SHOD STEWALD

HANDBOOK

An AUCE/SORWUC Production

* % %k



Your Rights Ae A Steward

Leaves From Work to Process Grievances 1

Leaves From Work for Union Business 1
Your Responsibilities as a Steward (General Rules) 1
How To Process Grievances

Some Pules 3

The fricvance 4

How the Steps Work 5

To Settle the Grievance 6
Arbitration and a Section 9C.1 7
A Brief Summary 8
Some Definitions 9
A Sample Grievance Form 10

. « s Remember., ..the Union keeps us strong

"Rock-a-bye baby, in the tree top,

When you groW up, you'll work in a shop,

Wihen you get murried, you'll have to work too,
Just so the rich will have nothing to do."

{ (from a labour song book)



T __YOUR RIGHTS AS A STEWARD

A, Leaves From Werk To Process Grievances

Your rights as a steward to investigate and process grlevances at work
deprend on.the language in your contract. This can:be found in the Articles
~eéntitled "Stewards' as well as under "Grievance Procedure' or '"Adjustment of
‘Complaints'. If you are a member of SORWUC you . may not be eligible to take
the time off with pay, so you should proceed ds in the next secticn, and
take the time without pay under "Unicn Activity" or 'Leaves for Union Business'.
$L yﬁa do net-have the rights, you muat be sure to 1nveutlgate grievances
~on the phone, at coffee, lunch or somewhers where you won't get caught., It
is too bed. that some contrascts restrict the rights of SORWUC stewards like
this - but it also goes to show how aware an ewployer is of the effective
role a steward can play in keeping a union going in an office.

_B-I_ngyggmfxgm;ﬂg;k For Union Business

AUCE and SORWIC contracts have Articles which allow union reps. to take
short term leaves of alsences to attend to union business. If you are a
SOWUS member and do net have rivht to take time off under your steward
clause with pay, yecu can usefthls clause to argue your right to process a
" grievance. A union rép, is quite loosely defined in most contracts, and
_presumably if you are elected or appointed (by committee) to peiform a

job or represent your Gnion somewhere, then you are a union rep. Members
. can take tims of f under this clause to help publish newsletters, attend
comnittee meetfno", conferences, go leafletting ete. USE THIS CLAUSE -

it was originally-negctisted with the idea of allowing people to tzke time
off 8o that the ruinivg 6§ the union and participation in uanion af*airs
was not. limlted to a few peoplea,

II YOUR RESPONSIBILITIES AS A STEWARD * SOME GENFRAL RULES

. Your major responsibility is to assist your co-workers to get saticfaction
_for their grievances. To do this, there is a whole range of things you

need to remember. The thing to remember first is that you have help,

In AUCE there are Grievance Committees set up for the-Locals, in SCRWUC

. there is. an outside pérson, a member of the Local Executive, who ie assigned
‘to agsist your unit, In both cases there is a union office full of (hopefully)

references to other grievances, and eomeone who can help you,

A, Know Your Contract - erp it in your drawer, along with some extra copies
-and refer to it cften so that you get to know it., It will becoms clear
to you as you assiest with grievances what exactly some of the language
means, but it will help if you build up a good idea of what it does and
does not permit you to do, A good way to figure it out is to get hold

-of scme othar contracts and read them over for comparison.

B, Sign Up New Employeea - Meet these people as soon as you can - -introduce
yourself and give them a copy of the contract. You may or may not have
a clause in your contract which allows you take.time off to talk to them,
about the union, =o check this out. If you don't, then take them out for
coffee or lunch. Your coatract will have a section for new or probation-
ary employees and it covers their rights, when they can join the Union
(after 2 weeks or 30 days or some such) and the responsibility of the
Exployer towards them, Make sure they understand this section and that
they still have the ‘right, even if they.are probationary employees, to
grieve something if it unfair.and not explicitly excluded from them as
a right. You should also e: plain the Union to them ~ what the dues are,
how the Union got started, what else it does, etc, Give them a ‘copy of

. the Constitution and By-laws. Remember, you are their first contact

with the Union
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Qulletin Boardg - ¥eep it up to date. Inform members about the status

‘of grievances. Tell them what is going on in other offices or units

particulariy if it has a wide application. Post ycur newsletter, minutes
of meetings and notices of and agendas for upcoming meetings. Make sure
that job vecancies are posted and then put up anything else you think

is of interest to ths members. Encourage your co-workers to use this
board too. If you use it and make it interesting it can be a very effect-
tive way of communicating and making a point, Items from papers etc.

are good too - remember, our unions don't exist in a vacuum. Try and
ensure that it is a good location so that people will have time to look
at it, ZIncourage people to add items to agendas, especially if it is

for your own office meeting - remember, this is the first way that they
learn the skills of participating in meetlngs and speaking up. about
things..

