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Although every effort has been made to ensure the accuracy of the 
information contained in the ‘CCU Union Steward Training Manual’ and 
there is a commitment to keep it up to date, legislation and professional 
regulations are subject to change and therefore the committee cannot 

guarantee its correctness and completeness at all times. It is advisable for 
users to check against current legislation/language outlined in your local 

Collective Agreement/Constitution/By-laws/Labour laws.
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Grant me the genius to explain to my fellow members the 
policies and plans of our great union - even though  

no one has explained them to me.

Give me the understanding that I may forgive the apathetic 
member, curb the over ambitious, accept the views of the 
member who does nothing until I have done something 

and then tells me how I should have done it!

Make me formidable in debate, logical in argument, 
fearless in confrontation.  A lawyer, actor, mathematician, 

philosopher, peacemaker, sociologist, and economist:  
pleading, cajoling, threatening, belabouring so that I may 

make the best of a good case and a good case  
out of no case at all! 

Teach me to stand at all times with both feet  
firmly on the ground…  

Even when I haven’t got a leg to stand on.

Prayer of Meditation
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Our focus is to give assistance to stewards who are helping union 
members. We tip our union hats to those of you who tirelessly serve your 
co-workers. You accepted the burdens of workplace leadership. It is a 
position that is fraught with anxiety, frustration, and immediacy, but is 
also a position that can be truly gratifying as you help and assist your  
co-workers. That alone is our reward for serving the membership.

Your position is a day-to-day activity of membership contact within your 
unit. Uniquely, by this position you have the opportunity to be on top 
of most situations that occur, whether it is the company violating the 
contract or a member being summoned to an investigative meeting.

Most members look first to their stewards. You are most often available 
on a daily basis, you have frequent and direct contact with your union, 
and usually you do or will soon understand intimately the essence of the 
contract language. Whether you are a new steward or one with years of 
true experience, you have many people relying on you to protect their 
interests and to enforce their labour agreement.

The following is an example of a card that an employee can either 
read or present to management prior to a meeting where the employee 
believes that discipline or termination may result:

Introduction

“If this discussion could in any 
way lead to my being disciplined 
or terminated, or affect my 
personal working conditions, I 
respectfully request that my union 
representative, officer, or steward 
be present at this meeting. Until my 
representative arrives, I choose not 
to participate in this discussion.”
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The Confederation of Canadian Unions (CCU) is the largest federation 
of independent labour unions in Canada. It was founded in 1969 on the 
commitment, dedication, and perseverance of Kent Rowley (1917–1978) 
and Madeleine Parent (1918–2012); often regarded as two of the finest 
labour organizers in our nation’s history.

The CCU currently has 20,000+ registered private and public members 
employed in every sector of the economy including education, health 
care, wood/pellet manufacturing, pulp, textiles, office and clerical, 
hospitality, petroleum, ship building, construction, transportation, 
communication, and plastics. 

Every affiliate within the CCU should have an 
awareness, understanding, and appreciation 
of the functions of the CCU, including but 
not limited to supporting and participating 
co-operatively with many social activist 
groups. These include the Canadian Centre 
for Policy Alternatives, the Maquila Solidarity 
Network (MSN), the Council of Canadians, 
the International Civil Liberties Monitoring 
Group (ICLMG), and various health coalitions 
such as Make Poverty History and The 
Gathering Place. We write submissions and 
lobby all levels of government on issues 
such as health care, education, pay equity, 
social services, forestry, fair trade, and labour 
standards for workers.

The Confederation of Canadian Unions also 
supports affiliates during labour disputes and 
difficult economic times and has established 
a travel pool to assist affiliates with travel 
expenses to ensure the greatest amount 
of participation by members and bottom-up 
democracy.

History of Confederation of Canadian Unions (CCU)

Kent Rowley, co-founder of the CCU

Madeleine Parent, co-founder of the CCU
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• To unite all workers in one democratic, national, independent 
Canadian labour movement.

• To establish a just standard of income, working hours, and conditions 
for all who work for a living.

• To protect its members from illegal and unjust treatment.

• To obtain improved legislation and just application of legislation in the 
interests of all workers.

• To promote the study, defense, and development of the economic, 
social, and moral interests of all workers.

• To promote and develop awareness of the dangers of environmental 
pollution, to educate its members in the need for controls and 
prevention of the pollution of our environment.

• To promote the merger or affiliation of affiliated unions with related 
interests and principles.

• To aid workers in their efforts to form independent Canadian unions 
and, if necessary or requested, to regulate relations between 
employees and employers, including but not limited to the right to 
bargain collectively on their behalf and to act as a bargaining agent, 
after full review and concurrence of the executive board.

• Aid in organizing the unorganized. 

History of Confederation of Canadian Unions (CCU) Aims and Objectives

Kent Rowley, co-founder of the CCU

Madeleine Parent, co-founder of the CCU
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We all know that shop stewards, like any other group, have individuals 
with varying degrees of experience. Some will desire information on 
basic union principles, others will wish to know intricacies of arbitration. 
The knowledge gained should not only make us capable of being better 
shop stewards, but also give us confidence when we participate in other 
union activities.

