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Purpose1.1 .  ThischapterprovidesDepartmentalpolicyfortheAdministrativeGrievance
Procedures (AGP).  TheDepartmentoftheInterior (DOI) AGPprovidesafair, efficient, and
orderlyprocessforthereviewandresolutionofdisputesonemployment-relatedandworkplace
matters.    

Authority1.2 .  Theauthorityforthepolicyinthischapteris5C.F.R. 771.101.    

Policy1.3 .  

A. TheDOIencouragespromptandinformalresolutionofanydissatisfactionand
disagreementsamongemployeesattheearliestopportunityandatthelowestlevelpossible; and
itprovidesacollaborativeprocessforaddressingemployment-relatedandworkplaceconcerns
anddisputes.    

B. TheAGPencouragetheuseofconflictmanagementtoolsandAlternativeDispute
Resolution (ADR) toresolveissuesandconcernswheneverpractical.  Coveredemployeesmay
usetheAGPwithoutrestraint, interference, coercion, discrimination, orreprisal.    

Definitions1.4 .   

A. Grievance.  Unlessexcludedbythischapter, awrittenrequestbyanemployeeor
groupofemployeesforpersonalreliefinamatterofconcernordissatisfactionthatrelatestothe
employmentoraconditionofemploymentoftheemployee(s), andthatissubjecttothecontrol
ofmanagement.  

B. GrievanceFile.  AseparatefilesubjecttothePrivacyActthatcontainsall
documentsrelatedtoagrievance, includingbutnotlimitedtothegrievance, anystatementsof
witnesses, recordsorcopiesthereof, statementsmadebythepartiestothegrievance, andthe
decision.    

12/19/14 #3996
Replaces09/05/07 #3957



370DM771
Page2of12

C. Employee.  AnemployeeofDOIunlessexcludedunderparagraph1.6.  This
includesaformeremployeewhowascoveredbytheAGPwhileemployedandwhofileda
timelygrievancepriortohisorherseparation, ifpersonalreliefcanstillbeprovided.    

D. BargainingUnitEmployee.  Anyemployeeincludedinabargainingunitwithan
exclusiverepresentative (union) ascertifiedbytheFederalLaborRelationsAuthority (FLRA).   

E. PersonalRelief.  Aremedyrequestedbythegrievant(s).  Toqualifyaspersonal
relief, arequestedremedymustbespecific, clear, andsubjecttothecontrolofmanagement, and
maynotincludearequestforaction, disciplinaryorotherwise, againstanotheremployeeora
supervisor.    

F. GrievanceOfficial.  Amanagementofficial, normallythefirst-linesupervisororthe
officialatthelowestlevelwithauthoritytograntreliefanddesignatedtoreceiveandattemptto
adjustaStep1grievance.  (Seeparagraph1.10.)  

F. DecidingOfficial.  Amanagementofficialdesignatedtoreceiveandattemptto
adjustaStep2grievance.  Generally, thisisanindividualatahigheradministrativelevelthan
anyonewhocouldhaveadjustedthegrievanceundertheStep1process.  However,  
determinationsastotheappropriatedecidingofficialaremadebybureauorofficemanagement
inconsultationwiththeServicingHumanResourcesOffice (SHRO).  (Seeparagraph1.10.)    

G. Days.  Calendardays, unlessotherwisestated.  Timelimitsexpireatthenormalclose
ofbusinessonthedayspecified.  If, however, atimelimitexpiresonaweekend, holiday, or
othernon-workdaythetimelimitisextendedtocloseofbusinessonthenextworkday.  Notethat
timelimitswillnotbeextendedifthenon-workdayfallsonadaywhentheemployeehas
scheduledleave.  

H. AlternativeDisputeResolution (ADR).  Asusedinthischapter, aprocessfor
seekingconsensualresolutionoftheissuesandconcernsunderlyingagrievance.  TheADR
processisgenerallyamoreflexibleandcooperativeapproachtoproblem-solvingthanother
methods.    

I. ConflictManagement.  Aconceptthatencouragesearlyawarenessand
understandingofconflictthrougheffectivecommunication; andonethatallowsforconstructive
resolutiontoaddressunderlyingconcernsandminimizenegativeimpactsofconflictsor
disputes.  

J. ServicingHumanResourcesOffice (SHRO).  Thehumanresourcesoradministrative
officethatprovideshumanresourcesservicestothegrievantandthegrievant’ssupervisorsand
managers.    

