OHgrievance

OESEA Rend 121014

What is OHgrievance?

Electronic system that will allow bargaining unit employees and
representatives to file and track grievances

Agency Human Resources designees will respond in this system
after meeting with impacted personnel

System will send notifications of actions taken to each grievance

Union representatives may propose grievances to be heard at
mediation and arbitration

Union representatives may submit issues or questions regarding
the system to the system administrator
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Why OHgrievance?

» One system for all unions, agencies and OCB
» Minimize time spent recreating facts of grievance

» Minimize time and money spent tracking grievances
in multiple forums

» Consistent set of information

-

Website Address

Current website:
http://oh-grievance.force.com//AppLogin

Future website:
OHgrievance.ohio.gov

-
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Login

State of Ohio ID |

Password |
| Login

Formol Youl Fassword?

Powered by ﬁrce.(;om

pletiar 0 bervice

When logging in for the first time, please

select “New User”

Dhid)AS . .

New User

Support  Saluilons

N Uiner Reglatraticn
s {0y L K1
Rale of Ohlo Emal
Patsaold

Confrm Password

E33

pewedly fOscesgin;_

s Must enter State of Ohio User ID

» Must enter the recognized State of Ohio Email address

If email address submitted is not recognized as email on
OAKS, an error message will advise the user he/she
cannot file and to contact union representative

If user does not have an email address, an error
message will advise the user he/she cannot file and to
contact union representative

« Must create a password that is 8 characters long
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Forgot Password?
OhiddAS .

Service Support Solutions

Login

SlaleefONoID, ]
Password ERERDEI|

Powered by ﬁme.cnm .

Click on “Forgot Your Password”

Forgot Password?
OhiddAS .

Service Support Solutions

DId you forget your password? Please enter your STATE OF OHIO ID below.

STATE OF OHIC I0{ == .i—

Powered by force.cony

Enter STATE OF OHIO ID and click submit
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Forgot Password?

Ohid»AS

Service Support Solutions

An emall has been sent to you with your temporary password.

Powered by JOICE.CONT

" s o

Temporary password will be sent to State of Ohio email
address

Return to Login page

Grievances Home Screen

OhidAS =

Nervoe  Bupport - Boblisrm

|“ i vil lesuesCazstions

Created Dab Grievanice Nuinber Yiilabsbist (ate Siube o Ullit {bust (1) Ukbwasiics Wi Stats

5772014 -2014-293%6- 72014 roca@) llhnf_lcbﬁr\-'lm "

5172014 20142035 S712014 rce0f Trainge OCSEAD) Open Step 2
72014 2014-29357. NT2014 fires0l Trainee OCSEAQ1 Open  Step 2
5712014 2014 29355 5772014 tracsQ 1 Tralnea OCSEAOI Open Step 2
5712014 =2014-29274. 172014 iiocs0 1 Traines QCSEAQ1 Open  Step 2

Home screen will display all recently viewed, created or modified

grievances the user has authorization to see.

» User can select which view they prefer by selecting from the drop
down menu

User must always select “Go” to refresh as the screen that first comes
up will not show all items.
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List Views

User must always select
“Go" to refresh WHEN YOU
LOG IN.

iew”
ADR
- All01

« All Grievances No

1 e User can further filter
h.lm 3r|evances selecting a "List
Bt

Training
All Open Grievances

[JActon  SubmistonOate *  Grigvmce Number  Goevrly Name  Sipts Grieyance Syb Typa mmmm UnjonWaembx Action . CI’OSS Agency

1B | Dl 572004 FTES Trakoae OCSEMD] Oy Lyl Crievances

L] |Edis| Ded 572014 Y Trainee OCSEAD!  Open  S.spenson N . N

7)1 Eda | Do 72304 T OCSEAD) Open O - Discipline Open

)1 Ed D8t 522014 Tesines OCSEADY  Opsn  Mon-Selechan Grievances

7 1EdH1Da ST Trdnag OCSEAD! Opan WOC + Issues Open Grievances
Open Grievances
Appealed
Open Grievances
Arbitration

