EPS Review of Personnel Actions
[bookmark: _heading=h.u85oz97ldtfs]Purpose
This document provides an administrative framework for managing requests for reviews of certain Exempt Professional Staff (“EPS”) personnel actions and supplements the provisions of the EPS Review of Personnel Policy 602.23. For assistance in interpreting this document, contact Employee Relations in the Office of Human Resources (“HR”).

[bookmark: _heading=h.yxmgppelwfhf]Definitions
Adverse Employment Action is any action taken by an administrator in a supervisory role over the employee that materially affects the compensation, terms, conditions, or privileges of employment. 
Requestor is the current or former EPS employee requesting a review of a personnel action.
University Respondent is generally the person in the supervisory chain of the employee who discontinued, terminated, discharged, or took the Adverse Employment Action against the Requestor and who is able to take action to remedy the matter. Human Resources will determine the appropriate University Respondent.

[bookmark: _heading=h.7qnpo4g007yi]Step 1: Requesting a Review of Personnel Actions

A request for review must be filed by submitting a completed Request for Review Form, within fourteen (14) calendar days of the action being reviewed. If the deadline falls on a weekend or a University holiday, the deadline will be the next business day following the weekend or holiday.
[bookmark: _heading=h.ebk2hincg63w]Step 2: Initial Review
HR will conduct an initial review of the request to determine if the request is timely and alleges a reviewable Adverse Employment Action. HR may consult with appropriate University officials and campus units during the initial review to assist in determining eligibility. For requests alleging a violation of subsection III.D. of Section 300.1.1 of the UNC Policy Manual, the Office of Access & Opportunity: Equal Opportunity (“EO”) will conduct a review to determine if the allegations, if taken as true, qualify as a reviewable Adverse Employment Action.
During the review, HR will determine the appropriate University Respondent.  HR may consult with the Requestor on possible alternative dispute resolutions as appropriate for the situation.
· If HR determines the request is filed timely and alleges a reviewable Adverse Employment Action, HR will notify the Requestor and University Respondent of such within fourteen (14) calendar days of receipt of the request in writing. Both parties will be advised of next steps depending on the nature of the allegations being made. 
· If HR determines the request is not filed timely or does not allege a reviewable Adverse Employment Action, HR will notify the Requestor of such within fourteen (14) calendar days of receipt of the request in writing, and the matter will be closed without any right to appeal. 
[bookmark: _heading=h.x5duuao48mju]Step 3: EEO Investigation
An EEO Investigation is an internal process for addressing allegations of subsection III.D. of Section 300.1.1 of the UNC Policy Manual that may facilitate a resolution prior to proceeding with a hearing. Such Requests for Reviews will be referred to EO to be addressed in accordance with EO’s applicable procedures.
Upon completion of an EEO Investigation, a written summary of the findings will be provided to the Requestor and respondent named in the EEO Investigation, which may be different than the University Respondent identified for the review. The final investigative report will be provided to HR. 
· If allegations of a Policy violation are substantiated, the EEO Officer will inform HR in writing regarding the conclusions of the EEO Investigation. Next steps will be communicated to the Requestor.
· If allegations of a Policy violation are not substantiated, the EEO Officer will inform HR and the Requestor in writing regarding the conclusions of the EEO Investigation. Thereafter, the Requestor must communicate their desire to continue with the process in writing to HR within five (5) calendar days from receipt of the summary of findings, or the matter will be considered resolved.
Step 4: University Hearing
A hearing is an internal effort on the part of the University to address a reviewable Adverse Employment Action and is not a formal legal or judicial hearing. HR will notify the Requestor of the opportunity to present the request orally to a hearing panel. HR will coordinate the hearing in accordance with HR’s Staff Hearing Procedures. 
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