L S

WEST VIRGINIA
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KEN HECHLER - o5
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Form #2 , . ) . 57 VIRGINIA

NOTICE OF A COMMENT PERIOD ON A PROPOSED RULE

W. Va. Education and State

AGENCY: __ Emplovees Grievance Board S

__TITLENU
W, Va. Code%%léﬁ 29-5(a
RULE TYPE:._ Procsdural Rules { CITE AUTHORITY __and 29-6A-5(a)

AMENDMENT TO AN EXISTING RULE: YES_X_ NO___
IF YES, SERIES NUMBER OF RULE BEING AMENDED: _156CSRL
TITLE OF RULE BEING AMENDED: _Procedural Rules, Fducation and State

Emplovees Grievance Board

[F NO, SERIES NUMBER OF NEW RULE BEING PROPOSED:
TITLE OF RULE BEING PROPOSED:

IN LIEU CF A PUBLIC HEARING, A COCMMENT PERICD HAS BEEN ESTABLISHED DURING WHICH
ANY INTERESTED PERSON MAY SEND COMMENTS CONCERNING THESE PROPOSED RULES. THIS

COMMENT PERIOD.WILL END ON __September 30, 1995 AT 4:30 p.m.

ONLY WRITTEN COMMENTS WILL BE ACCEPTED AND ARE TO BE MAILED TO THE FOLLOWING

ADDRESS.

W. Va. Fducation and State

Employees Grievance Board

- THE ISSUES TO BE HEARD SHALL BE
808 Greenbrier Street N LIMITED TO THIS PROPOSED RULE.

Charleston., W. Va. 25311 . . >\£’

Authorized Slgn
ATTACH A BRIEF SUMMARY OF YOUR PROPOSAL
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STATE OF WEST VIRGINIA
DEPARTMENT OF ADMINISTRATION

State Capitol
Gastor. Caperton - - Charleston, WV 25305 Chuck Polan
Governor AUgUST 21 , 1993 Cabinet Secretary

The Honorable Ken Hechler
Secretary of State =

Office of the Secretary of State ~
Capitol Complex, Room 157-K
1900 Kanawha Boulevard, East
Charleston, West Virginia 25305

Re: Procedural Rules

Dear Mr. Hechler:

Approval is hereby given for the filing of the enclosed rules for the West Virginia
Education and State Employees Grievance Board, entitled “"Procedural Rules, Education and State
Employees Grievanceé Board” which are in accordance with the West Virginia Code,

Sincerely,

Thecla MaZfr(gbk

Deputy Secretary

TM:tj

Enclosures

E.E.C/AFFIRMATIVE ACTION EMPLOYER




STATEMENT OF CIRCUMSTANCES

This rule repeals and replaces the former procedural rule. This rule sets forth the practice
and procedure established by the Grievance Board for camrying out its responsibilities in the
administration and enforcement of education and state employees grievance statutes,




A¥YPENDIX B

FISCAL NOTE FCOR PROPOSED RULES

Rule Title: 156 CR 1

Type of Rule: _ _ Legislative __ Interpretive _X  Procedural
Agency Crisvance Board

Address P 808 Greentwier Styeat

1. Effect of Proposed Rule

ANNUAL FISCAL YEAR

INCREASE DECFEASE CURRENT RET THOERTAFTER

ESTIMATED TOTAL $ $ $ $ $
COST S 0 Q Q 0 9)

PERSONAL SERVICES
CURRENT EXPENSE

REPAIRS &
ALTERNATIONS

EQUIPMENT

OTHER

2. Explanation of above estimates:

The pmnahmﬂrﬁ&spnpmﬁdiniub:n;xvﬁsﬂxsre$ﬁtmgoxi&
fees or epenses for those individuals affected by said niles.

3. Objectives of these rules:

.?rmerd@sagapﬁpxﬁdincmhrtoalkwtﬁe(kﬁwaneB&zdto
;2un92ramiaﬁdm2tﬁegﬁﬂwmﬁamnxdxeamigiwarepnmﬁm@




Rule Title: - 1% CR 1 Procednsl nile
4. Explanation of Overall Economic Impact of Proposed Rule.
A. Eceonomic Impact on State Government.
Not gpplicable
B. Economic Impact on Pelitical Subdivisions; Specific

Industries; Specific groups of Citizens.

