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ABSTRACT 

This ln s~mction uuLUnes the Admiui~trative Grievance System (AGS) proccdur~ for 
hond ling and processing employee grievances. 

A. Purpo. e. This Inslntction reissue& 
I JSUHS TnNirttclion l 008a nnd scrs forth 
the AGS procedure.~ for administering 
employee grievances in accordance with 
the requiJ·ements of 5 Cl-R, Part 771, 
DQD Civilian Personnel Manual (CPM) 
1400.25M, Subchtl.pter (SC) 77l, and 5 
USC. Seclion 2105. 

B. References. See J:.'nclo.mre /_ 

c. Applicability. 
1. Thls lnstmction is applicable to all 

billeted Gcucral Schedule (GS}, Federal 
Wngc Syi)tcm (f'WS), and 
Administratively Determined (AD) 
civilian employee~ of USUHS and the 
1\nnecl Forces Radiobiology Re: carc.:h 
lnslilulc (AFRRJ), AD cwploym~11l 
issues 1101 covered under USUHS 
lnt;; tmcl ion J 205, ''Facnlly Grievam:e~. " 

may he '\Uhjecl to review under this 
Li1Sin1Ctiou. It also covers former agency 
employees ·wit h 1 ·e.~;pee t to mancts that 
{JCcw·red clurl11g lhei r employment wiLlt 
USl ffiS or AfRlU, provided a remedy is 
available tJ1at is consisLCIIL with 
applicable laws 1111d r<;gltlatious. 

2. This lnstruction doe.~> not cover the 
followi ng: 

(l) An applicant for employmem 
who is not a present or former USUHS 
or AFRRl employee for \Vhom a remedy 
can be providecl 

(2) Ernpluyees ellgiblc fot· 
transfer. or roJmer employees eligible 
for reinstatement, who have applied for 
positions under a merit promotion 
program. 

(3) Non-a ppropriat~cl fund (NA F) 
employees. 

D. Definitions. See Ellclosure 2. 

K Policy. 
J. Gl'i~.:vances may be pr~.;l-.eutec.l by 

agency employe '!'i to resolve ~u1 y 

concern ot dissatisfaction regarding 
employment issue:-; (except 1lle>se 
c>..cluded by sectiotlf" of ll1is 
ln:-Lnlclion), which are subj ect to the 
conltol of ngcm:y Htnnugcn1ent. Prompt, 
impartial, and equit able con idcration 
will be giveJJ lo all grievances. 
Employee grieva11ces will bt! resolved. t 
lhe lowest pu5siblu supervisory level, 
after being made km.wm to the 



employee's ~u p ervisor or de ignntcd 
deciding official. 

2. Employees and their 
represenlalivcs, if uny, will he 
unimpeded and free rrom r~ tm int. 

coercjon. discrimination or reprisal in 
filing u grievance. 

3. Alternative Dispute Rcsolntion 
(ADR) tcchuiques may be 11 ·ed ;11i nn 
nlrcrnati Vi! to formal udministrat i ve 
grievance procedure!i. ADR tcclllllyues 
include a hrond range of approaches ror 
resolving di putes. These techniques 
include, but arc um limited to: problem 
o;olving; rucdjatian ; facilitation; early­
nculml cvaluaLion: l'ar.:t- finding. 
ombudsmen; ~m el. peer review. 

F. Scope. 
A11y employment matter may be 

grieved w1der lhis Inslruction CACCpt Cor 
1 he following: 

a. Any matter subject to formal 
review or adjudication by the Melit 
Sys tems Protection nonrd (MSPB); the 
Office of Pcrsonucl Managcnuml 
(OPM): the Federal Lahor Relatione; 
Authority (FLRA); the Equal 
Employment Opportunil y Commis~ion 
(EEOC) ~ the Orrice of Spccinl Counsel 
(OSC); or. any matter that an cmploy<:~c 
f'ile!:l under another review or 
con~ id ernl ion proccdw·e, or dispute 
reso lution process within the DoD. 
These matters include, hut are not 
limited to: 

(1 ) Churge.s involvmg 
allegaLil)nS or discrimlnalion because uf 
n11.:e, color, sex. l'eligion, ~• gc, 
handicapping conditiou, polili<-~JJ 
afftlimion. maritul slalus, or nationaJ 
o1·igin. 

(2) Adverse actions (removals. 
suspensions of more lhun L4 days, 
reduction in grade or pay, OL' fudough). 

(3) Reductioa-ln -Porc~ actiu11s. 
(4) Position clas~ilication 

decis ions uml any re.liulting :tctions that 
nre covered by nn ttdministnnivc appcnh 
sySLem mnside of the agency. 

