Personnel Issue Reporting & Resolution Process

Alaska Vessel Locations


Shell Alaska Venture's vessels are at sea for extended periods, often in remote areas with limited external communication means for general staff.  This document was developed to assure the timely reporting and resolution of personnel concerns and issues such as Harassment, Intimidation, Retaliation or Discrimination (H.I.R.D.). 

In the event an individual needs to report a conflict that cannot or has not been resolved with the subject of the concern, the following steps should be utilized. Although it is suggested that the concerned individual start at Option A, any order of Options can be used. H.I.R.D. issues received by Shell or contract supervisors must be reported to Shell Management.  

Don't be reluctant to report. Any attempt at retaliation or intimidation against anyone making a good-faith report of a suspected violation of our Code of Conduct or any condition thought to constitute a threat to human health, safety, the environment or Shell assets is a serious violation of our Code of Conduct. Be assured that you may make such a report with the full protection of the management of EPW. However, anyone who uses the ethics and compliance program to spread falsehoods or threaten others, or with the intent to damage another person’s reputation, will be subject to disciplinary action or, if contractor, removal from the worksite. ALL individuals have the right to private use of the vessel’s communication systems to report H.I.R.D. issues.

Employee/Contractor Reporting Options:

A) The preferred method is to report the issue to supervisor if on vessel or, if supervisor not on vessel, to the vessel’s Shell Representative.   
B) Notify Simops Coordinator: 1-907-382-4130.  This is the preferred method if the supervisor or Shell Representative is implicated or non-responsive.
C) If Options A or B do not work or the individual needs to bypass Options A or B, the individual can report by calling:

· Shell Resolve (1-888-222-1890)- conflict resolution program to coordinate mediation and arbitration to resolve employment related disputes

· Shell Ombuds Services (1-866-966-2837)- program to provide informal and confidential advise to address issue

· Shell Global Helpline (1-800-738-1615)- reporting method to anonymously report concerns and can accept multiple languages
· Your designated HR representative
Concern Response Process: 

The in-taking Shell Supervisor, Representative and/or Simops Coordinator will take steps to stabilize the situation without delay. If the issue cannot be resolved on-site, the in-taking Shell staff member will notify the Shell Project Manager and Alaska Program Delivery Mgr. If a Contractor is the concerned individual or implicated party for the unresolved issue, the in-taking Shell staff member will notify the Shell Project Manager who will then notify the Contractor’s agency representative. If Shell Project Manager cannot resolve, Project Manager notifies Shell Line Mgr. If Shell Line Manager cannot resolve, Line Manager notifies Line HR Advisor. All contacts will be documented. For cases where there is a high level of risk, a rapid response process will be used to ensure immediate mitigation, establish clear accountabilities for resolving issues, and ensure appropriate actions are planned. Rapid response may be triggered by, but is not limited to, any of the following:

· potential workplace violence;

· substantial likelihood of a chilling effect, where speech or conduct of an individual may be suppressed by fear of penalizing oneself or a group, so may bring about self-censorship and hamper discussions;

· potentially high regulatory interest; or

· potentially high public relations impact.
Key team leaders (such as HR, Legal, Medical, Security and affected department management) will meet as soon as possible to develop or further implement an action plan in response to the issue. Immediate action can be taken in offences involving Shell’s Code of Conduct or Life Saving Rules. Initial action may include, but is not limited to, the implicated employee/contractor member being:
· transferred to another vessel or work area,

· placed on administrative leave (employee) under Shell HR and Management direction, and/or

· denied on-site work access, pending the results of an investigation into the alleged infraction.