Mot arplicshle

C. Economic Impact on Citizens/Public at Large.

Not_Applicehle

Date: _August 17, 1995

Signature of Agency Head or Authorized Reprensentative




SUMMARY OF PROPOSED PROCEDURAL RULE
156 CSR 1
WEST VIRGINIA EDUCATION AND STATE EMPLOYEES GRIEVANCE BOARD

The attached proposed prcoccedural rule is submitted In order to
repeal and replace the former rules approved by the Grievance Board
(hereinafter Bgard) pursuant to West Virginia Code §§ 18-29-1, et
seqg., and 29-6A-1, et seg. As stated in the Scope subsection of
the proposed rule, the substance of the rule is intended to
establish rules of procedure for those employees, employers,
representatives and counsel who wculd appear before the Grievance
Board for the_purpose of prosecuting a grievance filed by an
eligible state or education employee at the fourth level of the
grievance procedure, and to more fully address procedures and
concerns not covered by this Board's pricor rule. These rules are
formally promulgated by the Grievance Board in an effort to comply
with its legislative mandate to administer and enforce the
grievance procedure.

The proposed rule contains a definition section which defines
terms not curxrently defined in the <twe grievance procedure
statutes, such as "file," "subpoena" and "evidence." Section three
relates to forms and the written procedures which are reguired to
be completed at the three lower levels of the grievance procedure.
Section four is the most informative as to the administration of
the grievance procedure by the Board as an entity, and also by the
specific Administrative Law Judges i1t employs. This section
contains provisicons relating to all aspects of the prosecution of
a grievance .at level four, including but neot limited to,
requirements and standards for the assignment of cases, discovery,
continuances, dismissal of a grievance, hearings, locaticns and
appeals. :

Section five of this proposed rule is completely new as it
contains reference to the Board's Administrative Law Judges'
offering of mediation services. Mediation is a form of alternative
dispute resolution whereby parties are offered the assistance of a
neutral individual in order to facilitate the settlement of a

grievance. = _Mediation was specifically authorized by the
Legislature in its 1992 amendments to the grievance procedure
statute £for education employees. Mediation is also currently
cffered to all state employees. The subsections dealing with

mediation services relate to the location, time and attendance for
an agreed upon mediation session. Finally, this section recognizes
that all of the information received by an Administrative Law Judge
acting as a mediator is tc be held confidential.
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156 CSR 1

TITLE 156 ,
PROCEDURAL RULES ‘BEFICE OF WEST VIRGIXRIA
WEST VIRGINIA EDUCATION AND STATE EMPLOYEES GRIBRERNDASYBDHARGE

SERIES 1
§156-1-1. “Gene&ral

1.1. Scope - The following procedural rule sets forth the
practice and procedure established by the West Virginia Education
and State Employees Grievance Board for . carrying out 1its
responsibilities in the administration and enforcement of the West
Virginia Education and State Employees Grievance Statutes, W. Va.
Code §§ 18-29-1, et seq., and 289-6A-1, et seg., as amended.

1.2. Authority - This rule is issued under authority of W.
Va. Code §§ 18-29-1, et seqg., and 29-6A-1, et seq.

1.3. Filing date - - .

1.4. Effective date - . This rule applies to
all grievances pending and those filed after this effective date.

1.5. This rule repeals and replaces the former Procedural
Rule promulgated at 156 CSR 1.

1.6. Liberal construction - The provisions of this rule will
be liberally <onstrued to permit the Board to discharge its
statutory functions and to secure just and expeditious
determination of all matters before the Board; therefore, for good
cause, the Board may, at any time, suspend the requirements of any
of these regulations.

1.7. Severability - If any sections or subsections of this
rule is determined to be invalid, it shall not be construed to
invalidate any of the provisions not otherwise affected.

1.8. Aveailability of rule -~ This rule 1is on file in the
Office of the Secretary of State and at each of the Grisvance
Board's offices.

