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ADMINISTRATIVE GRIEVANCE PROCEDURE

A grievance is a request by an employee or by a group of employees acting as individuals for personal relief in any matter of concern or dissatisfaction relating to their employment that is subject to the control of Air Force management. The process must be invoked within 15 calendar days after a particular act or occurrence or the date the employee becomes aware of it.  The process may be invoked at any time regarding a continuing practice or condition. 

Employees may represent themselves or be represented by someone of their choosing.  A representative must be designated in writing.  The choice of representative may be denied if it would result in a conflict of interest, conflict with mission priorities, or result in unreasonable costs.

Upon request, employees and their representative are allowed a reasonable amount of official time, if otherwise in a duty status, to prepare and present a grievance.  Requests for official time shall be in writing and will include the purpose for the request.  Requests for extensions shall be in writing and explain why the additional time is needed.

The grievance procedure utilizes both informal and formal resolution processes.  An employee may seek informal resolution of a matter before filing a formal grievance, unless the matter involves an action effected through a notice of proposed action, a right to answer, and a notice of final decision.   Techniques available in the informal process are alternative dispute resolution (ADR) which includes mediation and settlement conferences and the informal grievance process. ADR may be raised any time during the grievance process.

ADR is initiated when the employee files a request, in writing, with the CPF, and includes: (a) the employee’s and the representative’s (if any) full name, organization, and telephone number; (b) sufficient information to clearly identify the matter in dispute, (c) the remedy being sought, (d) attempts made to resolve the matter and copies of the informal grievance response, if any, and (e) the dates and signature of the requester.

    - Upon receipt, the CPF determines if the issue is appropriate for mediation, makes arrangements for a trained mediator, and schedules a date.  If the mediation process has not begun or been mutually agreed upon within 15 calendar days from receipt, the CPF will terminate the process and advise the requester of the next step in the process.  Settlement conferences are voluntary and may be initiated at any time by either management or the employee.  Mediation and settlement agreements become public records and are subject to technical and legal review by the CPF and the legal office, if applicable, before they are signed and implemented.

An informal grievance is initiated when an employee presents the matter, orally or in writing, to the immediate supervisor. Upon receipt, the supervisor contacts the CPF for advice and guidance.  The grievance must be in sufficient detail to clearly identify the matter being grieved, the basis of the complaint, and the remedy sought.  If presented orally, the supervisor documents the discussion and files it in the AF Form 971 file, Supervisor’s Employee Work Folder.  If the complaint involves an action taken by or a relationship with that supervisor, the matter may be presented to the next level supervisor. 

(Grievances on performance appraisals my be presented to the reviewing official, who has the authority to change the rating.)

    - A grievance may not be rejected in the informal stage for any reason.  If the supervisor believes the matter is not covered by the process or is untimely, the supervisor informs the employee in writing.  A written decision on the informal grievance is issued within 15 calendar days (but no later than 30 calendar days) from the date the matter is raised.  If the initial 15-day limit cannot be met, the employee and the employee’s representative are advised, in writing, of the date by which a decision will be received.

    - If the matter is not resolved, the employee is advised, in writing, of the reasons and informed of the procedures for filing a formal grievance.  The employee is also provided the name of the CPF representative to contact for advice.

The formal resolution process is initiated within 15 calendar days after an incident or event occurs or the employee becomes aware of it, after the ADR process, or after a decision was rendered on an informal grievance. A matter of concern on a continuing practice or condition may be raised at any time.

    - To initiate a formal grievance, the employee files the grievance, in writing, with the appropriate deciding official and includes: (1) sufficient information to clearly identify the matter being grieved and the reasons for the grievance, (2) the remedy sought, (3) a statement that the employee has not filed an appeal or complaint on the same issue under any other complaint system, (4) copies of documents related to the grievance or to efforts at informal resolution, (5) the name, address, and telephone number of the employee and the representative, if any, (6) signatures of the employee and the representative, if any, and dated..

    - Final decisions are issued in writing as soon as possible but no later than 60 calendar days from the date the grievance is filed.   The deciding official may extend timeframes when warranted by special circumstances.  If extensions are used, a decision must be issued no later than 90 calendar days from the date the grievance is filed or 120 calendar days from the file date if a fact-finder or a DoD Office of Complaint Investigations (OCI) investigator is used.  The 120-calendar day time limit may be extended only when OCI is unable to schedule and complete the examination during this period.  In this case, the decision is issued no later than 30 calendar days after receipt of the OCI report.  OCI expenses are funded by the organization to which the deciding official is assigned.

Deciding officials must be assigned to an organizational level higher than any employee involved in the grievance or having direct interest in the matter being grieved. Deciding officials for formal grievances are: 

    - The Chief of Staff and Directors (NORAD and USSPACECOM only), Directors (AFSPC only), Wing Commanders, Group Commanders, Squadron Commanders, and direct reporting unit commanders.  For employees reporting directly to any of the designated officials above, the deciding official is the next higher official.

    - HQ AFSPC/CV, for informal decisions rendered by a HQ AFSPC Director General Officer billeted position. 

    - HQ AFSPC/DS, for informal decisions rendered by a HQ AFSPC Director Colonel billeted position. 

    - Tenant organization commanders for issues within the authority of that chain of command.

    - Grievance concerning career program issues will be processed IAW AFMAN 36-606, Vol 1, Section H., para 1.45.  Settlement agreements will be process IAW AFMAN 36-606, Vol 1, Section H, para 1.46.

    - The deciding official contacts the CPF to ensure that the employee under another forum has not raised identical issues.  The deciding official issues the final written decision, which responds to all issues and provides reasons for the decision.  If the grievance is canceled or rejected, the decision is still issued in writing and the reasons provided.  The decision is final and not subject to review, except under limited situations: (1) when a decision is rendered to reject, cancel, or otherwise terminate a grievance without a decision on its merits, and (2) when a decision did not grant the relief sought when the grievance involved a suspension without pay.  In these limited situations, reviewing officials will be at a higher organizational level than the official who made the initial decision.

    - Deciding officials establish a grievance file whenever a formal grievance is filed.  The file shall contain all official documents or copies of documents related to the grievance.  When the decision is issued, the file is closed and forwarded to the Civilian Personnel Flight (CPF), Work Force Effectiveness Section, for retention.  Upon request, deciding officials shall provide a copy of the grievance file to employees and their representatives.

When filing a grievance, an employee is entitled to communicate with and seek advice from the Civilian Personnel Flight, Work Force Effectiveness Section or a supervisory or management official of higher rank than the immediate supervisor.

(References:  AFI 36-1203 and  21SW Supplement)
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