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Grievances

Downgrades/deselections

A
rbitrations

A
dministrative Appeals (non-disciplinary)

A
dministrative Transfers

E
mployee Relations Training

M
O
U
 Issues

M
eet and Confers

Temporary Higher Pay Requests



,~t ~,._-



~
'

W
orkplace Conflicts

(
O
m
b
u
d
s
)

Executive Merit Pay
M
ediation (

O
m
b
u
d
s
)
 

(personnel Div. )
W
ork Permits (ASB)

Bilingual Pay {Personnel
D
iv. )

S creendowns/Package

G
Reviews (Personnel Div. )

M
edical Leaves/IOD Issues

(
Medical Liaison)

Retaliation C
o
m
p
~
a
i

{P
S
B
I
I
A
G
)

Terminations -
Tenured/Probation
(
P
S
B
/
I
A
G
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Tools to encourage effective performanc+

G
rievance procedures
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If a
n
 e
m
p
l
o
y
e
e
 disagrees with the c

o
m
m
e
n
t
 card, they

c an submit a
 response o

n
 15.7.

T
h
e
 e
m
p
l
o
y
e
e
 has 3

0
 days to submit a

 response.

If the c
o
m
m
e
n
t
 card ~s attached to the employee's

S tandard Based Assessment, the e
m
p
l
o
y
e
e
 can contest

such use through the grievance process.

C
o
m
m
e
n
t
 Cards are retained in a

 separate C
o
m
m
e
n
t
 Cart

file by the Division. for.. t
w
o
 (2) years
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D
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A
 Notice to Correct Deficiencies should always contain a w.

A
n employee can contest a N

T
C
D
 through the grievance prt

A
 N
T
C
D
 is retained in an employee's Divisional Package far

After o
n
e
 year, it is stored in archive at Personnel Division.

A
 N
T
C
D
 can be attached to an employee's Standards Based

Assessment; if it is the employee can contest such use thro
grievance process.

A
 N
T
C
D
 is retained by the Department indefinitely .

If a N
T
C
D
 is attached to a

 S
B
A
 and it is subject to a

 grievan
e
mployee can request to have the N

T
C
D
 temporarily remo~

a Civil Service promotional e
x
a
m
.
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Truthfulness
Follow-Up
Timeliness
N
arrow scope

C
onciseness
C
onsistency with the discussion

S
pecified expectation



A
 grievance is defined as a

 dispute concei
interpretation or application of this writt~
d epartment rules and regulations governi
personnel practices or working conditions
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Transfers

Assignments

P
romotions

Employee C
o
m
m

S
heets

Fitness of an
e
mployee to CCV

P
romotional E

x
a
m
s
 

Salary step of
P
robationary 

probationary
termination of entry- 

employee based
level or tenured 

education/prior
e
mployees 

enforcement
D
iscipline 

experience

D
enial of C

T
0



'
-

;
i
'
.

r.
 •
 :
.
 -
•

- 
-

N
otices to Correct

D
eficiencies

!
 

t

You will handle tf
step in the ~riev~
process

T
he informal .disc
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0
 W
e
s
t
 First Stre
Las Angel

M
ai l
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Attendance Records

C
o
m
m
e
n
t
 Cards

N
otice to Correct Deficiencies

E
mployee Commendations/Letters of Appreciation

O
ther means. used.. monitoring. em

p
l
o
y
e
e
 performance.



Must d
o
c
u
m
e
n
t
 all unscheduled absences

C
onsider these questions:

C
onsistently m

e
e
t
 established requirement

C
onsistently dive acceptable- explanations

D
ays lost d

u
e
 to unscheduled absences



Separate unscheduled absences

P attern -Fridays, Mondays or beforelafter
holidays

~'
 
use of reasonable attendance standards

~'
 
Reasonable attendance standard -

communicated to all employees
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P erformance/ behavior not observed b
rate r
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I nappropriate remarks in the narrativE



Deal only with the facts

S
upport ratings with specific c

o
m
m
e
n
t
s

C
o
m
m
e
n
t
 o
n
 specific, positive aspects of

p erformance

If an unfavorable rating is called for, give it

"
C
o
m
m
e
n
t
s
 Section"
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constantly
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S
u
m
m
a
r
i
z
e
 overall performance

Provide encouragement

D
iscuss training needs and development

C
onclude -correct any weaknesses

N
ave the e

m
p
l
o
y
e
e
 sign the report

T
h
e
 e
m
p
l
o
y
e
e
 stilt refuses to sign
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