Fentﬂﬁgsﬁ- Tfy and ensurs that your office holds regular meetings -

‘every other week or once a month, Choose a convenient time and place

and circulate notices about it by mouth, the builetin bcard and/or
merios. At the meetings, be sure that there are reports on what is

‘happening wiith tlie rest of the Union AND on what is aappenxng in your

own office. Members could be encouragﬂd to discuss the bucipess that
the Executive dces and make s izgestions and/or cr:tic1sms. Talk shop
too - theee meetinge are a geod place to find out what is going eon with
people's jobs and with their Supervisors., This meeting is often where
an unncticed grievance could come out. Ensure that vacatiocn lists,

time o0ff, schedules, maternity leave, sick leave, replacement staff

etc. are being properly dealt with hy management, For example, if
Maryihes-beea'sick'fbr'27weeks, has anyone called her; who is replacing
her or will shz have a relapse when she comes back cause it is all piling
up on -her desk; or ig Sue deing all Mary's work plus her own??? Try

~and figure out these tnings among yoursalves before they become serious

grlevanﬂes.

You shou]d‘aleo try and find out, either in these office meetings, or
in private discussions, how things are between people. Sometimes a
person: will come to you with a grlev nce wirich is not something that
can be won under the contract as it is between union members - a situ-

- ation that is to be discouraged as it can create difficulties for the

working situation. Firot try and figure out if the problem is a result
of conflicting job descriptions or conflicting instructions issued by
a supervisor. ' A contract: is signed by management and the union, and
a grievance can only be lodged by one against the other - there is no

‘reccurse for one uvnion m&mbn* against the other under the contract “and

if the problem is tad you should consult your by-laws and constitution
if there is no sclution through changing the work situation..

Your Co-Wotkersfé'Keep up on‘wﬁat is happening with them. Who ig pregnant,

who warits paternity leave, who needs to take time off for a citizenship

‘hearing, who'is having trouble w1th a supervisor or co-worker. If you

keep on top of these thingu you may be more effectlve when a grievance

-situation arises - you will have more knowledge of and confidence in your

workmates, and ‘they in you, - It is important .for unit solidar*ty that

people know what is happening with each other, both on the job, and some-
. times. on a persondl level. - This can cut out .or reduce the "office pol-
iticking'". or !'backstabbing'' thit sometimes goes on.
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Records ~ If you keep good records of issues discussed at meetings anrd
of your grievances you and your office will-be in a good positicn to
talk about what you want added, taken out or changed in the next con-

. .tract. . You should keep notes about these things in a separate file

g0. it will be handy when you start negotiations come up. Your office

“chould have its cwn small set of union files - grievances; minutes

of your office meetings including records of elections of stewards,
cenvention delegates (if you are in SORWUC), motions and/or directions
passed from your unit to the Executive; and a future negotiations file,

. _HOW TO PROCESS GRILVANCES

Some General Rulesg

KNOW YOUR GRIEVANCE PRCCEDURE, This includes knowing time limits; when
the grievance has to be filed with management ‘in writing and who you

- should see in the management hieracchy at the different steps of the

procedure. A time limit is the number of days specified in the pro-

* cedure which you are allowed for each step, including the amount of

time you have from the occurence of the alleged grievance before you
file it with management. If you miss the time period, they can

 refuse the grievance on those grounds. For example, if your contract

says a grievance has to bas filed within 14 days of its occurence, then
that is what it means! Remember that you take up your grievance with

the firsc mansgment person - that is, someone who is outside the union.
Read your grievance procedure oVer each time you start a grievance and

refer to it aicug the way. Time limits are one reason that it is im-

portant for you to know what is geing on in your office as a grievance
might happen and the timsz pericd elapse before someone got around to
telling you abcut it, e

KEEP ACCURATE RECORDS - You may discover a pattern in a particular
supervisor's attitude to certain employeses or to the union. These
records are valuable to you and to future stewards as well as to
stewards in other offices. ‘

INTRODUCE YOURSZLF - to your co-workers and to your supervisor or direct
employer. This includes ensuring that a formal letter goes from the
union office to the employer if your contract so requires it., This
helps let the union office know you are a steward too - the information
does not come to it by osmosis., Get in touch with other stewards or
former stewards and keep their phone numbers handy., Two brains are

often better than one!

