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POLICY  

Employee disputes are best resolved informally directly between an employee and the 
supervisor. However, the Fifth Judicial District, Department of Correctional Services recognizes 
that there are situations when a formal process may be beneficial and additional perspectives 
may be needed to review a dispute. Successful resolution of a dispute requires an open and 
honest exchange of information. A willingness to see a situation from a different perspective, an 
appreciation for both the challenges and expectations of the jobs of the employee and the 
manager. An appropriate use of flexibility and an understanding of the business needs of the 
District can also be beneficial when resolving conflict(s). 

PURPOSE 

The purpose of this policy is to provide an opportunity for District employees to internally resolve 
disputes arising out of issues concerning the progressive discipline practices (including end of 
employment) or other policies. This policy does not include concerns regarding performance 
feedback or a written performance review. Employees utilizing this process in good faith will be 
protected from any retaliatory actions, such as reprimands or harassment. 

OBJECTIVE 

The goal of the dispute resolution process is to exchange and review information in order to 
determine whether revision or rescission is warranted of discipline, end of employment, or other 
application of policy. 

PROCEDURES 

I. Resolution Overview 

A. The first step in the dispute resolution process is a meeting between the employee and 
immediate supervisor to determine if they can resolve the issue. In the event the 
employee and the supervisor are not able to resolve the dispute in said meeting, the 
employee has the option to request in writing a meeting with the District Director or 
his/her designee. 

B. The dispute resolution process provides opportunities for the exchange of information 
between the concerned employee and members of management. The process will 
include in-person meetings and a review of any related documentation to ensure a full 
understanding of the facts and circumstances and to provide clarification on any issues. 

C. An employee may also request to have a peer representative present at these meetings. 
D. Employees utilizing this process may not be represented by an attorney at any of the 

internal proceedings, nor may a recording device be utilized. As appropriate, written 
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decisions will be provided at the conclusion of the steps for departmental purposes with 
a copy provided to the employee. 

II. Resolution Process 

A. Step 1 – Discussion with Supervisor 

1. Employees are always encouraged to address their concerns directly with their 
immediate supervisor. The first step in the dispute process is a discussion between 
the employee and the supervisor. This in-person conversation should include a 
review of the facts and any relevant policies or documents. As appropriate, the 
employee and supervisor should bring copies of related documents so they can be 
reviewed during the meeting. 

2. Employees who intend to utilize this process must do so by notifying their supervisor 
within seven (7) calendar days of the action that gave rise to the dispute. The 
conversation between the supervisor and the employee should include the issue 
being disputed and the desired outcome of the dispute process. 

3. The supervisor shall provide Human Resources with a copy of all reviewed 
documentation and the resolution outcome. 

4. If the discussion does not result in a satisfactory resolution, the employee may 
contact a Human Resources Representative (HR Representative) regarding 
continuing the Dispute Resolution Process. The employee must provide written notice 
within seven (7) calendar days of meeting with the supervisor, where the dispute was 
not resolved. The written notice should include a summary of the concern, any related 
documents and the outcome desired by the employee. When possible, this written 
notice should be an e-mail to the HR Representative with the documents attached. If 
an e-mail is not possible, a written notice with attachments may be delivered to 
Human Resources. The form or completeness of the submission will not be used as a 
justification for ending the dispute resolution process. 

B. Optional Step 2 – Facilitated Conversation with District Director or his/her Designee 

1. This optional step is available to employees to provide an opportunity for the 
employee and the supervisor to meet together with the District Director or his/her 
designee in attempt to resolve the dispute. As with every step of the process, an open 
exchange of information is critical for success. A member of Human Resources may 
also be present to help both the employee and the supervisor to express their 
thoughts, concerns and willingness to find a resolution. After review by the District 
Director or his/her designee, a final decision will be provided within seven (7) 
calendar days. A copy of the final decision will be provided to the employee and filed 
with Human Resources. 

III. Equal Opportunity and Affirmative Action Policy, Anti-Harassment Policy, or 
Retaliation 

A. If there was an allegation of the Equal Opportunity and Affirmative Action Policy, Anti- 
Harassment Policy or retaliation, the matter will be addressed directly with the District 
Director and Human Resources bypassing Step 1 and going to Step 2. 


