DNR Dispute Resolution Process

Guidelines for Panel Members
Thank you for volunteering to serve on a dispute resolution panel.  Your participation in this process helps ensure than all DNR employees receive accurate assessments of their performance, and rewards commensurate with that performance.  The primary role of the panel in this process is to review the rater’s action in light of the agency’s Performance Pay Program and process.  The panel may not change the rating, the plan, or the process.  A copy of the Performance Pay Program is available for your reference during this process.

Although you may have been selected by a disputing employee, or by the employee’s supervisor, your responsibilities do not include representing that person’s point of view.  You are one of three people who will review the application of the process and program to the employee.  This document outlines your responsibilities at each step in the panel process.

1.
By the 15th calendar day after the employee initiates the dispute resolution process, the employee and supervisor must each designate a panel member.  By the time you receive these guidelines, the following will already have occurred:


a.
The supervisor and employee have tried to resolve the dispute informally.

b.
The Director of Human Resources has ruled that the dispute, as outlined by the employee, falls within the issues deemed appropriate under performance pay.  

c.
The employee and supervisor have each selected a panel member and alternate.

2.
The panel member selected by the employee is responsible for contacting the panel member selected by the supervisor.  These two persons meet or otherwise confer, and select a mutually agreeable third person to serve as the third panel member.  This person must be selected by the 20th calendar day after the beginning of the process.   Any employee of DNR may sit on a panel.  The only employees who may not sit on the dispute resolution panel are employees of DNR’s Human Resources Office and appointing authorities or their designees in the appeal process.   If you cannot agree upon a third member, notify the Director of Human Resources.  The HR Director will select the third panel member for you.

3.
The employee and supervisor will each provide written information about the dispute. This information is limited to:

a.
The employee’s information as originally outlined in or attached to the Request for Dispute Resolution.


b.
The supervisor’s written response (due by the 15th day).

c.
The employee’s response (if any) to the supervisor’s written response (due by the 20th day).

4.
Between Day 20 and Day 28, the three panel members will review the written material and meet to discuss it.  The panel member designated by the employee will be responsible for convening the panel and making any necessary arrangements (meeting rooms, conference calls, etc.).  Oral presentations may be made to the panel if panel members decide they are necessary or useful in assisting them in making a decision.

The panel’s role is limited to the following:

· Review of the rater’s judgment or action within the established performance pay process.  

· Consideration of only the facts surrounding the current evaluation.

The panel cannot change the rating.  The panel’s decision should be limited to:

· Instruction to the rater to follow the plan or process.

· Instruction to the rater to correct an error.

· Suggestion to the rater to reconsider a rating or plan.

· Suggesting another process.

5.
By Day 28, the panel must render its decision or findings.  A suggested format for the decision is outlined below.  If the three panel members cannot reach consensus on the issue, a majority decision prevails.


6.
After signing, deliver the original to the Director of Human Resources.  HR will distribute copies of the decision to the employee, the supervisor, all members of the panel, and the division’s appointing authority or designee.
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This dispute resolution panel was convened at the request of         (Employee, Division)       whose supervisor of record is     (Supervisor name)    .  The issue to be resolved was __________________.   After due consideration of written material presented, (and oral presentations by the employee and supervisor,) we find:





(Describe findings, and list instructions to the rater if applicable.)





                (Signature)                     			               (Date)                  .


                (Signature)                     			               (Date)                  .


                (Signature)                     			               (Date)                  .














