APPENDIX 1

GRIEVANCE RECORD, STEP 1

FORMAL 

Instructions:

1.   Follow procedures and time limits contained in Article 32 of the Negotiated Agreement.

2.   Employee completes original and retains one copy.

3.   Distribution: Original copy to second level supervisor.

4.   Upon completion of sec. 2: Second level supervisor returns original to employee, furnishes signed copy to the                                        appropriate Union Representative.      

5.   Follow same distribution at each level.

6.   Upon  final decision at step 3: Forward one copy to HRD.

                                                SECTION 1 - GRIEVANCE SUBMISSION - STEP 1

FROM: (EMPLOYEE’S NAME)

                                       
EMPLOYEE REP. 
DIVISION



TO: (SECOND LEVEL SUPERVISOR)

DELIVERED BY:(INDIVIDUAL)
DATE DELIVERED



DATE SUBMITTED TO 1ST LEVEL SUPV.


1ST LEVEL SUPV NAME
DATE OF REPLY

GRIEVANCE:

        On the above date, I presented a grievance to my supervisor. The reply was not satisfactory. The following alleged violation of the Negotiated Agreement article(s) _______section(s)________which occurred on _______is grieved. (Or Instruction / Rule / Law No. _________Title / Subject______________________________________

Chapter__________Paragraph_____________Section_____________Other______________________________



FACTS SURROUNDING MY GRIEVANCE ARE AS FOLLOWS: (WHO, WHAT, WHEN, WHERE, HOW?)


























RELIEF REQUESTED:







ADDITIONAL INFORMATION (is/is not) ATTACHED: (Use additional sheets as required)

SIGNATURE OF EMPLOYEE AND/OR REPRESENTATIVE


DATE
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SECTION 2 STEP 1 DECISION


DATE____________I MET AND DISCUSSED THE GRIEVANCE WHICH IS DESCRIBED ON THE REVERSE SIDE. MY DECISION IS AS FOLLOWS:












































































































ADDITIONAL INFORMATION (is/is not) ATTACHED: (Use additional sheets as required)

COPY RECEIVED BY (Signature and Date)
SECOND LEVEL SUPERVISOR  (Signature and Date)
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GRIEVANCE RECORD, STEP 2
Instructions:   Follow distribution procedures from step 1

Name of Third Level Supervisor:



SATISFACTORY SETTLEMENT OF THE GRIEVANCE WAS NOT REACHED AT STEP 1, THEREFORE THE GRIEVANCE IS REFERRED TO STEP 2.



SIGNATURE OF EMPLOYEE AND/OR REPRESENTATIVE  AND DATE




STEP 2 DECISION























































ADDITIONAL INFORMATION (is/is not) ATTACHED: (Use additional sheets as required)




COPY RECEIVED BY (Signature and Date)


THIRD LEVEL SUPERVISOR  (Signature and Date)



A-3

GRIEVANCE RECORD, STEP 3
Instructions:   Follow distribution procedures from step 1

To:  Commanding Officer/Designee

SATISFACTORY SETTLEMENT OF THE GRIEVANCE WAS NOT REACHED AT STEP 2, THEREFORE THE GRIEVANCE IS REFERRED TO STEP 3.                                                             



SIGNATURE OF EMPLOYEE AND/OR REPRESENTATIVE AND DATE



STEP 3 DECISION

DATE____________I MET AND DISCUSSED THE GRIEVANCE WHICH IS DESCRIBED ABOVE.





















































ADDITIONAL INFORMATION (is/is not) ATTACHED: (Use additional sheets as required)



COPY RECEIVED BY (Signature and Date)   
COMMANDING OFFICER/DESIGNEE (Signature and Date)
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GLOSSARY OF TERMS

5 CFR: The section of the Code of Federal Regulations that pertains to government-wide civilian personnel issues.

ADR: (Alternative Dispute Resolution). A process designed to settle a dispute without litigation or administrative adjudication. The Forum Partnership process emphasizes use of alternate dispute resolution processes.

AFGE: American Federation of Government Employees herein after referred to as the UNION.

ARBITRATION: Method of settling disputes through an impartial third party.

CEAP: (Civilian Employee Assistance Program). A professional and confidential counseling service available to federal civilian personnel and their families.

EMPLOYEES: All individuals covered by bargaining unit(s).

