	Business Function:  NEGOTIATED GRIEVANCES & ARBITRATION HEARINGS AFGE



	Action
	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	Specialist assists management in handling any requests from the union or from employees to informally resolve matters which may become a formal grievance.
	1-45 days depending on complexity
	Labor Relations Specialist
	
	X

	Individual and Group AFGE Grievances 

Step I:

Grievance is initiated at Step I
Specialist or Grievance Control Officer meets with (counsels) and advises supervisor who receives a Step I grievance.

Specialist or Grievance Control Officer drafts or assists supervisor to draft written Step I grievance response. 

Step I response is issued to grievant.

Step II:

Step II grievance is submitted to Grievance Control Officer.

Upon receipt of Step II grievance, Grievance Control Officer, designates Step II Management Official.

Specialist meets with (counsels) and advises Management Official who has been appointed to handle grievance.

Specialist or Grievance Control Officer makes logistical arrangements for Step II meeting (date, time, location, etc.)
Specialist or Grievance Control Officer participates in Step II Grievance Meeting and takes notes of the proceedings.

Specialist or Grievance Control Officer drafts or assists Management Official in drafting written Step II grievance response. 

Step II response is issued to grievant.


	Within 45 days from the matter being grieved

1-2 days or more depending on the supervisor’s availability  

5-7 days from date grievance is filed

Within 10 days after grievance is submitted, unless management & union agree to extend time frame.

Within 7 days of the Step I response

1-9 days depending on complexity (including the following 2 steps)

Within 10 days after Step II grievance is submitted (or more if union and management agree)

1-14 days from meeting depending on complexity

Within 15 days from Step II meeting unless management and union agree to extend time limit.
	Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist
	Union/Employee
Grievance Control Officer

Grievance Control Officer

Manager/Step I Official

Grievance Control Officer

Grievance Control Officer

Grievance Control Officer

Grievance Control Officer

Grievance Control Officer

Grievance Control Officer

Manager/Step II Official
	


	Business Function:  NEGOTIATED GRIEVANCES & ARBITRATION HEARINGS AFGE



	Action
	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	Step III:

Step III grievance is submitted to designated management official.

If grievance is elevated to Step III, Specialist meets with (counsels) and advises designated Step III Deciding Official.

Specialist or Grievance Control Officer participates in Step III Grievance Meeting, if requested and the parties mutually agree to meet.)

Specialist or Grievance Control Officer drafts or assists Step III Deciding Official in drafting written grievance response. 

Step III response is issued to grievant.
	Within 7 days of receipt of Step II response

1-24 days

Within 24 days after Step III grievance is submitted (or more if union & management agree)

1-24 days from receipt of Step III grievance

Within 25 days 

after receipt of the Step III grievance, unless management and the union agree to extend the time limits.
	Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist
	Grievance Control Officer

Grievance Control Officer

Grievance Control Officer/Manager

Manager/Step III Official

	


	Business Function:  NEGOTIATED GRIEVANCES & ARBITRATION HEARINGS AFGE



	Action
	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	AFGE Grievances of the Parties

Specialist meets with (counsels) and advises designated Management Official who receives a written “Parties Grievance”.

Specialist participates in a meeting to discuss informal resolution of the grievance and takes notes of the proceedings.

Specialist drafts or assists designated Management Official in drafting written grievance response.

Grievance response issued.
	1-20 days

1-20 days from receipt of grievance (or more if union & management agree)

1-29 days from receipt of grievance

Within 30 days from receipt of grievance. Unless management and union agree to extend time limits


	Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist
	Manager
	X


	Business Function:  NEGOTIATED GRIEVANCES & ARBITRATION HEARINGS AFGE



	Action
	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	As appropriate, during any of the above steps of the Individual or Parties grievance process:

Specialist is cognizant of and researches case law, statutes, regulations, etc. to determine whether management's response is supportable, (i.e., arbitrator's decisions, MSPB decision, FLRA decisions, as appropriate).

Specialist deals with union on procedural matters such as scheduling grievance meetings, and extending grievance time frames, etc.

Where appropriate,

Specialist negotiates settlements with the union;

-and-

drafts settlement agreements for management.

Specialist coordinates the processing of any settlements which require personnel actions, i.e., drafts SF-52's correcting employee pay or other data, drafts explanatory memorandum to Chicago ESC.
	1-14 days depending on complexity

1-90 days depending on whether and how often parties agree to extend time limits

As necessary

1-90 days

1-45 days
	Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist
	Grievance Control Officer
	X




	Business Function:  NEGOTIATED GRIEVANCES & ARBITRATION HEARINGS AFGE



	Action
	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	ARBITRATION:
Specialist receives notice of invocation of arbitration filed by the union.

Field only:  If union has invoked arbitration, union will request panel of arbitrators’ names from the Federal Mediation and Conciliation Service (FMCS).  

When list of arbitrators’ names is received from FMCS, Specialist researches arbitrator’s background and shares result of research with Office of Counsel.

Sets up meeting with the union and Office of Counsel to select arbitrator.

Researches union agreement, case law, statutes and regulations (FLRA, MSPB or arbitrator's decisions) and assists Office of Counsel in devising arbitration strategy.

Office of Counsel meet with the union to determine any joint issues for arbitration, and to agree on the submission of case material. 

Prepares case file for arbitration.

Specialist coordinates technical details for arbitration, i.e., date, time, location, reservation of a room for the arbitration, when necessary, arranges and prepares paperwork to order a stenographer's services. 

As necessary, Specialist participates with Office of Counsel in any post or pre-arbitration settlement discussions, and coordinates any technical (budgetary or other) details with program areas.  

Specialist assists Office of Counsel to prepare witnesses for the arbitration hearing.

Specialist assists Office of Counsel in representing management in the arbitration hearing.

Specialist assists Office of Counsel in drafting post-hearing brief.
	Within 20 days of Step III response

1-7 days when panel used.

1-15 days when FMCS list used.

1-30 days depending on scheduled arbitration

1-30 days depending on case complexity

1-7 days after final compilation of completed case file

As needed

As needed

As needed –depending on number of witnesses etc.

1-5 days depending on length of hearing

1-30 days -deadline set by arbitrator
	Labor Relations Specialist

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist and or (Office of Counsel)

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist

Labor Relations Specialist

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist (Office of Counsel)

Labor Relations Specialist (Office of Counsel)
	
	

	
	
	Function performed by Labor Relations Specialist in Headquarters.  Function performed by Labor Relations Specialist and Office of Counsel in field.
	
	

	
	
	
	
	