?pen Crievances at Step
. gz)pen Grievances at Step
«  Termination Open

Crievances
+  WOC Open Grievances

Summary of Cases

i e e e Bul e Menagsnes

i Opie oot

Ik

LI | Edit | Dal 5712014 __::Eu_-,l.a:u I P ———r
[ | Edif Dl 572018 Tidiwa OCSEAD!  Open  Other

(] 1 Edit | Del 772014 Trainea OCSEAD!  Open  Non-Sekiction
7 { Et | Dal 5772014 Trainee OCSEAD!  Opsn WOC

User may sort grievances listed on screen by clicking on the title of

the column.

+ Created Date Grievance Number

+ Submission Date State of Ohio ID

+ Grievant's Name Status

+ Record Type (Step) Management/Arb Response
» Union/Member Action
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Searching for Grievance

# X Find: [ DRC | Previous Next | [[F] Options ~ |

Oh1cBAS

Issues/Queslions  Resolution Events

Open Grievances at Step 2

User may click on “CTRL” “F” to search for specific
information (e.g., grievant name, agency, etc.)

Show me w mare records per list page

Be sure to use the “show me more” option at

. the bottom of the page to expand your list.

Creating a Grievance

Ohld)AS

ssue

View: (Al

[ Action  Submission Date -~  Grievance Nunber - Gifesmn(s Nl 3=
) | Edh | Del &/772014 -2014-29354. Tralnee OCSEAO1  Qpen  Layoll

[ | Edit| Del 5772014 -2014-29755- Trainee OCSEAQ1  Open  Suspension
] | Edit | Dal 5772014 2014-2935- Trainee OCSEAD1  Open  Other
) | Edit | el 5772014 2014 20357 Trainee OCSEA01  Open  Non Selection
(1 IEdit | Dal 5772014 -2014-2935¢- Traines OCSEA0T Open WOC

Tathornree SulcTyes  Maowgsomntit fispesss  Union/Meimbed Action
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Creating a Grievance

OhidAS =
Barves - Suppont - Bchsems
|I v I issues Questions  Resolution Events

Are you geirg L= bl Gl #4 14 wdey a diffeqent OMMo State User ID?

= Applicable Union Logo should appear

= |If user is an authorized Union Representative (e.g., steward,
delegate, associate, etc.), the system will allow the option
to file for another

Phats e the 2 User y 10 B the grhevance as

Puase Bl oul the aboul yout Hyou g union L2 your uion Please silp thia page
Emads il be 101 1o the nkn regsesantative siad baiow
Rop Moy
Fep Wark Phome
Fap Exianum
R Hare Phane
Rep Enaa

If a union representative is filing for another member,
he/she must indicate member’s State of Ohio ID
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Automatic Notifications

T crwalin ol Bus griwvancy, union headquiriers wnd i grievait's sganoy taber relalians ofice wil iecsive sutimalic nification o ol gievrss sullansatine and appeals
B prna el A0 paiche tha homie arwark sl oddiess of D griovant o the hamo o ek ermall addesas of fw bocal unton repreezniafhe, plagse do so holiw

All grievance updates will go to the following Email Accounts:

« Chapter email
. Agency Labor Relations Administrator or local level designee

Updates will go to the following individuals if information is
provided while filing the grievance:

=Grievant Email - personal or work

«Local Steward Email- personal or work

Ploase fil out tha following contact information about the grlevan. This Information wll be used lo contact them abou future updates to their grievance

Work Phooe

Ext

Home Phone

Emall Address

Please il oul the fokowing fiekds about your union represeniative I you are ing wilhoul union vepresentation and/r do ot know your union representative, please skip his page
Emiails wil be senl lo the unlon representative tisted below

