Handling a Grievance at the Site Level

As the Association Representative at your site, unit members should come to you with their issues.  All bargaining unit members must be represented. At the informal level discussion with the unit member’s immediate supervisor, both you and the unit members should be present.  Investigate and handle every case as though it will eventually end in an arbitration hearing.
Below is a checklist to aid you in dealing with a grievance at your site.

A.
THE GRIEVANCE
· Listen to grievant’s story

· Ask questions

· Don’t personalize the issue

· Take notes, keep a record, use Grievance Data Sheet
· Get names, dates, and time

· Refer to section of the contract allegedly violated

· Determine remedy desired

· Repeat grievance in your own words to grievant

B.
GET THE FACTS – USE THE DATA SHEET
· Check contract thoroughly

· Check time lines in Article 12

· Check grievability (Is the problem a grievance?)

If you have any questions or are uncertain about the issue, call the TEA office.

C.
PRESENTING THE GRIEVANCE AT THE INFORMAL LEVEL

· Formulate in your mind a simple statement of the situation and an acceptable remedy.

· Do your homework. Come prepared with facts.

· Explain your position orally to the immediate supervisor.

· If informal discussion does not resolve the issue, contact the TEA office for assistance before filing a formal written grievance.

D.
FOLLOW UP

· Make sure any action promised by the supervisor is carried out.

· Keep the aggrieved and the Association informed.

