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Conciliation Process for Non-Compensation Complaints

(DRAFT REVISION)
Qctober 8, 2001

The purpoae of the Conciliation Frocess iz o enswre the prompi resclution of complainis by adminisiradve staff members
regarding the terms and conditions of employment, or aidzr job-related concerns thai lave ot been resolved with the
immediate supervisor. A staff member may pursue this process for any or all of the following:

* Tailure (o follow policies and provisions enunciated inc the Admdniztrative Staff Handbool:

e Inadequaie or inequitable consideration of professional competence.

e  Terminaiion of appoiniment for cause.
Hon-renewal of contraci for an adminisirative staff mernber of three or more years must be reviewed by the appropriate

vice-przsideni. The decizsion not to condinue the condvact of an adminisirative staff member is not grievable and, therefore,
not subject to this procedure.

Any complaint related o the Administrative Stafl Compensation Flan will be handlzd duough the procedures established
for compenzsadon issuss. Issues regarding alleged discrimination or havassment will be investigated by the Qffice of

Equity, Diversity and Immigration Services (OEDIS) through established procedures.

Scope _
These procedures apply to all covered administrative staff positions and supersede all previous
_written or unwritten practices. The ongoing responsibility for the administration of these procedires
is assigned to the Assistani Brorest Vice President for Human Resources. Pricr to entering into
conciliation, the staff member with the complaint meets with Human Resources in an attempt to
resolve the complaint. Hwman Resources will investigates the commplaint. If there is no resolution,

the staff member may request conciliation.
There are 6 three steps in the process:
1. Conciliaiion IMeeiing with Second Level Supervisor.
2. Vice Presidential Appeal
2: 3.Presidential Aggeal—Review
Step 1: Conciliation Meeting with Second Level Supervisor.
The Conciliaiion Meating, facilitaied by the Ascistant Bravesi-Vice President for Humnan Pescurces/desiznee, provides

the staif member and eVieePresidesr-orRresidenyPesisnee his/her second level supervisor with an ¢pparhunity to
rezolve the complaini in a cellaborative, informal fashion. Participanis in the meeting include:

o Emgpleses Staff Member/ Advocate.

*  Tmmediate Supervisor.

[
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Lo PesidaniarPresidardPasizras Second Level Supervisor
*  Assisiant Presesi Vice President for Human Pesources/Designee

The process is normally completed vithin four (4) wezls unlesz there iz a decision o exiend the imelines.
Process: '
The siaff rnember will inform Hurman Fesouress and the immediaie supervisor in wridng thai she or he requests to
enter into conciliatior. This notice shall be given within fourteen (14) calendar days of the incident prompting the
request for conciliation.

2 o fae

1. Upenieceipi of the request io enter concilizdon, Human Pesources begins a iracking/dmeline.

2. Within fourtzern (14) calendar days of receiving ithe request io enter conciliation, Human Pescurces forwards the
documentation (o all invelved and schedulzs the meeting.



3. A current member of the BGSU Administiative Staff (non-family member) acting as an advocate may
accompany the employee to the conciliation meeting. Advocates may assist in clarifying points discussed in
the meeting.

4. In the event the second level supervisor is the division Vice President, a designee will be appointed so the
Vice President is able to participate in step 2, if required.

8. Wiihin fourteen (14) calendar days after the meeting is echeduled, the mesting will tale place i attampt
resolution.

6. Human Fesources is respansible for reporting, in writing, the outcome of the meeting to all involved within
fourteen (14) calendar days.

7. Iinoresolution is reached, and the siaff member is nol satisfied with the decisiorn, she or he canappeal directly to

s

the Divisional Vice President.

Step 2: Presidential Vice Presidential Appeal
1. Within seven (7) calendar dzays of recziving the decizion, the staff Tl’u:ll'l].‘n:'l' nppr ls, in writing, lu t‘.-u: lua/hu Vue
President and the Office Df Human Resources. e&-keEwd : R AL ;
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2. Within fourteen (14) calendar days of receiving the request to enter conciliation, luman Resources schedules
the meeting. Attendees are the same as at q‘.LP 1 with the addition of the Vice President.

