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GRIEVANCE PROCEDURE FOR EMPLOYEES Policy Code: 1750/7220 
 
 
 
It is the policy of the Board, in keeping with the ultimate goal of serving the educational welfare 
of children, to develop and practice reasonable and effective methods of resolving difficulties 
that may arise among employees.  The intent is to reduce potential areas of grievances and to 
establish and maintain recognized channels of communications between staff and administration.  
The purpose of this procedure is to secure, at the lowest possible level, equitable solutions to the 
problems that arise from time to time and affect employees. 
 
A. INFORMAL RESOLUTION 
 

It is desirable for an employee and his or her immediate supervisor to resolve problems 
through free and informal communication.  When informal procedures fail or are 
inappropriate or when the employee requests formal procedures, a grievance will be 
processed pursuant to the steps set forth in this policy. 

 
B. DEFINITIONS 

 
1. Days  

 
Days are the working days, exclusive of Saturdays, Sundays, vacation days, or 
holidays, as set forth in the aggrieved employee’s employment calendar.  In 
counting days, the first day will be the first full working day following receipt of 
the grievance.  When a grievance is submitted on or after May 1, time limits will 
consist of all weekdays (Monday–Friday) so that the matter may be resolved 
before the close of the school term or as soon thereafter as possible. 

 
2. Final Administrative Decision 
 

A final administrative decision is a decision of a school employee from which no 
further appeal to a school administrator is available. 

 
3. Grievance 

 
A grievance is a formal written claim by an employee regarding specific 
decision(s) made by another employee and alleging that such decision(s) have 
adversely affected the person making the claim.  A grievance may include, but is 
not limited to, the following allegations: 

 
a. that there has been a violation, misapplication, or misinterpretation of state 

or federal law or regulations, school board policy, or administrative 
procedure; 

 
b. that an employee’s employment status or the terms or conditions of his or 

her employment have been adversely affected; or 
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c. that there exists a physical condition that jeopardizes an employee’s health 

or safety or that interferes with an employee’s ability to discharge his or 
her responsibilities properly and effectively. 

 
The term “grievance” does not apply to any matter for which the method of 
review is prescribed by law, for which there is a more specific board policy 
providing a process for addressing the concern, or upon which the board of 
education is without authority to act.  Claims of discrimination, harassment, or 
bullying must be processed under policy 1720/4015/7225, Discrimination, 
Harassment, and Bullying Complaint Procedure. 

 
4. Grievant 
 

The grievant is the employee(s) making the claim. 
 

5. Official 
 

The official is the person hearing and responding to the grievant. 
 

6. Parties in Interest 
 

“Parties in interest” refers to the grievant and the person against whom the 
grievance is filed. 

 
C. TIMELINESS OF PROCESS 
 

Failure by the official at any step to communicate a decision within the specified time 
limit will permit the grievant to appeal the grievance to the next step unless the official 
has notified the grievant of the delay and the reason for the delay, such as the complexity 
of the investigation or report.  The official shall make reasonable efforts to keep the 
grievant apprised of progress being made during any period of delay.  Delays may not 
impermissibly interfere with the exercise of the grievant’s legal rights. 

 
Failure by the grievant at any step to appeal a grievance to the next step within the 
specified time limit will be considered acceptance of the decision at that step, unless the 
grievant has notified the official of a delay and the reason for the delay and the official 
has consented in writing to the delay. 
 

D. GENERAL REQUIREMENTS 
 
1. All parties in interest and their representatives in any grievance filed pursuant to 

this policy shall conduct themselves in a professional manner at all times during 
the investigation and hearing of the grievance. 

 
2. The Board or an employee of the school system will take no reprisals of any kind 



Policy Code: 1750/7220  

 
HICKORY CITY BOARD OF EDUCATION POLICY MANUAL Page 3 of 12 

against any party in interest or other employee on account of his or her 
participation in a grievance filed and decided pursuant to this policy. 