Rep Neme

Rep Work Phone
Rep Extension
Rep Home Phone
Rep Emait

Please enter the folowing fietds aboud your supervisor

Supervisor Name
Supervisor Work Phone

Grievant and/or local union representative may enter additional contact
information if :

1) they are not the creator and wish to receive emalil notifications;
and/or;

2) want notifications to go to an email address other than one on record




T WEEEEES

Ploasae salect Ihe lype of iievance you vrish Lo fiks from the options Nisted bolow
Griqvance Type 4 Disdpline
J tastm
" Woc
Dicipiine = Dows your grlevanca Involve the lssuance ol en oral or writien reprimmmd suspension, working suspension Bne, laava reduction o termination?
lasia = Does your grievanca involve Iha administrelion of the cantrac! (a g leyof! non-selection union laave eic )?
WOC = Doss your prievance lacus on assigned duties that are not within your current classification?

User must indicate Grievance Type

» Discipline
+ Issue
»  Working out of Class

Pisase fll oul the following information aboul the gilevance you are Ring

Grievanca Sub.Typs: IWH,“ - E

If Grievance Type selected was “Discipline” - must enter specific type of
discipline:

= Verbal/Oral Reprimand
= Fine

= Suspension

= Working Suspension

= Leave Reduction

= Demotion

= Termination
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If Suspension, Work Suspension, Leave Reduction or Fine was selected
sub-type, user will be prompted to indicate number of days:

Please enter the number ol days of tha suspension/me:
SuspenslonFina Deys |

If Termination was selected sub-type, user will be prompted to indicate
termination date:

Plewse enter tho dale the lasmination etarted being in sffect
Dute of Termination I [4/162014)

il

R — R e e s | @

Plasse Ml 0wl 1he folloming infamulion alasil ilie gilevarnce you ere Mg

Gitwvence 206 Tyrm: | Layult =
D) Siwaiin A | i

st By st |

Ia tne grievance part of &
ecoon?

If Grievance Type selected was “Issue” - must enter sub-type
= [ssue - must enter type
= QOther
= Layoff
= Non-selection
= Union Leave
Is this grievance a Class Action?
Does the grievance pertain to an agency other than current Employer?

7/22/2014
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OhiddAS =
Bervios - Support « Sokulione
l. . = I Issues/Queshons  Resolilion Evenls

sy

o NS | Il i v ey [ ]

Since your griavance is pert of a claas action please Indicate who the aflected personnel are
Impacted Persannel:

s witvcsbad Tk yusd griecsdics appbes lo multiple agencies Please Indicate the agencies involved In the text field provided
Agencies:

E—

If “Is the grievance part of a class action?” was selected - user must
indicate impacted personnel

If “Does the grievance pertain to an agency other than your current
employer?” - user must indicate agency

R CEE S T T T 1 T

Please il out the followlng nformation about the grevance you are Rling

Dewe Grievance Arcss | [ 462014

Suriement of Grievance
Henuilisns Requasied

Classification Tl | [}

Clmasification Number |

If Grievance Type selected was “Working out of Class”
(WOC) - user must indicate classification title and number
where the duties belong

7/22/2014
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Plaaa B aut Wi Glbosang Jlmmimtion abou B gulovans sy ane ing

Date Gnavance Arosa | 149702010 )

iyt o4 {ldmrrase s |

to an agen: han
Yyour cuirent employer?

e

» Date Grievance Arose - cannot be greater than current date
(i.e., cannot use a future date)

= Statement of Grievance - outline grievance details, free text,
up to 32,000 characters

= Resolution Requested - outline grievance details, free text, up
to 32,000 characters

; Logout
OhidAS
RN l Iss 125 Guestions

Service Supporl - Solulions

Conlimn Grievence
kb

Please entes your hull name to ™
8ign submisaion. — I

| Prcvionts | Raat

= Confirm grievance submission

= Enter full name to sign submission

7/22/2014
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OhiDAS 3
Servios  Bupporl - Sohatorm
Ii 'i' ’I tssoes! Jusstivn,

.