K. AdministrativeGrievanceForm (AGF).  TheAGF (FormDI-7600) mustbeused
whenagrievantfileseitheraStep1orStep2grievance.  (AcopyoftheAGFisattached.   
CopiesmayalsobeobtainedfromtheSHRO.)  
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Coverage1.5 .  ThepolicyinthischapterappliestoallemployeesinDOI (includingformer
employeesasdefinedinparagraph1.4C) exceptemployeesappointedunderScheduleChiring
authority, non-careerSESemployees, andbargainingunit (union) employeescoveredbya
collectivebargainingagreementand/ornegotiatedgrievanceprocedure.  (Bargainingunit
employeesnotcoveredbyacollectivebargainingagreementand/ornegotiatedgrievance
proceduremaybecoveredunderthispolicyonlyiftheappropriatemanagementandunion
representativeshavesignedawrittenagreementtoallowfortheuseoftheseprocedures).  Useof
theAGP, ifselectedwhenotheradministrativeremediesareavailable, precludestheuseofother
administrativeremedies.  Bureaus/officesareexpectedtofollowtheseproceduresandmaynot
issuesupplementalAGPpolicies.  

Responsibilities1.6 .  

A. Director, OfficeofHumanResources (OHR).  ResponsibleforoverseeingDOI’s
AGPandensuringthatthepolicyisadministeredproperly.  TheDirectorhasdiscretionary
authoritytoassumejurisdictionofagrievanceorthegrievanceprocessatanystageinthe
proceedingswhendeemednecessary.  

B. HeadsofBureausandOffices.  Responsibleforadministeringthepolicyinthis
chapter, issuingimplementing instructions, asappropriate, complyingwithappropriatetime
limitsasestablishedherein, andensuringthatemployeesandsupervisorsareadvisedoftheir
rightsandresponsibilities, includinganemployee’soptionofelectinganADRprocessatthe
Step1grievancestage.    

C. Director, OfficeofCollaborativeActionandDisputeResolution (CADR).  Oversees
DOI’sworkplaceADRprogram, COREPLUS, andcoordinateseffortswiththeDirector, OHR.   
See370DM752.2withrespecttoAGP.)  

D. ServicingHumanResourcesOffice (SHRO).  Providesadvice, assistance, and
guidancetoemployees, supervisors, andmanagersontheproceduresdescribedherein.  The
SHROisalsoresponsibleforconductingaproceduralreviewoftheStep2grievanceand
designatingadecidingofficialoncethegrievancehasbeenacceptedforprocessing.  TheSHRO
coordinateswiththeSolicitor’sOfficeandothersasneededtoensurethatagreementsreached
throughADRarereviewedforadministrativeandlegalsufficiencybeforetheyarefinalized.   
TheSHROalsomayreferemployeesand/ormanagerstootherofficesforadditionalassistance
asappropriateand/orconsistentwithbureaudelegationsofauthority.  

E. Supervisors.  Responsibleforlisteningtoemployeecomplaints, handlinggrievances
inafairandequitablemanner, andcomplyingwithappropriatetimelimitsasestablishedherein.   
Supervisorsshalltrytoclarifymisunderstandings, engageincollaborativeproblemsolving, use
conflictmanagementtoolsasappropriate, andmakereasonableadjustmentstoaddressissues
andproblemsthatariseinday-to-dayrelationshipswithandamongemployees.  Supervisorsare
alsoresponsibleforencouragingtheuseofeffectivecommunication, seekingtoclarify
misunderstandingsaboutissuesandproblems, andseekinginformalresolutionattheearliest
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opportunitythroughADRorotherappropriatemethodsavailablethroughDOI’sADRprogram,  
COREPLUS.  

F. Grievants.  Employeeswhofilegrievancesareresponsibleforcomplyingwiththe
proceduresasestablishedherein, includingmeetingtimelimitsasspecified, furnishingsufficient
detailtoidentifythematterbeinggrieved, andspecifyingthepersonalreliefrequested.   
Grievantsarealsoresponsibleforseekingtoclarifymisunderstandingsaboutissuesand
problems, andseekinginformalresolutionattheearliestopportunitythroughADRorother
appropriatemethodsavailablethroughDOI’sADRprogram, COREPLUS.  

MattersIncluded/Excluded1.7 .  

