POLICY NAME: 620.01 Employee Grievance

EFFECTIVE: 04-13-2016
SUPERSEDES:
SOURCE: Code of Alabama 16-60-111.4

CROSS REFERENCE:

Any employee who claims a grievance (or who is reporting an observed grievance) must file a
written statement within areasonable time from the date of the alleged incident.

Any employee must file the written statement with his/her direct supervisor, unless the direct
supervisor isthe alleged offender. In such cases, the employee must file the statement with the next
supervisor in line. The supervisor (or other person receiving a written grievance) will notify the
Title IX Coordinator, HR personnel, and/or President as appropriate.

The supervisor, or other person appointed to address the grievance, must review the written
statement and conduct an investigation of the claims within 30 days or as otherwise agreed. The
supervisor must then make a written report of findings/decision and provide to the employee
within 45 days of receipt grievance. The employee must, within 1 0 calendar days of the written
report, provide specific written objections to the report of findings/decision to the supervisor,
which will be considered a request for appeal. Failure to timely provide the specific written
objections isawaiver of the employee's right to appeal the supervisor's findings/decision.

All appeals will be sent to the President or his/her designee, and the President or his/her designee
will convene a three person grievance committee to hear the appeal within 30 calendar days. The
President or his/her designee will appoint one person to sit on the grievance committee, and the
President will allow both the aggrieved and accused to select an employee of the College to
sit on the grievance committee (excluding the President and his/her designee). Should the
aggrieved or accused fail to select a member of the grievance committee in the time period
required by the President or his/her designee or the selected employee does not agree to participate
as a member of the grievance committee in the time required by the President or his/her designee,
then the President or his/her designee will select the grievance committee member.

The grievance committee will hold a hearing and allow the aggrieved employee to present the
grievance and the accused will have an opportunity to respond within 45 days of the appeal.
The grievance committee will also have access to the original grievance, report of the supervisor,
and appeal notice by the employee. The grievance committee will provide its findings and decision
following the hearing in atimely manner. Either party will have 10 calendar days from receipt to
file a written appeal to the grievance committee decision. Iftimely appealed, the President will
issue afinal decision based onthe original grievance, report of the supervisor, appeal notice by the
employee, and grievance committee decision.

NOTE: Ifthe last day for filing notice of appeal falls on either Saturday, Sunday, or a legal
holiday, aggrieved will have until 5:00 p.m. the first working day following the 10th calendar

day to file.