1.8. Dele&gation of powers and duties - Except where contrary
to law, the Board may delegate any of its powers and duties to the
director, administrative law judges, or other employees or agents
of the Board. Pursuant to W. Va. Code §§ 18-29-1, et seq., and 29-
6A-1, et seqg., the administrative law judges are authorized to take
any other action not inconsistent with the grievance procedure
statutes and this rule.




§156-1-2. Definitions

2.1. All terms defined in W. Va. Code §§8 18-29-2 and 29-6A-2
shall have the meanings therein ascribed to them for the purpcses
of this rule. ZAll other terms shall have the following meanings.

2.,1.1. "File" or "filing" means to place an appropriate
grievance form—or letter evidencing an intent to appeal a lower
level grievance decision in an cfficial depository of the United
States Postal _Service, postage prepaid, and addressed to the
Board's main offices at 808 Greenbrier Street, Charleston, West
Virginiae 25311, or by facsimile transmission to the Board's
offices. A hard copy of any grievance filed by facsimile must be
received by the Board office within a reasonable time follcwing the
facsimile transmission.

2.1.2. "Bervice"” or "Serve" means personal delivery or
delivery by first class United States Postal Service mail, postage
prepaid and addressed to the person to be served at his or her last
known address. - A Certificate of Service by the person making the
service is to be attached to every document requiring service under
this rule, indicating that copies have been served on all parties
t¢ the grievance or their representatives,

2.1.3. "Certificate of Service” means a certification by
a party that con the stated date, he has hand-delivered or placed in
the United States mail, postage pre-pald, in a properly addressed
envelope, a true copy of the document he ig filing with the Board,
for the other parties, or thelr representatives, at their last
known address. See Appendix B, attached hereto.

2.1.4. '"Subpoena'" means an cfficial document, issued by
an Administrative Law Judge pursuant tc the provisions of the West
Virginia Administrative Prccedures Act, West Virginia Code §§ 29A-
5-1 et seqg., regquiring the appearance cf an individual at a given
time and placer

2.1.5. '"Subpoena duces tecum" means an official document
regquiring that_an individual named to appear at a given time and
place must bring a specific document or documents.

2.1.6, "Mctiocn" means an oral or written regquest or
application for. a ruling or order by an administrative law judge.

2.1.7. "Evidence" means substance ¢f proof, presented in
a hearing on the merits of a grievance, by testimony given under
cath, records, documents or other concrete cobjects, for the purpose
of meeting one's burden of proof.




§156-1-3. Levels One, Two and Three

3.1. Forms - Each governing bocard (education) and employer
{state) should, within ninety days of the effective day of this
rule, adopt one official form for the initiation of grievances at
Levels One, Two and Three. This form is to be made available to an
employee, upon trequest, by his immediate supervisor. A sample form
is attached as Appendix A to this rule.

3.2.. Written procedures - Each governing board {education)
and emplover (sState) should establish written procedures relating
tc employee grilevangces at Levels Cne, Two and Three. These

procedures should inform employees of the provisions of this rule
and of W. Va. (Code §§ 18-29-3, et seg., 1B8a-2-8, and 29-6A-3, et
seg. Copies of these procedures should be made available to all
existing employees and all newly-hired employees should be given a
copy ¢f these procedures upon commencement of their employment.

§156-1-4. Level Four

4.1.. Form - A sample form which may be used for £f£iling a
grievance at Level Four is attached as Appendix A.

4.2. Assignment of Administrative Law Judge - At Level IV,
hearing examiners are known as an administrative law judges. Upocn
proper filing of a Level Four grievance, the Board shall assign the
matter to an administrative law Jjudge and all parties will be
nctified of this assignment. Thereafter, all documents or
correspondence is to ke delivered to the assigned administrative
law judge as provided for in Rule 2.1.2.

4.3. Authority of Administrative Law  Judge - Each
Administrative . Law Judge has the authority and discretion to
control the processing of each grievance assigned to him and, to
take any such action as i1s deemed appropriate consistent with the
provisions of West Virginia Code $$18-2%-5 and 29-6A-5.

4.4. Ex Parte Communicaticn - No person shall confer or
correspond with any member of the Beard, iis administrative law
judges, staff or agents, concerning the merits or substance of a
pending grievance, unless all parties tc the grievance are present.

