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The following are some of the mistakes I The following are some of the mistakes I 
have found and made working with the have found and made working with the 
grievance procedure. Management is also grievance procedure. Management is also 
looking for any reason to deny our looking for any reason to deny our 
grievances. While Igrievances. While I’’m sure this is not a m sure this is not a 
complete list, the ideas should help you be complete list, the ideas should help you be 
a better grievance handler.a better grievance handler.



ARTICLE 15
GRIEVANCE-ARBITRATION

PROCEDURE
Section 1. Definition
A grievance is defined as a dispute, difference, 
disagreement or complaint between the parties
related to wages, hours, and conditions of
employment. A grievance shall include, but is not
limited to, the complaint of an employee or of the
Union which involves the interpretation, application
of, or compliance with the provisions of this
Agreement or any local Memorandum of
Understanding not in conflict with this Agreement.



CERTIFICATION OF SHOP CERTIFICATION OF SHOP 
STEWARDSSTEWARDS

ARTICLE 17   REPRESENTATIONARTICLE 17   REPRESENTATION
Section 1. Stewards Section 1. Stewards 
Stewards may be designated for the Stewards may be designated for the 
purpose of investigating, presenting and purpose of investigating, presenting and 
adjusting grievancesadjusting grievances..



CERTIFICATION OF SHOP CERTIFICATION OF SHOP 
STEWARDSSTEWARDS

Section 2. Appointment of Stewards Section 2. Appointment of Stewards 
A.A. The Union will certify to the Employer in writing a The Union will certify to the Employer in writing a 
steward or stewards and alternates in accordance with steward or stewards and alternates in accordance with 
the following general guidelines. Where more than one the following general guidelines. Where more than one 
steward is appointed, one shall be designated chief steward is appointed, one shall be designated chief 
steward. The selection and appointment of stewards or steward. The selection and appointment of stewards or 
chief stewards is the sole and exclusive function of the chief stewards is the sole and exclusive function of the 
Union. Stewards will be certified to represent employees Union. Stewards will be certified to represent employees 
in specific work location(s) on their tour; provided no in specific work location(s) on their tour; provided no 
more than one steward may be certified to represent more than one steward may be certified to represent 
employees in a particular work location(s). The number employees in a particular work location(s). The number 
of stewards certified shall not exceed, but may be less of stewards certified shall not exceed, but may be less 
than, the number provided by the formula hereinafter than, the number provided by the formula hereinafter 
set forth.set forth.



CERTIFICATION OF SHOP CERTIFICATION OF SHOP 
STEWARDSSTEWARDS

The local president must provide a list of The local president must provide a list of 
all shop stewards and alternates to the all shop stewards and alternates to the 
Installation Head in accordance with Installation Head in accordance with 
Article 17. Article 17. 



CERTIFICATION OF SHOP CERTIFICATION OF SHOP 
STEWARDSSTEWARDS

All local officers who serve as shop All local officers who serve as shop 
stewardsstewards ““mustmust”” be certified and included be certified and included 
on the list. on the list. 
This includes the local presidentThis includes the local president..
Management will claim a procedural error Management will claim a procedural error 
if the steward is not properly certified and if the steward is not properly certified and 
deny the grievance.deny the grievance.



CLASS ACTION GRIEVANCESCLASS ACTION GRIEVANCES

A class action grievance involves more A class action grievance involves more 
than one employee and must be initiated than one employee and must be initiated 
by the union. The steward should list the by the union. The steward should list the 
names of the affected employees.  If the names of the affected employees.  If the 
remedy is not equal or differs from remedy is not equal or differs from 
employee to employee, clearly identify the employee to employee, clearly identify the 
remedy each employee is entitled to. remedy each employee is entitled to. 



CLASS ACTION GRIEVANCESCLASS ACTION GRIEVANCES

Under the language of the Collective Under the language of the Collective 
Bargaining Agreement, Bargaining Agreement, Article 15 Article 15 
Section 2 Step 1(a),Section 2 Step 1(a), management can management can 
designate an designate an appropriate employer appropriate employer 
representativerepresentative to discuss a to discuss a class action class action 
grievance at step 1.grievance at step 1.