(5) Actions directed by OPM or 
OS C. 

b. The content of published 
regulations and policieo; . 

c. Determinations concc1 ning 
u~acl\!mic promotions and/or tenure 
covered by L:SUHS tnsu·ucrion 1100 
'''Policies and Proccdurl!:. rm 
Appointments" (see l"StJHS TnstTllction 
1205). 

d. Non-:- )cdion for promotion 
from n group of properly ranked and 
certified candidules, t.•r ruilurc to receive 
noncornpelitive rromol ion . 

e. A preliminary notice of an 
actjon I bat, if effected, would be covered 
under this Instruction or excluded l'rom 
coverage under '"a." ubovc. 

f. The sLLbsrancc of an empl oy~e's 

pcrforu.uu.1cc clcntcnts. stUJ1danls. or 
work objcctivcll . 

g. Determ ination~\ concern ing nny 
awnnl-; or incentive bonuseli. additional 
:.Lep increases. merit iJ1crcascs. 
recruitrnent or rclocnt ion bonu M~l\. 

retention allowances, physic ian 
comparabilit-y or additionaJ pa y 
ullowauce:-;, :.upervisory differentials, 
critical po:,ition pay, or dual 
COlH[JCI IS:tliW I WUiVt!!'S. 

h. An)' action taken uncle•· n 
vohmta:ry, [onnal ag.reemcHI cmercd iillo 
by nn employee involv ing gl:Ographic 
rclocnlion or return from un oversea~:. 
assignmcn L 

i. Terminations or ·eparations of 
cmployoes during p10bationnry or llial 
periods. 
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j. The retum of an employee 
serving a supervisory or numagcrial 
probationary period ro a non­
!iupervisory/non-manageriul position for 
fa ilure lCI satisfactoril y c:ompJc[e the 
probationnry pcl'iod. 

k. Expiration or rerrni naLiun or u 
lillle-lim iLer.l excepted appointment., u 
1crm or temporary nppo1nunent or 
temporary promolioo, or a Sl.!nior 
Executive Service (SES) Jlmilcd 
emergency or limited term appoimment, 
oo tbc dale sp~cifie d as a r.:omlilion of 
employment ut lhc lime the appointment 
or promol ion was m;;~de. 

I. Tennination of a tempomry or 
term promotion at a time other than Lhe 
date specified in lhe iultiul nppoi.utmeul, 
provided that lhc employee was 
infotmed in advance of the temporary 
nature of the appointmcllt or promotion 
.and the employee was retumed LO his/!Jer 
furrnt.:.r position froiD which Lemporari ly 

promoted m a d if l'erenl posit.:ion of 
equivalem grade and pay. 

m. for SE-S emphJyees, 
performnnce ev<tl\tal ions· aod nwnrds 
(including meritorious or distinguished 
executive runk awards), !'eassignmenL 
rollowing receipl or an unsatis[actnry 
rming, retum to another prny ~ys tem 

during the l -year period or 
probation 01' for less than fully 
succcssl'ul executive pel"fonnance, or 
failure Lobe recerliried, com.liLionl:ll 
recertifi cation, or terminnlion dming 
probation for onaccept<~ble perforrnnnce. 

n. S.ES or Senior Level 
p:'ly 1'1:\ IC changes. 

o. 1\ny termination or ~o.~pa.n11 iun 

aclion. 
p. Oral admonishmen t~ or letters 

of couruel.ing or caution. 

G. Effective date. This fuslrucLion is 
effective immediately. 

~~ 

L. /(:___ 
Charles L. Rice, M.D. 
Pre~ idem 

Enclo~ ures : 
I. References 
2. Dcflnjlions 
3. Rc"pons lbil itics nnJ G•·icvancc Proccd1.1rcs 
4. Chan - USUHS Administrmivc Gricvuucc Sy~Lcm (1\GS) 
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KucJosru·e 1 
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a. USUT1S TnsLruclion 1008, "E1nployee 
Grievances,'' 21 July, 2004 (hereby 
canceled) 

h. Tille 5. Cu<ie of Federal Regulation 
(CFR). Part 771. "Administrative 
Grievance System" 

c. DoD Civilian Pe.1'\0lli1Cl 

:vfanual 1400.25M. Subchapter 77 [ 
"Atlmini,';LraLive Grievance; Syl>tem 

(AGS)," De(;embcr 1996 

d. Section 2105 ofTirlc 5. L"nitcd Stales 
Code (1JSC) 
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Enclosure 2 

DEFINlTIO~S 

1\. EMPLOYE.t. - lndivilllLUL'l ns defillccl in 5 V.S.C. 2 l05 (Reference '"d ."). rt al ~o 
includes former agency emr luyees wi th res p<.:ct to matters that o<.:eurred during their 
employmcut with USVHS or AFRlU. prov ided a remedy is available that is consistent 
with applicable law and regulation. 

