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employee and, in some cases, termination of the grievance. If the grievance is accepted,
bureau or office management will designate an appropriate deciding official, in consultation with
the SHRO. The SHRO will notify the grievant of this determination. (Generally, for grievances
within the bureaus, grievance decisions are made no higher than the bureau director.) At
management’s discretion, ADR may be offered during the formal stage of the grievance
procedure. If the grievant accepts management’s offer of ADR at this stage, the deadline for the
final grievance decision may be extended for up to 45 days or as otherwise jointly agreed by the
parties and the SHRO.

(1) If the parties did not participate in ADR at the informal level, an employee
must file a formal grievance (a) within 7 days of the date of receipt of the decision on the
informal grievance, or (b) if the grievant does not receive a decision on the informal grievance
and no request for an extension was made in writing to the SHRO and concurred with by the
grievant, within 7 days of the date the informal grievance decision was due. Failure on the part
of the grievant to meet these timeframes, uniess a request for an extension has been approved in
writing by the SHRO, will result in cancellation of the grievance by the SHRO.

(2) If the parties participated in ADR at the informal level but were unable to
reach resolution, an employee must file a formal grievance (a) within 7 days of the date of
receipt of the decision on the informal grievance, or (b) if the grievant does not receive a
decision on the informal grievance and no request for an extension was made in writing to the
SHRO and concurred with by the grievant, within 7 days of the date the informal grievance
decision was due. Failure on the part of the grievant to meet these timeframes, unless a request
for an extension has been approved in writing by the SHRO, will result in cancellation of the
grievance by the SHRO.

(3) All formal grievances must be in writing using the AGF (DI 7600). An
employee also may make an oral presentation if one is so requested on the AGF (DI 7600). The
SHRO will review the grievance, make a procedural determination of acceptability (see
paragraph 1.11), and notify the parties in writing of this determination within 7 days. If the
grievance is deemed acceptable, the SHRO will create a Grievance File (see paragraph 1.13). If
an oral presentation is requested, the grievant is responsible for scheduling a meeting with the
deciding official, with SHRO assistance as necessary.

~{4) Within 20 days from the date the deciding official receives the formal
grievance and grievance file from the SHRO, or from the date of an oral presentation if one is
made, whichever is later, the deciding official will provide a written decision to the grievant,
including a summary of the grievance, the consideration given to it, and the course of action
decided on or conclusions reached. The decision of the deciding official will be final with no
further right of appeal. If the grievant does not receive a response from the deciding official
within the established timeframes, and no request for an extension was made in writing to the
SHRO and concurred with by the grievant, the grievant will notify the SHRO, which will work
with the deciding official, bureau human resources office, or OHR as necessary to ensure a
response is provided as soon as possible.
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1.11 Rejection of a Formal Grievance on Procedural Grounds. A decision by the SHRO to
reject a grievance is final and not subject to further review. A grievance may be rejected at the
formal level without consideration of the merits if:

A. It was not filed within the specified time limits and a request for an extension of the
time limits was not approved; or, if an extension of the time limit was approved, the grievance
was pot filed within the time limit as extended.

B. The grievance wholly involves a matter or matters that are excluded from coverage
of the grievance procedure under paragraph 1.7. (Where one or more matters are rejected but
others are not, those matters not rejected will continue to be considered. The grievant will be
advised in writing by the SHRO of the specifics of this determination).

C. No specific personal relief is requested (see paragraph 1.4E).

D. The grievance does not contain sufficient detail to identify and clarify the basis for
the grievance.

1.12 Cancellation of Grievance. A grievance will be canceled by the SHRO and not subject to
further review:

A, Atthe request of the grievant.

B.  Upon termination of the grievant’s employment with DOI, unless the personal relief
sought may be granted after termination. '

C. Upon the death of the grievant, unless the gﬁevance involved a question of pay.

D. For failure to act, including the failure of the grievant to meet deadlines if an
extension has not been approved, failure to furnish required information, or other failure to
cooperate in the processing of the grievance.

E. If it becomes evident that the matter is excluded under paragraph 1.7.

1.13 Grievance File. The SHRO will establish a grievance file for each grievance accepted
under the formal procedure. The file will be maintained and disclosed consistent with the
Privacy Act and Freedom of Information Act. The grievance file is available to the grievant and
his/her representative and will not contain any document that is not available to the grievant and
his/her representative. The file should contain:

A.  Theinformal grievance, formal grievance (AGF), and any additional materials
provided by the grievant. Copies of regulations or policies in question should also be included.

B. A written summary prepared by the ADR representative of actions and results, or
lack of action, during the informal and/or ADR procedure, including if applicable an Agreement
to Mediate form signed by all participating parties, a copy of the written agreement, or a
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Memorandum of No Agreement. These documents are to be included consistent wﬂh ' o
confidentiality guidelines. o

C. Copies of the advance notice, replies, and final decision where a dlsc.lplmary action
is involved. e

D. Copies of letters of reprimand, warning, etc., where such matters are at issue.

E.  Copies of personnel action documents, where appropriate.

9/5/07 #3756
Replaces 5/4/81 FPM-231




370DM 771
Page 11 of 11

DI-7600
Rev. 10/2006
United States Department of the Interior: Administrative Grievance Form

Name of Employee:
Employee’s Job Title: Employee’s Work Email:
Employee’s Bureau/Office: Employee’s Work Phone:

Name of Employee’s Rep.:

Representative’s Office: Rep’s Work Phone:

Name of Management
Official receiving this Grievance*:

Are you a Member of a Bargaining Unit that is
Covered by a Collective Bargaining Agreement?* { } Yes { } No

1s this an Informal Grievance or Formal Grievance?

If a Formal Grievance, are You Requesting an Oral Presentation to Discuss this Grievance? { YYes { } No

Are You Interested in Participating in Alternative Dispute Resolution to Resolve this Grievance?**

{ ) Yes ( ) No

| Date of Action Giving Rise to Grievance:

Date Employee Became Aware of Action:

Detailed description of the Grievance (attach additional pages as necessary).

Personal Relief Requested: To qualify as personal relief, a requested remedy must directly benefit the grievant, be
specific and clear, and may not include a request for disciplinary action against another employee:

Has a complaint or appeal on this issue been filed with the Office of Civil Rights, Bureau EEO Office, the Equal
Employment Opportunity Commission, Merit Systems Protection Board, the Office of Special Counsel, Federal
Labor Relations Authority, Union or other offices?

( } Yes If Yes, with whom? ( } No

Employee Signature: Date:

Date Received by Supervisor or SHRO:

*May be filled in or changed, as appropriate, by the Servicing Human Resources Office
**4 DR may be offered at Management’s discretion at the Formal Grievance stage
A copy of this form MUST be provided to the Servicing Human Resources QOffice by the grievant
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