The most cohesive force in any union is the shop steward. Shop 
stewards who are willing and educated can change a good union into an 
effective one by projecting their union’s principles to the membership, 
and ensuring equalization of working conditions for  
all workers throughout a workplace.

Executive boards and committees can only react to information they 
receive. The old adage, “the squeaky wheel gets the grease” holds true 
in union life. However, to be an effective, confident, and respected shop 
steward, you must have knowledge. Militancy, aggressiveness, and a 
desire to right a wrong have no effect without it.  

Shop Steward: Effective Leadership
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Shop stewards represent departments, shifts, and work sites. They 
police collective bargaining agreements, they advise employees on 
contract provisions, and they represent employees in on-site grievance 
proceedings. A steward’s job is important and exciting. You can 
contribute to the welfare of your fellow workers and at the same time 
strengthen your union.

Your position, however, is not without its perils. In order to be effective, 
you must protest management actions, which violate the collective 
bargaining agreement, are arbitrary or unfair, or threaten the health and 
safety of employees. This may result in insubordination charges against 
you or other harassment by your employer. To prevent reprisals and to 
gain respect from management, stewards should be prepared to use all 
available union weapons. The three major ones are union solidarity, 
the union contract, and labour laws.

Shop Steward: Effective Leadership
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For our purposes, a steward is the person who manages the affairs of 
union members in the workplace, especially matters concerning working 
conditions, job security, fair treatment, and payment of decent wages. 

The steward is the cornerstone of the union and the union’s workplace 
ambassador. In the eyes of the members, the steward IS the union. The 
success or failure of implementing the terms of the collective agreement 
and building the union rests with the steward. Without them, even the 
best contract can be neutralized and made ineffective by the employer. 
The wisest union leader and the most effective administrator cannot build 
a union and make it function without the help of the steward.

Most workers judge the union by the calibre of the steward that 
represents them. When a steward is helpful and settles their grievances, 
the members feel the union is working for them. A good steward means a 
good union in the eyes of the members.

In many instances, the future leader of the union will be someone 
who has been an active steward. It is very likely these same men and 
women will represent labour at conferences and national policy-making 
conventions down the road.

Being a steward is a tough job, but it can give a person a lot of self-
esteem and satisfaction. There are some rights and responsibilities 
which go with the job. For example, stewards are expected to abide by 
the union’s constitution, local union bylaws, and comply with the terms 
of the collective agreement and labour legislation. These documents 
impose mandatory responsibilities upon stewards and bind them to a 
certain course of action. Good stewards will feel a responsibility to help 
the average member to become good trade unionists, not just dues 
payers, and set a good example with their conduct and dedication to the 
union cause.

The steward has the right to expect the loyal support of the members. 
This is particularly essential on decisions that have been endorsed at 
membership meetings. In addition, the steward has the right to expect 
membership participation by attending union meetings, union education 
classes, and union rallies.

Shop Steward: The Cornerstone of the Union
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The steward also has the right to expect protection by the union in the 
event of victimization or attacks from the employer because of his/her 
role as a steward. In addition, the union has an obligation to provide 
educational forums to assist stewards to carry out their duties effectively. 
Within the steward system in the union, we already have in place a 
powerful tool of defence and organizing. Our collective agreements 
mandate us to seek resolution for the grievances in our members. 

They also mandate us to leadership positions within the workplace 
on issues of concern to our members. These roles, which we will call 
advocate and organizer, can be augmented to provide an effective 
mechanism for creating strong unity amongst our members.

The shop steward plays a crucial role in the democratic union. It is her/
his job to be the union to those members that she/he represents. This 
job involves two major functions; both must be fully developed, equally 
balanced and interrelated with each other. One is that of advocate, 
which simply means defender. As an advocate, our job is to defend our 
members in order to preserve the rights we have already won. These 
rights are entrenched in our collective agreements and supporting 
legislation such as the labour code. The process for defending them is in 
the grievance procedure. All grievances are rooted in the fact that either 
the collective agreement itself or the intent of the collective agreement 
has been violated. It is important to remember that if we do not grieve 
a violation of our agreement, it is like taking a right we have won and 
giving it back. Our collective agreement is the formal contract between 
management and ourselves which states the rights that we have been 
able to achieve since the founding of our union. 

The other function of the steward is that of organizer. In our organizing 
role, we are responsible for helping to unify our members, as well as 
developing the potential of each member to whatever role is possible 
within the collective bargaining unit. For example, let’s look at the 
possibility of potential in terms of our members. One of the members 
we are responsible for may show great interest and commitment. We 
would then want to familiarize her/him with the collective agreement, 

Shop Steward: The Cornerstone of the Union
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the grievance procedure, and any resources the union has available. 
Eventually, we may assist that person in taking a leadership role within 
the union. On the other hand, another of our members may be very 
hostile to the union in the way she/he thinks and acts. In this situation, 
your organizing job would be to do everything possible to educate this 
person and to minimize the negative affect.

