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EMPLOYEE GRIEVANCE FORM
This form is to be used by Regular, Board-approved employees, who have completed their initial probationary period, to initiate the formal grievance process.  A grievance is an allegation by an eligible employee of a misapplication, misinterpretation, or violation of a specific provision of an applicable employee policy or Governing Board policy or administrative regulation, which has an adverse effect on the employee.  Any allegations of illegal discrimination, including allegations of sexual harassment or ADA violations, should be brought to the attention of MCCCD’s internal EEO; such allegations are not covered by this procedure.   A grievant may be represented at any grievance level by a fellow MCCCD employee.  Meetings held under this procedure shall be conducted at a time and place that affords a reasonable opportunity for the grievant(s), the grievant’s representative, and any necessary witnesses to attend.  To submit a formal written grievance, this grievance form must be utilized.  If the grievance moves from one level to the next, the grievant may not add new considerations to the grievance.  The District encourages the use of Interest-Based Negotiations (IBN) to resolve grievances.  If at any point in the grievance process, the involved parties elect to participate in IBN, the clock will stop until the grievance is resolved through IBN or the formal process is resumed.  A detailed description of the Grievance Procedure is found in Policy C-2 of the online Staff Policy Manual.  
Employee Name(s):  




Location:  

Today’s Date:  





Position:  

Department:





Work Telephone:
Supervisor:







Please concisely state the circumstances/concerns you have that led to your grievance.  Please specify any employee policies, Governing Board policies and/or administrative regulations you believe have been violated, and the violation of which had an adverse effect on you.  All pertinent information, such as names, dates, events and witnesses should be included.  Attach any supporting documents or additional pages if necessary:
Remedy Sought by Grievant - Please state what action you believe could be taken to resolve your concern(s):

____________________________________________
Grievant Signature(s)
Pre-Grievance Oral Discussion with Immediate Supervisor:
An employee will meet with and/or discuss the issue with their immediate supervisor within 20 days of the date the employee knew or should have known of the event leading to the issue.  If a meeting is to be held, it should be within 10 days of the employee’s request.  Within 10 days of the discussion/meeting, the supervisor will orally inform the employee of their decision.   If the employee is not satisfied with the supervisor’s decision, they may submit a formal written grievance using this form.
Date of oral discussion:





Date of meeting (if applicable):
Supervisor to whom submitted:
Date received supervisor’s response:
Please summarize oral response received, if applicable:
Level I – Written Grievance to Vice President/College Administrator:
The deadline to submit a formal written grievance to his or her Vice-President/College Administrator is within 10 days of the receipt of the immediate supervisor’s decision, or within 15 days following the verbal discussion/meeting if no decision was received from the supervisor. Within 10 days of receipt of the formal written grievance, the Vice-President/College Administrator shall hold a meeting to discuss the grievance.  The Vice-President/College Administrator shall reply in writing to the grievant within 5 days after the meeting.  
Date written grievance was submitted to VP/Administrator:


VP/Administrator to whom written grievance was submitted:
Date of meeting to discuss the grievance:


Date received VP/Administrator’s response, if applicable:
Note:  If you received a written response from the VP/Administrator, it must be attached to this form.
Level II – Written Grievance to College President/Vice Chancellor:
If the grievant is not satisfied with the VP/Administrator’s written response, the grievance may be submitted for Level II consideration.  The deadline to submit a formal written grievance to his or her President/Vice Chancellor is within 10 days of the Level I reply, or within 20 days following the submission to Level I if no reply was received from the Vice-President/College Administrator. Within 10 days of receipt of the formal written grievance, the President/Vice Chancellor shall hold a meeting to discuss the grievance.  The President/Vice Chancellor shall reply in writing to the grievant within 10 days after the meeting.  
Date written grievance was submitted to President/Vice Chancellor:


President/Vice Chancellor to whom written grievance was submitted:
Date of meeting to discuss the grievance:


Date received President/Vice Chancellor ‘s response, if applicable:
Note:  If you received a written response from the President/Vice Chancellor, it must be attached to this form.
Level III – Chancellor:
If the grievant is not satisfied with the College President/Vice Chancellor’s written response, the grievance may be submitted for Level III consideration.  The deadline to submit a formal written grievance to the Chancellor is within 10 days of the Level II reply, or within 20 days following the submission to Level II if no reply was received from the President/Vice Chancellor. Within 15 days of receipt of the formal written grievance, the Chancellor may hold a meeting to discuss the grievance.  The Chancellor shall reply in writing to the grievant within 15 days after the meeting.  
Date written grievance was submitted to Chancellor:


Date of meeting to discuss the grievance:


Date received Chancellor’s response, if applicable:
Note:  If you received a written response from the Chancellor, it must be attached to this form.
Level IV – Governing Board:
If the grievant is not satisfied with the Chancellor’s written response, the grievance may be submitted for Level IV consideration.  The deadline to submit a formal written grievance to the Governing Board is within 10 days of the Level III reply, or within 20 days following the submission to Level III if no reply was received from the Chancellor. Within 30 days after receipt of the written grievance, the Governing Board can choose to review the evidence and issue a final written decision which will be forwarded to the grievant.  The Governing Board’s decision is final and binding.  If the Governing Board elects not to consider the grievance, the Level III Chancellor’s decision will be final and binding.
Date written grievance was submitted to Governing Board:


Date received Governing Board’s response (if applicable):
IBN Option:
Date of agreement to participate in IBN (note:  grievance clock freezes upon agreement to participate in IBN):
Signatures of parties who have agreed to participate in IBN:
___________________________

___________________________

___________________________

Date formal grievance resumed if applicable (grievant not satisfied with IBN process):
Date grievance was withdrawn by grievant (grievant is satisfied IBN has resolved their grievance):
_______________________________
Employee’s Signature
Grievance Summary:
The grievance was concluded after (check applicable):
Level I Response ___   
Level II Response ___   
Level III Response ___   
Level IV Response ___   

IBN ____       
Grievance Withdrawn by Grievant ____
Date grievance was concluded:
___________________________
Employee’s Signature
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