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Exhibit 5.1 Preparation of the Step 1 worksheet

Line 1

Discipline (Nature of) or Contract (Issue) - cite nature of violation or discipline (i.e.,

Letter of Warning, Suspension or AWOL, Overtime Bypass, Denied Annual Leave)

Craft - Clerk, MVS, Maintenance, Special Delivery

Date - Date grievance occurred

Local grievance # - Your num-
bering system as determined lo-
cally.

Line 2

Ugit/Section - Place where vio-
lation occurred

Date/Time - Step 1 discussion
date

Supervisor - Step 1 supervisor
with whom the grievance was
discussed

Grievant-and/or Steward -
names of both
(l.e., Jackson/Moyer)

Line 3

This line is for the name and title
of the Step 1 supervisor and also
the time and date of the Step 1
decision.
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In the block marked_“Initials", the supervisor is required to initial to verify the date of

the decision

Line 4

This line is self evident but must be completed in full




Line §

Enter all grievant information. If the grievance is a class action, this information is not
necessary

Line 6
Job# . Pay Location - See Line 2

Work Location ~ Installation where grievant is employed

Lifetime security - Has the grievant achieved lifetime security in accordance with Ar-
ticle 67 :

Veteran - Is the grievant a preference eligible as outlined in §512 of the Employee and
Labor Relations Manual (ELM),

Line 7

Notes: - Cite any and all applicable articles, manual cites, directives etc...

7(8) Problem - Write a short statement of the problem i.e., " The grievant was by-
passed for overtime. Junior employee worked,"

7(b) Background - The background information based on the investigation you
have conducted and the conclusions you have reached, If your background is extensive
you may continue it on a separate piece of paper,

7(0) Documents - List any and all documents in the grievance file. This list may be
completed on a separate sheet of paper. Notate such in this section.

7(d) Corrective Action - State your requested remedy

7(9) Management's Response - Give an explanation of management’s reason for
their decision, especially if demed



Exhibit 5.2 Preparatibn of the Step 2 appeal form

Complete all information on the Step 2 appeal form, blocks 1-10, utilizing the
corresponding information from the Step 1 worksheet. It is important to include
any and all information available, completing this section in it's entirety whenever

possible,

Under block 11, cite any and all CBA provisions, handbook and manual cites
and/or any written negotiated language which is applicable.

EJ Under block 12,

the Step 2 statement
of facts and con-
tentions should in-
clude the Union's
position and all es-
tablished facts in a
thorough and con-
cise manner, In
most cases, an arbi-
trator will limit the
Union to facts and
contentions  raised
at Step 2. Do not
include any argu-
ments which you
cannot Ssupport or
prove.

BIOCk 13: Once
again, in  most
cases, the arbitrator
will limit the Union
to the remedy re-
quested at Step 2.
Be sure to be clear,
accurate and thor-
ough.
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Anatomy of a properly constructed
grievance

This section is intended to give you a step by step checklist for processing a grievance
from the time a violation is brought to your attention. At times you will be referred to
other chapters/sections of this handbook for further information. Use this chapter as a
guide to ensure that your grievances are properly constructed and are prepared for the
greatest chance of success.

A Meet with the grievant (if there is one) to establish the facts

When a grievant approaches you with a complaint, you should use

this initial meeting to establish the basic background fact circumstances.
You should ask the grievant the six fact inquiries: WHO, WHAT,
WHEN, WHERE, WHY and HOW.

Tn some cases, the Union is the grievant, such as in a class action
grievance. You should then attempt to answer these 6 fact inquiries
through your investigation as outlined below in Steps B and C.

B Request relevant documents

Request any and all needed documents to establish fact
circumstances, Refer to Chapter 4, page 53 for additional
information on Requests for Information.

C Prepare interview questions/Conduct interviews

Construct a seies of interview questions designed to elicit infor-
mation which will support the Union's position. For additional
information on conducting interviews, review Chapter 4, page 58.

D Analyze Information
Review all collected evidence to determine if the fact inquires have




been answered. If not, you may need to repeat Steps A-C

E Establish conclusions

By using the collected evidence, establish in a clear and concise

manner the Union's position and which specific CBA provisions have
been violated.

F Determine an appropriate remedy

Formulate a full and appropriate remedy. Examples of remedies for

specific violations can be found in Chapter 6 Issues Most Prevalently
Grieved. Also, more information on remedies can be found in Chap-
ter 4, page 61.

G Preparation of the grievance file

Your grievance file should include all documents and evidence you have
gathered to support the Union's contentions, These documents should
be laid out in the order in which you are presenting your case. Organ-
ize your documents and evidence keeping in mind that, should your
grievance advance through the grievance procedure, other Union offi-
cers or stewards may need to argue the case. They should be able to
locate the necessary documents in the file with relative ease so that they
are able to effectively present your arguments,

H Preparation of the Step 1 Worksheet

See Exhibit 5.1, page 69, for instructions on completing the Step 1

worksheet.

Meet with management at Step 1 within 14 days from the date of
I the violation.




Appeal adverse Step 1 decision to Step 2 within 10 days from the
date you.receive your decision at Step 1.

See Exhibit 5.2, page 71, for instructions on completing the Step 2
appeal form .

I ;; The Step 2 meeting
Article 15, Section 2, Step 2 (¢) & (d) states:

"(¢) The installation head or designee will meet with the steward or
Union representative as expeditiously ds possible, but no later than
seven (7) days following receipt of the Step 2 appeal unless the parties
agree upon a later date. In all grievances appealed from Step 1 or
Jiled at Step 2, the grievant shall be represented in Step 2 for all pur-
poses by a steward or a Union representative who shall have authority
to settle or withdraw the grievance as a result of discussions or com-
promise in this Step, The installation head or designee in Step 2
shall have authority to grant or settle the grievance in whole or in
part.

(d) At the meeting, the Union representative shall make a full and
detailed statement of facts relied upon, contractual provisions in-
volved, and remedy sought. The Union representative may also fur-
nish written statements from witnesses or other individuals. The
Employer representative shall also make a full and detailed statement
of facts and contractual provisions relied upon. The parties’ repre-
sentative shall cooperate fully in the effort to develop all necessary
facts, including the exchange of copies of all relevant papers or
documents in accordance with Article 31. The parties’ representatives
may mutually agree to jointly interview witnesses where desirable to
assure full development of all facts and contentions. In addition, in
cases involving discharge either party shall have the right to present
no more than two witnesses. Such right shall not preclude the parties
Sfrom jointly agreeing to interview additional witnesses as provided
above, "

Be sure to raise all of the Union's arguments and exchange all relevant
documentation you wish to be included in the grievance file at the Step
2 mesting. Failure to do so will usually result in the Union being
barred from raising such arguments at a later time,



Corrections and/or Additions
Article 15, Section 2, Step 2(g) states:

"(g) If the Union representative believes that the facts or contentions
set forth in the decision are incomplete or inaccurate, such repres‘en-
tative should, within ten (10) days of receipt of the Step 2 decision,
transmit to the Employer’s representative @ written statement setting
forth corrections or additions deemed necessary by the Union.” Any
such statement must be included in the file’as part of the grievance
record in the case. The filing of such corrections or additions shall
not affect the time limits for appeal to Step 3.”

Submission of a corrections and/or additions is a method in which the
Union can ensure that an issue does not get lost or clouded by inaccu-
rate or incomplete statements in management's written Step 2 decision.

M Appeal of adverse Step 2 decision to Step 3 within 15 days of

receipt of the written Step 2 decision.




