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{I) PRESENT HIS GRIEVANCE OCRALLY 1TO
HIS IMMELCIATE SUPERVISOR FOR THE PURPOSE OF INFORMAL
DISCUSSIONS. IF THE GRIEVANCE IS5 UNKRESOLVEL AFTER THPREE
DAYS, THE EMPLOYEE MAY APPEAL 10 SIEP TWO, WHICH APPEAL
MUST BE IN WRITING AND FILED WITHIN THREE DAYS; OR

(II) PRESENT HIS GEIEVANCE 1IN WRITING
TO HIS INTERMEDIATE SUPERVISOR FOR FORMAL CONSIDERATION.
IF THE GRIEVANCE IS PRESENTED 1TIC THE INTERMEDIATE
SUPERVISOR, THE INTERMEDIATE SUPERVISOR SHAIL WITHIN FIVE
DAYS AFTER RECEIPT OF THE WRITTEN GRIEVANCE HOLD A
CCNFEZRENCE WITH THE AGGRIEVED AND/CR HIS [LCESIGNATED
REPRESENTATIVE AND SHAIL WITHIN FIVE DAYS AFTER THE
CCNCLUSION OF THE CONFERENCE RENLER HIS T[ECISICN IN
WRITING TO THE AGGRIEVED AND/OR HIS TLCESIGNATED
REPRESENTATIVE. IN THE EVENT THEZ AGGRIEVED EMPLCYEE 1IS
NOT SATIISFIED WITH THE DECISICN RENLCERED AT THIS STE?, HE
AND/OR HIS DESIGNATED REPRESENTATIVE MAY APPEAL IN
WRITING TO STEP TWO WITHIN FIVE DAYS.

(2) STEP-—FHO-SHALL-BE-FEE-GRIBVANCE—APREALES
STEP _THWO. THE GRIEVANCE APPEAL SHALL BE EFRESENTED, IN
WRITING, TO THE PROGRAM DIRECTCE OF HIS TCESIGNATED
REPRESENTATIVE. WITHIN FIVE DAYS AFTER KECEIPT OF THE
WRITTEN GRIEVANCE, THE PROGRAM CIRECICR OR HIS LESIGNATED
REPRESENTATIVE SHALL HOLD A CONFEBRENCE WITH THE AGGRIEVED
AND/OR HIS LESIGNATED REPRESENTAIIVE AND SHAILI RENDER A
WRITTEN DECISION WITHIN TEN DAYS AFTER THE CCNCIUSICN OF
THE CCNFERENCE. IN THE EVENT AN RAGGRIEVED IS NOT
SATISFIED WITH THE DECISION, HE AND/OR _HIS DESIGNATED
REPRESENTATIVE MAY APPEAL IN WRITING TI0 THE NEXT STEP
dITHIN FIVE DAYS.

(3) STEP-THREE—SHALI-BI-THE-SECOND-GRIEVANCE
APPEAL+——TH#IS STEP THREE. THE GRIEVANCE APFEAL SHAIL BE
PRESENTED, IN WRITING, TO THE APECINTING AUTHCRITY, OR
HIS DESIGNATED REPRESENTATIVE. WITEIN TEN LAYS AFTER THE
RECEIPT OF THE WRIITEN SBCONB GERIEVANCE AEPEAL THE
AEPOINTING AUTHORITY OF HIS LESIGNATED REPRESENTATIVE
SHALL HCLD A CONFERENCE WITH THE RAGGRIEVEL AND/OR HIS
CESIGNATED REPRESENTATIVE AND SHAIL RENDER A WRITTEN
DECISION TO THE AGGRIEVED WITHIN 15 DAYS AFTER THE
CCNCLUSIGN OF THE CONFERENCE. IN THBE EVENT THE AGGRIEVED
EMPLOYEE IS NOT SATISFIED WITH THE DECISION, HE AND/OR
HIS DESIGNATED REPRESENTATIVE MAY AEEEAL, IN WRITING, 10
THE NEXT STEP WITHIN TEN DAYS.

(4)  SEEP-FOUR-SHALL-—BE——THE——AEEEAL——REVIEWN~
THE —ARPEAL-REVIEW STEP FOUR. THE GRIEVANCE AFEEAL SHALL
BE PRESENTED IN WRITING TO THE SECRETARY OF THE
DEPARTMENT OR HIS DESIGNATED REEBESENTATIVE. WITHIN TEN
DAYS AFTER THE RECEIPT OF THE WRITTEN AFFBAL— EEVIEW
GRIEVANCE  APPEAL THE SECRETARY OF HIS LESIGNATED
REPRESENTATIVE, SHALL HOLD A  CCNFERENCE  WITH  THE
AGGRIEVED AND/OR HIS DESIGNATED REERESENTAIIVE AND SHALL
RENDER A WRLITTEN DECISION TO THE AGGRIEVED WITHIN 15 DAYS