B. PERSONAL REMEOY/RELIP.F- A specHi.c remedy that directly henefit:!i the 
grievant(s). A remedy may nol it1Ciude a reqttC!i l for di:scip linary or other action aiiectiug 
anotbcJ employee. Failure ta specif-y the persona.! relief heing sougLH in. a grievance may 
be grow-1ds for rttjcc:tion of a g.rie,1ance. 

C. GRIEVANCE CXAMINER - A person ao;signcd to conduct anirt<Juir>' con~rn ing a 
grievance a 11d provide !:Us/her rindings <tnd reconuncndtlllous <Jtl Lhe grievant.-e issue(s). 
L'he grievance examiner mu..st be a person \Vho was not involved in the mnlh;:r being 
grieved. nnd wlw docs !1(lt occupy a position subordinate to any offic i;-1! who 
recommended, advh.e<t mode n uccision on, Ol' mherwise was inv-olved in the mat1er 
being grievecl 

0. GlUEY ANCE FILE- A &eparate fil e containing all documents related LO d1e 

gricv::u tce. including, but noLilmited to, any :o,Latements of wit11esses, records or cnp ic~ 
tl tereuf. the rer art of the heuring when one is beld, statemcms made to the parties 10 the 
grievance, <md the decision. 

E. EMPLOYEE REPRESENTATIVE- A persou des ignated by the grievant who is 
wi lling 1n serve A~ a rcpre~e n uuivc to the grie v a.n~ ar any stage in the grievance process. 

F. DECIDING OFFICIAL- The designated official vvlw iss.uet\ o decision on a fom1al 
grievance. The deciding officia l mus[ be assigned tn a higher level rha.n any employee 
involved in the grievn.ncc or bnvi.ng a di.t·ccL iutercsl in the matter being grieved unless the 
deciding offrcial is ll1e head of lhe DoD C{)mronenl, im.LaJlation, or activity. 

G. ALTERNATIVE DISPUTE RESOL UTION lADR) - Inforrnal, non-auversurial 
techniques fO!' :-.l'ln ing crnploycc-Lmll.lag,emenl disagreement.. These techn iques 
ernphasiz.c problem-solving as a means of dealiug with d i~pu t es !illd seeking solutions 
agreeable to all purlies. ADR technlgues incluclc, hul are nN limited to, probleut solving, 
mcdiatiort, fuci liWli\m, l!onciJiatjon, fac[-findiJ1g, and peer revie·w. 
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Enclosure 3 

RESPONSIDJLITIES AND GRTRVAXCE PROCEDlJRES 

A. RESPONSTBTI..ITIES. 
l. The President . USUHS: En ~ures 

1h~t the sgency AGS is adminislered 1md 
implememcd in accordance with 
applicnuk poli<:icl' llllcl regulations. 

2. Supervisors: 
"· Accept, review. and ullcmpl to 

resol vc i ufOl'Ullll gricv•mc.:c-; with u1 the 
specified titllc limits . 

b. Record the dates the inforn:ud 
grieva11Ce process begins and ench. 

c. Notify Lhc employee wil11i11 Lh • 
p rc.<;~: ribed ti111e limit'< of the decision 
concerning the inform;al g1i evance and 
the employee' righLLn requcs( further 
con~ idcmtiou if the dt:.t..:il'o ion is nnt 
acceptable. 

3. Deciding Officials; 
a. Detennine whether to accept, 

suspend, nr reject all or n portion or the 
rornltll gricvrmce. 

h. C'<msider and attempt to resolve 
formal grievances of employees. 

c. Notifies tbe employee, in 
wrhmg, within rhe pres<.:rihed lime 
limits. of the decision und propost~d 
rc~o ltll ion(s) and the employee's right to 
request rurtherreview by a gtievunce 
examiner if the decision is not 
ucccpl:lhl ·. 

4 . Emplo yee~: 

o. Employee:-. Jllllsl pr·:-.cnt 
inform al Of forlllal g1 it:v<lnl:C'l to their 
~upcrvi:<.or or llH! del-oignntecl deciding 
official with in the ~1rescribcd rime limits. 
Each grievl'lnce musl provide a deor 
staten1ent oJthc issues untl iudictlle the 
speci fic, pcrsonnl remedy the employee 
is ceking. 

b. Become fmniliar wilb Lh e 
ngency AGS and comply with the 
gricvn.ucc pro~ edu rcs of Lhjs JHStruction. 