CLASS ACTION GRIEVANCESCLASS ACTION GRIEVANCES

Develop a procedure, at labor Develop a procedure, at labor 
management meetings, to handle Class management meetings, to handle Class 
Action Grievances. The union should insist Action Grievances. The union should insist 
that management identify, in writing, that management identify, in writing, 
those representatives designated to those representatives designated to 
handle those grievances. handle those grievances. 



CLASS ACTION GRIEVANCESCLASS ACTION GRIEVANCES

If they refuse to identify the appropriate If they refuse to identify the appropriate 
representatives, the steward should not representatives, the steward should not 
miss the time limits and request a Step 1 miss the time limits and request a Step 1 
meeting with the immediate supervisor. meeting with the immediate supervisor. 



CLASS ACTION GRIEVANCESCLASS ACTION GRIEVANCES

Avoid this remedy Avoid this remedy ““pay the pay the 
appropriate employees, at the appropriate employees, at the 
appropriate rate, for the appropriate appropriate rate, for the appropriate 
amount of hours due.amount of hours due.””
Remember to list the affected employees Remember to list the affected employees 
and identify their entitlements individually. and identify their entitlements individually. 



EVIDENCE = PROOF = SUCCESS



WHO NEEDS IT?WHO NEEDS IT?
It is needed in order for the Union to It is needed in order for the Union to 
prevail in arbitration.prevail in arbitration.

The grievance must be built with facts and The grievance must be built with facts and 
documentation!documentation!

YOU MUST PROVE THE CASE!YOU MUST PROVE THE CASE!

Opinion means nothing without proof!!!Opinion means nothing without proof!!!



DOCUMENTIONDOCUMENTION
It is needed to determine if a grievance existsIt is needed to determine if a grievance exists

If there is a grievance, documentation is used to fully If there is a grievance, documentation is used to fully 
develop the casedevelop the case

Without it we can not prove our grievanceWithout it we can not prove our grievance

The better the documentation the faster the grievance is The better the documentation the faster the grievance is 
resolvedresolved



PROPER DOCUMENTATION OF PROPER DOCUMENTATION OF 
GRIEVANCESGRIEVANCES

In The Basic Shop Steward Training In The Basic Shop Steward Training 
Manual you will find listed various contract Manual you will find listed various contract 
violations with ideas for documentation violations with ideas for documentation 
which must be included when filing those which must be included when filing those 
types of grievances. types of grievances. 
You will also find a copy of the Request You will also find a copy of the Request 
for Information form. for Information form. 



REQUEST FOR INFORMATIONREQUEST FOR INFORMATION



DOCUMENTIONDOCUMENTION
Requested information should be providedRequested information should be provided
as soon as you request it, but no later thenas soon as you request it, but no later then
24 hours when it is available in your office,24 hours when it is available in your office,
72 hours when it is from outside your office.72 hours when it is from outside your office.
Management should notify you in writingManagement should notify you in writing
when they can not provide the requested when they can not provide the requested 
information within the time limits.information within the time limits.



DOCUMENTIONDOCUMENTION
When requested information is not provided,When requested information is not provided,
put in 2put in 2ndnd request, make sure to note in therequest, make sure to note in the
grievance what information was notgrievance what information was not
provided. Include all the denied/ignored,provided. Include all the denied/ignored,
Request for Information form(s) in the file.Request for Information form(s) in the file.
Make sure the RFI is date stamped and/orMake sure the RFI is date stamped and/or
signed to show management received it.signed to show management received it.



DOCUMENTIONDOCUMENTION
If all the needed documentation is not in the file, the If all the needed documentation is not in the file, the 
case can be delayed, denied or resolved for less then case can be delayed, denied or resolved for less then 
requestedrequested

DO NOT MISS THE TIME LIMITS WAITING FOR DO NOT MISS THE TIME LIMITS WAITING FOR 
REQUESTED INFORMATION, APPEAL IT TO THE NEXT REQUESTED INFORMATION, APPEAL IT TO THE NEXT 
STEP. NOTE IN THE GRIEVANCE THAT THE STEP. NOTE IN THE GRIEVANCE THAT THE 
INFORMATION WAS REQUESTED BUT NOT PROVIDED.INFORMATION WAS REQUESTED BUT NOT PROVIDED.