 
3. Each decision will be in writing, setting forth the decision and reasons therefore, 

and will be transmitted promptly to all parties in interest. 
 

4. All meetings and hearings conducted pursuant to this policy will be private.  
 
5. The Board and school system will consider requests to hear grievances from a 

group of grievants, but the Board and officials have the discretion to hear and 
respond to grievants individually. 

 
6. The Board and administration will cooperate with the employee and 

representative in the investigation of any grievance and will furnish the employee 
or representative information pertinent to the grievance without cost to the 
grievant employee or the employee against whom the grievance is filed. 

 
7. The employee may have a representative, including an attorney, at any stage of 

the grievance at employee’s expense.  However, if the grievant intends to be 
represented by legal counsel, he or she must notify the appropriate school official 
in advance so that school personnel also will have the opportunity to be 
represented by legal counsel. 

 
8. Should, in the judgment of the superintendent or designee, the investigation or 

processing of any grievance require the absence of the grievant and/or 
representative from regular work assignments, such absences will be excused 
without loss of pay or benefits. 

 
E. PROCESS FOR GRIEVANCE 
 

1. Filing a Grievance 
 

a. A grievance must be filed as soon as possible but no longer than 30 days 
after disclosure or discovery of the facts giving rise to the grievance.  For 
a grievance submitted after 30 days that claims a violation, misapplication, 
or misinterpretation of state or federal law, the superintendent or designee 
shall determine whether the grievance will be investigated after 
considering factors such as the reason for the delay; the extent of the 
delay; the effect of the delay on the ability of the school system to 
investigate and respond to the complaint; and whether the investigation of 
the complaint is necessary to meet any legal obligations.  However, 
employees should recognize that delays in filing a grievance may 
significantly impair the ability of the school system to investigate and 
respond effectively to such complaints. 
 

b. All grievances must be in writing, and the written statement of grievance 
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must remain the same throughout all steps of the grievance procedure.  
The written grievance must include the following information:  (1) the 
name of the school system employee or other individual whose decision or 
action is at issue; (2) the specific decision(s), action(s), or physical 
condition at issue; (3) any local board policy, state or federal law, state or 
federal regulation, or State Board of Education policy or procedure that 
the grievant believes has been misapplied, misinterpreted, or violated; and 
(4) the specific resolution desired.  If there is not a specific decision, 
action, or physical condition at issue, or no concern that federal or state 
law, federal or state regulation, State Board of Education policy or 
procedure, or board policy or procedure has been misapplied, 
misinterpreted, or violated, then the procedure established in policy 
1742/5060, Responding to Complaints, is appropriate, and the principal or 
immediate supervisor shall address the concern following that policy. 
 

c. The employee(s) shall present the grievance in writing to his or her 
immediate supervisor or the supervisor’s designee, unless the grievance 
alleges that a state or federal law has been misapplied, misinterpreted, or 
violated, in which case the grievance may be presented instead to the 
assistant superintendent of human resources Personnel Officer (or to the 
superintendent if the grievant’s supervisor is the assistant superintendent 
of human resources Personnel Officer).  The person receiving the 
grievance hereinafter will be referred to as “official.” 

 
2. Response by Official  

 
a. The official shall arrange for a grievance file number to be assigned by the 

human resources office. 
 
b. In the event the official determines at the outset that review by the official 

is inappropriate, the official shall forward the formal grievance to the 
superintendent who will investigate and respond as provided below in 
subsection E.3. 

 
c. A meeting will take place at a mutually agreed-upon time within five days 

after receipt of the grievance. 
 
d. The official shall conduct any investigation of the facts necessary before 

rendering a decision. 
 

e. The official shall provide the aggrieved employee(s) with a written 
response to the grievance within 10 days after the meeting. 