REFCRT - To your grievor and to the union about the process of the

grievance. You could report to other stewards and your own office.
too, provided that your grievor doesn't mind her grievance becoming
public kneowledge. ' - Cqls

NEVER CONSULT WITH MANAGEMENT - about how to handle the grievance in
any way. Remember, you are the representative of the union in that
person's eyes. If you have to consult with them about how they are
interpreting language for example, take someone in with you, or do
it by letter. Your intentions when you go to talk with managment
may be the best in the world, but ycur co-workers will be wendering
a bit and private talks can prejudice their trust in you and your
ability to be a good steward. It is flsttering to be approached by
management with a "let's taik' line, but it is dangerous for you and
the Union, |
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TRY AND SETTLE THE GRIEVANCE EARLY - While you should not accept less
than the grievor deserves it is good to remember that justice delayed
is justice denied so you should be persuasive, polite and firm. Give
management a chance to correct the problem before you jump on them.

.Ihg;égﬁﬂal;G:ieygnce

First, find out all the facts: What happened;
| ' Who was involved;
Were there any witnesses;
When and where did it happen;
Are there any written materials relating to it?
Record all this information and start a file on it.

Discuss the grievance-with the grievor, Determine with her/him, which
“Article or Articles of the contract have been violated. Remember, while
it may be an injustice that has occured, you are grieving a contract
violation - and the measure of a good contract is how well it can pre-
vent the occurence of injustices. Also, what may be an injustice to

an emploves mav-be the working out on that person of bad contract language.
If vou cannot find an ctiele to fit your grievor's complaint, consult
someone else, There may be more than one Article under which you can
grieve, and there may have been a similar case somewhere else before.

Assess your grievor and the grievance. You should try as hard as possible
to be realistic.  Vour grievor may not have a case, but you must help her/
him to establisch it., BUT, don't be afraid to advise her/him that it might

S,

not work., If you don't try and help the grievor, the union and the c
tract will start to look wesk in the eyes of the members. Agsk questi
of other employeeg, if partinent, to ensure that your grievor has not
omitted some detall which s/he assumes you will know or which may wea
the case.

should management have. done, according to the contract, in the situat
Often your contract itself ~will tell you what the right thing is, bu
it may not. Thig process will involve an effort on vour part, and on

on-
ons

ken

. Work out an acceptable settlement., What does your grievor want and what

ion.,
t

the part of grievor to assess the employer and their attitude to the

Union.

Work cut a "game plan'. Try and figure out, with your grievor and pe
with another steward if the grievance is not straightforward, what yo

management's reaction is going to be. If you say "X", and they say"Y",

then you settle. If they say "2", then you go to step 2. What might
their reasons for refusal be - pride, ignorance, vendetta?? This wil
kelp you figure out what step it will be mostly easily settled " at,
you will not have to epend too much time figuring out how to get &
settlement from a management person who cannot or will not help.

rhaps

ur
1"

1
Then



C. Bow the Steps Work

A1l AUCE and SORWUC contracts differ in the exact number of steps, whom
you see at the different steps and how long each step lasts (time limit).
The foilowing is a general .set of guidelines to help you follow your

own particular contract., READ YOUR OWN CONTRACT to know exactly how

its steps are worked out,

Step Ope

This'is_gggg;;y a verbal meeting between yourself, the grievor and the
grievor's immediate supervisor (unless that supervisor is the person against
whom the grievance is being laid, in which case you go to Step 2).

Discuss your notes etc. with the grievor when you go in to the meeting.
Tell the Supervicor that the Union and the Grievor allege violation of
the Article so and so, clause such and such of the contract, and ALL RELATED
ARTICLES. This latter phrase covers you later on if you discover another
and bLetter way to fight the griegance. Take a copy of the contract with

. you.

Ask why the grievance happened and suggest what you would like to see
in the war of settlement., Listen to the reasons given by the Supervisor,
Insist politely but firmly on reasons and ask for evidence if the gituation
calls for ic, Do not let yourself or the grievor be browbeaten or accept
less than what you honestly feel the grievor deserves. If it looks like
nothing is goinz to happen, tell the Supervicor that the meeting is over
and that you are going to proceed to Step 2 (if your contract allcws this
this notification to be verbal). Keep notes of the meeting and write them
up afterwards.

If your contract calls for Step 1 to be a written step, then write it
out like this: | | :
"Ms., grieves violation of Article #, Section #, and all other related
Articles." - '
Not like this: |
'"Ms grieves that her supervisor won't pzy her overtime but insists that
ghe take time off in lien of pay as there is no money left in the Dept,
budget, but Ms., wasnts the money."