If we are untimely, the grievance is waved.If we are untimely, the grievance is waved.



TIME LIMITSTIME LIMITS
Article 15.4 Grievance Procedure-General

B. The failure of the employee or the Union in Step 1, or
the Union thereafter to meet the prescribed time limits of
the Steps of this procedure, including arbitration, shall be
considered as a waiver of the grievance. However, if the
Employer fails to raise the issue of timeliness at Step 2, or
at the step at which the employee or Union failed to meet
the prescribed time limits, whichever is later, such
objection to the processing of the grievance is waived.



TIME LIMITSTIME LIMITS

Article 15.4 Grievance Procedure-General
C. Failure by the Employer to schedule a
meeting or render a decision in any of the
Steps of this procedure within the time
herein provided (including mutually agreed
to extension periods) shall be deemed to
move the grievance to the next Step of the
grievance-arbitration procedure.



TIME LIMITSTIME LIMITS
STEP 1, STEP 1, l4 days of the date the Union first
became aware of (or reasonably should
have become aware of) the facts giving rise
to the grievance. 

Step 1 decision, no later than five (5) days after
the filing of the Step 1.

Article 15.2.Step 1



TIME LIMITSTIME LIMITS
Step 2 appeal, within 10 days after receiptStep 2 appeal, within 10 days after receipt
of the supervisors decision.of the supervisors decision.

Step 2 meeting, no later then 7 daysStep 2 meeting, no later then 7 days
following receipt of Step 2 appeal.following receipt of Step 2 appeal.

Step 2 decision, within 10 days after the StepStep 2 decision, within 10 days after the Step
2 meeting.2 meeting.

Article 15.2.Step 2Article 15.2.Step 2



TIME LIMITSTIME LIMITS

Corrections or additions, within ten (10) days of receipt of
the Step 2 decision, The filing of such corrections or
additions shall not affect the time limits for appeal to Step
3 or arbitration.

Appeal to Step 3, within 15 days of Step 2 decision.

Direct appeal to Arbitration, within 30 days of Step 2
decision.

Article15.2.Step 2. (g)(h)



Grievance form not Grievance form not 
completely filled out.completely filled out.

ALL GRIEVANCE FORMS MUST ALL GRIEVANCE FORMS MUST 
BE COMPLETELY FILLED OUT! BE COMPLETELY FILLED OUT! 



Step 1Step 1

Remember that Step 1 of the grievance Remember that Step 1 of the grievance 
procedure is the most crucial of all of the procedure is the most crucial of all of the 
stages of the grievance procedure. Be stages of the grievance procedure. Be 
sure to have your contentions clearly sure to have your contentions clearly 
identified, documentation to support the identified, documentation to support the 
case and prepare in advance as to how case and prepare in advance as to how 
you will respond to the Step 1 supervisor. you will respond to the Step 1 supervisor. 



Step 1Step 1
Prepare in advance as to how you will Prepare in advance as to how you will 
respond to the Step 1 supervisorrespond to the Step 1 supervisor

Reviewed notes and examined all related Reviewed notes and examined all related 
data?data?

Interviewed all witnesses, including Interviewed all witnesses, including 
supervisors?supervisors?

Signed and dated statements.Signed and dated statements.



Step 1Step 1

Outlined the grievance presentation?Outlined the grievance presentation?

Made copies of all support documentation?Made copies of all support documentation?

Expressed a clear and concise remedy? Expressed a clear and concise remedy? 



EXTENSIONSEXTENSIONS

If you or management need an extension If you or management need an extension 
make it in writing. Have it signed and make it in writing. Have it signed and 
dated by both parties and when it ends.dated by both parties and when it ends.

After you receive a Step 1 decision, the After you receive a Step 1 decision, the 
extension should be from the Step 2 extension should be from the Step 2 
designee.designee.



