CITY OF NEW ORLEANS
CHIEF ADMINISTRATIVE OFFICE

POLICY MEMORANDUM NO. 4 (R) September 11, 2015

TO: All Departments, Boards, Agencies and Commissions

FROM: Andy Kopplin, Deputy Mayor and Chief Administrative Officer #DK—/
SUBJECT: Employee Grievance Procedure

I. PURPOSE

This memorandum defines the employee grievance procedure for the City of New
Orleans. Heads of all agencies are responsible for ensuring supervisors and

employees understand and comply with this procedure.

II. DEFINITIONS

A Grievance is defined as any dispute raised by an employee concerning working
conditions and alleged violations of City policy, including alleged abuses of
discretion by supervisors in the treatment of employees and disputes raised by an
employee as to the interpretation, application, or enforcement of specific employee
provisions or rights. Matters under the jurisdiction of the City Civil Service
Commission, such as disciplinary appeals or allegations of discrimination, shall not
be addressed under this Grievance procedure.

This procedure is applicable to all classified permanent, probational, provisional,
and transient employees. Employees who utilize this process are referred to as the
Grievant.

A Grievant may request that a representative, such as an advisor or a union
representative, assist with completing and reviewing documentation and participate
in the steps required in this procedure. A representative may be an attorney, but
may not be an attorney yet serving as the employee’s legal representation in that
matter.
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A work day is defined as a 24 hour period during which the employee’s agency is
on duty. Employees who are absent from work are not exempt from the work day
time deadlines in this procedure.

The Grievant must be present at conversations and meetings regarding the
Grievance, as requested, and must personally provide all documentation required in

this policy.

I1I. RESPONSIBILITIES

Agency heads are responsible for ensuring this policy is posted in a permanent and
conspicuous manner in work areas where all employees have access. This may
necessitate posting copies of the policy in multiple locations within the facility or at
multiple facilities. Additionally, the policy will be available in electronic format on
the City’s website.

Agency heads are responsible for ensuring that new and current supervisors and
employees are informed of this policy and procedures, preferably through employee
orientation sessions conducted on an individual or group basis.

No supervisor may retaliate, harass, or threaten an employee for raising a
complaint or filing a Grievance.

Employees and supervisors may complete steps in the grievance policy while on
duty, provided that the time used is the most convenient possible for the
supervisors and, when at all possible, does not interfere with departmental
operations. The employee is responsible for arranging this time in advance with the
supervisor and will use only the minimum time necessary. If there is a dispute
between a supervisor and an employee, the issue will be promptly reviewed by the
CAO designee, who shall determine whether the employee or supervisor did not
comply with the intent and spirit of this allowance and may grant exceptions.

IV. PROCEDURES

STEP 1. Employee and Supervisor Meeting

Supervisors and employees share a common goal of attempting to resolve most

matters through effective management and operations, without resorting to the

grievance process. Employees and supervisors are expected to make a sincere

effort to reconcile their differences at the lowest organizational level possible.
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Actions taken to resolve an issue at this step shall not be considered to be a binding
interpretation or application on either party.

The Grievant shall request a meeting with his/her supervisor in order to discuss the
issues giving rise to the Grievance. The employee must clearly identify the
discussion as a Grievance. The Grievance must be presented as a written statement
on the Grievance Information Form, which is provided as an attachment to this
policy memorandum or may be provided by the immediate supervisor or the
agency’s Human Resource official. The Grievant must clearly identify the specific
issues of the Grievance and the corrective action sought.

This initial step is an oral discussion between the immediate supervisor and the
Grievant and must be conducted within five (5) work days of the most recent act
giving rise to the Grievance. The immediate supervisor must provide a written
decision within five (5) work days of the conversation at which the Grievance was
introduced. The immediate supervisor must write the decision on the Grievance
Information Form and provide a copy to the employee and the agency’s Human
Resources official via email or hardcopy. The Grievant is responsible for furnishing a
copy of the written decision to his/her representative via email or hardcopy, if
applicable. If the immediate supervisor has not responded within the allotted five
(5) work days, then the Grievant may escalate review of the Grievance to the next
step in the process which would be the Next Level Manager.

