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l. PURPOSE

A. TheseProcedures for Dealing with Complaints about Termination are not legal
proceedings. They are a means to determine if@titution has wrongfully terminated a
Member and, if so, whether there are circumstanndsr which the Guild shall prohibit
its Members from accepting regular or permanentleynpent by that Institution.

Il. GENERAL GUIDELINES

A. Neither party may participate in these Proceduhrough legal counsel. If either
party insists upon involving legal counsel in thededures, these Procedures shall be
terminated.

B. While an employment contract is recommendacexistence is not necessary to
invoke these Procedures.

C. Exceptions to these Procedures may be matie didcretion of the Councillor for
Professional Development, in consultation with @@mmmittee on Career Development
and Support.

D. Only Members who are grievants may implemeatRhocedures. A chapter may not
implement the Procedures, nor may an Instituti@isputes between and among
Members are resolved through the AGO Disciplin@ t&www.agohg.org>Official

Guild Documents>Discipline.)

E. It is the duty of the Member to become thoroydamiliar with the Procedures before
initiating the Procedures. Any settlement agregerelease must be disclosed to the
grievance Committee. Use of these Procedures maliatavith settlement agreements
and releases and with prior, concurrent or subsedtigation and Alternative Dispute
Resolution.

F. Prompt action by the Member is advisable. Therething to prevent an AGO
Member from accepting the grievant’s position greevance has not been filed. The
Procedures should be initiated as soon as posieletermination, but must be
submitted within 90 calendar days of the termimatio



G. The importance of confidentiality which mustrbaintained throughout the case
cannot be overemphasized. Information gathered bmukeld in strict confidence.
Confidentiality, however, cannot be guaranteed.

H. Evidence of the direct participation of legaliasel in these Procedures by either
party will immediately terminate the Proceduresamples of such participation include
letters from attorneys, bringing the attorney tcetmgys scheduled under the Procedures,
and refusing to answer questions on the specifiecca of the attorney.

|. Simultaneous litigation does not necessaritynieate the Procedures.

J. Inthe early stages, the Chapter engagegitiiifaing, only. It should never promote
the interests of either side or give the appearahdeing so. This is a time for inquiry,
not advocacy, regardless of the appearance ofate c

K. Timeliness is essential in implementing anddiarting the Procedures. A copy of the
Procedures should be sent by the Committee Dir¢atitre parties as soon as possible.
(The most recent version may be downloaded fromAtR® Web site: www.agohq.org.)
See sample letters at the end of this documenifical contact with the Institution. In
the event that there is no activity involving thatidnal Councillor for Professional
Development on a grievance for a period of timesexling 90 calendar days, the
grievance may be dismissed at the National Cowungltiscretion with subsequent
notice to the Grievant and the appropriate Regi@uaincillor.

L. If the Committee listed in Step One, Two or@d determines that the case is without
merit, the Member may appeal the closing of thec€dares. If that happens, the “case in
progress” status applies until the appeal is decide

M. Critical correspondence should be prepared apten letterhead and sent certified
mail, return receipt requested with copies keghafile. Always include the certified
mail number on the document (and the file copyhdeaient.

N. At Step Three, it is advisable to identify thetuel dispute and separate it, if possible,
from collateral issues. For example, if the terrtiorais really due to conflicting musical
tastes between employee and employer, it may eedautermination if done under the
contract and/or in accordance with local law. g not be confused with other matters
which might have aggravated the conflict, suchaak bf communication,

insubordination and personality clashes, which orayay not, in and of themselves,
also be grounds for termination.

O. Examples of wrongful termination may includet(bte not limited to):

- Dismissal inconsistent with the existing employmagiteement, the
Institution’s personnel policy and/or past practice

« Failure to communicate

» Discrimination



+ Intimidation and harassment

- Arecord of good performance reviews followed bgiden termination

« Conduct that offends the Committee’s sense of égsne.g.
“whistleblowing” wherein the employee has alertied authorities to
specific unlawful activity

P. An otherwise proper termination notice or reat@mn does not automatically preclude
the use of the Procedures if the termination dgnegion was precipitated by fraud or
duress.

Q. A “paper trail” is essential. Copies of all mgpondence, e-mails, faxes, summaries
of phone calls, and documentary evidence shoultdgved indefinitely.

R. The Member is entitled to know, in general t®rthe status of the grievance and the
reasons for the Committee’s decision, without tloen@ittee violating the confidentiality
clause contained in the Procedures.