4.5. BSubpoenas and subpoenas duces tecum -~ Subpoenas and
subpoenas duces tecum will be issued by the Beoard to any party to
a Jgrievance upon written reguest, in the discretion of the
administrative law judge, and in compliance with W. Va. Code § 29A-~
5-1{b). The written request shall include the full name and
address of each person to ke subpoenazed (and for subpoenas duces
tecum, a complete description of the document or item to be
produced), together with a statement accepting responsibility for
service and costs (including applicable witness and mileage fees)
incurred relative thereto.




4.5.1. Any party reguesting a subpoena or subpoenas must
advise all other parties of the request at the time it is made.

4.5.2. No subpoena or subpoena duces tecum will be
issued unless a written reguest has been received Dby the
administrative_ law Jjudge within six work days prior to the
scheduled hearing.

4.6. Motions - A application to an administrative law judge
for an order niust be by motion, in writing, unless made during a
hearing, and must be filed and served upon all parties not less
than ten weorking days before the hearing, if any, is to be held
either en the motion or on the merits of the case. The non-moving
party has seven working davs from the date cof service of the motion
to file a written response. A certificate of service must
accompany all motions,

4.6.1. If any party desires a hearing on a motion, he
shall make a request for a hearing at the time of the filing of his
motion or response. A hearing on a motion will be directed by the
administrative law judge only if it is determined that a hearing is
necessary to the development of a full and complete record on which
a proper decision can be made,.

4.6.2. If a situation necessitating a motlon arises
immediately before or during & hearing, an oral motion may be made
at the hearing. The movant shall be prepared to state the reasons
as to why the motion was not made in conformance with rule 4.6.
Further, the movant is to be prepared to proceed with the hearing
if the motion is denied and the granting of the motion would have
operated to delay the hearing.

4.6.3. All motions are tc be accompanied by a concise
statement of its basis, both legal and factual. Motions not timely
made in the determination ¢f the administrative law judge may be
denied on that basis alcne.

4.7. Continuances - Any party may reguest a continuance of a
hearing or other proceeding related to a grievance. Requests for
a continuance ¢f a hearing will be granted upon a showing of good
cause. Unless time dces not permit, a reguest for a continuance is
to be made in writing to the administrative law judge and served
upcn all parties of record. The administrative law judge may, upon
his own motion, continue hearings or other proceedings.

4.7.1. Any party moving for a continuance is encouraged
to first contact the other side and cbtain an agreement to request
a joint continuance. The parties are further encouraged to provide
the administrative law Jjudge with alternative dates for the
scheduling of the case.




4.8. Remand - Any party may move to remand (return to a lower
level of the grievance procedure) a grievance. Requests for remand
of a grievance will be granted upon a showing of good cause. The
administrative _law judge may, upon his own motion, remand a
grievance: ST

4.9. Recusal - Any party may move to recuse (disqualify) the
administrative.law judge assigned to their grievance. Motions for
recusal will be considered only in accordance with Rule 4.6 and
granted only for good cause shown, in the discretion of the
administrative law judge. A mction for recusal will not operate to
automatically ¢entinue a hearing or other action on the grievance;
provided, that any party may make a separate motion for a
continuance until such time as a decision is made on the motion for

recusal. -

4.9.1. The administrative law judge's decision on a
motion to recuse may be appealed to the Beoard or its Chairman by
any party to the grievance, in accordance with Rule 4.6. An appeal
shall operate to automatically continue any hearing or other action
on the grievance. The decision of the Board or its Chairman is
final and not subject to further appeal or review prior to the
disposition of_the grievance,

4.10. Errata Notice - After the administrative law judge
issues a final decision in a grievance, the Becard retains
jurisdiction to amend the decision to correct clerical errors by
errata notice during the appeal period.

4.11. Failure to state a c¢laim - A grievance may be
dismissed, in the discretion of the administrative law judge, if no
claim upon which relief can be granted is stated or a remedy wholly
unavailable to-the grievant is reguested.