5. Civilian Humnn Resource~ 
Directorate (CHR.): 

a. Provide guidance, advice, and 
assi!\Ut.uGC L(l n1unugcmem offlci<~ l s uuu 
e mployee~ in the 1imely nrld cquitnulc: 
pre~en tat ion and resolution or 
grievances. 

b. Proville gu.idunc;e, 1.1dvicc, ond 
neccs nry assi~ tunct: on Alterrmte 
Dispute Resolution (ADR) proces::;cs. 

c. Obtain glievance examiners. a.'\ 

re.que.~;te.d , Lo review gricva.ucc.s. 
d. Maim~in a g ricvnuc~ tile for 

each written gricv:mce fLlcd· Uilclcr lhc 
t\GS for :l period of 4 years aftc1 the 
case is closed. T be file shall coutain ull 
documents or coptcs of docu.rnents 
related lo the gricvoncc. 

c. Truck the /\DR processes used. 
including the number, the success role. 
ru.ld any barriers uhserved LO the USC of 
the ADR prnc:c~sc,o.;. 

B. GRIEVANCE PROCEDURES. 
Employees may present grievam:es 

inforn1ally or fomutJ ly concerning 
employment is11ucs not excl uded by 
sect iou F of lhl.s InsLruct ion. Grievances 
mu!!.t be pn:senled within 15 days after 
th~: act or evcm, or within 15 dnys ol'ter 
the date tJ1e cmployet> became awal'c (ur 
rcnsnnahly should huvc become aware 
or) the ~l et or event. An cmployet: m<~y 
present a grievance couceming a 
co!ltiuui.ng ~mploymcnt practice or 
condition ut <~ny I ime, 

I . F.muloyee H ights. 
a. In presenting a formal 

gricvzlllcc, an cmpl<>yw hus tlte righl to 
be accompanied, rcpresentcc:l, OJ' advist..:cl 

USUHS Instruction lOOR, 09/20(}9 

http:co!ltiuui.ng
http:upcrvi:<.or


Enclosure 3 

by u pcrsonul rcpresentmivc. The 
employee rnusL nmiry the Director, 
C"HR. ut· his designee. in writiug, with it I 
5 cloys after presentillg a formnl 
grievance, of hi:-.lher choice of 
rcprcscma.Live, if any. 1 he employee 
!llUSl providl! rnompt {WithjJl 3 Ufl)'l.) 
wri tten n()( ice of any stJbscquent ch:mge 
of any representntive to the Director. 
CHR. Tllc agency may cli salJow an 
employee's choice of represcmativc, 
which wnuld result in n conilict or 
apparent conflict of irucrc. t or po'liLinn, 
a connict with the priorily u eed~ (Jf lhe 
agen~..:y. or would rc:-.uiL iu unrcusonable 
cost to the Govcmmcnt. An employee 
may chaUeng.t.: lhe agency\ decision to 
disal low hi:.n1er choice of representative 
to tl1c appropriaLc Dcnn. School of 
McdJculc (SOM) or Owduotc School of 
Nmsiug (GSN), or Vice PrcsidC!ll, 
USUHS. ur their designees. and obtain a 
decision before proceeding with the 
gri ev~ 111ce. Tl1e challcng.c mwn be 
iniliutcd within 5 doys of the dt!nial. 

h. The employee a11d hi ~/her 
represcntativ~ s) will be free fTom 
restraim, imerfcrcuce, coercion, 
diserim.iuuliun or reprisal in prcscming a 
gricv~mc c. 

c. An employee will be gmmed a 
reasonuble amount of official Lime 
(normally up to 2 hours), if otherwise in 
a dur-y stnt us. to present a griev:mce 
and/or to commuu i c:.~ le with 
managcmcm nnd hum ~1n resource 
official:-. The cmpluy<.:i.! i.l lld hi~.;/11er 
!:. Upct'V i~or should anivc fit a mu tuuJ 
understanding us lo the amollnl of 
ofllciul ti me to be used prior to the 
employee' · use of lhe Lime. An employee 
mny nl so be grnlllt;U, as determined by 
the employee's supervisor, a rca. onablc 
amounl of official time to prepare a 
griev;-mce (notmaUy up (n 2 hour'i). 
Govcmmcm rcsonrc.:es. s11th as typiug 

n s-s i~tancc. reproduction. word 
processing, ami racsimilc equipment 
muy be u~cd by tm~.et nployee lo prepar~ 
n grievance. 

cL The employee and lt is!bcr 
repre~en lali ve(s) hall ba\·e ace-e.-;:-. Lo 
relcvnot iuJomtaLioo cmtcerning the 
grievance and shall be given copi~ of 
such information unless to do so would 
he unduly burdemome or contrnry to law 
01' l t;gll (aliOII. 

