
SHOP STEWARDS 

BASIC GRIEVANCE TRAINING 
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Grievance Handling 

Requesting Steward Time 

Requesting Documentation 

Discussing the Carriers 
Concerns 

. Investigate 

a Identifying the Grievance 

Building the File 
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Request for Steward 
Time 

• Always make the request in 
writing. 

• Have the Supervisor initial 
a 	 your written request and 

return a copy to you. 

• Insure the time is notated on 
the request and that it is 
approved. 



Time Not Approved 

. Contact the branch business 
office. 

. Make a second request in 
writing. 

• If necessary, file a grievance 
for delay of steward time. 

• Don't let the time limits 
expire, file the original 
grievance off the clock if 
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necessary. 
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	Request for Documentation 

• Always put the request in 
writing. 

• Include what documents you are 
requesting. 

• Include who you need to 
interview. 

• Have the Supervisor initial 
receipt of the request and make 
sure you retain a copy of the 
initialed request. (make this a 
part of the grievance file) 
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E.,  When a Grievant comes 
to call. 

. In most cases, Carriers will come 
i' 

Hg 	3 
looking for answers and want 
them now! 
• Quickly assess the time necessary 

to answer their question. If you can 
answer, do so. 

• If necessary ask them to inform the 
Supervisor they wish to speak to 
you and get approval. 

 



Communication 

Listen 
.I t 	 . What Facts can the Grievant 
3 	 supply? 

Inform 
. Tell the grievant how you will 

proceed. 

. Don't make any promises. 

 



Getting the Facts: 

. What documents do you need? 
• Request in writing. 

. What Statements do you need? 
• Get written Statement. 
• Make sure they are signed and dated! 

JCAM Article 17 Section 3. Rights of Stewards 
When it is necessary for a steward to leave 
his/her work area to investigate and adjust 
grievances or to investigate a specific problem to 
determine whether to file a grievance, the 
steward shall request permission from the 
immediate supervisor and such request shall not 
be unreasonably denied. 



Investigate Thoroughly 

11 • Use the five (5) W's 
• Who-is involved? Who 

witnessed it? 
• When-did the incident occur? 

Get times, dates as accurately 
as possible. 

• What-happened or didn't 
happen? Past? 

• Where did it happen? 
• Why did the incident occur? 

Get the facts. 
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I Contract Comp liance 
• What area of the contract has 

been violated? 
. National or Local 

i Handbooks and Manuals? 
• Past Practice? Laws Other? 
• Documentation 

• Request in writing. (make part of the 
file) 

• Statements get in writing, signed 
and dated. 
• Grievants, Witnesses, Management 

Customers, Others 



Contract Compliance 

• Review the JCAM and other 
handbooks and manuals 
that might apply. 

• After gathering all the facts, 
determine if a grievance 
exists. 

• Now your ready to meet with 
management at the Informal 
Step A meeting. 



After the Investigation 

A grievance is a wrong or 

I 
hardship suffered, which is 
the grounds of a complaint. 
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The Informal A Grievance 

• Article 15.2(a) An employee 
or union representative must 
discuss the grievance with 
the employee's immediate 
supervisor within fourteen 
calendar days of when the 
grievant or the union first 
learned, or may reasonably 
have been expected to learn, 
of its cause. 



Asking the Question 

a A grievance answers a 
question. In order to initiate 
a grievance a question has to 
be framed. This question is 
called the; 

"Issue Statement" 



Issue Statement: 

• Did management have just 
cause to issue a notice of 
suspension? 

• Did management violate the 
contract when they...? 

 



Organizing your facts; 
. After you investigation list 

the facts discovered: 
On 02/07/2011 tb Grievant 

.3 
	 received a notice of suspension 

dated 02/01/2011. 
• The notice charges the 

Grievant with "unsatisfactory 
performance" 

s The notice cites a single 
incident which occurred on 
01/25/2011. 



11 
Make your case; 
• Management has failed to use 

progressive discipline as outlined in 
the National Mreement. The Grievant 

U 

has not been issued a LOW for 
similar actions. 

• The action is punitive in nature rather 
than corrective and is without just 
cause. Discipline that is not 
correctively issued is punitive. 

• Is there a rule and is the rule 
consistently and equitably enforced? 
The Union contends the rule the 
Grievant allegedly broke is 
ambiguous and not otherwise 
enforced. 



Organizing your facts; 

• OnOl/25/2011PTF Carrier Jerry 
Gallagher was instructed to report to 
the Media Delivery Annex at SAM on 
01/26/2011. 

• Gallagher currently has opted on route 
63052 at the Springfield Station. 

• F'TR Carrier Massari is on Maternity 
Leave and the expected return date is 
03/01/2011. 

• TE Carrier McCullough completed the 
63052 assignment on 01/26/2011 



Make your case; 

• The JCAM states in part: A PTF, 
temporarily assigned to a route 
under Article 41, Section 2. B, 
shall work the duty assignment, 
unless there is no other eight- 
hour assignment available to 
which a full-time carrier could be 
assigned. A regular carrier may 
be required to work parts or 
"relays" of routes to make up a 
full-time assignment. 



1• Make your case 
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• Additionally, the route of the 
"hold-down" to which the PTF 
opted may be pivoted if there is 
insufficient work available to 
provide a full-time carrier with 
eight hours of work. The Union 
contends this is not the case. 
Supervisor Dillman allowed It 
Carrier McCullough to carry 
route 63052. Clearly the right 
of the Grievant under 41.2.B 
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I I Resolve 

. Expunge Notice of 
Suspension the Grievant. 

. The Grievant will be "made 
whole" or Management will 
cease and desist from 
involuntary removing 
employees from an opt. 
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Remember 

• Request time and 
information in writing. 

• Listen to the Grievant make 
notes: 

Do not promise an outcome. 

. Investigate thoroughly. 

 



Remember 

Rely on the JCAM 

. Keep the grievance timely 
• Fourteen Days from incident to 

Informal A Meeting. 

• Seven days from Informal 
Meeting for Appeal to Formal 
A. 

• Seven days from Formal A to 

Step B. 

A 
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Preparing an Appeal 

. JCAM 15.2: The steward 
appeals a grievance to 
Formal Step A by filling out 
the Informal Step A portion 
of the NALC-USPS Joint Step 
A Grievance and sending it to 
the installation head or 
designee along with all 
supporting documentation 
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available at the time. 



•1. 
	 Formal A Meetings 

. The union representative at the 
Formal Step A meeting shall 
discuss fully the union's position, 
violation alleged, and corrective 
action requested. Moreover, the 
union is entitled to furnish 
written statements from 
witnesses or other individuals 
who have information pertaining 
to the grievance. 



"The Moving Papers" 

• Formal Step A Decision. 
The parties must make the 
Formal Step A decision and 
complete the Joint 
Grievance Form on 
the meeting, unless they 
agree to extend the time 

r 4 Step A 
the day of 

limit. 



1: 
	 Branch Procedures: 
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• If a decision has been made 
to appeal a case to the DRT, 
a copy of grievance must be 
sent to the branch president. 

• If resolved at the formal A, 
send copy of the completed 
8190 with the resolve to the 
branch president. 


