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Appendix D — Administrative Grievance Procedures
DOl Administrative Grievance Procedure, Part 370 DM, Chapter 771

Applicability — the grievance procedure is available to non-bargaining unit employees of the Department of the
Interior and those bargaining unit employees who are not covered by a negotiated procedure or contract.
Bargaining unit employees who are represented by a Union and covered under negotiated procedures should
follow the grievance process contained within their respective contract.

Grievance — a request by an employee for personal relief in a matter of concern or dissatisfaction relative to
their employment and which is subject to the control of management.

Policy — DOI encourages prompt, informal resolution of any dissatisfaction or disagreement amongst
employees at the earliest opportunity and the lowest level possible. The DOI administrative grievance policy is a
collaborative process, which promotes the use of ADR and attempts to avoid a “win-lose” outcome. Employees
are free to use the grievance process without restraint, interference, coercion, discrimination, or reprisal.

Alternative Dispute Resolution (ADR) — a process for seeking consensual resolution of the issues and
concerns underlying a grievance.

Informal Procedure/ADR — prior to engaging in the formal grievance process, the grievant and the grievance
official are strongly encouraged, where appropriate, to engage in ADR in an attempt to resolve the issue. An
employees must present a grievance in writing within 15 days (all references to “days” means calendar days,
unless otherwise stated) of the particular action or inaction giving rise to the grievance, or 15 days from the date
the employee became aware of the action/inaction.

An informal grievance must be submitted in writing to the grievance official with a copy provided to the
Servicing Human Resources Officer (SHRO). The option to pursue ADR, if not already considered and rejected,
will be raised by the SHRO for consideration by the grievant. If there is no agreement to enter into the ADR
process, the grievance official must provide the grievant a written decision within 10 days. If the relief requested
is not granted, the grievant is to be advised of the time limit in which to request further consideration under the
formal procedure. (In general, the time frame in which to request formal consideration is within 7 days of receipt
of the informal decision or from the end of the ADR process).

Employees are not required to engage in the informal process where their grievance is related to a written
reprimand or other disciplinary action that has provided an opportunity to respond and a subsequent decision in
the matter. In those cases, employees may proceed directly to the formal grievance procedure

Formal Procedure — If the grievance is not resolved at the informal/ADR level, an employee may file a
formal grievance. Formal grievances must be filed in writing, using the AGF (DI 7600) form and must include a
copy of the informal decision or ADR termination document, as appropriate. Once accepted, the formal
grievance will be assigned to an appropriate deciding official as determined by management in consultation with
the SHRO. At management’s discretion, ADR may again be offered at this point, which, if used, may hold the
grievance in abeyance for up to 45 days. An employee is entitled to make an oral presentation on the grievance
matter if they have requested to do so when completing the DI 7600 grievance form. The deciding official will
provide a written response to the grievant within 20 days from the date the grievance matter was referred to
them, or, if requested and made, 20 days from the date of the oral presentation. The decision/response from the
deciding official should include a summary of the grievance, the consideration given to it, and the conclusion
reached. The decision of the deciding official is final and there are no additional rights of appeal.
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