2. Canccllation!ft'rmination of A 
Grievance. A 'iUpervisor or deciding 
official can cancel, :\Lispend, OJ terminate 
nn iuformal or formal grievance. or a 
portion of~~ grievnncc for the Colluwi tlg; 

a. The matter is not covered hy the 
ndminislratavc gdevaocc pmcedw-e. 

b. 'I he remedy included a reque.•a 
for disdplinary or other action affecting 
another employee. 

c. The cmpl oy~e grieved the \\me 
m:ml!r raised in another f<:>nlfll- An 
Ctllploycc rnay nol grieve the same 
maucr raised in nny other (previous Ot' 

ongoi11g) griev;mce, nppenl. complnint, 
or other disptHe resolmion process under 
this proct:durc. 

3. Time Limit:;. Whci11.!M iculnting 
time limils 1mder the grievance 
proccdtu'cs, lite clay of an action or the 
thtrc lhe gr i ~vtmcc or dcci.s ion h received 
is not counted. fhe lost day or the Lime 
limit is counted unless it i)-, a S<ttun.lay, a 
Su11day, <tl •gal holldny, or a day on 
whid1the employee b tlOL regulurl y 
llchedulcd Lo work. In sut:h c:.~scs, the lust 
dny will be the tlellt regtll .1rly :-~h cduh!d 

workday. All time li111it" are countco in 
culendar days. 

4. Processing Grit!Vtlllct:s. AJ)R arc 
rcchniqlle:C. that may be used throughout 
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Enclosure 3 

tbc gricvoncc prncess (wb..,rc pructic.:ul) 
in the wsuluLion of grievance disputes. 

5. Allomell F!tc:\. There arc no 
provi ·ion. for paymeut of aLLumey fees 
or other cxpcn.l>Cs m.socintcd with filing a 
gricvnncc tn u11 employee or hi :,/h~r 

rcpresenl[lt ive(s) under the 1\GS. 

C. INFORMAL GR lEVA~CE/ 

PH013LEM SOLVTNG JlRQCEDURE. 
I. Prc:-.Cilling the Grievijnce_. 

a. An employee may pre.;cut a 
,gricvanc.:e verbally or in writing for 
infornud con~ ldcr::niou cunecming a 
work-relott>d concern 01 problem lo 
his/her immediate supervistlr hefore 
filing a fonual grievance. If the issue 
involve. n molter uirccll y invnlving thnl 
supervisor, the employee may present it 
to th(' next lt>vcl t.upcrvi<im. 

b. The t!mployee must present the 
informal grievance wi thin 15 days 
followi ng the da te of Ute act or cve111, or 
within 15 days after ll1c Jatc the 
empl(lyee became aware (or rcasonahl y 
should have become aware on the act or 
evenL 

2. Considcrarion. 
a. The !'.Upervisor who recdvcs the 

i.nfonnal grievance wil l di/\cuss the 
issue(:-.) wi th LJ1c employee m1d attet11pt 

to re:-.olvc the grievanc-e wi1hi11 l !' day/\ 
from the date the grievance WpS brn11 ghl 
lu hi~/bc1 mt~nlion . The 15-duy time 
li111 i1 muy be cxtcrldcd providcclthcm: is 
lll l~t ua l ug r~clllcH I. iu writing. between 
the pn1tic11 to ·x tend the ti me lin·litto 
accornmodale resolution of Lhc 
grievance. 

b. If the ClliLJioycc presents 1he 
grievance vcrb:.1ll y. the :mpcrv i ~or's 

dctcrmiltation may be oml or written. 
W11 e11 a dclt!rtuin!ltion ill coruH'l unicaled 
verbally, the supcrvbor will prcpnrc a 
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mcmor:rndum docwueming. the mallcr 
<Uld provide a copy to the employee. I r 
the grievance is presented in writing. the 
dctcrminati011 mu~ l he in ... vriling. II' tbc 
supcrvi.sor believes the matter i not 
Cl)Vered by the administrative grievance 
prt~t:edurc, tile supcr\li~or should comult 
with the CI...t.R, and lit) inform the 
employee and odvisc the t>l11pl.oyee or 
the appropriate process. if ony. for 
resolving the problem. 

c. The supervisor \.VJU notify 1hc 
employee of hi~/hcr tlcci qinll (within the 
15-day time lirujJ m agreed upon time 
Jitrur). The deciding official will also 
inforw the employee that , if the 
cmplt)yec i ~ not liaLi sCicd with tltc 
soluLion, the employee may prcsenl <1 

formal grievance within 15 day~ lrom 
the date of receiving the decision. 