S. Hearsay encompasses oral or written staterbeitg used to support the truthfulness
of a matter at issue when the person making therstnt is not present for questioning.
The Committee should be wary of hearsay, writtearat, when interviewing the
Member, Observers and representatives of the utistit Although the Procedures do
not follow strict legal rules, hearsay is not getfigrreliable. Be fair to both sides and be
consistent in the treatment of all evidence. Then@dtee should, at least, discuss the
reliability of any hearsay before accepting it ahduld decide what weight, if any, to
accord it.

T. The burden of proof is usually upon the padglsng relief, i.e. the Member. It is
therefore necessary for the Member to cooperakgdnld present all relevant materials
in a timely fashion. Invoking the Procedures creae investigative proceeding. The
employee, by filing a grievance, impliedly conseatsillow the employer to share its
records with the Committee. Failure of the Memtioeaffirm this in writing, upon
request, may constitute a failure to cooperatg faid may result in the closing of the
Procedures.

U. In a simple majority vote of the Committee weitg the evidence, the standard of
proof is a “preponderance of the evidence,” i.erall proof which is more likely than
less likely.

V. All contact with the parties outside of the riegs should be in writing, with copies
retained by the Committee.

W. ltis anticipated that during the investigatitime parties’ input may not be totally
forthcoming or relevant. In that case, specificti®n questions from the Committee to
the parties and/or Observers may be appropriate.



X. Appeals do not normally provide opportunities dorehearing of the case or the
presentation of additional evidence. An appeal khonly determine whether the
previous decisions under the Procedures were stgupby the facts and controlling
authorities, such as the parties’ written contrém, Institution’s past practice, personnel
manual, etc.

Y. Conflict Resolution is available to the Institut when the Procedures have
“addressed” a termination. Therefore, the mattednet have been completed or carried
through fully in order for the Institution to reselthe dispute [See VII Post Grievance
Conflict Resolution.]

Z. At some point, the Committee may be called ufpoevaluate the reasonableness of
the Member’s demands for a particular remedy.

AA. A Member should be aware of the remotenedseaig reinstated to any position
from which the Member has been terminated.

BB. These Procedures may be invoked by Membersamhpaid or compensated and by
Members who are volunteers. The applicabilityhafse Procedures on behalf of
Members in various areas of music will be determioe a case by case basis.

Il STEP ONE - THE PRELIMINARY EVALUATION

A. When a Member wishes to pursue Brecedures for Dealing with Complaints about
Termination (Grievance Procedures) the Member shall requegttasce, in writing,
from the Dean of his/her chapter with a copy toRegional Councillor. This written
request shall outline his/her work history in thetitution and claim of wrongful
termination, and should be accompanied by a coplyeoMember's employment
agreement with the Institution, if there is oneg ail other relevant supporting
documentation, e.g., letter of agreement, employaeual and all other documents
signed in connection with the employment. The Memby so doing, agrees to
cooperate fully. If cooperation is withheld at grgint, the Guild may close these
Procedures. Independent Members shall be condidsremembers of the Chapter which
is nearest to their primary residence. “Nearestlldbe defined as the residence of the
closest Chapter Dean at the time an incident oedushich gave rise to the use of the
Grievance Procedures. In certain cases, withgbeoaal of the Regional Councillor,
this written request may be made to a Chapteraffather than the Dean.

B. The Dean or other Chapter officer shall providpies of the Member's letter and
accompanying documentation to the following Induads:

» Chapter Coordinator for Professional Developmena(mther chapter officer if
there is no Chapter Coordinator for Professionaldl@pment)

* Regional Councillor

» Regional Coordinator for Professional Development

* National Councillor for Professional Development.



The Regional Councillor shall convene these Indigld who shall promptly decide if the
Member's complaint shall be acted upon. To avaidrdlict of interest, none of these
Individuals may be a member or employee of thatlrigin. (This may be done by
telephone conference call or by e-mail.) The Mensball be notified of these
Individuals’ decision within seven days. (See Leltg If the Member disagrees with the
decision of these Individuals, the Member may retjuéthin 30 calendar days, through
the National Councillor for Professional Developméehat the National Committee for
Career Development and Support review the decidiba.Committee’s determination
shall be final.