4.12. Discovery - W. Va. Code §§ 18-29-6 and 29-6A-6 of the
grievance procédure statutes encourage parties to participate Iin
informal discovery prior to hearing. All employers must produce,
prior to any hearing on the merits, any documents reguested in
writing by the.grievant that are relevant and are not privileged.
Further, if an employer intends to assert the application of any
statute, policy, rule, regulation or written agreement or submits
any written response to the filed grievance at any level, & copy is
to be forwarded to the grievant and/or any representative of the
grievant named in the grievance.

4.12.1. Additional discovery may be allowed in the
discretion of the administrative law judge, including evidentiary
depositions which may be taken and read as in civil actions in the
circuit courts of this state. When a party serves ancther party
with a discovery reguest, that request need not be filed with the
Beard.




4.12.2. Parties shall attempt to resclve any discovery
digputes among_ themselves before making a motion requesting an
order compelling discovery. Any such motion must state that the
parties have attempted to resolve the dispute, as well as the
reason why the discovery is needed.

4.13. Joinder - Any party may move to join (or add as a party
£o the grievance) a person or entity necessary to the final
disposition of the grievance, in accordance with Rule 4.6. The
administrative _law judge may on his own motion, join a person or
entity necessary to the final disposition of the grievance.

4.14. Failure to pursue - Once no action by a party has been
taken on a grievance for six months, the Board will send all
parties a letter, by certified mail, advising that the case will be
dismissed from the docket of the Board thirty calendar days from
the date of %the letter, unless any party objects and _can
demonstrate why the case should not be dismissed. If no timely
written objection is received by the Board, an order of dismissal
wilill be entered. If timely written objection is received by the
Board, the grievance will be promptly scheduled for hearing or
other action will be taken consistent with the orderly disposition
of the grievance.

4,15, Hearings in general -~ Administrative law judges have
full and complete authority to preside over and control all aspects
of a hearing. °If, in the determination o¢f the administrative law
judge, an individual present at a hearing is engaging in disruptive
conduct, the administrative law judge may, in his discretion,
admonish the dndividual to cease such conduct; exclude the
individual from the remainder of the hearing; adjourn the hearing;
or take other action consistent with the orderly and timely
disposition of the grievance.

4,16. Location - All Level Four hearings will be conducted in
the Board's offices; provided that, upon written moticn in
accordance with Rule 4.6 and for good cause shown, the
administrative . law Jjudge may, in his discretion, conduct the

hearing in another neutral location. In such cases, the party
requesting the change in hearing site shall be responsible, at no
expense to the. Board, for providing the following: a suitable

hearing room; a separate area for witnesses; such other facilities,
equipment or personnel as necessary; and a certified copy of the
transcript of _the hearing and delivery of the same to the
administrative law judge within a specific number of days after the
hearing.

4.17. Final disposition - Grievances may be disposed of in
three ways: by decision on the merits; nonappealable dismissal
order; or appealable dismissal order.




4.17.1. Decisions on the meriits will result in the
granting or denying of a grievance, in whole or in part. All
decisions are maintained by the Board staff and transmitted monthly
to the Qffice of the Secretary of State, Capitol Complex,
Charleston, West Virginla 25305. Copies may be obtained from that

cffice, at cost. Decisicns on the merits in education cases are
appealable to the Kanawha County Circuit Court or the circuit court
of the county in which the grievance arose. Decigions on the

merits in state cases are appealable only to the circuit court of
the county in which the grievance arose.

4,17.2. Nonappealable dismissal orders may be based upon
grievances dismissed for the following: settlement, withdrawal and,
in accordance with Rule 4.14, a party's failure to pursue.

4,17.3. Appealable dismissal orders may be 1issued in
grievances dismissed for all other reasons, including, but not
limited to, failure to state a claim or a party's failure to abide
by an appropriate order of an administrative law judge. Appeals of
any cases dismissed pursuant to this provision are to be made in
the same manner as appeals of decisions on the merits.

4.18. Appeals to circuit court - In every matter appealed
from this Board to circuit court, the appealing party shall furnish
the Board with a copy ©of the notice of appeal and the <¢ircuit c¢ourt
docket number. The party prevailing on the appeal shall furnish
the Board with a copy of the final decision of the circuit court
and any accompahying order within twenty days of its receipt.