The Step 2 FormThe Step 2 Form



The Step 2 FormThe Step 2 Form
Line 1Line 1 -- Nature of discipline or contract issue. Nature of discipline or contract issue. 
Craft. Include the date on which the appealCraft. Include the date on which the appeal
was made and the union local grievance number.was made and the union local grievance number.
USPS grievance number if known.USPS grievance number if known.

Line 2Line 2 -- Name of USPS official to whom the appeal Name of USPS official to whom the appeal 
was made. List the name and telephone number of was made. List the name and telephone number of 
installation.installation.

Line 3Line 3 -- Local Union's business address.Local Union's business address.



The Step 2 FormThe Step 2 Form
Line 4Line 4 --Name of APWU Representative Name of APWU Representative 
authorized to discuss Step 2 and the telephone authorized to discuss Step 2 and the telephone 
numbers where that individual may be reached.numbers where that individual may be reached.

Line 5Line 5 -- Name of Local Union President and his Name of Local Union President and his 
or her telephone numbers.or her telephone numbers.

Line 6Line 6 –– Unit/Installation where Step 1 was Unit/Installation where Step 1 was 
heard; date/time discussion took place; name of heard; date/time discussion took place; name of 
supervisor who discussed the grievance at Step supervisor who discussed the grievance at Step 
1 and the name of grievant and/or steward 1 and the name of grievant and/or steward 
present at the discussion.present at the discussion.



The Step 2 FormThe Step 2 Form
Line 7 Line 7 -- Name of supervisor who made the Name of supervisor who made the 
decision; date/time decision was made; initials decision; date/time decision was made; initials 
of supervisor making the decision attesting to of supervisor making the decision attesting to 
date/time of decision.date/time of decision.

Line 8Line 8 -- Grievant (or Union if class action); list Grievant (or Union if class action); list 
the address and telephone number.the address and telephone number.

Line 9Line 9 –– Employee ID number or Social Security Employee ID number or Social Security 
number of grievant; seniority date; service & number of grievant; seniority date; service & 
craft; status (FT,PTF); level; step; duty hours craft; status (FT,PTF); level; step; duty hours 
and off days.and off days.



The Step 2 FormThe Step 2 Form
Line 10Line 10 –– Job#/Pay location; Name and zip code of Job#/Pay location; Name and zip code of 
installation where incident occurred; whether or not installation where incident occurred; whether or not 
employee has lifetime job security; and whether or not employee has lifetime job security; and whether or not 
employee is classified as a preference eligible veteran.employee is classified as a preference eligible veteran.

Line 11 Line 11 -- Cite CBA article violated. LMOU, Cite CBA article violated. LMOU, 
Handbooks/Manuals, L/M minutes, etc.Handbooks/Manuals, L/M minutes, etc.

Line 12 Line 12 -- Give a detail explanation of what happened,Give a detail explanation of what happened,
List of attached exhibitsList of attached exhibits

Line 13Line 13 -- What the Union feels is required to resolve the What the Union feels is required to resolve the 
grievance. In a discipline case ,request that grievance. In a discipline case ,request that ““the grievant the grievant 
be made wholebe made whole”” and the discipline be removed from all and the discipline be removed from all 
records and files. records and files. 



Step 2Step 2

Detailed statement of factsDetailed statement of facts

Have you completed the followingHave you completed the following??
Answered all six questions: Who, What, Answered all six questions: Who, What, 
Where, When, Why and How. Where, When, Why and How. 

WhoWho was involved? was involved? 
WhatWhat happened?happened?
WhereWhere did the incident or violation occur? did the incident or violation occur? 



Step 2Step 2

WhenWhen did the incident or violation occur? did the incident or violation occur? 
WhyWhy is it a violation of the contract (article is it a violation of the contract (article 

violated)?violated)?
HowHow can the grievance be resolved can the grievance be resolved 

(remedy)?(remedy)?



Does not show a violation of the Does not show a violation of the 
CBACBA

The burden of proof falls on the Union in The burden of proof falls on the Union in 
contract cases to show that the CBA was contract cases to show that the CBA was 
violated.violated.