IV. STEP TWO — APPOINTMENT OF INVESTIGATIVE COMMITEE and
MEETING WITH GRIEVANT

A. If the Member's complaint deserves further cdesation, the Regional Councillor
shall appoint a Committee Director, who, in coretiin with the Regional Councillor,
shall appoint a Committee. The Committee Direchallsconvene and chair the
Committee, and sign all Committee correspondence.

B. The Committee, appointed to carry out Step Bivilne Grievance Procedures, shall
be made up of the following individuals:

* One or two members of the chapter, appointed byp#an (the Dean may be
one);

* Regional Councillor (or his/her representative)

* Regional Coordinator for Professional Developmenthis/her representative)

» National Councillor for Professional Developmentties/her representative).

C. To avoid conflict of interest, no member of demmittee may be a member or
employee of the Institution. (Note: It can be helpf one of the chapter's representatives
is ordained.)

D. The following notice shall be published in tloedl chapter media. The local chapter
shall refuse to advertise a regular or permanetdnay at the Institution while these
Grievance Procedures are pending.

(Notice A) Notice Informing Membership of Case in Pogress

On (date) an AGO Member filed a formal complaint aginst (Institution's Name)
for wrongful termination of employment. The Guild is investigating the matter
according to the AGO's Procedures for Dealing wittComplaints about
Termination. No determination has been made at thime.



Although Guild Members may provide substitute or irterim services, no Member
may seek or accept regular or permanent employmentith (Institution's Name)
while these Procedures are pending. See the AGO’sal¥ Site for the current status
of this case.

E. At least two members of the Committee shall mett the Member in person. If,
after frank discussion with the Member and a revié\wis/her employment agreement
and/or other pertinent documents, the Committes doé consider the Member's claim
to be valid, it may close the Grievance Procedutethe Member disagrees with the
decision of these Individuals, the Member may reguéthin 30 days, through the
National Councillor for Professional Developmehgttthe National Committee for
Career Development and Support review the decidiba.Committee’s determination
shall be final.

In the event that the Procedures are closed wittitbiout a finding supporting a
grievance, the decision shall be announced inat& kchapter media using the language
in Notice B(1) B(2),B(3), orB(4), as appropriate. (See Notices on pages 9 and 10.)

V. STEP THREE — THE INVESTIGATION

A. If the Committee believes the Member's compldegerves further investigation, it
shall immediately take the following actions:

(1.) Request through the National Councillor foofiessional Development that no
advertisement for the position be included in Tmeedican Organist, or on the Guild's
Web site.

(2.) Notice A (above) will be published on the @lisIWeb site and in local chapter
media as appropriate. Any departure from this wayanust be approved by the National
Councillor for Professional Development before jpedilon.

(3.) Notify the appropriate leadership of the Ington, by telephone and then in writing,
that the AGO has been asked by a Member (namealydstigate a charge of wrongful
termination. (See Letter 2.)

* Make it clear that the process has merely begat,nb determination has been
made, and that the Institution will receive, witloine week, a copy of these
Grievance Procedures.

» Set a time limit within which the Committee intertdscomplete its deliberations.

» Set the time for a meeting between the Instituéiod the Committee. This
meeting should take place within 30 days of theigof the notification.

» Advise the Institution that its failure to partiefie in this process may result in a
finding in favor of the Member.



(4.) Request from the Member the names, addreasdselephone numbers of three
regular Observers of his/her work within the Indtdn. In religious institutions, these
Observers should be lay leaders, preferably a wedurchoir member, a member of the
elected lay leadership, and a member of the coagmegat large.

* Send Observers a copy of the Grievance Procedfiezgtzey have been
contacted by the Committee and have agreed tacjpante.

* The Committee shall request from the Observergyiting, a frank evaluation of
the Member's work, competence, and influence ifdrtbtution, and solicit the
Observers' responses to the Institution's action(See Letter 3.)

* The Committee should solicit the Observers' opisiohboth the reasons and the
manner in which the Member was terminated. Obsersieould be assured that
all information, written or spoken, is confidentaid will be shared only among
the Committee members (not with the Member or tiséitution).

B. After receiving the Observers' written evaluaipthe Committee shall speak with the
Observers as needed. At least two members of ther@iitee shall then meet in person
with representatives of the Institution and semdyawith the member, if necessary for
the purpose of clarification.

SAMPLE QUESTIONS

NOTE: The substance and the tone of all questibasld be in the spirit of fact finding
and not of confrontation.