Service Suppori Solutions

You have completed the firsd porsion of Ring yout grlevaice You wil be trought bach 10 the home page 5o thal you can review the grievance Infarmabon and add addalonsl
Informabon for submitisl

NOTE™ Your grievance has not been subminiad A conlract arficle must be altached betore your grievanca can bo submited

Attach all contract articles

Articles
it - g X

i N e
L] T o o _:

P L) |Resrou BROE:
— — —— ) prpemr
b dmdy ey I  ireve STy, et e tEmL T | v d s, Farsi e ear A i 7 e
L2t Sy
-~ | texryio

|
[ o s [Bre e 00T

\rim 9 rrez e ot [l mes

i [ [fesin
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-2014-29364 T

Grievant's Emad Bren

Grievant's Neme  Trainae OCSEADT
Gt i 5741730457 Grievand’s Uneor Otalo Civll Service Employes Associstion (OCSEA)
ExL Worksie
it Dieveer Pissie  D1ATESINNY Barpaining Unit
R T Griovant's Clasuincation  Grievanfa Classibcation Nurber: 123

Grievants Classification This Traines

Grevan(s Supervisor Ay b rsenialive
L Unkon Rep Hores Phonia
Union Rep Work Phond

Union Rep Emei Address

Uiwepiss e lssue Dt Cponeywrnn Rivna 5T E
Grievance Sub-Tyns  Layalt

ot o7l Y errrma Susparsinn¥Fine Deya
Ciots Apaiiny Caawn ALt
Cosad Harwyed Ageiti Class Action Grivvanls

Once Contract Articles are selected, user will be taken to “Grievance Detail
Screen”

+ Review Information

« Status - Will remain in “Draft” status until user submits

+ Edit, Delete, Submit or Attach Contract Articles

Grievance Detail

Grievant Information:
O Grievance Number
* Automatically assigned (e.g., DPS-2014-04347-01)
= Agency - Year - Sequential Number - Bargaining Unit
= Case numbers assigned upon initial draft
= Unavailable if grievance is deleted before submission
= Resets beginning of each calendar year

O Grievant’s Name, Work Phone, Agency, Email Address, Union,
Worksite, Bargaining Unit & Classification auto-populates

QO Grievant’s Supervisor and/or Union Representative & Phone - if
entered when filing

QO Grievance Specifics - Type and Sub-type, Date Grievance Arose

Relevant information regarding number of suspension days, termination
date and/or grieved classification

7/22/2014
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Grievance Detail

Statement of Grievance:
QStatement of Grievance
OResolution Requested

Contract Articles Links:
OLists all grievances allegedly violated

Notes & Attachments
oAttach relevant documents
aMust be scanned to computer you are working from
oSchedules, OT Sign up sheets, etc.

Submission:
Olndicates date grievance was submitted, signature and affirmation

System Information:
QCreated by, date, time

I OLast Modified by, date, time

Gibewaiives
Home

View: [AlCpenGnevances V|

Created Date Grievance Number Submission Dnle State of Ohio User ID Grievant’s Nsme Slatus Record Type Action
572014 -2014-29358- 5772014 " trocsd Tralnee OCSEAO1 Open Step2

872014 -2014-29357- &7n2014 trocs01 il

5172014 -2014-29356- Iroes01 é Tinlnzs OCSEADY Draf  New Oilessiie D

51712014 -2014-29355- 51712014 Irocs01 =

51772014 -2014-29354- 5712014 Irocs01 Traines OCSEAD1 Open Slep2

Draft: Will reflect “Draft” and “New Grievance” until user chooses to submit

* Management can not see

+ Union/grievant may delete if they choose not to submit

-

7/22/2014
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Submitting a Grievance