 
3. Response by Superintendent 

 
a. If the grievant is dissatisfied with the official’s response, the grievant may 
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appeal in writing the decision to the superintendent for review by the 
superintendent or designee within five days of receipt of the official’s 
response. 

 
b. The superintendent or designee shall arrange for a meeting with the 

employee(s) to take place within five days of the receipt of the appeal. 
 
c. The superintendent or designee shall conduct any investigation necessary 

before arriving at a decision.  The superintendent or designee shall provide 
the aggrieved employee(s) with a written decision within 10 days after the 
meeting. 

 
4. Appeal to the Board 

 
If the grievant has alleged a violation of a specified federal or state law, federal or 
state regulation, State Board of Education policy or procedure, or board policy or 
procedure, or has alleged that a specific decision of a school official adversely 
affects the grievant’s employment status or the terms or conditions of his or her 
employment, the grievant shall have a right to appeal a final administrative 
decision to the board of education (see subsection E.4.a, Mandatory Appeals, 
below).  If the grievant has not alleged such specific violations, he or she may 
request a board hearing, which the Board may grant at its discretion (see 
subsection E.4.b, Discretionary Appeals, below). 
 
a. Mandatory Appeals 
 

1) If the grievant is not satisfied with the superintendent’s response 
and has alleged a violation of a specified federal or state law, 
federal or state regulation, State Board of Education policy or 
procedure, or local board policy or procedure, or has alleged that a 
specific decision of a school official adversely affects the 
grievant’s employment status or the terms or conditions of his or 
her employment, the grievant may appeal in writing the decision to 
the board within 10 days of receiving the superintendent’s 
response. 

 
2) A hearing will be conducted pursuant to policy 2500, Hearings 

Before the Board. 
 

3) The Board will provide a final written decision within 30 days of 
receiving the appeal unless further investigation is necessary or the 
hearing necessitates that more time be taken to respond. 

 
b. Discretionary Appeals 
 

1) If the grievant is not satisfied with the superintendent’s response 
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but has not alleged a violation of a specified federal or state law, 
federal or state regulation, State Board of Education policy or 
procedure, or local board policy or procedure, or has not alleged 
that a specific decision of a school official adversely affects the 
grievant’s employment status or the terms or conditions of his or 
her employment, the grievant may submit to the superintendent a 
written request for a hearing before the board of education within 
10 days of receiving the superintendent’s response. 

 
2) If the full Board will be meeting within two weeks of the request 

for a hearing, the board will decide at that time whether to grant a 
hearing.  Otherwise, the Board chairperson will appoint a three-
person panel to review the request and determine whether to (1) 
deny the appeal; (2) review the superintendent’s decision on the 
written record only; or (3) grant a hearing.  The panel will report 
the decision to the board.  The board may modify the decision of 
the panel upon majority vote at a board meeting. 

 
3) If the Board denies the appeal, the decision of the superintendent 

will be final and the grievant will be notified within five days of 
the board’s decision. 

 
4) If the Board decides to grant a hearing, the hearing will be 

conducted pursuant to policy 2500.   
 
5) The Board will provide a final written decision within 30 days of 

the decision to grant an appeal, unless further investigation is 
necessary or the hearing necessitates that more time be taken to 
respond. 

 
F. RECORDS 
 

Appropriate records shall be maintained in accordance with state and federal law. 
 
Legal References:  G.S. 115C-45(c); 126-16 
 
Cross References:  Prohibition Against Discrimination, Harassment, and Bullying (policy 
1710/4021/7230), Discrimination, Harassment, and Bullying Complaint Procedure (policy 
1720/4015/7225), Responding to Complaints (policy 1742/5060), Hearings Before the Board 
(policy 2500) 
 
Adopted: 
 

File: GAE Complaints and Grievances – Personnel (strict through the old) 



Policy Code: 1750/7220  

 
HICKORY CITY BOARD OF EDUCATION POLICY MANUAL Page 7 of 12 

PURPOSE 

Frequently there are instances in which an employee or group of employees feels that a 
legitimate grievance exists.  If grievance situations do occur, a sincere effort by all persons 
concerned to work cooperatively toward constructive solutions will result in improvements in 
both the employee-administration relationship and personnel morale.  The purpose of the 
following procedure, therefore, is to inform Board employees of the procedures through which 
complaints and grievances may be directed, as well as to secure at the lowest possible 
administrative level equitable solutions to grievances within the system. 

