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Procedure 

Unless specifically provided for in another part of the personnel policies, this grievance procedure will 
be used for any disputes arising from these policies. When an employee has a grievance or complaint 
concerning employment with the County, the successive steps described below are to be taken toward 
resolution of the matter.  For employees of the Sheriff’s Department, Register of Deeds Office, or Office 
of the County Attorney, there shall be no appeal beyond the decision of the Sheriff, Register of Deeds, 
or County Attorney. 

The number of days indicated at each step of the grievance procedure should be considered as the 
maximum number of working days allowed for presentation of and response to the grievance at that 
level.  However, when mutually agreed upon, time limits given below may be extended by those 
concerned.  Failure on the part of the employee to satisfy the time limitations provided in this Chapter 
shall cause the grievance to be denied or dismissed. 

Employees who use this procedure will be free from discrimination, coercion, restraint or reprisal.  

Employees may file grievances or appeal decisions using the procedures listed below. 

Grievance or 
Complaint Type 

Procedure 

Demotion, 
Suspension, 
Dismissal, or 
Reduction in 

Force 

APPEAL TO COUNTY MANAGER 

• County employees who have been demoted, suspended, dismissed or 
reassigned due to a reduction in force, or dismissed shall have 15 calendar 
days from the date of receipt of written notice of such action to file an appeal 
with the County Manager. New or reinstated employees serving probation 
shall have no right to appeal except in a case involving alleged discrimination. 

• The county manager shall have 10 working days to respond to the grievance. 

Unlawful 
Workplace 

Harassment or 
Sexual 

Harassment  

or 

Discriminatory 
Actions 

(2 Options) 

INITIAL GRIEVANCE FILED WITH THE DEPARTMENT HEAD 

• An employee who alleges discriminatory actions or unlawful workplace 
harassment shall have 15 calendar days from the date of occurrence to file a 
grievance.   The department head shall have 10 working days to respond to 
the grievance.  Depending on the nature of the alleged act, the department 
head has the discretion to seek the assistance of human resources in 
conducting the initial investigation.  

FINAL DECISION BY DEPUTY HUMAN RESOURCES DIRECTOR 

• If the employee is not satisfied with the department head’s final decision or is 
unable to obtain a final decision within a reasonable length of time, he/she 
may file their written grievance with the Deputy Human Resources Director 
not later than ten (10) days after receipt of the department head’s decision.  
The Deputy Human Resources Director will issue a final decision to the 
grievant within 10 working days of receipt. 
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Grievance or 

Complaint Type 
Procedure 

APPEAL TO COUNTY MANAGER 

• If the employee is not satisfied with the final decision of human resources or 
is unable to obtain a final decision within a reasonable length of time, he/she 
may file her/his written grievance with the County Manager not later than 10 
working days after receipt of the final decision.  The County Manager will 
issue a final decision to the grievant within 10 working days of receipt. 

OR 

INITIAL GRIEVANCE FILED WITH HUMAN RESOURCES 

• An employee, or applicant for employment, who alleges discriminatory 
actions may also lodge their initial grievance to human resources.  The 
employee shall have 15 calendar days from the date of the occurrence to file 
a grievance. Human Resources Director will issue a final decision to the 
grievant within 10 working days of receipt. 

APPEAL TO COUNTY MANAGER 

• If the employee, or applicant for employment, is not satisfied with the final 
decision of human resources or is unable to obtain a final decision within a 
reasonable length of time, he/she may file their written grievance with the 
County Manager not later than 10 working days after receipt of the final 
decision.  The County Manager will issue a final decision to the grievant 
within 10 working days of receipt. 

General 
Complaint 

 

 

 

 

 

IMMEDIATE SUPERVISOR 

• Each employee is encouraged to discuss problems or complaints with their 
immediate supervisor.  If the concern is not resolved within five (5) working 
days, the employee may request a conference to discuss the problem or 
complaint with the division manager. If no division head level exists, proceed 
to Department Head. 

 DIVISION HEAD 

• If the problem or complaint is not resolved within five (5) working days after 
the conference, the employee may request a conference with the 
department head.   

DEPARTMENT HEAD 

• The department head shall hear the problem or complaint, gather necessary 
information, evaluate the problem or complaint and alternate solutions and 
render a decision no later than five (5) working days after the conference. 
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Note that in the case of General Complaints, the Department Head’s decision is final.  For all other 
Grievances, the County Manager’s decision is final. 

A grievance may be canceled or abandoned in any of the following circumstances: 

• By termination of the employee's employment with the County unless the personal relief sought 
by the employee may be granted after termination of employment; 

• Upon the death of the employee unless the grievance involved a question of pay; 
• By the employee’s failure to proceed timely with the advancement of his grievance; or, 
• By the employee making a formal written request to withdraw his grievance. 

The Human Resources Director will file a document stating the reason for cancellation or abandonment 
in the employee’s personnel file and will forward a copy to the employee or his representative. 

In all cases and at all stages of the grievance process, a written copy of each decision will be transmitted 
to the employee and a copy will be placed in the human resources file. 