4.19%. Burden of proof - The grievant bears the burden of
proving his case by a preponderance of the evidence, except in
disciplinary matters, where the burden is on the employer to prove
that the action taken was Jjustified. Any party asserting the
application of-an affirmative defense bears the burden of proving
that defense by a preponderance of the evidence.

4,.20. Advisory opinions - The Beoard will, under no
circumstances, lssue an advisory opinion, i.e., an opinion on an
issue not directly raised before the Board in a grievance.

4.21. Redgistration of employee organizations - All labor
unions or cther organizations representing West Virginia education
and/or state employees and desiring to appear before the Board must
register at the Beoard's main office in Charleston.

§156-1-5. Mediation

5.1l. Parties to a grievance are encouraged to meet and
attempt to negotiate and settle the grievance, as scon as possible
after the grievance has been filed, prior to a hearing. The Bocard
may provide mediation services, and information concerning such
services will atcompany the Notice of Hearing.

7




5.2, Motion for Mediated Settlement Conference - Any party to
a grievance may reguest a mediated settlement conference pricr to
hearing. If any party cbjects to mediation, those services will
not be rendered.

5.3. Indépendent administrative law judge - If the parties
agree to mediation, an independent administrative law judge (other
than the one assigned to hear the grievance), may be assigned to
act as the mediator and actively assist the parties in identifying,
clarifying and resclving issues regarding the grievance at any time
prior to the level four hearing.

5.3.1. All of the information that is provided by the
parties during mediation shall  remain confidential. Mediators
shall not be called as witnesses to provide testimony in unresolved
grievances that proceed to a grievance hearing, and any
administrative_law judge involved in a mediation process shall not
hear the grievance nor be consulted regarding the merits of the
grievance. —

5.4, Location - Mediation conferences will take place in the

Board's offlces, unless all parties and the mediator otherwise
agree. -
5.5, Time - The mediation conference will be scheduled
scmetime prior-to the scheduled hearing cf the grievance. In some
instances, the - mediation cenference will be scheduled on the same
day as the hearing, and the parties must be prepared to go forward
with the hearing should the attempt at mediation fail.

5.6. Mediation not to delay other proceedings - The mediaticn
conference shall not be cause for the delay ¢f cther proceedings in
the grievance,  including the completion of discovery, filing or
hearing of motions, or the hearing of the grievance, except by
order of the administrative law judge.

5.7. Attendance - All parties to the grievance and their
representatives shall attend the mediation conference. If the
authority tc settle & grievance is vested in another individual not
present at the mediation ¢conference, that individual or individuals
must be available be telephone.

5.8. Finalizing the record - Upon reaching an agreement, the
parties and their representatives will be asked to reduce the
agreement to writing and sign it. A written, voluntary dismissal
or withdrawal of & grievance must be filed with the Beard by such
persons as the parties shall designate.

APPENDICES -

Appendix A - Sample grievance form
Appendix B - Certificate of Service form
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WEST VIRGINIA EDUCATION AND
STATE EMPIL.OYEES GRIEVANCE FORM

- - If thare is rmorae than one grievant, put remaining names,
PART A — MUST ke completed by Grievant addressses, telaphone numbers and representativas, for each, on
separate pages,

Grievantts Name Department/Agency/ Institution Grievant's Represantative or Fro Se
Grievant's Home Address Departwent/Agency/Instituticon Address Representative's Address
City, State & Zip Code City, State & Zip Code Clty, &tate & Zip Code
Grievant's Telephone No. Home & Work h T Representative's Telsphona Neo.

STATEMENT OF GRIEVANCE: Include a brief but COMPLETE description of the grievabls event (attach additicnal pages if
necessary). Suspensions exceeding 20 days, demoticms for discipline and dismissals may be griaved directly to Leval IV.

RELIBF SQUGHT: Include a Brief but COMPLETE description of the relief scught.