GRIEVANCE 

A grievance occurs: 

(a) when an employee of the Hickory Administrative School Unit thinks that a I 
misinterpretation, inequitable application or violation of school policy has occurred pertaining 
to conditions of work or disciplinary actions affecting the employee; 

(b) when an employee or group of employees feels that she or they have been treated 
inequitably or have been discriminated against because of sex, race, policy or practice; or 

(c) when an employee or group of employees feels that there exists a condition which 
jeopardizes his or her health or safety. 

The grievance procedure shall not be available for the consideration of any matter which is the 
subject of a dismissal or suspension of an employee initiated under G.S. 115C-325, nor shall it 
be available to contest any complaint, commendation, suggestion for correction or improvement 
placed in a personnel file under the provisions of G.S. 115C- 325.  If procedures are initiated 
under G.S. 115C-325 on the same or related issues, no further action shall be taken with the 
grievance procedure. 

The grievance procedure shall not be available to consider any matter which concerns 
negotiation for or the renewal of an employee's contract or budgetary or financial matters under 
consideration by the Board of Education. 

INFORMAL PROCEDURE 

If an employee feels that he or she has a grievance, he or she shall discuss the matter with his or 
her immediate supervisor in an effort to resolve the problem informally.  Consultation may be 
held with any person or persons who can help solve the grievance. 

FORMAL PROCEDURE 

I. Level One -- Supervisor Other Than Principal 

When the employee's immediate supervisor is not a principal, the employee shall present the 
grievance in writing to the supervisor.  Within three (3) work days after receiving the grievance, 

http://redirector.microscribepub.com/?cat=stat&loc=nc&id=115c&spec=325
http://redirector.microscribepub.com/?cat=stat&loc=nc&id=115c&spec=325
http://redirector.microscribepub.com/?cat=stat&loc=nc&id=115c&spec=325
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the supervisor shall meet with the employee to determine whether the grievance is valid and 
whether remedial action is justified. 

The written grievance shall state specifically the action or failure of action complained of and the 
remedy requested.  No formal writing is required; a good-faith effort to specify the grievance and 
the remedy is all that is required. 

Within two (2) work days after meeting with the employee, the supervisor shall give the 
employee a written decision which shall specify the reasons for it. 

Within two (2) work days after receiving the supervisor's decision, an employee who is not 
satisfied with that decision may present the grievance to the principal.  If the supervisor is not 
under the principal's jurisdiction, the employee may present the grievance directly to the 
Superintendent. 

Level One -- Principal or Principal as Supervisor 

When the employee's immediate supervisor is a principal, or when he or she is appealing a 
decision of a school-level supervisor to the Principal, the employee shall present the grievance in 
writing to the principal.  The grievance shall state specifically the action or failure of action 
complained of and the remedy requested. 

Within five (5) work days after receiving the written grievance, the principal shall hold an 
informal conference with the employee to discuss the grievance and to determine whether the 
grievance is valid and whether remedial action is justified.  The employee may be accompanied 
by a person of his or her choice at any level of the formal grievance.  This person may be a 
spouse, co-worker, or a representative of a professional organization, provided he/she is not an 
attorney (except at Level Three). 

When the grievance is based on an action or failure of action of an employee other than a 
principal, the principal may invite that person to attend the conference.  The principal may also 
invite other persons who can contribute to a settlement of the grievance. 

The principal is responsible for arranging a convenient time and place for the conference and 
giving timely notice to all parties of the conference. 

Conference Procedure -- At the conference, the employee shall discuss with the principal the 
facts upon which the grievance arose, its nature and the remedy sought.  The employee, the 
principal and any other persons attending the conference shall have the opportunity to explain 
any matters relating to the grievance and to question anyone at the conference. 

