SAMPLE GRIEVANCE PROCEDURE

The following shall be considered as the XYZ Apartments’ official grievance procedure.  Management staff and residents of this housing complex shall be expected to abide by the terms and conditions outlined herein.

A. When a tenant has cause to grieve due to inappropriate treatment or a dispute with another tenant or with management staff, the grievance must be submitted in writing.  The grievance shall outline the problem, date of occurrence, any person(s) involved, and be dated and signed by the resident.  The letter should be hand-delivered to the office during normal business hours, if possible, for the quickest resolution.  

Issues considered as an emergency or life threatening may be addressed to management by telephone, but residents should consider telephoning the Police instead.

B. Management will review the grievance letter and clarify any missing or ambiguous issues with the resident.

C. Within 72 hours, management will investigate the complaint to determine the factual elements of the grievance and make a determination of the best approach to deal with the grievance.  

D. The resident filing the grievance may be called upon to attend a conciliation meeting with management staff and the other resident(s) or person(s) outlined in the grievance letter.

E. The outcome of the grievance will be documented by management and maintained as a part of the office records.

F. Dissatisfaction with management’s handling of a grievance should be voiced to management and the resident should request a meeting with the owner or owner’s representative (other than management staff).

G. Dissatisfaction with the owner or owner’s representative handling of a grievance should be forwarded to the State Agency or other outside source (i.e., Housing and Credit Counseling) for resolution.  If the grievance involves discrimination, it should be forwarded to either HUD Enforcement or the Human Rights Commission.

H. At any time during the grievance process, the resident should have a right to legal representation if requested an at the resident’s expense.

Contacts:
Department of Commerce & Housing

U.S. Department of Housing & Urban Development

700 SW Harrison, Ste. 1200



400 State Avenue, Ste. 200

Topeka, KS  66603-3712



Kansas City, KS  66101-2406

(785) 296-2686




(785) 551-6838

Housing and Credit Counseling, Inc.


USDA – Rural Development

1195 SW Buchanan




1200 SW Executive Drive

Topeka, KS  66604




Topeka, KS  66604

(785) 234-0217




(785) 271-2700