1. Will you share the employee’s complete personiebhfith the employee
(and/or with this Committee) with the employee’sisent?

2. What reason(s) exist for the employee’s termin&tion

3. Does the manner of termination follow any existogtract, letter of
agreement, personnel manual and/or past practice?

4. Was the employee given annual reviews? If so, wieaé the results?

5. What progression was followed to identify probleamsl to notify the
employee of their existence and to provide the eyg# with
opportunities to take corrective action? Was pihggression in keeping
with formal or informal guidelines which you folloas an employer?

6. Were salary increases (and/or benefits) given theecourse of
employment? If so, do they support recent actiretyarding the
employee?

7. What system of communication was in place to idgmsues? Was there
a breakdown? If so, why? What was done to restialegue?

8. If there was no contract (a meaningful documenh witituality, covering
all essential elements of employment), why?

9. Was the employee given a chance to defend him/fferse

10.Was assistance from the AGO sought at any poititarprogression? If
so, what was it? What was the result?



11.Do you understand the function of this Committee #rat of the
Procedures?
12.Would you be willing to hold the employee’s terntina in abeyance
while the AGO mentors the employee? If so, for wthmae period?
13.Would you agree to third party mediation or arhita?
14. Will you consider assistihg £mployee with transition to another job?

C. All Committee members shall receive copies béalrespondence generated and
received in connection with the inquiry.

D. The Committee shall promptly evaluate the infation received from the Member,
Institution, and Observers. After consultation wiitle Regional Councillor and the
National Councillor for Professional Developmeht Committee shall complete a
written report that includes:

* asummary of the proceedings
* an explanation of its conclusion(s)
* its recommendations for action.

Copies of this report shall be sent to the Deamétshared with the Executive
Committee), the Regional Councillor, Regional Pssfenal Development Coordinator,
and the National Councillor for Professional Depa@nt.

E. If, in the opinion of the Committee, the GrieearProcedures revealed questionable
behavior on the part of the Member or wrongful tieation of the Member by the
Institution, the Committee may make such recommemas as it feels are necessary to
resolve the situation and to prevent a recurrelfitke Committee finds that the
Institution wrongfully terminated the member, then@nittee shall apprise the Institution
of the need to resolve the situation within 60 dé8ge VII. Post Grievance Conflict
Resolution.)

F. The Committee shall prepare letters summaritiegCommittee's conclusions, which
will be submitted to the National Councillor fordPessional Development for approval.
(See Letters 4 through 9.) Following approval,lg¢tters shall then be sent to the
Member, Institution, and Observers. The Membera@rskrvers shall be cautioned not to
discuss the final outcome until the 60 days altbfte resolution have passed.

G. The response of the Institution is to be dir@é¢tethe Committee Director, who will
then share it with members of the Committee, incigd

* Regional Councillor (or his/her representative)

* Regional Coordinator for Professional Developmenthis/her representative)
» National Councillor for Professional Developmenties/her representative)

10



H. If the case is settled to the satisfaction dhljgarties, the settlement shall be
announced on the Guild’s Web Site and through loapter media as appropriate using
the following language.

Notice B(1) Notice Informing Membership of Settlemat of Case

The employer and the employee at (Institution’s nam) have resolved their
differences and the case has been closed. Guild iMigers may now accept
employment at this Institution.

l. If the case is closed without a finding of wrdmgermination, the decision shall be
announced on the Guild’s Web Site and through lolapter media as appropriate using
the following language.

Notice B(2) Notice Informing Membership of Outcomeof Case

The AGO has determined, upon investigation, that tt employer and the employee
at (Institution’s name) both had arguments and pogions of merit regarding the
termination of the employee. Therefore, the caseas been closed without a finding
of wrongful termination.

Or, as appropriate:
Notice B(3) Notice Informing Membership of Outcomeof Case

The AGO has determined, upon investigation, that tt employer (Institution’s
name) was not at fault regarding the termination othe employee. Therefore, the
case has been closed without a finding of wrongftgérmination.

J. If the Member disagrees with the decision ofGloenmittee, the Member may request,
within 30 days, through the National Councillor fenofessional Development, that the
National Council shall, as soon as possible, retfendecision. The Committee will
notify the Institution that the Member has appedhleiCommittee’s decision. Under
such circumstances, the notices about the caseamtinue to appear on the Web site
and in the chapter newsletter, and no advertisingeovacancy may be published
therein. The National Council's determination kbalfinal.

