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	1.  Brief description of the need and statutory authority for policy changes:  The agency no longer has a Deputy Director and is not likely to have one again.  Those duties have been assigned to the Chief of Staff.

	
	
	
	
	
	

	2.  Brief summary of the content of the policy:  Changing Deputy Director to Chief of Staff

	
	
	
	
	
	

	3.  Description of persons affected by the policy — Who will the policy benefit?  N/A

	
	
	
	
	
	

	4.  Probable economic impact of the policy:  (from Financial Services Division)  None

	
	
	
	
	
	

	5.  Probable cost to the agency:  None

	
	
	
	
	
	

	6.  Less costly methods:  None


DRS:3-3-99.  Grievance Resolution Process

The grievance resolution process will consist of two steps, (1) informal discussion between the employee and the immediate supervisor, or lowest level supervisor with the authority to resolve the dispute, and (2) the formal grievance.  Employee concerns and complaints should, whenever possible, be promptly and informally resolved at the lowest possible level of supervision and in a manner least disruptive to the work place.

(1)  Step One - Informal Discussion.

(A)  The employee must verbally notify his or her immediate supervisor of a dispute as soon as possible.  The supervisor and the employee will attempt to informally resolve the complaint.  If the employee fails to attempt resolution at the lowest level, the process will end.  If the employee dispute alleges misconduct by the immediate supervisor, the employee may contact the reviewing supervisor.  Allegations of illegal discrimination, including sexual harassment, are handled in accordance with 3-3-95 (f) of these procedures and in accordance with special procedures outlined in DRS:3-3-101.

(B)  The supervisor and the employee will consider mediation prior to exhausting efforts to informally resolve the dispute.  If mediation is used, the time limit for filing a formal grievance will be suspended pending completion of the mediation process.

(C)  If the supervisor is unable to resolve the dispute because it is not within his or her control or authority, the supervisor will refer the dispute to the person within the division or school with the authority to resolve the dispute informally.  If the employee and the supervisor are unable to resolve the dispute through informal discussion or mediation, the supervisor will provide a written response to the employee describing the efforts to resolve the dispute informally and provide a copy to the reviewing supervisor.  If the dispute is not resolved, the employee may proceed to Step Two - Formal Grievance.

(2)  Step Two - Formal Grievance.

(A)  An employee who files a formal grievance must state the grievance using the Internal Agency Grievance Resolution Form, MPC Form 900.  The employee must file the completed original MPC-900 with the designated agency grievance manager/assistant grievance manager.  Except for formal grievances charging discrimination and sexual harassment, a copy of the supervisor’s written response describing the efforts to resolve the dispute informally must be attached and a copy of the grievance must be provided to his or her immediate supervisor.

(B)  If the grievant makes allegations against other employees, the grievant must provide the named employee(s) with a copy of the grievance.  The designated agency grievance manager/assistant grievance manager may add a party to a grievance, though not named, to protect any rights or interests they may have.  Employee(s) so named or directly affected may participate in the grievance process.

(C)  The formal grievance must be filed within twenty (20) calendar days after the employee first became aware of or should have been aware of the grievance issue.  If the issue is a continuing condition, the employee must file within twenty (20) calendar days after the last occurrence.  The designated agency grievance manager/assistant grievance manager may consider a grievance timely filed if the employee can show that he or she could not have otherwise timely filed.  In any case, a grievance must be filed no later than twelve (12) months after the day of the action that is the reason for the grievance.

(D)  The employee must write the statement of grievance in a reasonable and understandable manner.  The statement of grievance must describe the cause of the grievance and other descriptive information, such as date and place of the occurrence or date the employee became aware of the matter, names of those involved or having knowledge of the matter; laws, rules or policies applicable to the grievance; description of the actions taken to resolve the complaint informally; proposed resolution of the grievance.

(E)  Within five (5) calendar days, the designated agency grievance

manager/assistant grievance manager will take one of the following actions:

(i)  Reject the grievance and notify the grievant in writing of the reason for the rejection.  The grievant may appeal the decision in accordance with the provisions of Merit Rule 455:10-19-46.  Reasons for rejecting a grievance include, but are not limited to, the following:

(I)  the issue is not timely filed;

(II)  the issue is not within the control of the appointing authority;

(III)  the grievant has not been directly affected by the matter 

which is the subject of the grievance;

(IV)  failure to complete an informal discussion pursuant to DRS:3-3-99 (a);

(V)  the grievance information is incomplete, including the distribution of the copies of the grievance and identification of the issues of the grievance.

(ii)  Accept the grievance and refer to the appropriate decision maker, including a written statement of the issues to be addressed, and notify the grievant.

(iii)  Accept the grievance and refer to mediation pursuant to DRS:3-3-100.

(F)  The decision maker will have forty (40) days to resolve the dispute unless he/she requests an extension in accordance with merit rules and these procedures.

(G)  Upon receipt of the grievance, the decision maker will review the

grievance and discuss the matter with the employee either in person or by telephone.  The decision maker is also responsible for consulting with the designated agency grievance manager/assistant grievance manager, with necessary levels of supervision and other personnel as appropriate.  The decision maker will provide a written decision to the employee and submit a copy to the designated agency grievance manager/assistant grievance manager for the designated division.

(H)  Except for formal grievances charging discrimination, the Step Two decision maker will be the manager/supervisor who directly reports to the Director, Chief of Staff or a Division Administrator/Superintendent who has been assigned authority to be the decision maker.  On a case-by-case basis, the designated agency grievance manager/assistant grievance manager in consultation with the appropriate individual, to include the Director, Chief of Staff, or Division Administrator/Superintendent, may assign a Step Two decision maker outside the grievant's chain of command when appropriate. 

(I)  Resolution decisions must:

(i)  address the issues raised in the formal grievance;

(ii)  be made in writing to the employee filing the formal grievance or to the spokesperson of a group grievance; and

(iii)  be delivered personally or by mail.

(J)  The grievance procedure will end when:

(i)  the grievance is withdrawn in writing by the grievant;

(ii)  a resolution proposed by the employee in the written statement of the grievance is accepted in writing by an agency official who has authority to obligate the agency;

(iii)  a resolution is reached at any step of the procedure and agreed to in writing and signed by the employee and an agency official who has authority to obligate the agency;

(iv)  the grievant fails to comply with any time limit specified in this policy without an approved time extension;

(v)  a final decision on the grievance is provided to the grievant by the Step Two decision maker.

(K)  The grievant, supervisor and appropriate agency official(s) will be notified in writing by the designated agency grievance manager/assistant grievance manager that the grievance procedure has ended.  The resolution of any grievance must be in agreement with the Oklahoma Personnel Act, Merit Rule and DRS policies.
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