steps will be taken to
resolve the problem.

3. AAIR Administration will notify the reporting party of the grievance decision in writing within
14 calendar days of the decision. The letter will include the party’s right to request
reconsideration of the decision.

4. A copy of the decision letter will be provided to the Corporate Compliance Officer.

[END]