VI. CONCLUSION

A. If the 60-day limit passes with no resolutiome tNational Councillor for Professional
Development shall notify the Institution in writitigat the period for resolution has
passed. (See Letter 11.) The Councillor alsd sbqliest approval by National Council
of these actions to be taken by the chapter Detireathapter level and by the National
Councillor at the national level of the Guild:

11



(1.) Announcing the decision on the Guild's Web and through local chapter media as
appropriate using the following language:

Notice B(4) Notice Informing Membership of Outcomeof Case

The National Council has determined that a positiorat (Institution's Name) was
made vacant by wrongful termination of a Member ofthe American Guild of
Organists on (date).

In keeping with the AGO Code of Ethics, Members sHanot seek or accept
employment or attempt to place a student or colleage in the position until the
National Council has declared that differences beteen the Guild and (Institution's
Name) have been resolved.

(2.) Directing the editor of The American Organtse Guild's Web site, and appropriate
chapter media to refrain from advertising any mp&isitions at the Institution.

(3.) Notifying the leadership of the appropriatedainational music organization of the

decision.

B. If no resolution has occurred, the Notice B(dihted above shall appear in a box for
three months on the AGO Web site, and in local tdrapedia. After three months, a
listing, (see Notice C, on page 11) giving the narhihe Institution and date of the
termination incident will be printed in the follomg venues:

* in the local chapter media, and
» listed on the AGO Web site.

This notice shall be printed in perpetuity untresolution has been reached.

12



(Notice C) Notice in Perpetuity

(Institution) wrongfully terminated a member of the American Guild of Organists
on (date) for which no resolution has been reached.

Note: When an Institution is found to have wrongfully terminated a Member of the
AGO, no Guild Member, individually or collectively, may serve that Institution as
an employee or independent contractor, in an intern, temporary, substitute,
regular or permanent capacity beyond a 90-day perid following the date of this
finding.

VII. POST GRIEVANCE CONFLICT RESOLUTION

A. When an Institution wishes to resolve a termorathat has been addressed by these
procedures (within the 60 days allotted in thesewance Procedures or at a later date) a
committee (hereafter a Committee) appointed byRégional Councillor shall review the
documents from the original complaint.

This Committee shall consist of the following memsbe

* A chapter representative,
* Regional Councillor (or his/her representative),
* National Councillor for Professional Developmentlies/her representative).

If possible, its members shall be the membersefdbmmittee that handled the original
complaint.

The Regional Councillor shall appoint a CommitteesEtor, who shall sign all
correspondence. Guided by the documents from igamal complaint, the Committee
may request that the Institution take specificagj which, among other things, shall
include one or more of the following:

* Reinstatement of the wrongfully terminated member.

» A good-faith effort to resolve financial issueshwihe Member, including, but not
limited to, reimbursement of lost income and attegdenefits.

* Providing the Committee with a proposed contradetter of agreement
pertaining to the position, using the American @uf Organists' sample contract
as a model.

B. If the Committee is satisfied with the Institutls response, it shall recommend to the
National Council, through the National Councillor Professional Development, that the
conflict between the Institution and the Americaml® of Organists be declared
resolved. The National Council shall take suchamatias it deems necessary, including:
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* Announcing the resolution on the Guild's Web st&] in local chapter
newsletters as appropriate, stating that AGO mesnipary accept employment
with the Institution. This notification shall beipted for three months.

» Directing the editor of The American Organist, (eild's Web site, and chapter
placement services to accept advertising for mpssitions at the Institution.

* Notifying the leadership of the appropriate denaational music organization of
the resolution.

The following is the statement to be printed invwkaues listed above for a 90-day
period.

(Notice D) Notice Informing Guild Membership of Reslution of Case

On (date) the American Guild of Organists declaredesolved the case of wrongful

termination brought against (Institution's Name). Guild Members may now accept
employment at this Institution.

14



SAMPLE LETTERS
Note: Use only AGO or plain stationery, not perdamahurch letterhead.
(Letter 1)

LETTER FROM INDIVIDUALS APPROVING/DENYING FURTHER A CTION
To be sent by Certified Mall
Date
Dear (Member),
The Individuals appointed in accordance with theQA&Grievance Procedures have
evaluated your complaint of wrongful termination (rystitution). Upon careful

examination of your documents we have concludetftinther action is/is not warranted.