Sten Two

If Step 1 doss not resolve the grievance, or if you have to start at
Step 2 because your grievance is egainst the supervisor, you should have
told the supervisor this, preferably in writing, keeping one copy for your
own file. .You should say, in most cases that the results of completing
Step 1 were not satisfactory and that you intend to proceed to step 2,
citing the alleged viclation and Articles of the contract etec.

_ The second step is usually the initial written step.  Reduce the
grievance in writing, adding documentation if possible, and submit it

to the person named as the management rep. for that step in your grievance

procadure. Explain the time lengths etc. to both the grievor and the
supervisor. Give the supervigor the required number of copies and give
the grievor one too. Keep one for yourself. For yourself, only, keep

a perscnal history of the grievance which will include alternative settle-

ment proposals and extra evidence.




Step Three

Again, this step depends on your own particular contract. Sometimes
it may be a meeting of a union's grievance committee and the employer's
labour committee. By the time you have reached this step, your employer
should have been informed (if he has not already been informed), of the
‘Nanes of your representatives on the grievance committee (if your contract
calls for this to be a part of grievance procedure): Alternatively, this
step may be more letters, or a meeting with the senior management people
or with an individual: Or it might be a rep. from the board which supervises

your unit's work if you are a SORWUC unit working for a board.

This stage is an important one (as they all are) because at this level
you can bring in outsiders. Be certain that all parties have all the
docuirentation and that YOUR side meets before the meeting so that you can
go over the genersl history of the particular grievance and fill in the other
reps. and parties on the nature of the employer'e dealing with your office
or unit as well as on the particulars of the grievance. Go over your pro-
posed settlements spain and discuss what might happen in the meeting. Assess
your opposition. ' Agree together at what point you will ask for a caucus
and at what point you 'will announce your intention to leave this stage.

FOR ALL STEPS DMgke sure that you are aware of the time limits! The time
limits govern the time within which you must file the grievance and the time
limits you have for the completion of each step, FAILURE TO COMPLY WITH
TIME LIMITS, OR, FAILURE TO AGREE TO EXTENSIONS OF T{ME LIMITS IN WRITING
CAN INVALIDATE THE GRIEVANCE.

SO. . . KEEP ACCURATE RECORDS i OF ALL CORRESPONDENCE ABOUTITHE GRIEVANCE AND
WRITE ALL IMPORTANT AGREEMSENTS CIi PAPER WITH COPIES,

i, To Settle Cr Wiirhdiraw the Grievance

When the grievance is settled, have the settlement put into writing and
signed by yourself, the grievor and the management person with whom you
made the gettlement. ©oend a copy to your union office. REMEMBER, you
cannot viclate your own contract in a sgettlement. The contract is a
document which is interrelated - you cannot read one clausze without ensuring
that definitions etc. do not encompass other articles as well, For ex-
ample: Sandy grieves that she was denied a promotion and the settlement
.is that she is offered the job BUT the job in question was never posted
as per the contract, so the really correct settlement would have been to
re-open the job by posting it,

Should the grievor wish to withdraw at any stage in the procedure, the
common formulae is: 'We request that the grievance
be withdrawn without prejudice." Again, get this in writing, and signed
by all parties.

There are some sample grievance forms attached to this handbook which
you could consider using as the form for your records and for your settle-
ments. : - i
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E. CGrievances in a _ Rand Formual Shop

Rand formula is when all emplovees must pay dues, but not all are
actual union members since they will not join the Union. SORWUC has
2 unite with Union clauses such as this. The Union is still under a
LEGAL obligation to represent these non-members in a grievance (Secticn
7 of the B.C. Lebcur Code.) If the Union does not represent all employees
for whom it is authorized to bargain under the certification, it can be
left cpen to charges of unfair representation from that employee, whether
or not 3/he is - a paid up union member. Interest and concern for these
non-nembers could convince them to join the Union and support it.

IV ARRITRATION AND SECTION 96,1 OCF THE LABOUR CODE

The B.C. Labour Code requires that every collective agreement contain
a provision for "final and conclusive settlement (of a contract difference)
without a stoopage of work". Legally speaking, every dispute not resolved
at tha earlier gstages of grievance must either be abandoned cr taken to
a form of arbitreation.

