GRIEVANCE/APPEAL TIMEFRAME RECOMMENDATIONS BY THE
UNIVERSITY REVIEW COMMITTEE
Final Version Adopted April 23, 2002
 Units at the University of North Texas have charters and/or by-laws that contain grievance and appeals mechanisms.  In the interest of promoting clarity, uniformity, fairness, and the appropriate availability of external scrutiny of such mechanisms, the University Review Committee offers the following recommendations.
 All charters, by-laws, and other procedural documents describing grievance and/or appeals (hereinafter called “G/A”) mechanisms should contain (or be revised so as to contain) the following elements:
· A mandate that any administrator in receipt of a G/A must acknowledge its receipt in writing to the person filing the G/A.  The acknowledgement must state the date of receipt and the steps required of the appellant to assure timely processing of the case. 

· Specific timeframes should be specifically defined for each the following actions in relation to the G/A: 

· between receipt and acknowledgement 

· between receipt and appointment of an appropriate hearing body 

· between the appointment of the committee and the conducting of a hearing 

· between the hearing and notification of outcome 

The total elapsed time between the receipt of the grievance/appeal and transmission of notification of the outcome to the appellant should not be more than twenty (20) working days.
· Any deviation from a specified timeframe must be justified in writing at the time the deviation occurs or becomes apparent.  This documentation must be provided to the person filing the G/A by the administrator handling the G/A as soon as the deviation occurs or becomes apparent (unless patently impossible, this notification and justification should take place within the original timeframe).  The documented justification for timeframe deviation must also be kept on file by the administrator handling the G/A and passed along to all persons or bodies handling that and subsequent appeals. 

Under this recommendation, a unit that chooses to establish a timeframe for “hearing a grievance or appeal normally within two weeks after its receipt” may still justifiably delay a hearing beyond the specified period.  However, the responsible administrator must document the reason for the deviation from “normality” in the course of the process (rather than post hoc) and must do so openly in communication with the person filing the grievance or appeal.  Thus, disputation of the justification of the delay will not rely on the memory of participants and can be directly contested (as being fictitious, arbitrary, insignificant, capricious, etc.) in subsequent grievances or appeals.  The responsibility lies with the administrator to provide a reasonable justification for the delay, rather than simply being able to claim that the particular circumstances were not “normal” in some unspecified or post hoc manner.  
Furthermore, any administrator receiving a grievance is responsible for transmitting it to the appropriate person or committee for action within the specified timeframe.  At no time should an administrator presume that she/he has received a grievance on a merely informative basis.  It is the administrator’s responsibility to advise the appellant/grievant of the appropriate procedure(s) and/or transmit the grievance/appeal to the appropriate person/committee in a timely manner if the administrator believes the grievance/appeal falls outside her/his jurisdiction.