Grivvanca Wimmees 79015 7155 St Oral
GrievenCa Nems  Trainee OCSEAOT Catevmnfy [ooah Adawen | gogpneg ool | oy
Grievant's Work Phore 123456 7890 Grlevants Union Ohio Cil Sesvica Employes Assocation (OCSER)
Ext Worksite
Griwvanta Homa Phone Bavpaining Unit
Griavanra Agency - - __ Loy € Griwvants ion Numbar 123
[rr T Bl Griwvanfs Classiicaton Tite Traines
0 Sehact OK 1o confimm grwvance submisson. e bbrpr s amntaryn
pit Rap Homa Phone
r' Rewp Work Phone
mpier) Emall
=20 i

Thetwy W vavamcn Aowes SR
Dew of Terminetion SuspensionFine Duys
User must confirm they wish to submit

As long as no validation checks fail,
user will be navigated back to the
Grievances Home Tab

Submitting a Grievance
e R

View: [# Cjm Gramiiness L] i |

Creatsd Dato Grlovance Numbec Submission Dt Siste of Ohio User ID_ Grievan(a Name Status Record lyps Mangessei s UnloaMomber Action
SIN014 201429356 ST014 o0t Traines OCSEAN (ywr Shrd

sR0e 201429358 712014 Irocs0t Trainee OCSEAD] Open  Step2

&72014 201429957 w7014 trocsDt Traines OCSEAD! Open Siep2

S04 201429355 wr2014 roca0t Treines OCSEAD! Opon  Siep2

&2014 201429954 57014 roes0d Traines OCSEAD1 Open Step2

User can see the grievance is now listed as “Open” and the
applicable step

Delete option is removed

Union representatives and/or grievant must withdraw if he/she
has the authority to close

7/22/2014
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Example Email Notification of Submission

To. eemm

5 43
Tend
Sube Cravanct | mad lioldicabon

Subyed New Grievance Submutied
““NOTIFICATION OF NEW SUBMISSION"**

A new gnevance has been submatied Please review action may be required

If a steward is filing on behalf of someone, the member will only
receive notice that a grievance has been filed on their behalf if the
steward entered the member’s email address in the initial steps of
the grievance.

Setting a Meeting

Upon notification, Labor Relations designee will log
in and review the grievance (read only)

Labor Relations designee will coordinate a meeting
date with union representative

Email notification that meeting has been scheduled
will be sent to all relevant parties

Union representative and/or grievant should
coordinate attendance and release with agency labor
relations

7/22/2014
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Example Email Notification of a Meeting

Yo Ervhe
=)
Cea

Subject  Garwence Tmpdl Hotshiatien
Subjed Grievence Meetng Sel - Unian Noblicalion
“*NOTIFICATION™

A meeling lo discuss your gnevance has been sel Please review, achon may be required
PR AT B WAL St SOOI A

tiipe, e

Setting a meeting date

Fycasoe lap Dvad St
Resoluton Stap Hae Grievance
Meoting Date Stop
Meeting Time Meoeting Setby:
Extension Date

Pubdiic Responte Deall Response Dve
Resukt
Union/idemsber Respondent UssamMesbar Rassorme Dur
UnionNember Response
Croated By Last odied By
[submit

-

7/22/2014
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Example Email Notification of a Meeting Extension

Exarcie

v Giseanie Frasd Hotlliasnon

Subject: Grievance Meeling Extension Required
"*NOTIFICATION""*

A el on b your misstng deate s reglired |

W ing nole hew dale
s Holainvanice setE (o comappl.ogr

NGOOGARGH

Writing a Response

After the grievance has been discussed, the labor relations
designee will issue a response

OManagement/Arb Response Detail:
QConfirm attendance
OConfirm articles violated
QSummarize parties’ arguments
QList procedural defects
OOutline finding

OManagement/Arb Response:
QOSettled (signed paperwork attached)
OGranted (specific remedy is outlined)
ODenied

OManagement Respondent

20



Example Email Notification of Management Response

subject  Grlevance Emad Notifucation

Subject Grievance Response Submitted- Union Notification
***NOTIFICATION OF MANAGEMENT RESPONSE™*"