A. MattersIncluded.  TheAGPappliestoanymatterofconcernordissatisfaction
relatingtotheemploymentorconditionsofemployment (see1.4A) ofanemployeeor
employeesunlessotherwiseexcludedunder1.7B.  Thepersonalreliefsoughtmustbespecific
andsubjecttothecontrolofmanagementofficialsofDOI.  Examplesofcoveredmattersinclude
butarenotlimitedtoworkingconditions, suspensionsof14calendardaysorless, lettersof
reprimandandreassignments.  

B. MattersExcluded.  Thefollowingmattersareexcludedfromcoverage:  

1) Thecontentofpublishedregulationandpolicy, includingprovisionsofthe
CodeofFederalRegulations, theDepartmentalManual, andanyotherDOIpolicy.  

2) Anymattercoveredbyanegotiatedgrievanceprocedureorwhichis
appealabletoorunderthejurisdictionoftheU.S. MeritSystemsProtectionBoard (MSPB), the
OfficeofPersonnelManagement (OPM), theFederalLaborRelationsAuthority (FLRA), the
OfficeofSpecialCounsel (OSC), ortheEqualEmploymentOpportunityCommission (EEOC).  

3) Non-selectionfromagroupofproperlyrankedandcertifiedcandidates, failure
toreceiveanoncompetitivepromotion, oranyothergrievancerelatedtoaselectionprocess.   

4) Awarningornoticeofaproposedactionwhich, iftaken, wouldbecovered
undertheAGP (orexcludedfromcoveragebyparagraph1.7B).  Suchmattersinclude, butare
notlimitedto, noticesofproposeddisciplineoradverseaction, lettersofwarning, andlettersof
counseling.  

5) TheperformanceevaluationofaSeniorExecutiveService (SES) appointee
under5U.S.C. chapter43, subchapterII; thereassignmentofanSESappointeefollowingthe
receiptofan “unsatisfactory” ratingunder5U.S.C. 4314; thereturnofanSEScareerappointee
totheGeneralScheduleoranotherpaysystemduringtheone-yearperiodofprobationorforless
than “fullysuccessful” executiveperformanceunder5U.S.C. 3592; ortheterminationofanSES
careerappointeeduringprobationforunacceptableperformanceunder5C.F.R. Part359,  
SubpartD.  
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6) Theterminationofaprobationaryemployeeinaccordancewith5C.F.R. Part
315, SubpartHand5U.S.C. 3321; thereturnofanemployeeservingasupervisoryor
managerialprobationaryperiodtoanonsupervisoryornon-managerialpositioninaccordance
with5C.F.R. Part315, SubpartIand5U.S.C. 3321; ortheseparationorterminationofan
employeeduringatrialperiod.  

7) ThesubstanceofCriticalElementsandPerformanceStandardsinan
employee’sperformanceappraisalplan (EPAP);communicationsregardingperformance (such
asfeedbackconcerningperformance, progressreviews, performanceimprovementplans,  
individualdevelopmentplans, etc.); oranyperformancerating.  (Referto370DM430andthe
DepartmentalPerformanceAppraisalHandbookforinformationonthereconsiderationprocess
forperformanceratings).    

8) Thegrantingof, failuretogrant, ortheamountofanawardunder5CFRPart
451and5U.S.C. 4502; theadoptionof, orfailuretoadopt, anemployeesuggestionorinvention
under5C.F.R. Part451and5USC4503; thegrantingof, orfailuretogrant, anawardofthe
rankofmeritoriousordistinguishedexecutivetoanSEScareerappointeeunder5U.S.C. 4507
and5C.F.R. Part451, SubpartB; thegrantingof, failuretogrant, ortheamountofa
performanceawardforanSEScareerappointeeunder5U.S.C. 5384and5C.F.R. Part534,  
SubpartD; orthereceiptoforfailuretoreceiveanadditionalstepincreaseunder5U.S.C. 5336
and5C.F.R. Part531.  

9) Adecisiontogrant, ornottogrant: anSESpayrateincrease; apayrate
increaseunder5U.S.C. 5376and5C.F.R. Part534, SubpartE; apayadjustmentunderan
administrativelydeterminedpaysystem.  

10) Thepaymentof, failuretopay, ortheamountofarecruitmentbonus, a
relocationbonus, aretentionallowance, orasupervisorydifferentialunder5C.F.R. Part575and
5U.S.C. 5753-5755; thepaymentof, failuretopay, ortheamountofcriticalpositionpayunder5
C.F.R. 535and5U.S.C. 5377; thefailuretorequestorgrantanexceptiontothedual
compensationrestrictionsunder5C.F.R. Part553and5U.S.C. 5533, andthefailuretoreceive
anagreementundertheStudentLoanRepaymentBenefitprogramunder5CFR537and5
U.S.C. 5379.  

