Non Academic Staff Association 

Grievance Form – Step I 

TO:  

Dean, Human Resources

Received  ____________ Date

Copy to:  
Association President

Grievant’s Name 
 _______________________________

Department          
 _______________________________

INFORMAL – ARTICLE 18.2

A grievance must be initiated by the employee within thirty (30) working days from the time the employee knew or should have known of the occurrence.  Within that same thirty (30) day period, the grievance procedure shall include an informal step.  The informal level shall be a hearing before the immediate supervisor who shall make note of the hearing and attempt a satisfactory resolution of the grievance.

Informal meeting took place on (Date): ______________________

The grievance was discussed with (Supervisor):____________________________

STEP ONE

The formal Step I grievance must be submitted within the same thirty (30) day period.  The grievance shall be discussed with the employee involved and the Association representative with the Dean, Human Resources, or a designated representative.  

Define the specific grounds for objecting to the disposition of the matter after the Informal Hearing.  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.

Grievant’s Signature
________________________________

The answer from the Dean, Human Resources to the employee shall be in writing and made within ten (10) working days with a copy to the Association.

Non Academic Staff Association 

Grievance Form – Step II

TO:  

Executive Vice President

Received ________ Date

Copy to:  
Dean, Human Resources










         
Grievant’s Name 
 _______________________________

Department          
 _______________________________

STEP TWO (ARTICLE 18.2) 

If the grievance is not settled through Step One, the same shall within five (5) working days be reduced to writing by the Association and submitted to the appropriate Executive Vice President or a designated representative.  
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.

Association Signature:_________________________________

The answer to such grievance shall be made in writing to the Association within ten (10) working days of submission with a copy to the employee and the Dean, Human Resources.

Non Academic Staff Association 

Grievance Form – Step III
TO:  

President



Received  _________ Date

Copy to:  
Dean, Human Resources











Grievant’s Name 
 _______________________________

Department          
 _______________________________

STEP THREE  (Article 18.2)

If the grievance is not settled at Step Two, then the aggrieved employee and the Association shall have the right within five (5) working days to submit the grievance in writing to the President, or a designated representative.

I have completed the following steps:

 Informal, Supervisor Level

Step One, Dean, Human Resources



Step Two, Executive Vice President

Explanation of dissatisfaction with preceding disposition:

Signature:_________________________________

The answer shall be made in writing within ten (10) working days after submission to the Association with a copy to the employee and to Dean, Human Resources.