D. FORMALGRIJJVANCE 
PROCEDURE. 

1. Processing a Formal Griev:mce. 
a. An employee mny file a formal, 

wr i11cn g,rieviiJ ICt! through the Dil'cctor, 
CHR. or his/ht!r dr,.•dgnee, to I he 
designated deciding official if a 
reso lution is not rea.cbed durin2. the. 
infnrm::tl grievllilcc/pwblem-sutvmg. 
prnc:ess, or if lhe employee d J< >u:o-e.., lo 
byp::tss that proccsb ami invoke the 
['Qt'l)liU administrative grieYaUCe pfOCCS 

Jf1hc Cll l ploy~e ul ilii'.ed the informal 
gricvanc~/prnhlem solving procCLil!rc. 
thto employee must lilc :::1 fonnal 
grieva11ce no later Llum 15 days from the 
cnnclusion of lltat process . When Ll1e 
employee ~lc<.: ts tu initially fi le a rormaJ 
grievance, the employee ll n ts l. prc.)J:eul 
the fonnal gricvam:e, in writing. within 
15 days after the da te of the act or event, 
or wi th in 15 dnys aftcl' Lllc date the 
employee becomes awmc (or rcusonnbly 
should become UW(Jre on the €1.Cl 01' 

CVCIIL. 
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b. Acceplilll~c. Susp~nsion. or 
Rt:jt!<:l ion oJ I be Grievance, It' n 
grievance [ai Is to meet the requirements 
dco;crihed in tl1is Jnstmclion, or is not 
properly presented, the CJ m. will. as 
appmpriute. recommend to the cl\!Ciding 
orriciul (within seven (7) days or 
receiving the grievance) that hdshe 
should: 

( L) Return it to tl1e eu'lployr.c 
fm corrcl!tiotJ and resubmission v .. ·ilhil! a 
sp~cilled time limit of not more Lhan 
-;even (7) dnyo;. 

(2) Reject it as untimely. 
(3) RcJCVt it <J!\ an inuppropriatc 

numcr for co n s id~;ra tion under thi.;; 
In~ Lruct ion. 

<:. The grievance must include ~ 
(I) I'\ om~ nnd t<.~Jcphonc 

number of the employee (and the munc 
ami telephone number of the crnpluycc·:. 
repre.-;entative, if any). nnd must be 
signed and dated. 

(2) Po:siLion TiLle ru1cl Ora<.le. 
(3) The dcpurtlllCrll to which 

the employee is as:-.i~neu. 
(4) Any documents or 

infonuation regarding the gJicvance 
Lndudi11g s urri~ienl d!!t;Jils to identify 
and <:lariry the basis for the grievance 
(limes, dnles, names.f)laccs. and oth~.!r 
pert inem data). 

(5) /\ stotcmcul nf the spud fie. 
perl'onnl remedy tctjUt!Stetl hy the 
crnploycc. The remedy must be pen,onal 
to the employee and may not include u 
request l'nr discip l i n ~1ry or tlther nclion 
ufTe<,;ting l\1101l1er emp loyee. 

(6) A stnlemcnt tllnt the 
employee ha not raised me ~ame i~sue( 
s) in any other grievance.. appc:1l, 
complaim, or ulher dbptlle rel'.oiULion 
pn>Cl:~l-. 

cl. The Deciding Official \.Vill : 
( J) r: ull y ami c<ou·ef'llll y considcJ' 

the gricvn n c~ und uUcrnpt to resolve it B!\ 

linclnsurc.~ 3 

'lOOn l\S possible, but Wilbill l5 duy~ or 
th e. date the grievnnc<.~ is received. TbL: 
deciding official muy cxtcml Uw 15-duy 
Lime lim.it (bul not IHlcr than 10 (by-;) 
when warranted by o;pecial 
circurnsl::mces (e.g .. the Individual~ who 
were in val vcd ru·c gl!ogrnphicnlly 
di, persed or on TOY, or when an 011 tside 
facr-tinde.r is u:-.ed in the process) ill 
order LO UC.:CllllllTIOdale tile resoJlll ion o{' 
I he grievanc~. 'I bl.! deciding officHIIlllu!.l 
notify the griCVAlll, in Writing, of any 
extension. 