EMPLOYERS: Naval Station, Mayport, FL; Naval Air Station, Jacksonville, FL; Navy Drug Screening Laboratory, Jacksonville, FL; Naval Hospital, Jacksonville, FL; Fleet and Industrial Supply Center, Jacksonville, FL; Navy Public Works Center, Jacksonville, FL, Supervisor of Shipbuilding, Conversion and Repair, USN, Jacksonville, FL; Naval Air Station, Key West, FL, Naval Submarine Base, Kings Bay, Georgia; and Trident Training Facility, Naval Submarine Base, Kings Bay, Georgia, Resources Management Department, Commander Navy Region Southeast, Jacksonville, FL; Naval Ambulatory Care Center , Kings Bay, GA (Naval Hospital, Jacksonville, FL); Naval Weapons Station, Charleston, SC; Branch Medical Clinic, Key West (Naval Hospital Jacksonville, Fl); Atlantic Ordnance Command, Detachment, Charleston, SC; Public Works Center Jacksonville, Charleston Zone, Charleston, SC; Public Works Department, Naval Station Roosevelt Roads, Puerto Rico; Naval Construction Battalion Center, Gulfport, MS.

EXCUSED ABSENCE: Any leave/absence that has been approved.

FEFFLA: (Federal Employees Family Friendly Leave Act). The act that allows federal employees to use sick leave to care for family members and to arrange/attend funerals of family members.

FLRA: (Federal Labor Relations Authority). An administrative organization appointed by the President whose functions include making decisions on appropriate bargaining units, deciding unfair labor 

complaints, resolving exceptions to an arbitrator's award and conducting representation elections.

A-5

FMLA: (Family Medical and Leave Act). The act that entitles federal employees to paid or unpaid leave for illness or to care for family members.

GOOD GOVERNMENT STANDARD: A guideline creating a government that works better and costs less by bargaining collectively in good faith and promoting increased quality and productivity, customer service, mission accomplishment, efficiency, quality of work life, EMPLOYEE empowerment, improved organizational performance and military readiness.

GRIEVANCE: A complaint filed by an EMPLOYEE, the UNION, or an EMPLOYER alleging that a collective bargaining agreement has been violated or that a law, rule or regulation has been misinterpreted or misapplied.

HRD: (Human Resources Department). The servicing office responsible for providing civilian personnel services to the PARTIES.

IBB: (Interest Based Bargaining). A process for bargaining based upon joint problem-solving techniques in a non-adversarial approach.

KALKINES RIGHTS: The ruling that mandates Federal Employee participation during administrative interviews or investigations, providing the EMPLOYEE has been given assurance that any disclosures will not be used in civil prosecution.

LABOR MANAGEMENT FORUM: A relationship in which Union and Management partners and works together jointly to share ideas and resolve problems.

MASTER AGREEMENT: A single written agreement covering multiple commands negotiated by the EMPLOYERS and the UNION defining conditions of employment for UNIT members and the rights and obligations of the EMPLOYERS, UNION and the EMPLOYEES.

MIRANDA RIGHTS: The ruling that provides constitutional guarantees against self-incrimination and prosecution without representation.

MOU/MOA: (Memorandum of Understanding/Agreement). Signed agreement between the PARTIES having the same force and effect as the Master Agreement.

NOTIFY: To inform by verbal or written communication.

OWCP: (Office of Workers Compensation). The division within the Department of Labor responsible for adjudication of occupational illness or injury claims.

PARTIES: Joint reference to the EMPLOYERS and the UNION.
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PARTNERSHIP: A Union/Management relationship creating an environment in which the PARTIES work together jointly to share ideas and resolve problems.

PARTNERSHIP COUNCIL: A committee consisting of the PARTIES established at the appropriate level.

PAST PRACTICE (Written or Unwritten): Existing practices that have become a condition of employment through long-term general use and acceptance.

PEN AND INK: A method of annotating minor changes to the official position description.

STATUTE: Federal Labor-Management Relations, Chapter 71, Title V, United States Code.

SUPPLEMENTAL AGREEMENTS: An addendum to the Master Agreement.

ULP: (Unfair Labor Practice). Actions specified in 5 USC 7116 which agency management and a labor union must avoid in dealing with each other.

UNION: American Federation of Government Employees, AFL-CIO Local 2453, 2010, 1845, 1566, and 696, 2298, 531, and 2053.

UNITS: Groups of EMPLOYEES designated by the Federal Labor Relations Authority as appropriate for representation by a labor union for purposes of collective bargaining.

WEINGARTEN RIGHTS: The ruling that allows EMPLOYEES the right to request union representation during certain administrative interviews and investigations.
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