11) Anydiscretionarypaymentnotspecificallyexcludedelsewhereinthispolicy.  

12) Theterminationorexpirationofatime-limitedexceptedappointment; a
temporaryortermappointmentorpromotion; anSESlimitedemergencyorlimitedterm
appointmentonthedatespecifiedasaconditionofemploymentatthetimetheappointmentor
promotionwasmade; ortheterminationofatemporaryortermpromotionatanyothertime,  
providedtheemployeewasinformedinadvanceofthetemporarynatureofthepromotionand
theemployeewasreturnedtotheformerpositionfromwhichheorshewastemporarily
promoted, ortoadifferentpositionofequivalentgradeandpay.   

13) Anypositionclassificationaction.  
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14) MatterscoveredunderotherinternalDOIreviewmethods, includingbutnot
limitedtoPerformanceAppraisal, GovernmentHousingandUtilities, DivestitureOrders, Merit
PayCoverage, PropertyBoardsofSurvey, findingsandrecommendationsofLawEnforcement
BoardsofReview, decisionstotemporarilyorpermanentlyrevokealawenforcement
commission, BoardsofInquiry, MedicalStandardsReviewProcess, debtcollection, and
disapprovalsofwaiversofoverpayment.    

15) AnypolicyordirectiveissuedbytheSecretaryoftheInteriororhisorher
designee.  

16) Aformalcomplaintallegingdiscriminationonthebasisofrace, color, religion,  
sex, nationalorigin, age, physicalormentaldisability, geneticinformation, reprisalorretaliation
forparticipatinginEEOdiscriminationcomplaintproceedingsorotherwiseopposing

discrimination).  

17) Aformalcomplaintinvolvingallegationsofdiscriminationbasedonsexual
orientation.  

18) Suitabilitydeterminations.  

19) Audit, investigationorfact-findingofanemployeebytheOfficeofInspector
General, OfficeofSpecialCounsel, DepartmentofJustice, DepartmentofLabor, orotherfact- 
findingentity.  

20) AnyothermattercoveredbystatutewhichvestsjurisdictioninFederalcourt.  

EmployeeRights1.8  .    

A. DOIemployeesareentitledundertheseprocedurestopresentgrievancestotheir
supervisorsormanagers.  EmployeesalsohavetherighttoconsultwiththeirSHROora
representativefromtheOfficeofCivilRights (OCR) orCADRforproceduralguidance.   
Employeesshallbefreefromrestraint, interference, coercion, discrimination, orreprisalin
presentingagrievance.  

B. AnemployeemustproceeddirectlytoStep2grievanceprocedures (paragraph
3.10B) ifthegrievanceconcernsaletterofreprimandoradisciplinarymatterthatincludeda
proposedaction, anopportunitytorespond, andafinaldecision (i.e., suspensionsof14-daysor
less).  Insuchcases, theStep2grievancemustbefiledinwritingwiththeSHROusingthe
AGF (DI-7600) within15calendardaysofthedatethedecisionorreprimandwasissued.  The
filingofsuchagrievancewillnotdelaytheeffectivedateoftheaction.  TheSHROwill
designateadecidingofficialandnotifythegrievantinwritingwithin7calendardaysofreceipt
ofthegrievance.  Asstatedelsewhereinthechapter, thepartiesarestronglyencouragedto
utilizeanADRprocesstoresolvethedispute; howevermanagementhasthediscretionto
determinewhetherornotitwishestoparticipateinADRformattersunderthisparagraph.   
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C. Employeesmayrepresentthemselves, orberepresentedbysomeoneoftheirchoice.   
However, thechoiceofarepresentative, ifaDOIemployee, maybedeniedifitwouldresultina
conflictofinterestorposition, aconflictwithmissionpriorities, orunreasonablecosts.  Withthe
concurrenceoftheSHRO, bureaushavetheauthoritytodenythechoiceofarepresentativefor
thereasonsstatedpreviously, andsuchdeterminationsarenotsubjecttorevieworappeal.   
Requestsforattorneyorrepresentativefeeswillnotbeconsideredundertheseprocedures.   

D. Uponrequest, employeesandtheirrepresentativesshallhaveaccesstoinformation
directlyrelatedtotheissuesraisedinthegrievance.  Grievantsshallbegivencopiesofsuch
information, unlessdoingsowouldbeundulyburdensomeorcontrarytolaworregulation, as
determinedbytheSHRO.   