There are many forms of arbitration:

~.a) Section ©6.1 of the Code provides that an employer or union may
make an apnlication .under this section before 2 grievance is taken
te formal arbitration, The Board appoints an investigatcr who con-
sults with both parties and either recommsnds a settlement or reports to
the Board that it cannot recommend a eettliement. In that case, the Board
can call a hesring or issue a written decision or give the matter back
to ‘the parties invoived. '

b) formal arbitration: There can be single arbitrators, permanent
arbitrators or 3-vanel arbitrators. Your contract tells you what
kind of arbitration procedure you have, i

The arbitratcrs or the officer appointed under Section 96.1 will
investigate and decide on the issue. Manag=ament is held to have all rights,
~unless specifically limited by law, by the contract, cr (to a limited
exxtent) by strongly established precedent. If the employer has not
exceeded his rights under the contract, the arbitrator would rule in his
favour. This legalistic spproach mekes arbitration very technical and a
legal ruling is not necessarily a '"fair' ruling from the point of view
of the grievor, This is not to say that arbitration is not useful or
good for your side. It is a tactic that should be employed with care
and the igsue should warrant it.



A BRIEF SUMMARY

L.

As a steward you should investigate all grievances referred to you,
You should seek them out too, and encourage members to talk over

problems,

Bé impartial.. Learn to recognize legitimate grievances and head off

rhony ones. BUT, don't brush people off.

Nevér'meet.with-management on your own, or make deals with them alone,

Determine exactly what Article of the contract is being violated
and that the . grievor wishes to grieve under this Article.

Put the minimum of necessary information in the written grievance,

- Include date, name, article(s) violated, related articles (in quotes)
- and your own and the grievor's signature. Keep things in writing.

Make every attempt to settle the grievance as early in the procedure

as possible (without compromiging).

Your supervieor, in the grievance procedure, refers to the first
immediate superior OUTSIDE the bargaining unit,

~ If mancgement is not going to budge on a grievance, take control and

j'_termina*e_the interview, indicating that you will be going on to the

10.
1 X,

12

nexxt step, “4lways give them the chance to change their mind, but

‘be firm and uon'*!mﬂkn deale

1-1;1 -

NEVER agree to a mnnagerent "offer" without consulting your grievor
and ensuring that.the- ag:eemen_ is not itself a violation of the
contract, ' - '

Keep good records cf meetings, conversations and research.

Plan your strategy early, keep notes of it and.udeate_it if necesgsary.
When in doubt, consult. scmeone else.

You are the representative cf the union in your office, how you deal

with your co-workers and with management will have an effect on how
your co~-workers feel about the union. |



SCME DEFINTTIONS

ARRITRATION: The last step in the grievance procedure. It is a require-
ment of the B.C. Labour Code that all contracts provide for a settlement
of differences without a stoppage of work and that process is called ar-
bitrestion. It inveives calling in a person outside managment and outside
the union to hear both sides of the dispute and recommend a settlement.

GRIEVANCE: A violation or alleged violation of the contract. The first

worde in any section of the contract dealing with complaints or grievances
will define a grievance for that contract. An employee or the Union can
lodge a grievance,

GRIEVANCE COMMITTEE: A stage in the grievance procedure. It is a committe
of the Union which includes at least the steward and some other union rep-
reSentative{(s). It usually meets with a Management labour committee.

GRIEVANCE PPOCEDURE: The entire article of your contract which lays out
how you proceed with grievances. It includes all steps and time limits.

LABOUR /MANAGEHENT CCYMITTEE: A management committee of one or more senior
¢ ag

management &9 meaet with the union's grievance committee as a step in the
grievarce procedure.

—— —_

process the grievance. They go from verbal to written stages, and from
one level in th2 management hierarchy to another,

STEPS: The progression laid out in the grievance article by which you

STEWARD: A person elected by the people that s/he works with as their
union representative in the office's administration of the contract., It
is one cf the most vital positions in the entire unicn from the point of
view of the membdership's relations to management, A good steward can

anchor the unit and make the union and the contract meaningful to the
members and to the emxployer.

TIME LIMITS: The length of time set out in the intrcduction and steps of

a grievance procedure 'which tell ycu how long ycu have to process a griev-
ance and how long yvou have to achieve a settlement at each step aleng the
way.
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SAMPLE GRIEVANCE FORM (USE REVERSE.SIDE IF NECESSARY)
MAXE 3 Cdpies 1 for your .local
1 to be returned to shop steward with superviser's reply
1 to be forwarded by supervisor to next management person

in precedure 1if necegsary

1. GCrievoxr's Dept. Name Date

Grisvence:

Signatures of grievor & steward

Departments/Supervicor's Reply:

Signature of supervisor

Referred to Step 3 on_ _ by (steward)

2. Step 3 cor 4 VWritten Decicion:

Signature of grievance committee

Sigrnature of labour/management committee

THIS IS NCT A SETTLEMENT OR WITIHDRAWL FORM