While in discipline cases the burden shifts, While in discipline cases the burden shifts, 
and management must show a violation of and management must show a violation of 
the CBA.the CBA.



CBA Articles not citedCBA Articles not cited

It is not enough just to list the article, youIt is not enough just to list the article, you
must show how it relates to the violation.must show how it relates to the violation.
I.e.: donI.e.: don’’t just list Article 19, list which t just list Article 19, list which 
handbook and section.handbook and section.
The employer violated ArticleThe employer violated Article…… WhenWhen
theythey…… If you canIf you can’’t say that you may not t say that you may not 
have a grievance.have a grievance.



Step 3 and Direct Appeal Step 3 and Direct Appeal 
The major mistake for Step 3 and direct The major mistake for Step 3 and direct 
appeals is they are not dated. appeals is they are not dated. 
There is a place for the date in the middle There is a place for the date in the middle 
just below the header, just below the header, 
““THE ABOVE GRIEVANCE IS BEING THE ABOVE GRIEVANCE IS BEING 
APPEALED TO STEP 3/DATE_____APPEALED TO STEP 3/DATE_____””
This is left blank a lot of the time, which This is left blank a lot of the time, which 
allows management to question the date allows management to question the date 
of the Step 3 appeal or Direct Appeal.of the Step 3 appeal or Direct Appeal.



Step 3 and Direct Appeal FormsStep 3 and Direct Appeal Forms



PROPER REMEDIESPROPER REMEDIES

It is imperative that the steward request It is imperative that the steward request 
the appropriate remedy when filing a the appropriate remedy when filing a 
grievance. The corrective action requested grievance. The corrective action requested 
on line 13 of the standard Step 2 on line 13 of the standard Step 2 
Grievance Appeal Form must be very firm, Grievance Appeal Form must be very firm, 
very simple and related to the nature of very simple and related to the nature of 
the grievance. the grievance. 



PROPER REMEDIESPROPER REMEDIES

NEVERNEVER request that disciplinary action be request that disciplinary action be 
taken against a supervisor.  This request taken against a supervisor.  This request 
gives management an excuse to deny the gives management an excuse to deny the 
grievance since they are not required to grievance since they are not required to 
discipline supervisors and will not do so at discipline supervisors and will not do so at 
APWUAPWU’’s request. s request. 



PROPER REMEDIESPROPER REMEDIES

Avoid this remedy: Avoid this remedy: 
““pay the appropriate employees, at pay the appropriate employees, at 
the appropriate rate, for the the appropriate rate, for the 
appropriate amount of hours due.appropriate amount of hours due.””



PROPER REMEDIESPROPER REMEDIES

When asking for hour for hour When asking for hour for hour 
compensation you need to show the compensation you need to show the 
number of hours used!number of hours used!

Justify it with documentation, clock rings, Justify it with documentation, clock rings, 
schedules, etc.schedules, etc.



PROPER REMEDIESPROPER REMEDIES
Identify the affected employee(s)Identify the affected employee(s)

entitlements individually.entitlements individually.

LList the affected employee(s) by name ist the affected employee(s) by name 
with employee ID # with employee ID # 

When this information is provided When this information is provided 
employees can be paid right from Step 3.employees can be paid right from Step 3.



PROPER REMEDIESPROPER REMEDIES

More ideas for proper remedies for More ideas for proper remedies for 
various contract violations are in various contract violations are in 
The Basic Shop Steward Training The Basic Shop Steward Training 
Manual.Manual.



CORRECTIONS OR ADDITIONSCORRECTIONS OR ADDITIONS
Tips for the StewardTips for the Steward::

The most important rule for processing a The most important rule for processing a 
grievance beyond Step 2 is to file grievance beyond Step 2 is to file 
corrections or additions when the denial corrections or additions when the denial 
does not accurately reflect the contentions does not accurately reflect the contentions 
made by the Union or is incomplete. made by the Union or is incomplete. 

Corrections or additions should be factual, Corrections or additions should be factual, 
brief and to the point. brief and to the point. 