E. Employees, andtheirrepresentatives, ifemployeesofDOI, shallbepermitteda
reasonableamountofofficialdutytime (generallyamatterofhours, notdays) subjectto
workload, ifotherwiseinadutystatus, toprepareandpresentgrievancesandtocommunicate
withmanagementandhumanresourcesofficialsaboutsuchgrievances.  Reasonableuseof
governmentequipmentandsuppliesmaybeusedforthispurpose.  Suchofficialtimemustbe
requestedbytheemployeeandapprovedinadvanceofitsusebytheimmediatesupervisoror
his/herdesignee.  Requestsmaybedeniediftheamountrequestedisdeterminedby
management, inconsultationwiththeSHRO, tobeunreasonable.  

FilingofaFormalEEOComplaint1.9 .  Thefilingofaformalcomplaintofemployment
discriminationunderEqualEmploymentOpportunity (EEO) proceduresprecludesadvancement
ofthesamemattersundertheseAdministrativeGrievanceProcedures.  Therefore, ifthematter
beinggrievedbecomesthesubjectofaformalEEOcomplaintbythegrievantwhoalleges
discriminationasdescribedinparagraphs1.7B(16) and/or1.7B(17), theofficialconsideringthe
grievancemustterminateprocessingthegrievanceanddismissthegrievance, inwriting,  
regardlessofwhetheritisaStep1orStep2grievance.   

GrievanceProcess1.10 .  Managementandemployeesareencouragedtoresolvegrievancesat
theearliestopportunityatthelowestpossiblemanagementlevelwithoutunnecessarydelays.   
Beforeinitiatingthegrievanceprocessdescribedbelow, employeesareencouragedtoattemptto
informallyresolveanygrievanceandunderlyingconcernsbyinitiallydiscussingtheproblem
withtheirimmediatesupervisor, beingmindfuloftimeframesforfilinggrievancesunderthis
chapter.  Thismeetingcanbefacilitateduponrequest.  Requestsforameetingfacilitatorshould
bemadetotheSHRO, whowillcoordinatewithCADRforassistancethroughCOREPLUS.   
EmployeesorsupervisorsmayalsocontactCADRforgeneralADRinformationatanytime.   

A. Agrievancesubmittedtoasupervisororotherappropriateofficialunderthese
proceduresmustbeconsideredandacteduponinatimelymannerasdescribedbelow.  

Step1GrievanceProcedure1) .  Anemployeemustpresentagrievancein
writingusingtheAGF (DI-7600) within15calendardaysofthedateofthechallengedactionor

EmployeesmustfillouttheAGFinitsinaction, orthedatehe/shebecameawareofit.   
entirety, withassistancefromtheSHROasnecessary.  Failuretocompletetheformmay
resultinitbeingreturnedtotheemployeeand, insomecases, terminationofthegrievance.   
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Thedeadlineforthisinitialfilingmaybeextendedbythegrievanceofficialwithconcurrenceof
theSHRO (generally, suchextensionswillnotexceedsevencalendardays), ifsuchanextension
forgoodcauseisrequestedinwritingbythegrievant.  Thefailuretograntanextensionmaynot
beappealedorgrieved.  Thegrievant (and/orthegrievant’srepresentative) andthegrievance
official (normally, thefirst-linesupervisorortheofficialatthelowestlevelwithauthorityto
grantrelief) arestronglyencouragedtoengageinADRwhereappropriateinanattempttoseeka
mutuallyacceptableresolutionoftheissuesgivingrisetothegrievance.    

a) AStep1grievancemustbesubmittedtothegrievanceofficialinwriting
usingtheAGF (DI-7600), withacopytotheSHRO.  TheSHROwillreviewthegrievance,  
makeaproceduraldeterminationofacceptability (seeparagraph1.11), andnotifythegrievant
andthegrievanceofficialifitisdeterminedthegrievanceisnotacceptable.  Ifexcludedfrom
coverage, theSHROwillnotifythegrievantofthisdeterminationandoffertoreferthematterto
COREPLUSforADRassistanceoutsidethescopeoftheseprocedures, asappropriate.  

