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Office of Human Resources Management
STEP 1 INFORMAL GRIEVANCE HEARING AGENDA

Employee Name:

Informal Hearing Information  


Date:






Time:






Location:                                           

I. State Purpose

The purpose of the informal Step 1 Grievance Hearing is to allow an employee to constructively speak and be heard when he or she feels that management violated the terms and conditions outlined in the USM or UMES policies. During this time, management has the opportunity to review the employee’s concerns and decide whether management violated said policies. Additionally, management can reassess the facts that led to the action and the action itself and make sure that it is appropriate and warranted and, in cases where violations exist, resolve the dispute at the department level.  

II. Policy and Supports

1. USM Grievance policy

2. UMES Exempt MOU

III. Introductions/Roles (Indicate Name of Individuals as noted below)
1. Hearing Officer: 

2. Employee Representative: 

3. Employee:
4. Management Representative(s): 

5. Human Resources Representative(Observer and Advisor): 

IV. Ground Rules

1. Please observe mutual respect, courtesy, and patience as guiding principles.
2. Please speak directly to the hearing officer, and not to each other.
3. Please do not interrupt each other while speaking.

4. Please be concise and clear as you articulate your position.
5. Cell phones. (Hearing officer will give instructions – turn off phones, set them to vibrate or silent, or place all phones in one area)
6. Please indicate at any time during the hearing if you need a break to talk with other members of your party in confidence. Consideration to the request may be granted for a specified amount of time.
7. Witnesses may be utilized and will be called upon as needed and excused from grievance hearing after testimony. 

V. Grievance Subject 
1. At the beginning of the meeting, each party will be given a copy of the grievance and any other supporting documentation. Each party will have a few minutes to review the documents.
2. Reason for Grievance – The hearing officer will read aloud the written statement located in the Detailed Description section of the form and validate understanding.
3. Resolution Being Sought – The hearing officer will read aloud written statement in Proposed Solution section of form and validate understanding.
VI. Hearing Proceedings 

1. Opening Statements – Each side presents an opening statement summarizing the case that it intends to present. 

· Management presents the reason for the decision/action taken and/or reply to complaint filed.  

· The Employee and/or his Representative provide reason for grieving the decision/action taken and any evidence supporting the argument.
2. Evidence and Witnesses, including Cross Examination 

· Management explains the action taken, and presents evidence to support action, including calling witnesses to testify.
· Employee is given an opportunity to ask questions for clarification purpose and/or rebut evidence submitted, and/or cross-examine Management witness testimony.
· Employee explains why that do not agree with action taken by management and present evidence in support of argument, including calling witnesses to testify.
· Management is given an opportunity to ask questions for clarification purpose and/or rebut evidence submitted, and/or cross-examine employee witness testimony.

Note: The hearing officer may ask questions throughout the above process for clarification purposes.  
All parties should be given an opportunity to review evidence submitted and cross-examine or rebut it respectfully. 
Any evidence provided to hearing officer should also be given to opposing party in hearing. 
Any evidence submitted should be labeled and identified as exhibits (e.g. Management exhibit 1, 2, 3 … and Employee exhibit 1, 2, 3 …).  These items should be labeled and copied prior to the grievance hearing. 
A party may object to the submission of evidence and/or witness testimony; however, the decision on whether evidence is submitted and a witness testifies is decided by the hearing officer based upon reasonable justification. 
Parties should be asked to explain the relevancy of evidence or testimony to the matter being heard.  

3. Closing Statements - Each side may make closing arguments once both sides have finished presenting evidence and witness testimony. Parties summarize their case, highlight evidence that supports their argument, and identify flaws in the opponent’s arguments or evidence. 

· Management provides closing statement. 

· Employee provides closing statement.  

VII. Conclusion

1. Hearing Officer 

a. Acknowledgement

· Thank the employee for sharing his or her concerns and allowing management the opportunity to review the decision and action or respond to complaint filed. 

· Thank all parties for attending and participating. 

b. Resolution  

· Revisit the resolution and ask the employee if they still are seeking the resolution after hearing opening statements and arguments provided and evidence submitted. 

c. Next Step


· Advise all parties that you will review the information, facts and evidence provided and render a written decision within 5 “work” days as required by Section IV, Grievance Filling and Procedure, Paragraph C.1.b of Policy USM Policy, VII 8.00, USM Policy on Grievance for Exempt and Nonexempt Staff Employees. 
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