CORRECTIONS OR ADDITIONSCORRECTIONS OR ADDITIONS

One of the most powerful rights the Union One of the most powerful rights the Union 
has, to rebut management's Step 2 has, to rebut management's Step 2 
decision denial letter, is through the usage decision denial letter, is through the usage 
ofof corrections or additions as outlined corrections or additions as outlined 
in Article 15 Section 2, Step 2: (g), in Article 15 Section 2, Step 2: (g), 
which stateswhich states::



CORRECTIONS OR ADDITIONSCORRECTIONS OR ADDITIONS

““ If the Union representative believes that the If the Union representative believes that the 
facts or contentions set forth in the decision are facts or contentions set forth in the decision are 
incomplete or inaccurate, such representative incomplete or inaccurate, such representative 
should, within ten (10) days of receipt of the should, within ten (10) days of receipt of the 
Step 2 decision, transmit to the Employer's Step 2 decision, transmit to the Employer's 
representative a written statement setting forth representative a written statement setting forth 
corrections or additions deemed necessary by corrections or additions deemed necessary by 
the Union. Any such statement must be included the Union. Any such statement must be included 
in the file as part of the grievance record in the in the file as part of the grievance record in the 
case. The filing of such corrections or additions case. The filing of such corrections or additions 
shall not affect the time limits for appeal to Step shall not affect the time limits for appeal to Step 
33 or arbitration.or arbitration.””



CORRECTIONS OR ADDITIONSCORRECTIONS OR ADDITIONS
When pointing out inaccuracies in the Step 2 When pointing out inaccuracies in the Step 2 
denial, do so by referencing facts. denial, do so by referencing facts. 
It is difficult to prove something false without It is difficult to prove something false without 
facts and evidence. facts and evidence. 
List all documents shared and not shared at List all documents shared and not shared at 
Step 2, in the corrections or additions. Step 2, in the corrections or additions. 
Normally, management is deficient in one or two Normally, management is deficient in one or two 
main areas when they deny a meritorious main areas when they deny a meritorious 
grievance.  They either slant, twist, or bend the grievance.  They either slant, twist, or bend the 
facts of the grievance or fail to report the facts facts of the grievance or fail to report the facts 
(i.e., leave out the relevant facts which prove (i.e., leave out the relevant facts which prove 
the case for the Union). the case for the Union). 



CORRECTIONS OR ADDITIONSCORRECTIONS OR ADDITIONS

Remember to include the corrections or Remember to include the corrections or 
additions with either the appeal to Step 3, additions with either the appeal to Step 3, 
or the direct appeal to arbitration.or the direct appeal to arbitration.

Under the direct appeal from Step 2 to Under the direct appeal from Step 2 to 
arbitration, the corrections and additions arbitration, the corrections and additions 
become the final written record of the become the final written record of the 
grievance prior to the arbitration hearing. grievance prior to the arbitration hearing. 



MANAGEMENTMANAGEMENT’’S FAILURE TO S FAILURE TO 
MEETMEET

Article 15.4.C
C. Failure by the Employer to schedule a 
meeting or render a decision in any of the Steps 
of this procedure within the time herein provided 
(including mutually agreed to extension periods) 
shall be deemed to move the grievance to the 
next Step of the grievance-arbitration procedure.

Remember, do not miss the time limits!!! 



ASK QUESTIONSASK QUESTIONS

GET ANSWERSGET ANSWERS

INCLUDE IT IN THE FILEINCLUDE IT IN THE FILE



It takes a special type of person to be a It takes a special type of person to be a 
good shop steward and with a little good shop steward and with a little 
patience and a lot of practice you can patience and a lot of practice you can 
become one of the best APWU shop become one of the best APWU shop 
stewards.stewards.









SPECIAL THANKS TOSPECIAL THANKS TO

Joyce B. Robinson, DirectorJoyce B. Robinson, Director
Research and Education DepartmentResearch and Education Department

For her Production of theFor her Production of the
Basic Shop Stewards Training ManualBasic Shop Stewards Training Manual

For detailed information and helpful tipsFor detailed information and helpful tips
a Copy the manual is on the Training CDa Copy the manual is on the Training CD
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