3. Within 82529 fourtesn (14) calendar days after sesebeing-the appeal meeting, the Vice Prasident er-fasignse

responds, in writing, to the staff member. supervisor, "-}v:-e—prwlr“lci-rc, and Human Pesources.

4. If no resolution is reached, and the siaff member is nof saiisfied with the dacision, she or he can appeal directly to
the President.
FhzdecisioreolaPrasident-er-dasignea-isHnal.

Step 3: Presidential Review
1. Within seven (7) calendar days of receiving the Vice President’s decision, the staff member may request a
review, in writing, to the President of the Unlw.r51ty.

2. The President will review the staff member’s request for review, the Vice President’s decision and the
written outcome of the original conciliation meeting and render a decision.

3. The decision of the President or-designee is final.

o ze-bs=Aedirdrdsivative- SudFCoras-oaMay-5-1098
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Conciliation Process for Non-Compensation Plan Complaints
(Replaces pages 30-34 in current handbook)

Purpose
The purpose of the Conciliation Process is to ensure the prompt rezolution of complaints by

administrative staff members regarding the terms and conditions of employment, or other job-related
concerns that have not been resolved with the immediate supervisor. A staff member may pursue this
process for any or all of the following:

e Failure to follow policies and provisions enunciated in the Administrative Staff Handbook
¢ Inadequate or inequitable censideration of professional competence
¢ Termination of appointment for cause

Mon-renewal of contract for an administrative staff member of three or more years must be reviewed by
the appropriate Vice-President. The decision not o continue the contract of an administrative staff
member is not grievable and, therefore, not subject to this procedure.

Any complaint related o the Adminisicative Staff Compensation Flan will be handled through the
procedures established for compensation issues.

Scope

These pracedures apply to all coverzd administrative staff positions and supersede all previous written
or unwritten practices. The ongoeing responsibility for the administration of these procedures is assigned
to the Assistant Pravost for Human Resources. Prior to 2ntering into conciliation, the staff member with
the complaint meets with Human Resources in an attempt to resolve the complaint. Human Resources
investigates ihe complaint. If there is no resolution, the staff member may request conciliation.

There are two steps in the process:
1. Conciliation Meeting
2. Presidential Appeal

L Conciliation Meeting

The Conciliation Meeting, facilitatzd by the Assistant Provost for Human Regources. ‘designee, provides
the staff member and the Vice-President or President 'Designee with an opportunity to resolve the
complaint in a collaborative, informal fashion. Participants in the meeting include:

Employee

Immediate Supervisor

Vice-Fresident or Prasident/Designea

Assistant Provost for Human Resources ‘designse

The process is normally completed within four () weeks unless there is a decision to extend the
timelines.

Process:

1. The staff member will inform Human Resources and the immediate supervisor in writing that
she /he requests to enter into conciliation.

2. Upon receipt of the request to enter conciliatdon, Human Resources begins a tracking./timeline.
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Within fourteen (14) calendar Jdays of receiving the request to =nter conciliation, Human Resources
forwards the documentation to all involved and schedules the meeting.

Within [ourteen (14) calendar days after the meeting is scheduled, the meeting will take place to
attempt resolution.

Human Resources is responsible for reporting, in writing, the outcome of the meeting to all involved
within fourteen (14) calendar days.

If no resolution is reached, and the staff member is not satisfied with the decision, she.” he can
appeal directly to the President.

Presidential Appeal

Within seven (7) calendar days of receiving the decision, the staff member appeals, in writing, to the
President of the Universicy. If the staff member filing the complaint reports directly to the

President, the President appoints a designee for this process.
t=]

Within thirty (30) calendar days after receiving the appeal, the Fresident or designee rasponds, in
writing, to the staff member, supervisor, Vice-President, and Human Resources.

The decision of the President or designee is final.

Approved by Adminictrative Staff Council on May 7, 1995
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