The principal may interview separately anyone who may have knowledge concerning the 
grievance; however, before the principal makes a decision on the grievance the employee shall 
be informed of the nature of any separate testimony and have an opportunity to rebut it. 
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The Principal's Decision -- Within three (3) work days after the conference, the principal shall 
deliver the decision to the employee and to the employee's supervisor if applicable.  The decision 
shall be in writing and shall state the reasons for the action taken.  A copy of the decision shall 
be maintained in the principal's office in a separate grievance file. 

II. Level Two -- Appeal to Superintendent 

If an employee is not satisfied with the decision concerning the grievance at Level One, he or she 
shall, within three (3) work days after the decision is rendered, file a written grievance with the 
Superintendent. 

The Superintendent, within five (5) work days from the receipt of the written grievance, shall 
meet with the employee for the purpose of resolving the grievance.  Either party may request the 
presence of witnesses to resolve the matter.  The Superintendent may discuss the grievance with 
the employee and the principal and may reverse or modify the decision of the principal and grant 
the remedy requested by the employee.  The Superintendent's decision in the matter shall be in 
writing, copies of which shall be given to the employee and the principal involved within three 
(3) work days following the meeting. 

III. Level Three -- Appeal to the Board of Education 

Within two (2) work days after receipt of the Superintendent's decision, the employee may 
request that the decision be reviewed by the Board of Education.  The request shall be in writing, 
shall state the essential facts of the grievance, the reasons for the appeal and the remedy sought, 
and shall be delivered to the Superintendent and to the Chairman of the Board of Education. 

Within three (3) work days after receipt of the request for the review of a decision, the 
Superintendent shall deliver to the Chairman of the Board of Education the decision of the 
principal, the decision of the Superintendent and all other written material relating to the 
grievance.  The matter shall then be placed on the agenda for the next regular meeting of the 
Board of Education, provided that the request is received by the Chairman of the Board of 
Education prior to the preparation of the agenda for the next regular meeting of .the Board of 
Education; otherwise, the matter will be placed on the agenda for the next regularly scheduled 
meeting.  The matter may be scheduled for a special meeting of the Board of Education, the time 
of which shall be agreed upon by the parties.  A resolution of the matter will be made at that time 
by the Board of Education. 

GUIDELINES 

1. All sessions and conferences held in connection with the grievance procedure shall be in 
closed or executive sessions; except that a final decision made by the Board of Education shall 
be announced at the regular or special open session of the Board at which it is made.  A final 
decision on a grievance at any level, once the grievance procedure has been terminated, shall be 
open for public inspection. 
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2. Reprisals shall not be taken against any employee, any party of interest or any other 
participant in the grievance procedure by reason of such participation; and no direct statement or 
testimony, whether written or oral, elicited from any person shall be used against that person in 
any disciplinary proceeding.  Provided, that any such statement, written or oral, shall not cause 
such person to be immune from disciplinary action related to such statement if the grounds for 
such action can be established by independent investigation, whether or not such investigation is 
begun or carried on as a direct result of such statement. 

3. If a grievance affects a group of employees from more than one school or from various 
departments outside the school, then that group of employees may submit such grievance in 
writing directly to the Superintendent and the processing of such grievance may be commenced 
at Level Two. 

4. An employee may be accompanied or assisted by a person of his or her choice at any level of 
the formal grievance.  The employee shall have the right to be represented by an attorney or any 
other person of his or her choice and expense at the hearing before the Board of Education.  The 
principal, supervisor and superintendent also have the right to be represented by an attorney or 
person of their choice at the hearing before the Board of Education.  Any person desiring to be 
represented by a third person at the hearing before the Board of Education, shall so notify the 
Board and all other parties thereto at least five (5) work days before the hearing before the 
Board.  The Board attorney will not represent anyone at any stage of the grievance procedure 
except at the hearing before the Board of Education and then the attorney shall represent only the 
Board of Education. 