CHECK v, 1f appropriate: A Level I Informal Conference is reguested.
Grilevant's Signature: Date Vsig'ned:
Suparvisor's Signature: Dato Signed:

PART B — MUST be completed and signed by Evaluators and Grievant

PROCEDURAL SUMMARY

Level I decisiod issusd byt _ Signature: Date:
Immediate Suparvisor

Level I decialon {attached)
appealed to Level II: Signature: Date:
Griavant

Leval II decisicn issued by:. Signature: Da:a:
Administrator or Designea

Level II decision (attachaed)
appealed to Leval III: ~ 3ignature: Dats:
Griavant

UPON APPEAL TO LEVEL III, THE GRIEVANT MUST FORWARD A COPY OF THE GRIEVANCE TO BOTH
THE DIVISION OF PERSONNEL (ADDRESS BELOW) AND THE AGENCY HEAD.

Level IIT decision issusd by: Signature: Date:
Chief Administrator/Designea

Leval IIT decision (attached)
appealed o Level IV: i Signature: Date:
riovant

CHECK / QNE: A Lsyﬁl IV Hearing is requaested. A decision may be mads on the lowor level record.

UPON AFPEAL TQO LEVEL IV, THE GRIEVANT MUST SUBMIT THE GRIEVANCE FORM AND
ALL LOWER LEVEL RECQORDS, INCLUDING, TRANSCRIPTS, EXHIBITS AND DECISIONS TOQO:
West Virginia Educatien and State Employees Griesvance Soard, B08 Greenbrier Street, Charleston, West Virginia 25311

THE GRIEVANT MUST SUBMIT THE GRIEVANCE FORM AND ALL LOWER LEVEL DECISIONS TO:

Division of Paracnnal, Bullding 6, Room B-645, 5tata Cani‘tol Cemplex, Charlasgten, West Virginla 25305,

(SIATE)




WEST VIRGINIA EDUCATION AND
STATE EMPLOYEES GRIEVANCE FORM

GRIEVANCE FORM
Levels I, II, III, IV
(Circle Cne)

IZ there is more than one grievant, put remaining names,
PART A - MUST be completed by Grievant addresses, telephone numbers and representatives, for each, on
separate pages.

V.

Griavant's Nama

Agency/Board of Educatien/Institution Grievant's Representative or Pro Se

Grievant's Homa Address ] Representative's Address

City, State & Zip Code : City, Stats & Zip Code

rievant's Telephone Ko. Home EWWOIJ( Representativae's Telephone No.

STATEMENT OF GRIEVANCE: Include a brief but COMPLETE deseription of the grievable event {attach additional pages if
necessary) . ... .-

RELIEF SOUGHT: Include a brief but COMPLETE description of the relief sought.

PART B — MUST be completed and signed by Evaluators and Grievant

PROCEDURAL SUMMARY -

Level I decisicn issued by: Signatura: Date:
Immadiate Supervisor
Level I decisicn {attached)
appealed to Level II: ©  Signaturs: Data:
Grievant
Level II decision issued hy: Signature: Data:
Chief Administrator/Superintendent
Lavel II decision (attached)
appealed to Level IIT: Bignaturs: Datae:
Grievant
Level III decision issued by Slgnature: Date:
Governing Board/Agency
Lavel III decision (attached)
appealaed to Level IV: Signature: Date:
Grievant
CHECK f ONE : A Level IV Hearing is reguested. A decigion may be made on the lower level raecord.

UPON APPEAL TO LEVEL IV, THE GRIEVANT MUST SUBMIT THE GRIEVANCE FQORM AND
ALL LOWER LEVEL RECORDS, INCLUDING, TRANSCRIPTS, EXHIBITS AND DECISIONS TO:

Wast Virginia Education and State Exployees Grisvance Board, 808 Greenbrier Street, Charleston, Wast Virginia 25311
THE GRIEVANT MUST SUBMIT A COPY OF THIS GRIEVANCE FORM TO:

The Chief Administrator of the agency, board of educatien or institution.

APPFNDIX A
(EDUCATTON)




CERTIFICATE CF SERVICE

I, — » do hereby certify that a true copy of the

foregoing [NAME OF DOCUMENT] was mailed to the parties by
depositing copies therecf in the United States Mail, postage

prepaid, this day of s 19 .

[NAMES AND ADDRESSES OF PARTIES]

[NAME]

APPENDIX B