(2) Dcwnnine wheti1er to join 
!.Ullil ur or itlenlicul grievances. or 
wh~thct to concluct ~111 invesLigation nnd 
the nature. of how it wil l be concillctcd 
The deciding official may dcsigttatc an 
inclividuallo review or investigate u 
g•icvance :.~ncl, when authori.z.l!tl, to make 
n!Commcndmiono; conccmiug iL~; 
disposition. The individual mu~t not 
have been involved in the grievance or 
the mnrrer being grieved or Qccupy u 
po ition withi11 LJ1c ~up~::rvisory d 1flin 
subordinate to lhl! deciding official 
iJlVOlved il1 the maiLer. unle.s'i the 
deciding official i · the President, 
USl7llS. 

(3) Notify the employee in 
writing. (witbin tbc 15 day time I imit nr 
extended time limit) of his/her deci~i on. 
including rhe rat iomtlc ror the clccision, 
and the acti(1n to h~ l:lken_ if :my. Advise 
the employee in the decision notice that 
i r the dccis ion of the g.rievancc is not 
~Misfac t ory, lite cmployt:c must nutify 
L11c deciding officio! or Lhis fact wilhiu 
rive (5) dnys before a gricvam:c will h~.: 

forwarded to a grievance examiner for 
furtb~r review or Lhe grievance will he 
dus.cJ . 

('-1) Forward tbc grievance 0111d 
pe1ijnent concspondencc to lhe CHR 
when timely 1101 ificat ion is received 
from tile employee. 

USOHS Instruction 1008,09/2009 4 



F.ndo nrc 3 

e. A'>signmenl of Grievance 
Ex.a.nlli1c1 The Diret.:LOI, CHR, or hil>/her 
designee, will assign a properly selected 
und Lmincd cx.runult.'f LU review Lhe 
grievunt:c. 

f. Examiner's lnqtliry and Report. 
The examiner wjll conduct an inquiry 
irnn tl1e grievance, complete 1he 
grievance file and :.uhmil the repor1 to 
the deciding ofllcial willlin thirty (30) 
calendar day.:; of the grievance's 
assigttment to the examiner. 

( I ) Scope of inquiry. The 
Examiner will conduct an imJl=li ry which. 
at the ex.CJmincr's discretion. may consist 
of: 

(a) SecuJ·ing documentary 
evidence. 

(h) l!ersonnl imervie.ws. 
(c) A grott p meeting. 
(d) A hearing. 
(e) Any comb illation or the 

above. 
(2) The Hcnr ing. ff a hcnJ·ing is 

held. it will be conducLed by the 
examiner in accordance with OPM 
Regulations to bring out pertinent fncts 
~md develop pcrtil1t!nl records. 

(a) Att endance. The heming 
is not opcu lu the public or the press. 
Attcudam!c will be tiruitcu LO !.hose 
pcJsOn:. determined by the examiner 111 
have a direcl connection with the 
b'1·ievance or the right to att end. Tbc 
<!xuminct nhly cxdutlc..· :tny person !'rout 
the hem ing for c:unduct or misbehavior 
that ob:mucts the heanng. 

(b} Hearing Proccdurl' .. 
R ttlcs of evidence are not ~ tricll y 
followed during the hearing, hu t the 
examiner will rule nul irrck~v:ull or 
unduly repctitiC>us testimony. The 
e.xrunincr ·wi ll m;;tke decisions on the 
::tdmissihility of ev iucnc~ or leslimotly. 
Tcslimony wi ll he givcu under oath 01 

affirmation and the parties wilJ be 

provided an oppot1unity to cwss­
cxarnim: witneslie..'i who appear ami 
testify. 

(c) WiLn es~es. Both parrie,-; 
ure cnliLicd to produce wi tn cs~cs, 
provided they are in a duty stallts. Tht.!y 
will he free from rcstrai11L intl·rferencc. 
coercion, discrimimu.ion, or reprisals 
resu tting from their 1 e~limouy. 

1) Empl oyee~ to wlu..Jm 
thjs In sLru~;li un applies willnutmall y be 
mude available as \'i-'itncsses when 
requested by the examiner. The CHR 
wil1 nxr--dllge for Lhc l:lppcarnncc of 
employer wilnt!:-.se~ . 

2) When the CHR 
dercrruine.s Lha1 it i.;; administratively 
imptact k~llo comply with the 
c. omi:ner's reque.c;l for the appc!ll~ance of 
on cmployce'll wimess, lhc CHR wi ll 
notify !he ex<tminer. in wril1ng. or 
rcuson ~ for the deLcnnination. The 
exumincr mny postpone t.he hearing LUltiJ 

lit' wittlCS'l <:nn ttppi!ur if, in the 
examiner's judgment., I he witness' 
appearance 1s essential to a full and fair 
healing. 

(d) Rocord of tbc He.aring. lt 
shall be within the discrctiou or !.he 
examiner lo determine bow the hearing 
w i It he reported. 