5. The term "work day" as used in this procedure shall mean any day, Monday through Friday, 
exclusive of legal and Board-declared holidays as identified by the official school calendar.  In 
computing any period of time, the day in which notice is received is not counted. "Snow days" 
shall not be included in the computation of any period of time, Computations shall remain the 
same even though the grievance procedure shall extend into the summer holidays. 

6. A record of the grievance shall be kept in a separate file by the immediate supervisor, 
principal, and Superintendent. 

7. The Board of Education shall make available to the aggrieved employee and his or her 
representative all relevant official school records except the personnel records of teachers and 
other employees, student record files and all other information privileged by Federal or State 
law. 

8. The holding of hearings, conferences and meetings after school hours and in the evenings is to 
be encouraged to prevent loss of classroom teaching time or work time of employees. 

9. A grievance may be withdrawn by the employee at any level, but afterwards it may not be 
reopened. 

10. The failure of an employee, at any level, to appeal the grievance to the next level within the 
specified time limit shall be deemed to be acceptance of the decision rendered at that level; 
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however, so long as an employee, supervisor, principal or Superintendent is acting in good faith, 
a delay of a nominal period of time in the appeal process or the process of rendering an opinion 
shall not be considered to forfeit any of the substantial rights guaranteed by this grievance 
procedure. 

11. In the absence of the Superintendent, the administrator designated by the Board of Education 
as acting Superintendent may act in the place of the Superintendent. 

12. Since it is important that grievances be processed as rapidly as possible, the number of days 
indicated at each level should be considered as the maximum; and every effort should be made to 
expedite the process.  The time limits specified may be extended by mutual agreement between 
the parties or by the Chairman of the Board of Education upon good cause shown. 

13. Only the Board of Education shall have authority to change school board policy, but as a part 
of the process of resolving the grievance, the supervisor, principal or Superintendent may agree 
to request the Board of Education at a regular or special meeting to change school board 
policy.  The agreement to make this request may be incorporated as a part of a settlement of a 
grievance procedure between the employee and the person involved, and the parties may agree to 
temporarily halt the grievance procedure without waiving any rights pending the outcome of the 
requested change before the Board of Education. 

14. The hearing procedure before the Board of Education shall be as follows: 

(a) All evidence shall be presented under oath. 

(b) The hearing shall begin with the employee's statement of the essential facts of the 
grievance and the remedy sought. He or she may then present evidence or call witnesses to 
support the grievance or charges.  The witnesses are subject to cross-examination by the 
supervisor, principal or Superintendent and by members of the Board of Education or their 
representative. The other parties, in order, may then present any evidence or call witnesses to 
support their decision or to refute the statements or evidence presented by the employee.  All 
witnesses are likewise subject to cross-examination by all parties and members of the Board 
of Education or their representative.  If the Board of Education desires additional witnesses, it 
may call them on its own authority. 

(c) The Board of Education may audit any evidence and may give probative effect to evidence 
that is of a kind commonly relied on by reasonable prudent people in the conduct of serious 
affairs.  The Board may exclude incompetent, irrelevant, immaterial and unduly repetitious 
evidence. 

(d) The Board of Education has primary responsibility for questioning witnesses. Its questions 
should be as extensive as it thinks necessary to establish the contentions of the parties and 
should be both direct and cross-examination. 

(e) The hearing shall be in executive session.  It may be attended only by members of the 
Board of Education, the employee and his or her representatives, the principal and his or her 
representatives, the Superintendent and his or her representatives, the supervisor and his or 
her representatives the Recording Secretary of the Board and the Attorney for the Board of 
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Education. Witnesses who are not a party to the grievance may be present only when they are 
giving their information to the Board of Education. 

(f) The Board of Education shall record the essential aspects of any evidence presented orally 
at the hearing and the Chairman of the Board shall have the custodial responsibility for the 
record of oral or written matter presented at the hearing which shall become a part of the 
grievance procedure file maintained by the Superintendent. 

Source: Board of Education Action 

Date: March 14. 1977 

Revised: Board of Education Action 

Date: November 16. 1981; September 16, 1991 
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