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0.01 Scope - Policy regarding classified emplé?ee grie-
vance procedure.

0.02 Authority - West Virginia Code 18-26

0.03 Filing Date - December 13, 1285

. Fod AL
0.04 Effective Date - New

0.05 Repeal of Former Rule - Revises and
Pelicy Bulletin No. 52 dated July 10, 1884, -
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Section,Z? Filing Option

Replaces

1.01 A staff member shall have the opticon of filing .
grievances (1) in accordance with the provisions of this poliey FE /S
bortEti or (2) in accordance with the provisions of Chapter 18,
Article 29 of the Code of West Virginia. Copies of the Code

sections are available in the office of the President at each
institution.
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Section LK Definition of Work Week

2.01 The purpose  o¢f this policy 1s to s&assist the
employee and employer in arriving at a satisfactory resoluticn
to differences involving work related matters. The emphasis of
discussion should be. positive and reflect good communication
between the twc parties, resulting in a fair and effective reso-
lution to the grievance. For the purpose of this policy, the
definiticn of work week is the total work schedule of the
aggrieved employee. Work release time will be granted to the
grievant, committee member, and to those employees who are

called as witnesses to attend hearirngs on & particular grie-
vance. o -
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¥West Virginia Board of Regents
Procedural Rule, 18-24-1
Series IV, Sec. 3
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Section,;zfq Grievance Procedures

3.0 An employee with a complaint should discuss, or
attempt to discuss the problem with his/her immediate supervisor
in an attempt to resolve the matter informally.  This informal
attempt at problem sclving should take place within five work
days after .the disagreement or incident occurs and/or the
employee becomes aware @f the incident. In the event an
emplovee and his/her immediate supervisor are unable to resolve
the problem, then step one may be initiated. ’

éhfﬂ:i?4ste9 One - The grievant shall present in writing
his/her grievance to the immediate superviscor, summarizing the
relevant points from the initial discussion and requesting and
receiving any letters or :documents needed from the grievant's
file. The grievant should state his/her written grievance to
his/her immediate supervisor within five work days of thelr
original discussion.

3.02 The immediate supervisor must respond in writing
within five work days upon receipt of the grievant's written
statement. The immediate supervisors' response shall explain in
detail the reasons for or policies used 1in reaching his/her
decision on the matter.

-87927&74Ste9 Two — If the grievant does not feel the
grievance has Dbeen answered satisfactorily in step one, he/she
may proceed to step two. The grievant shall present his/her

grievance in writing to the person occupying the position cne
level above his/her immediate supervisor or the appropriate dean.
or director. The grievant must do this within five work days
following the completion of step one. The person to whom the
grievance is submitted must respond in writing tc the grievant
within five work days.

3.03 If the person occupying the position cone level
ahove the immediate supervisor is the President of the institu-
tion, the grievant should skip step two and proceed directly to
ster three.

STG%Tifistep Three - This is the final step in the grie-
vance procedure. IT the grievant does not feel the grievance
has been answered satisfactorily in step two, he/she may proceed
to this level. In step three, the employee must decide to have
his/her grievance heard in one of the <Zfollcwing manners and
notify the perscnnel director.

$70U3T1a The institution's president cr his/her designee.
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West Virginia Board of Regents
Procedural Rule, 18-24-1 '
Series 1V, Bec, 3

27037 A three person commiitee, one selected Dby the
grievant, one selected by the perscn against whom the grievance
was filed and the third person selected by the two panel members
previously chosen. If they cannot agree, the third person shall
be selected by the institution president and becomes the commit-
tee chairperson.

FTE59+tc A panel of three employees appointed by the
institution president. {No more than one member of this  panel
can be from the grievant's grade classification).

3.04 The grievant must initiate step three within ten
work days after receiving a response 1in step _two. The final.
hearing, in step three, must be convened within thirty work davs
cf the grievant'!s submission of final appeal. The hearing shall
be reccorded on tape. A  transcript shall be prepared upon
regquest at the expense of the requesting party.

3.08 Following the appeal hearing, a written recommen-
dation with all supportiag documents, will be sent to the presi-
dent within ten work days. The President will render a written
decision within 10 work days from the receipt of this reccmmen-
dation. A copy of the decisicon will be sent to both parties
involved in the grievance.

5

Section ;ﬂ{‘"Additional Procedures and Definitions

4,01 The Perscnnel Director (unless he/she is an
invelved party) or his/her designee will be assigned the duties
of providing coordination for the grievance procedures when a
grievance is filed, to include providing for tape recording.

4,02 Periods of time indicated, within which an answer
must be given do not commence urntil tke first work day following
the initiation of the previcus step.

42,03 If time requirements are not met by the grievant
or the emplover, the decision will be made against the party
failing to meet the prescribed deadlines. Extensions of time
limits at each sitep may be granted if both parties concur in
writing prior to the expiration of the established time limiti or
if either party has a verifiable sickness, accident, or
scheduled absence from campus.

4.04 An aggrieved employee may have another employee
assist him/her 1in the grievance procedure. _The assisting
employee cannot be an attorney.




West Virginia Board of Regents
Procedural Rule, 18-24-1
Series IV, Sec. 4

4,05 Grievance issues must be those that are work re-
lated matters.

4.06 The aggrieved employee should stipulate in his/her
initial appeal what redress 1s sought.

4,07 The relief sought must be within the capability of
the institution to grant.

4,08 In any instance where legal ccunsel. contacts per-
sonnel involved at any step in the grievance procedure that
person should be referred immediately to the personnel director
or, the president's designee, This counsel should be referred
to the . Assistant Attorney General assigned to the Board of
Regents. ’

4.08 The first step supervisor and the second step
administrator may have another emplovee assist him/kher 1in the
procedure. The assisting employee cannot be an attorney.

4.10 No reprisals of any kind shall be taken by the
Board of Regents, institution or administration, or any super-
visor against any party in interest, any representative, or any
participant in the grievance procedure by reason of such par-
ticipation. This will include anyone in the grievance procedure
who may participate either &8s a witness or members of the hear-
ing panel.

4,11 For the purpose of this policy, ithe definition of
work day is the usual work day schedule of the grievant.

4,12 Work release time for the purpose of this policy
is paid time that is not charged to sick leave, annual leave,
and is not reguired toc be made up or added into overtime calecu-
lations.

Dated: March 2, 1982

Revised: \July 10, 19284
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