The Individuals’ reasoning was (list reasons far findividuals’ finding while
maintaining the confidentiality required by the &dures).

If you disagree with this decision, an appeal maynitiated under the Procedures.

Sincerely yours,

Chapter Dean
Certified Mail No.

15



(Letter 2)
INITIAL CONTACT WITH THE INSTITUTION
To be sent by Certified Mall
Date
Dear (Name),

| am writing on behalf of a committee formed at thection of the National Council of
the American Guild of Organists (AGO) that has belearged with investigating a
complaint of wrongful termination brought to theéeattion of the AGO by our member
(Name). (Member Name) claims that on (date), thenller was wrongfully terminated
as (Position Title) of (Institution’s Name).

The AGO treats complaints of wrongful terminatioithagreat seriousness and has
established Procedures for fairly dealing with scaimplaints; a copy is enclosed. |
would especially like to emphasize the importaniceeveral items listed in the enclosed
Procedures:

These Procedures are not legal proceedings. Ng#rgr may participate in them
through legal counsel.

At this point in the investigation no determinatimiwrongful termination has been
made.

The membership of the AGO will immediately be netifthat this investigation is
underway and that although Guild members may peositstitute or interim services,
no member of the AGO may seek or accept regulpeonanent employment with
(Institution’s Name) while these Procedures aredpen

Our committee requests a meeting with you as seqossible but no later than (date).
During this meeting we would like to discuss franltie reasons for (Member Name’s)
termination. It is our goal that all parties beagivan impartial and confidential hearing. |
will be in contact with you on or before (date)awange this meeting. We plan to
complete the investigation and make a determindtjofdate).

Sincerely yours,

Committee Director
Certified Mail No.
Enclosure

16



(Letter 3)
INITIAL CONTACT WITH OBSERVERS
Date
Dear (Name),

| am writing on behalf of a committee formed at theection of the National Council of
the American Guild of Organists (AGO) that has belearged with investigating a
complaint of wrongful termination brought to theeattion of the AGO by our member
(Name). The AGO treats complaints of wrongful teration with great seriousness and
has established Grievance Procedures for fairliirdpavith such complaints; a copy is
enclosed.

(Member Name) claims that on (date), the Memberwrasgfully terminated as
(Position Title) of (Institution’s Name). (MembBiame) has given us your name to
contact as an Observer during our investigationagsist us, we would appreciate, in
writing, your frank evaluation of (Member's Namedmk, competence, and influence at
(Institution’s Name). Also, please respond to kbinreasons and the manner in which
(Member Name) was terminated.

The Procedures provide for the confidentiality otiyevaluation. It will be shared only
among the Committee members and not with (Membenéyar (Institution’s Name).

| would especially like to emphasize the importaatseveral items listed in the
enclosed Procedures:

a. These Procedures are not legal proceedingdhiédgiarty may participate in them
through legal counsel.

b. At this point in the investigation no determinatof wrongful termination has been
made.

c. The membership of the AGO will immediately beifred that this investigation is
underway and that although Guild members may peositstitute or interim services,
no member of the AGO may seek or accept regulpeonanent employment with
(Institution’s Name) while these Procedures aredpen

It is our goal that all parties be given an im@réind confidential hearing. We would
appreciate your response within one week in oftulrwe may complete this
investigation by (date). We appreciate your pgr&ition in this important process. If you
have any questions, please contact (Contact’s Nat{€ontact’'s Telephone Number).
Sincerely yours,

Committee Director
Enclosure

17



(Letter 4)
TO THE MEMBER WHEN FINDING IN FAVOR OF THE MEMBER
To be sent by Certified Mail

IMPORTANT: THE WORDING OF THIS LETTER MUST BE APPRED BY THE
NATIONAL COUNCILLOR FOR PROFESSIONAL DEVELOPMENT

Date
Dear (Name),

The Committee appointed to carry out the GrievdPraeedures has completed its
investigation of your charge of wrongful terminatiby (Institution’s Name).

After careful consideration of your supporting domnts, including the review of
statements from your Observers, and discussiomsrefiresentatives of (Institution’s
Name), we find that wrongful termination did occ{Hlere you should list reasons for the
Committee’s finding while maintaining the confideity required by the Procedures).

We are writing to (Institution’s Name), informingegm of our decision and giving them
an opportunity to resolve the situation to thes$atition of the Committee within 60
days. In the meantime, no AGO member may seekaapacegular or permanent
employment with (Institution’s Name).