I) Wben a vcrb:Him 
trano;cript is ordcrci.J. the ClfR will make 
lhe necessary arr:mgements to 
urcorupti~h such. 

2) When rhc hearing is 
not 1cporteu vt:rhutim, n ~ uilahk 

Slltlltllary or pCI'tinent portinll ~ M lhl­
tc~Lirnony will be madt: by I he examincJ 
und stJbmittcd to both parties for 
<tct.:t•ptallce or wrill cJI comment. 

a) )f lhe CX<IItl itlt:f tllld 

the partie.~ fail to agree 011 tilt! l\Unirnury, 

Lhe pmtics arc col itlcd Lo submit wdltcn 
exceptions to any part uf the swnmary. 
Such cxccp1innl'\ mu:-.t be rece ived wilhin 
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rea.,onahle time limits set by the 
examiner. 

b) Timely w1il tcn 
c>.ceptions nnd U1c summary will 
constitute the repnr1 of the hearing. 

(e) The Grievance File. l'he 
cxumi11er wi ll establi~h a grieVH I1CC file 
containing all documents related lo the 
grievance, including statements or 
wituc scs, records or copies thereof, and 
thC' report of the hearing if one is held. 
Upon compleLion of the inquiry, the 
examiner will make the grievance file 
available to the employee :md the 
employee' repre~enl<ILive for rcv tcw and 
comment. Written comments rcc~iv~d 
within o reCI'IOilnhle time limir n:- .;;et hy 
the examiner will be incorporated in the 
file. 

(f) Examiner's Report. The 
cxaHtiuer will prepare a tcporl of 
fiuding), <Jml recommendations und 
submil it , with the grievance file. to the 
uedding officiaL The examiner will 
f'umi~ b lhe employee and the employee's 
reprcsemntivc with one ·opy or the 
rep on. 

2. Final Det:ision on the Gricvuuce. 
a. The dccid mg. oftlcial, or his/her 

designee. will (witllin l S days from the 
date the grievance examiner's report is 
received): 

( I ) /\cc •pi Hnd dil·ect the 
implemC'lllation of the exam iner·~ 
reconum:mlation (s. ). wllich is final and 
not s u bj~c t ll' lu rlhct rcvi~\V. 

Enclosure 3 

{2) Reject lhc examiner's 
recommendatjon( s) if the deciding 
oiTicinl fUlds lbc rccontttl!!nthuion( ~) 
unncceptablc, aud rorwurd the gricvunce 
file with a specific statement of tile hasio; 
for Lhal Uelermination lO the. appropriate 
Deut1, SOM ot' GSI'\, Vice Pr~ i dent. or 
the President, USLt-TS. fnr a final 
decio;; ion. 

b. The approp(i.-tte Dean. SOM or 
GSN, Vice Pre.'\ident. or the President , 
usuns. will make the fi ual tlccision on 
Lhe merits of the gric v::mc.:e wilhin 15 
days of receiving the grievatlce fllc. The 
decision will not he subject to further 
review. 

c. The decision on n gricvunc;c 
processed under the formal procedures 
ullll>L be in writing and indude a specific 
statement of findings on all il>sue~ 
covcrc.:U in the exan:um:r\ inttuiry. 'J he 
notice will be sent to the employee with 
a c;opy tCl lhe employee':-; representntivc 
and one copy \ViU be incorporated irr the 
gricvrmcc file. 

3. Records. The grievanc-e ftl c will be 
~c nl to lhe. C'HR and relaincd by th at 
division. as provided by rcgulat.]()n:. 
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Enclosure 
USUHS AG.ENCY GRJRVA.NCE SYSTfi:M 

GRlliVANCF. FILED 
{\.Vrittcn or \erbal) 

f1 'lrho v.:) 

Discussion m low~t 
possible level 

no fbv~) FORMAL 

! 

7DAyg. Grievance submitted 
in writing 

Through Director, Civilian Personnel 
(recommends ifumimely, inappropriate) 

(8 days) 

Gra1ts Reliei 
Sough! by • 

1 
Deciding Official 

l 

Decidin!l Official 

A ttempts toRc<;olve 
( 1 n rl:nr~) 

~ 

1 

RESOLVED 

[ 
Grievance F.xaminttr 

1 nquiry, Rcpon. Recommcnda[iou 
f10 ri:'IV<r:' 

Gnevant 

I I 

(15 days) 

ReJects RecoiT'nenc!ation: 
Trans~·ils ~ ile anc 

Statemert 

PRESIDENT 
USUHS 

Issue Decision 
(5 days) 

l~lo\UR" li'TNA J. OF.f'JSTON ] 
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