b) IfthegrievanceisacceptedandADRisnotspecificallyrequested, the
SHROwillprovidethegrievantwithinformationabouttheADRoptionsothegrievantcan
decideifhe/shewantstoelectADR.  IfADRisrequestedinitially, orisrequestedafterthe
SHROhasprovidedinformationabouttheADRoptiontothegrievant, theappropriate
bureau/officewillberesponsibleforensuringthatanappropriatemanagementofficialwith
settlementauthorityismadeavailabletoparticipateintheADRandthatanAgreementto
Mediateformissignedbybothparties.  ManagementisobligatedtoparticipateinADRatthe
Step1grievancesifrequestedbythegrievant.  Thegrievantandappropriatemanagement
officialagreestoparticipateingoodfaith:  

i) Thepartieswilltrytoresolvethegrievanceinareasonableperiod
oftime, normallyupto45calendardays, forthepartiestoattempttoreachresolutionthrough
theADRprocess.  TheSHROandthepartiestothegrievancemayjointlyagreetoanextension
beyond45daysiftodosowouldfurtherresolutionofthematter.  However, theADRprocess
maynotbeusedtounnecessarilydelaythegrievanceprocess.  

ii) Eitherpartymayterminatetheprocessatanytime.  TheADR
specialistwilldiscussthereasonsforterminationanddocumentthedecisiontoterminatethe
processinwriting, acopyofwhichwillbeprovidedtothegrievant, grievanceofficial, and
SHRO.  Within10calendardaysofterminationoftheADRprocess, thegrievanceofficialwill
providethegrievantwithawrittendecisionontheStep1grievance.    

iii) ForfurtherinformationontheDOIworkplaceADRprogram,  
COREPLUS, see370DM752.2.  

c) IfADRissuccessfulandthepartiesareabletoresolvetheinformal
grievance, theADRspecialistnormallywilldocumenttheagreementinwritingand, afterreview
andconcurrencebytheSHRO, provideacopyoftheexecutedagreementtothegrievant, the
grievanceofficial, andtheSHRO.  (Theagreementwilloutlinethenatureoftheresolution
reachedandwillbeconsideredconfidential, subjecttodisclosureonlyonaneed-to-knowbasis;  
however, allsettlementsmustbereviewedwithinDOIfortechnicalandlegalsufficiency).  Once
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thesettlementisexecutedand/oriseffective, theStep1grievancewillbeconsideredresolved
andthepartieswillbesonotifiedbytheSHRO.  

d) IfthegrievantdoesnotrequestoragreetoenterintoanADRprocess,  
thegrievanceofficialmustprovidethegrievantwithawrittendecisionwithin10calendardays
ofreceiptofthegrievanceor10calendardaysfromthedatethegrievantdeclinestheuseof
ADRafterdiscussionwiththeSHRO, whichevercomeslater, unlessarequestforanextension
bythegrievanceofficialhasbeenapprovedinwritingbytheSHROwithacopyprovidedtothe
grievant.  Ifthereliefsoughtisnotgranted, thewrittendecisionmustadvisethegrievantofsuch,  
ofthetimelimitwithinwhichtorequestfurtherconsiderationundertheStep2grievance
procedure, andthattheStep2grievancemustbedirectedtotheSHROforreferraltothe
appropriatedecidingofficial.   

Step2GrievanceProcedure2) .  IfthegrievanceisnotresolvedattheStep1
grievance, orfallsunderSection1.8B, theemployeemayfileaStep2grievance.  TheStep2
grievancemustbepresentedinwriting, usingtheAGF (DI-7600), toasupervisorwithacopyto
theSHRO, andmustincludetheStep1decisionorADRterminationdocument, unlesstheStep
2grievanceisbeingfiledinaccordancewithparagraph3.8B.    

EmployeesmustfillouttheAGFinitsentirety, withassistancefroma)  
theSHROasnecessary.  Failuretocompletetheformmayresultinitbeingreturnedtothe
employeeand, ifappropriate, dismissalofthegrievance Ifthegrievanceisaccepted, bureau
orofficemanagementwilldesignateanappropriatedecidingofficial, inconsultationwiththe
SHRO, andnotifythegrievantandthegrievanceofficial. (Generally, forgrievanceswithinthe
bureaus, grievancedecisionsaremadenohigherthanthebureaudirector.)  Ifitisdeterminedthe
grievanceisnotacceptable (seeparagraph1.11), theSHROwillnotifythegrievantofthis
determination.  