If no resolution is reached within 60 days, theidlal Councillor for Professional
Development shall notify (Institution’s Name) initamg that the period for resolution has
passed, and shall notify the National Council efsihactions to be taken at the chapter,
regional and national levels of the Guild:

This statement will be published in the chapter imead on the AGO Web site:

The National Council has determined that a positiorat (Institution’s Name) was
made vacant by wrongful termination of a member othe American Guild of
Organists on (date).

In keeping with the AGO Code of Ethics, members sHanot seek or accept
employment or attempt to place a student or colleage in the position until the
National Council has declared that differences beteen the Guild and (Institution’s
Name) have been resolved.

It is important for you to know that although GuNtembers may provide substitute or
interim services, no Member may serve this Ingtituas an employee or independent
contractor, in an interim, substitute, regular errpanent capacity beyond 90 days
following the date of the finding of wrongful ternation.
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Likewise, the editor of The American Organist, Geild’s Web site, and appropriate
chapter media will be directed to refrain from adigeng any music positions at
(Institution’s Name). Leadership of the appropridé@mominational music organization
will be notified of the decision. We would like yoo know that you have the full support
of the Committee.

Sincerely yours,

Committee Director
Certified Mail No.
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(Letter 5)

TO THE INSTITUTION WHEN THE COMMITTEE
FINDS IN FAVOR OF THE MEMBER

To be sent by Certified Mall

IMPORTANT: THE WORDING OF THIS LETTER MUST BE APPRE&D BY THE
NATIONAL COUNCILLOR FOR PROFESSIONAL DEVELOPMENT

Date
Dear (Name),

The Committee appointed to carry out the AGO’s Giree Procedures has completed
its investigation of the charge of wrongful terntina by (Name of Member).

After careful consideration of the supporting doemts, including the review of
statements from the Observers, and discussionsreptiesentatives of (Institution’s
Name), we find that wrongful termination did, indeeccur. (Here you should list
reasons for the Committee’s finding while maintagithe confidentiality required by the
Procedures.)

It is our hope that a situation like this can beided in the future. We would like to be
assured that certain precautions are in placénéonéxt musician. In accordance with the
AGO Procedures for Dealing with Complaints aboutiiaation, we would like to offer
you an opportunity to resolve the situation to satisfaction within 60 days. (See
Procedures VII for possibilities of conditions fessolution.)

Until resolution is reached, there may be no adsarient of the position in The
American Organist, on the AGO Web site or in thealachapter media. AGO members
may neither seek nor accept regular or permanepkogment with (Institution’s Name).
Leadership of the appropriate denominational masganization will be notified of the
decision. Furthermore, unless resolution is redche Guild Member may serve your
Institution as an employee or independent contrantan interim, substitute, regular or
permanent capacity beyond 90 days following the dathe finding of wrongful
termination.

We would like you to know that we will do everythipossible to effect a resolution of
this matter. Please feel free to contact me ifnlloa of any assistance to you.

Sincerely yours,

Committee Director
Certified Mail No.
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(Letter 6)
TO THE MEMBER WHEN FINDING IN FAVOR OF THE INSTITUT ION
To be sent by Certified Mail

IMPORTANT: THE WORDING OF THIS LETTER MUST BE APPRED BY THE
NATIONAL COUNCILLOR FOR PROFESSIONAL DEVELOPMENT

Date
Dear (Name),

The Committee appointed to carry out the AGO’s Giee Procedures has completed
its investigation into your charge of wrongful tenaion by (Institution’s Name).

After careful consideration of your supporting domnts, including the review of
statements from your Observers, and discussiomsrefiresentatives of (Institution’s
Name), we find that wrongful termination did notac. (Here you should list reasons for
the Committee’s finding while maintaining the calgftiality required by the
Procedures.)

An appeal procedure is provided in the Procedures.
We are concerned any time one of our colleaguesnsinated from a position. Your
contributions to the profession are valued. If ¢hare ways the Committee may be

helpful to you in the future, please feel free ¢mtact us.

With every good wish,

Committee Director
Certified Mail No.
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(Letter 7)

TO THE INSTITUTION W HEN COMMITTEE FINDS IN FAVOR OF THE
INSTITUTION

To be sent by Certified Mall
Date
Dear (Name),

The Committee appointed to carry out the AGO’s Giee Procedures has completed
its investigation into the charge of wrongful tenaiion by (Name of Member).

