" > Steward's Outline for Processing Grievances

DISCIPLINE CASES (Terminations, suspensions, warnings, etc.)
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Always insist that you or another steward are called by management to represent members who are being
disciplined in any way. If you are denied your right to represent, contact your Union Representative and
file a grievance.

At the initial disciplinary hearing listen carefully to the Employer’s case. Ask questions and keep good
notes using the Steward’s Low Level Hearing Report form for DISCIPLINE CASES.

If you cannot get the Employer to drop the proposed discipline, write a grievance protesting the discipline
or proposed discipline. If you need help writing the grievance, get the member’s information and call your
Union Representative. File timely!

File a grievance for any member terminated or suspended no matter how bad you may think the case looks.
If the member does not wish to file, contact your Union Representative for guidance.

Immediately notify your Union Representative of all Discipline Cases, especially terminations and
suspensions.

Turn in all notes and evidence from the initial disciplinary hearing to your Union Representative.

NON-DISCIPLINE CASES (Seniority violations, pay shortages, subcontracting, safety, etc.)
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When you get a member complaint or become aware of a violation of the contract immediately fill out the
Steward’s Investigation Form to begin your investigation.

Contact your Union Representative, except in routine cases, to consult concerning possible contract articles
violated, strategy, investigation guidance, etc.

Investigate the violation. Use the provisions of your contract to conduct your investigation. Gather
evidence and interview witnesses.

Requests to view items required for your investigation. If you are denied access to witnesses or
information needed to investigate the violation, contact your Union Representative.

Once your investigation is complete, contact the Employer representative with the authority to resolve the
problem to set up a hearing. Mark the agreed to date, time and place for your hearing. Know and follow
your contract’s grievance steps. Be timely.

Prepare for the hearing using the Steward’s Low Level Hearing Report form for NON-DISCIPLINE
CASES. Outline your case and prepare for possible Employer points.

At the low level hearing discuss the problem with the Employer representative. Have the grievant present
whenever possible. If the grievant cannot be present, consult prior to any settlement. Keep good notes.

If you don’t get a satisfactory resolution, complete the formal grievance form and file it with the Employer
representative. Keep the grievance short and to the point. Do not argue your case on the grievance form.
Put down only the facts of the case. Date and mark the grievance as “presented / deadlocked.” File timely!
Don’t miss the deadline.

NOTE:

. Stewards are advised to consult with their Union Representative prior to writing grievances or
conducting hearings for advice and guidance.

o All Discipline Cases not settled at the initial disciplinary hearing are to be handled by the Union
Representative.

. Stewards must conduct a proper low-level hearing for non-discipline cases prior to moving the

grievance to the next step. For the low level hearing to be considered proper the Union and
Employer must have had the opportunity to present their facts and arguments related to the case.

. If the Employer refuses to meet or gives you the run around, contact your Union Representative
immediately.
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