Administrative Association 

Grievance Form – Steps I and II

STEP ONE  (See Article IX, C2)

Employee or Association’s designated representative discusses grievance with the immediate supervisor within thirty (30) days.  The purpose of the meeting is informal resolution of the matter.


Step One meeting took place on (Date)   


The grievance was discussed with (Supervisor)   





       



By (Grievant or Designated A & E Representative)   

STEP TWO (See Article IX, C3)

If there is no resolution at Step One, or if no decision is rendered within five (5) working days after the presentation of the grievance, a written grievance may be filed within five (5) working days.  The written grievance, described below, is presented by the employee to the appropriate divisional/departmental Dean or College Officer, with signed hard copies sent to the Dean of Human Resources, the appropriate VP or Executive VP if not the Step Two Hearing Officer, the President, and the Administrative Association.

Define the specific grounds for objecting to the disposition of the matter after Step One.  Identify the contract violation and the remedy sought.  Provide any details and documentation that will assist in understanding the matter completely.  If additional space is needed, attach sheets to this form.

To (Step Two Hearing Officer): ____________________________________


Date: _______________ 

Grievance:

Grievant’s Signature:_________________________________

Association President or Grievance Chair: ____________________________________

(Not Valid Without This Signature)

Received by: _______________________________________ Date: _______________rev 1/03

Administrative Association 

Grievance Form – Step III
STEP THREE – FORMAL, PRESIDENT’S LEVEL (See Article IX, C4)

To (The President): ______________________

Date: _________________________________

I have completed the following steps:

Step One – Informal, Supervisor Level

Met with (Supervisor): ____________________________

Date: __________________________________________

Step Two – Formal, appropriate Dean or College Official

Written grievance filed on (date) ___________________ with (appropriate Dean or College Official) _________________________________.  

____ I am dissatisfied with the disposition after Step Two

____ I did not receive a response within five (5) working days.

A copy of the Grievance Form, Steps I and II and Step II response (if any) must be attached.  

Explanation of dissatisfaction with preceding disposition:

Grievant’s Signature:_________________________________

Association President or Grievance Chair: ____________________________________

(Not Valid Without This Signature)

Received by: _______________________________________ Date: _______________

Rev 1-03






