After careful consideration of the supporting doemts, including the review of
statements from the Observers, and discussionsreptiesentatives of (Institution’s
Name), we find that wrongful termination did notac

It is now possible for this position to be advextisn The American Organist, on the
AGO Web site and in the local chapter media. AGOnimers may now accept
employment at (Institution).

We very much appreciate your cooperation in thigenand wish you all the best as you
seek to fill this position.

Sincerely yours,

Committee Director
Certified Mail No.
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(Letter 8)

TO THE MEMBER WHEN COMMITTEE FINDS POSITIONS OF MER IT ON
BOTH SIDES

To be sent by Certified Mall

IMPORTANT: THE WORDING OF THIS LETTER MUST BE APPRE&D BY THE
NATIONAL COUNCILLOR FOR PROFESSIONAL DEVELOPMENT

Date
Dear (Name),

The Committee appointed to carry out the AGO’s Giree Procedures has completed
its investigation into your charge of wrongful tenaion by (Institution’s Name).

After careful consideration of your supporting do@nts, including the review of
statements from your Observers, and discussiomsrefresentatives of (Institution’s
Name), we find that the employer and the employeh bad arguments and positions of
merit regarding the termination of the employedergfore, the case has been closed
without a finding of wrongful termination. (Herew should list reasons for the
Committee’s finding while maintaining the confidiatity required by the Procedures.)

An appeal procedure is provided in the Procedures.
We are concerned any time one of our colleaguesnsinated from a position. Your
contributions to the profession are valued. If ¢hare ways the Committee may be

helpful to you in the future, please feel free ¢mtact us.

With every good wish,

Committee Director
Certified Mail No.
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(Letter 9)

TO THE INSTITUTION WHEN COMMITTEE FINDS POSITIONS O F MERIT
ON BOTH SIDES

To be sent by Certified Mall

IMPORTANT: THE WORDING OF THIS LETTER MUST BE APPRE&D BY THE
NATIONAL COUNCILLOR FOR PROFESSIONAL DEVELOPMENT

Date
Dear (Name),

The Committee appointed to carry out the AGO’s Giree Procedures has completed
its investigation into the charge of wrongful tenaiion by (Name of Member).

After careful consideration of the supporting doemts, including the review of
statements from the Observers, we find that the@epand the employee both had
arguments and positions of merit regarding the itgaition of the employee. Therefore,
the case has been closed without a finding of witdrigrmination. (Here you should list
reasons for the Committee’s finding while maintagithe confidentiality required by the
Procedures.)

It is now possible for this position to be advextisn The American Organist, on the
AGO Web site and in the local chapter media. AGQnimers may now accept
employment at (Institution.)

We wish you all the best as you seek to fill thesigon.

Sincerely yours,

Committee Director
Certified Mail No.
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(Letter 10)

TO THE OBSERVERS WHEN THE INVESTIGATION HAS BEEN
COMPLETED

Date

Dear (Name),

The AGO Committee assigned to the grievance inngl¢Institution and Name of
Member) has completed its investigation into thargk of wrongful termination. After
careful consideration of all supporting documemd mformation, the committee found
in favor of (Institution or Name of Member); (orolind that the employer and the
employee both had arguments and positions of meggérding the termination of the
employee. Therefore, the case has been closedwighfinding of wrongful
termination.”).

Your timely and thoughtful responses about (Namklefmber) greatly aided our
investigation. The Committee would like to thankiyor taking part in this process.

Sincerely yours,

Committee Director
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(Letter 11)

TO THE INSTITUTION IF THE 60-DAY LIMIT IS REACHED W ITH NO
RESOLUTION

To be sent by Certified Mall

Date

Dear (Name),

As outlined in the letter of (date of previousée}tfrom (Committee Director), the 60-
day limit has been reached with no resolution. &wee the following notice will be

published on the AGO Web site and in the local térapedia:

“(Institution) wrongfully terminated a member okthmerican Guild of Organists on
(date) for which no resolution has been reached.”

Until a resolution is reached, no AGO member mayesgour institution as an employee
or independent contractor or in an interim, subtitregular or permanent capacity
beyond 30 days following the date of this letter.

We remain available to assist with the resolutibthis matter.

Sincerely yours,

National Councillor for Professional Development
Certified Mail No.
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