b) IfthepartiesdidnotparticipateinADRattheStep1grievance, an
employeemustfileaStep2grievance (a)within7calendardaysfromthedateofreceiptofthe
decisionontheStep1grievance, or (b) ifthegrievantdoesnotreceiveadecisionontheStep1
grievance, within7calendardaysfromthedatetheStep1grievancedecisionwasdue. Failure
onthepartofthegrievanttomeetthesetimeframeswillresultindismissalofthegrievanceby
theSHRO, unlessarequestforanextensionforgoodcausehasbeenmadeinwritingbythe
grievantandapprovedinwritingbytheSHRO.  Thefailuretograntanextensionmaynotbe
appealedorgrieved.  

c) IfthepartiesparticipatedinADRattheStep1grievancebutwere
unabletoreachresolution, anemployeemustfileaStep2grievance (a) within7calendardays
ofthedateofreceiptofthedecisionontheStep1grievance, or (b) ifthegrievantdoesnot
receiveadecisionontheStep1grievance, within7calendardaysfromthedatetheStep1
grievancedecisionwasdue. Failureonthepartofthegrievanttomeetthesetimeframeswill
resultincancellationofthegrievancebytheSHRO, unlessarequestforanextensionforgood
causehasbeenmadeinwritingbythegrievantandapprovedinwritingbytheSHRO. The
failuretograntanextensionmaynotbeappealedorgrieved.  

12/19/14 #3996
Replaces09/05/07 #3957



370DM771
Page10of12

d) TheSHROwillreviewtheStep2grievance, makeaprocedural
determinationofacceptability (seeparagraph1.11), andnotifythepartiesinwritingofthe
determinationwithin7calendardays.  IftheStep2grievanceisdeemedacceptable, theSHRO
willcreateaGrievanceFile (seeparagraph1.13).    

e) IftheStep2grievanceisdeemedacceptable, anemployeealsomay
makeanoralpresentationifrequestedontheAGF (DI-7600).   Ifanoralpresentationis
requested, thegrievantisresponsibleforschedulingameetingwiththedecidingofficialwithin7
calendardaysfromthedatethegrievantisnotifiedthattheStep2grievancehasbeenaccepted,  
withSHROassistanceasnecessary.   

f) Atmanagement’sdiscretion, ADRmaybeutilizedduringtheStep2
grievanceprocedure.  IfmanagementagreestouseADRatthisstep, thedeadlineforthefinal
grievancedecisionmaybeextendedforupto45calendardaysorasotherwisejointlyagreedto
bythepartiesandtheSHRO.  

g) Within20calendardaysfromthedatethedecidingofficialreceivesthe
Step2grievanceandgrievancefilefromtheSHRO, orfromthedateofanoralpresentationif
oneismade, whicheverislater, thedecidingofficialwillprovideawrittendecisiontothe
grievant, includingasummaryofthegrievance, theconsiderationgiventoit, andthecourseof
actiondecidedonorconclusionsreached.  Thedecisionofthedecidingofficialwillbefinalwith

Ifthegrievantdoesnotreceivearesponsefromthedecidingofficialnofurtherrightofappeal. 
withintheestablishedtimeframes, andnorequestforanextensionwasmadeinwritingtothe
SHROwithacopyprovidedtothegrievant, thegrievantwillnotifytheSHRO.  TheSHRO
willworkwiththedecidingofficial, bureauhumanresourcesoffice, orOHRasnecessaryto
ensurearesponseisprovided assoonaspossible.   

ofaGrievanceonProceduralGrounds1.11 Dismissal.  AdecisionbytheSHROtorejecta
grievanceateitherStep1orStep2ofthegrievanceprocessisfinalandnotsubjecttofurther
review.  Agrievancemayberejectedwithoutconsiderationofthemeritsif:  

A. Itwasnotfiledwithinthespecifiedtimelimitsandarequestforanextensionofthe
timelimitswasnotapproved; or, ifanextensionofthetimelimitwasapprovedandthe
grievancewasnotfiledwithinthetimelimitasextended.  

B. Thegrievancewhollyinvolvesamatterormattersthatareexcludedfromcoverage
ofthegrievanceprocedureunderparagraph1.7.  (Whereoneormoremattersarerejectedbut
othersarenot, thosemattersnotrejectedwillcontinuetobeconsidered.  Thegrievantwillbe
advisedinwritingbytheSHROofthespecificsofthisdetermination).  