STEP 2. Next Level Manager Review

If the Grievant believes the Grievance was not resolved satisfactorily at Step 1, the
Grievant must submit the Grievance Information Form via email or hardcopy to the
next level manager within five (5) work days after the employee receives the
immediate supervisor’s response on the Grievance Information Form. It is the
immediate supervisor’'s responsibility to provide the Grievant with the contact
information for the appropriate next level manager.

The next level manager may conduct whatever investigation he/she deems
necessary, including interviewing the Grievant. The next level manager must write
the decision on the Grievance Information Form and provide a copy to the
employee and the agency’s Human Resources official via email or hardcopy within
five (5) work days from the date the Grievance was delivered to the next level
manager. The Grievant is responsible for furnishing a copy of the written decision to
his/her representative, if applicable. If the next level manager has not responded
within the allotted five (5) work days, then the Grievant may escalate review of the
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Grievance to the next step in the process which would be the Department
Director/Appointing Authority.

STEP 3. Department Director/Appointing Authority Review

If the Grievance is not settled to the satisfaction of the Grievant at Step 2, the
Grievant may refer the Grievance, using the Grievance Information Form, to the
Department Director/Appointing Authority via email or hardcopy within 5 (five)
work days of the date of receipt of the next level manager’s decision.

The Department Director/Appointing Authority may conduct whatever investigation
he/she deems necessary, including interviewing the Grievant. The Department
Director/Appointing Authority must write the decision on the Grievance Information
Form and provide a copy to the employee, the agency’s Human Resources official,
and the Chief Administrative Office (CAO) Designated Official via email or hardcopy
within ten (10) work days from the date the Grievance was delivered to the
Director. If the Director/Appointing Authority has not responded within ten (10)
work days, then the Grievant may request to escalate review of the Grievance to
the next step in the process which would be the CAO Designated Official.

STEP 4. Chief Administrative Office Review

If no satisfactory agreement is reached at Step 3, then the Grievant may refer the
Grievance to the CAQO’s Designated Official, using the Grievance Information Form
via email or hardcopy, within five (5) work days of the date of receipt of the
Department Director/Appointing Authority’s decision. The CAO designee is
responsible for developing a full record relating to the Grievance. This record shall
include the Grievance, decisions from the immediate supervisor, next level
manager, and the Department Director/Appointing Authority, any existing relevant
personnel or departmental records, and any information submitted in writing by the
Grievant at any step. The CAO Designated Official may also meet with the Grievant
and his/her representative, if applicable, and any supervisors or other parties
he/she deems appropriate. The CAO Designated Official will consider any further
information presented by the parties during this meeting. The CAO Designated
Official may conduct such further investigation as he/she deems appropriate. If the
CAO Designated Official has not responded to the Grievance via email or hardcopy
within thirty (30) work days from receipt of the Grievance Information Form from
the Grievant, then the Grievant may escalate the Grievance to the next step in the
process, using the Grievance Information Form via email or hardcopy, which would
be the Chief Administrative Officer.
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STEP 5. Final and Binding Resolution

If the Grievant wishes to seek a final and binding resolution of the Grievance after
following all of the proceeding steps, then he/she may request that the entire
record be submitted to the Chief Administrative Officer (CAO) for review and final
decision via email or hardcopy with five (5) days of a response from the CAO
Designated Official or expiration of the 30 day deadline in Step 4. The Grievant and
his/her representative, if applicable, shall have the right to review the entire record.
The Grievant must submit a written statement on the Grievance Information Form,
and the CAO may meet with relevant parties to discuss the Grievance before
reaching a decision. The CAO shall issue a decision in writing, which shall be final
and binding on all parties.

V. INQUIRIES

Questions concerning this memorandum should be addressed to the Chief
Administrative Office at (504) 658-8900.

ADK

Attachment: Grievance Information Form
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