

Personnel Policy 2100     		                                                                                                  ATTACHMENT
MoDOT Grievance Procedure

This procedure shall not apply to employees in personnel policy making and other designated positions.  The following list identifies positions which are exempt from this procedure:  Director; Chief Engineer; Chief Financial Officer; Assistant Chief Engineer; Audits and Investigations Director; Chief Counsel; Assistant Chief Counsel; Secretary to the Commission; District Engineer; Regional Counsel; Division Leader/State Engineer; Attorneys I-V; Law Clerk; and Seasonal and other wage employees.

 (
Step 1
Within 30 calendar days of act or occurrence, employee submits grievance in writing to local human resources (HR) manager.  HR manager will provide the grievance to appropriate supervisors and managers involved in the decision.
Within 5 workdays of receipt, the HR manager will facilitate a meeting with the employee and decision-maker to discuss the employee’s issues.
Within 5 workdays after the meeting, a written reply will be presented to the employee.
)







 (
Is the employee 
satisfied
?
)
 (
Grievance process                             complete
)
						          YES
					             
					
                                 
                                           NO

 (
Step 2
Within 5 workdays after receiving reply, employee forwards grievance to the district engineer/division leader/state engineer.
Another meeting may be scheduled to obtain more information about the grievance.
Within 10 workdays following receipt of the grievance, a written reply will be provided to the employee.
)
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Is the employee 
satisfied
?
)                                           
 (
Grievance process complete
)
                                                                                  YES 
                                                                                                                                                             
                                                                                    
			
 (
Step 4
A
I 
Director or EOD
 
D
irector
 will make a recommendation to the department director for final disposition.
A
I
 Director or EOD
 
D
irector
 will notify employee and supervisors in writing of the final disposition and any corrective action that will be taken as soon as practical.
)                                           NO
 (
Step 3
Within 5 workdays after receiving reply, employee submits an appeal in writing to the Audits and Investigations
 (AI)
 Director.  For grievances resulting from an investigation by the 
AI 
Division, such grievance will be forwarded to the Equal Opportunity and Diversity
 (EOD)
 Director to process as outlined in Step 3 and Step 4.
AI Director 
or EOD
 
D
irector
 will conduct investigation.
)







The employee has the option of including another person of his/her choice (which could be a union representative for the certified bargaining unit) to be present at Step 1 and all future grievance meetings; however, this person’s participation will be limited to observation only at Step 1, but he/she may ask brief clarifying questions at Steps 2 and above.  This individual will not be allowed to represent the employee, including providing legal counsel or participate at the meetings.
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