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   Grievance Form

                                                                                   Grievance Form

This form can be used to file a grievance.  Before initiating a grievance, review TSA Management Directive 1100.77-2, Grievance Procedures.  This directive is available on the TSA intranet or from the Human Resources Specialist for the airport/office.  

	EMPLOYEE NAME:  
	     
	TITLE:  
	       

	AIRPORT/OFFICE:  
	     
	WORK PHONE:  
	     


The Grievance Procedure has two steps.  First Step is a formal written grievance to the first step official who is the first line supervisor, or other official with the authority to resolve the grievance.  Second Step is to the second step official who is a higher level official than the first step official, and in most cases, is the first step official’s immediate supervisor.  

FIRST STEP – You must file within 15 days of the action or decision being grieved or from when you first learned or may have been reasonably expected to learn of the decision or action.  Filing instructions are contained in TSA MD 1100.77-2, section 6.A(5), Time Limits.

1. ACTION/OCCURRENCE GIVING RISE TO THE GRIEVANCE:  (attach additional information/ supporting   documentation - should not exceed 5 documents) 

    
2. DATE OF THE GRIEVABLE ACTION ABOVE:         

3. THE REMEDY OR PERSONAL RELIEF SOUGHT:  

    
4. REPRESENTATIVE NAME (if any):        

PHONE NO.:       
TSA EMPLOYEE:   

YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

5.  Have you raised the matter in your grievance in another forum, such as:

 FORMCHECKBOX 
 Disciplinary Review Board (DRB)   

 FORMCHECKBOX 
 Merit Systems Protection Board (MSPB) 

 FORMCHECKBOX 
 Office of Civil Rights (OCR) 

              FORMCHECKBOX 
 Office of Special Counsel (OSC)     

 FORMCHECKBOX 
 TSES Executive Review Board (ERB)
              FORMCHECKBOX 
 Other:       
PRIVACY ACT STATEMENT:  Authority:  5 U.S.C. § 7121 authorizes the collection of this information.  Principal Purpose(s):  TSA will use it to work toward a resolution of your grievance.  Failure to provide this information could result in a delay in the resolution of your grievance.  Routine Use(s):  This information may be shared with officials at the Merit Systems Protection Board, the Office of the Special Counsel, or the Equal Employment Opportunity Commission when requested in performance of their authorized duties.  For further information, please consult DOT system of records DOT/ALL 1 DOT Grievance Records Files.  Disclosure:  Disclosure of this information is voluntary.  

6.  EMPLOYEE SIGNATURE AND DATE FILED WITH FIRST STEP OFFICIAL

	I,
	
	, hereby certify that I

	(Employee Signature)



	 FORMCHECKBOX 
  Hand Delivered

 FORMCHECKBOX 
  Mailed by U.S. Mail

 FORMCHECKBOX 
  Faxed

	(check one)

	to 
	     
	on
	     .
	

	
	(First Step Official)  
	
	(Date)
	


7.  DECISION OF FIRST STEP OFFICIAL (check one)

____ Granted (In part or full) (Attach written decision)

____ Denied (Attach written decision)

____ Cancelled (state reason – See TSA MD 1100.77-2, Section 6.A(2))


_________________________________________________________________________

Second Step – You must file within 15 days after receiving the first step decision, or, if no first step decision was received, within 15 days after the date on which the first step grievance decision was due.  Filing instructions are contained in TSA MD 1100.77-2, section 6.A(5), Time Limits.  Attach a copy of the first step decision, or a statement that no first step decision was received.  

8.  EMPLOYEE SIGNATURE AND DATE FILED WITH SECOND STEP OFFICIAL

	I,
	
	, hereby certify that I

	(Employee Signature)



	 FORMCHECKBOX 
  Hand Delivered

 FORMCHECKBOX 
  Mailed by U.S. Mail

 FORMCHECKBOX 
  Faxed

	(check one)

	to 
	     
	on
	     .
	

	
	(Second Step Official)  
	
	(Date)
	


9. DECISION OF SECOND STEP OFFICIAL (check one)

____ Granted (In part or full) (Attach written decision) 

____ Denied (Attach written decision) 

____ Cancelled (state reason - see TSA MD 1100.77-2, Section 6.A(2))  

_______________________________________________________________________________

The second step decision is the Final Decision, and there is no further right to review.
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