C. Nospecificpersonalreliefisrequestedorreliefisrequestedthatcannotbe
considered (seeparagraph1.4E).  

D. Thegrievancedoesnotcontainsufficientdetailtoidentifyandclarifythebasisfor
thegrievance.   
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ofGrievanceonOtherGrounds1.12 Dismissal .  AgrievancewillbedismissedbytheSHRO
andnotsubjecttofurtherreview:  

A. Attherequestofthegrievant.  

B. Uponterminationofthegrievant’semploymentwithDOI, unlessthepersonalrelief
soughtmaybegrantedaftertermination.  

C. Uponthedeathofthegrievant, unlessthegrievanceinvolvedalossofsalary.  

D. Forfailuretoact, includingthefailureofthegrievanttomeetdeadlinesifan
extensionhasnotbeenapproved, forfailuretofurnishrequiredinformation, orforotherfailure
tocooperateintheprocessingofthegrievance.  

E. Ifitbecomesevidentthatthematterisexcludedunderparagraph1.7.  

F. Thegrievance, duetocurrentcircumstances, hasbecomemoot.   

GrievanceFile.   1.13TheSHROwillestablishagrievancefileforeachgrievanceaccepted
undertheseprocedures.  ThefilewillbemaintainedanddisclosedconsistentwiththePrivacy
ActandFreedomofInformationAct.  Thegrievancefileisavailabletothegrievantandhis/her
representativeandwillnotcontainanydocumentthatisnotavailabletothegrievantandhis/her
representative.  Thefileshouldcontain, butisnotlimitedto:  

A. TheStep1grievance (AGF), Step1grievancedecision, Step2grievance (AGF), and
anyadditionalmaterialsprovidedbythegrievant.  Copiesofregulationsorpoliciesinquestion
shouldalsobeincluded.  

B. Ifapplicable, awrittensummarypreparedbytheADRrepresentativeofactionsand
results, orlackofaction, duringthe ADRprocedure, includingifapplicableanAgreementto
Mediateformsignedbyallparticipatingparties, acopyofthewrittenagreement, oraNoticeof
ResultsandOptions.  Thesedocumentsaretobeincludedconsistentwithconfidentiality
guidelines.  

C. Copiesoftheadvancenotice, replies, andfinaldecisionwhereadisciplinaryaction
isinvolved.  

D. Copiesoflettersofreprimand, warning, etc., wheresuchmattersareatissue.  

E. Copiesofpersonnelactiondocuments, whereappropriate.  

F.  Copiesofwrittensummariesoforalresponses/presentations, ifapplicable.  
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DI-7600
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UnitedStatesDepartmentoftheInterior: AdministrativeGrievanceForm

NameofEmployee:  __________________________________________________________________   

Employee’sJobTitle: __________________ Employee’sWorkEmail: ___________________________     

Employee’sBureau/Office: _________________   Employee’sWorkPhone: ___________________________   

NameofEmployee’sRep.: ___________________________________________________________________   

Representative’sOffice: _________________   Rep’sWorkPhone:     ______________________________   

NameofManagementorHR
OfficialreceivingthisGrievance*:  _____________________________________________________________   

AreyouaMemberofaBargainingUnitthatis
CoveredbyaCollectiveBargainingAgreement?*  (____) Yes   (____) No

IsthisaStep1orStep2Grievance?   _______________________________________________   

IfStep2, AreYouRequestinganOralPresentationtoDiscussthisGrievance?  (____) Yes (____) No

AreYouInterestedinParticipatinginAlternativeDisputeResolutiontoResolvethisGrievance?**    
Yes   (____)  No

DateofActionGivingRisetoGrievance:  __________________________________________________   

DateEmployeeBecameAwareofAction:  __________________________________________________   

DetaileddescriptionoftheGrievance (attachadditionalpagesasnecessary):    

PersonalReliefRequested:  Toqualifyaspersonalrelief, arequestedremedymustdirectlybenefitthegrievant, be
specificandclear, andmaynotincludearequestfordisciplinaryactionagainstanotheremployeeorasupervisor:    

HasacomplaintorappealonthisissuebeenfiledwiththeOfficeofCivilRights, BureauEEOOffice, theEqual
EmploymentOpportunityCommission, MeritSystemsProtectionBoard, theOfficeofSpecialCounsel, Federal
LaborRelationsAuthority, Unionorotheroffices?  

Yes IfYes, withwhom? ______________ (____) No

EmployeeSignature: _____________________________________ Date: ____________________  

DateReceivedbySupervisororSHRO: ______________________  

Maybefilledinorchanged, asappropriate, bytheServicingHumanResourcesOffice
ADRmaybeofferedatManagement’sdiscretionattheStep2Grievancestage

AcopyofthisformMUSTbeprovidedtotheServicingHumanResourcesOfficebythegrievant
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