A response has been submitied for a grievance for which you a
i

re inked as an interested party
tiltps foh gnevance secute fofe comApploginid= 0 :

Grievance Resolution

Granted

Management will outline specific remedy offered in the management response

Grievance response will reflect “Granted”

The grievant or Union will have up to five calendar days to appeal if remedy is not acceptable

If_r|1|o Iaction is taken (i.e., not appealed), remedy offered will be considered acceptable and case
will close

- v v -

Settled

»  Management will upload signed document that supports closure
»  Grievance response will reflect “Settled”

»  Grievance status will change to "Closed”

Denied
+ Management denies any violation of the contract and the grievance will remain open

» _Uni(l)_n_rbr}ay choose to appeal to subsequent step of the grievance appeal process if the grievance
is eligible

Wwithdraw n
»  Only available to union members and representatives as determined by union Headquarters
+  Grievance status will changed to “Closed"

7/22/2014
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Appeal Activation

1) Upon Denial

2) If meeting date, meeting extension date or response has been

entered within 15 days of submission at step 1.

» Only applicable to OCSEA grievances sub-types that include
reprimand or issues not pertaining to layoff, non-selection or union
leave.

3) If no meeting date, meeting extension date or response has been
entered within 50 days of submission or appeal at step 2.

Cases will close if no action has been taken within 30 days of
activation of the appeal button.

Modifying Grievances

Grievance forms cannot be modified once submitted unless the
grievance is eligible for two agency appeal meetings

» OCSEA Issue grievances not pertaining to layoff or non-selection
» OCSEA Written reprimands

» The union may make modifications to the remedy requested or
articles cited when appealing the grievance from step 1 to step 2

If additional contract articles are cited or remedy is modified during
the step 2 meeting, union must notify labor designee during the
meeting and submit attachment to grievance within 24 hours of step 2
meeting

7/22/2014
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Mediation and Arbitration

* Corrnmon

Scheduling Proposal from the

Union Headquarters
will submit mediation
and arbitration
requests

7/22/2014
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Issues & Questions

Issues/Questions

Fonrecest moorsn O (B0 o et & vamw b (b jrigidoen 10 copley oo

Additional tab available to union representatives to notify system
administrator of functionality concerns with the system
» Only intended to trouble shoot issues related to use of the system or
add/remove representatives

Click the Issues/Questions Tab, Create New Issue/Question

7/22/2014
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Issun/Question i

New Issuc/Queslion

[ o s W ]

f— e
Tnbiietiwnson ame [ e )
Iasus/Queation Description Owner  Tnimma OLHEAIN

Syn Adiron Asgigred: < OCH < Hiama e ¥
I g 15

Other . Asuigned
Asaigoed = Emai

Additional tnlormation Additions! Infoimation |
Raguesind | Provided

(b =—— ————=—————————— === o —__t_u)
M peluibion
[ ey (e

Provide short name of issue and detailed description
of the question or issue

- Click Save

WHD O . elv FW: e/ Quesion Resokret Addmg Lockus - Memage (Plain Ted)
rm Meuge | kmed  Optiom  Formstlet  Revew

From: Trainer
Sent; Thursday, April 03, 2014 1:13 PM

To: Trenee

Subject: Issue/Quastion Resobved: Adding Lookups

*** 1SSUE/QUESTION RESOLVED ***
DETAILS
Dascription of Issue or Qusestion: Phease ensure that all look ups 10 relsted records indxale "Add s link Lo & rulatad desciplinafinvestigstion ar griavanas” in both title and help lext

Resolution: Thanks for the clarftication! Added "Related” to the fleld name.

tssue: Adding Loohups
Requester: Trsnee

Notification e-mail that Issue/question sent directly to
system administrator

Notification e-mail that issue/question resolved.

7/22/2014
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Thank You

Ohi®AS
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