The balance and interrelation of the steward’s role of advocate and 
organizer is more complex, but critical to the development of a strong 
union. As stewards, we must make sure that our members understand 
every grievance, what it involves, and what is at stake for us as a 
collective, and the fact that every grievance won or lost has implications 
for us all. We must develop issues that come from grievances in a way 
that our members can identify with them and always emphasize the 
collective rather than the individual win or loss. The number of members 
for whom each shop steward is responsible differs from union to union, 
but the roles that stewards play, remain virtually the same.

Active, Informed, Educated Members = A Stronger Union!

Shop Steward: The Cornerstone of the Union



Confederation of Canadian Unions 13

Advocate:

• Defends workers’ rights that have been won so far.

• Uses the grievance procedure.

• Grounds the grievance in the direct statement or intent of the 
collective agreement.

Organizer:

• Works to unite members in the best interest of the union.

• Helps to develop the potential of each union member.

• Develops issues in a way that members can identify with.

Interrelation:

• Makes sure each grievance is understood collectively by union 
members.

• Makes sure issues are developed and works toward making the 
collective agreement better.

• Advocacy techniques combine the skills of communication with those 
of negotiation and knowledge of the law. 

When trade unions were finally able to achieve a formal contract which 
entrenched an agreement between union and management, there was 
no need to set up a system where violations of that agreement could be 
appealed. The steward system and the grievance procedure gave us 
a process for achieving this. In many ways, the steward as advocate is 
similar to a part-time lawyer, but it is in looking at the differences between 
the two that the ethics of advocacy can be seen.

The Role of the Steward

Interrelation

Advocate

Steward

Organizer
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Accountability

Although a lawyer is accountable to her/his client specifically, the steward 
is not. We are accountable to the whole collective bargaining unit and in 
every grievance we defend a job or a condition of work, not the specific 
worker involved. That is why the grievor loses ownership of her/his 
grievance after it has been filed; it becomes the property of the union as 
a whole.

Sides

Because our accountability is always to the collective bargaining unit, as 
stewards we can only defend one side – the union’s side. As stewards, 
we are only responsible for making sure that our rights under the 
collective agreement are defended. It is management’s responsibility to 
defend theirs. Stewards have to be careful when grieving that they do not 
fall into the trap of trying to solve management’s problems rather than 
keeping to the issue of their rights under the collective agreement.

Organizing

As was previously stated, our advocacy must always be tied to and 
interrelated with organizing. Lawyers are finished with a case when 
their client has been determined guilty or innocent. Because stewards 
are defending a whole collective, our job is not finished at this point, but 
continues in our organizing function.

The Role of the Steward



Confederation of Canadian Unions 15

Professionalism

Because lawyers make a living from defence, their professionalism 
requires that their clients are somewhat removed from the process of 
their own defence. Most people do not understand the language or 
techniques used in a courtroom and pay a lawyer to access information 
for them. Stewards, on the other hand, are volunteers who perform our 
advocacy work on a part-time basis. The need to have our members 
understand our collective agreement, and any grievances arising from its 
violation, is very important. It is therefore our responsibility to demystify 
our contracts as much as possible, and to be equal to our grievor, rather 
than a professional resource. This will permit us to develop an advocacy 
system that works towards building an active union, rather than one 
where members are dependent on a few people to solve their problems.

The Role of the Steward
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What should you do first?

Talk with other officers and stewards in your union, or the person who 
was doing the job before you. They can tell you what the job involves, 
give you a history of issues in your workplace, and provide answers 
to questions you may need to ask. Read every word in your collective 
agreement! Go through it with someone who knows it well. Your job is to 
make sure the collective agreement is adhered to in the workplace.

Meet with your union’s leaders

Set a time to meet in person with your union’s executive. Do your best to 
get answers to all these questions:

• What steps must be followed in order to process a grievance? 

• Who writes and submits grievances? Who attends grievance 
meetings? 

• Who decides whether a grievance goes to arbitration?

• How do we deal with problems that are not grievances?

• Whom should I go to when I need to make sure I understand the 
wording (or language) in the contract?

• What are the current issues in the workplace?

• What role do stewards play in bargaining, union communications, 
campaigns, and other union activities?

Where can I get:

• A list of the people I represent.
• A list of key contacts.
• Grievance forms.
• Grievance fact sheets.

Can I access older files (meeting notes) for reference? Where should I 
keep new files I create?  When, where, and how often does the union 
hold meetings?

So Now You Are A Steward



Confederation of Canadian Unions 17

The members you represent need to know who you are. They need to 
know how to reach you, and how a union steward can help them solve 
their problems in the workplace. Often, the best way to let people know 
you are a steward is for an executive member to introduce you to people. 
If this is not possible, you must do it yourself. Even if you already know 
everyone, take time to visit the members and let them know you are now 
a steward.

• Introduce yourself to everyone you represent.

• Give people written information about your role as a steward. You can 
do this by e-mail; send out flyers, or by posting details about you and 
your role on the union website or union bulletin board.

• Introduce yourself to the supervisors and managers you will be 
dealing with.

• Wear union swag (pins, buttons, etc.) in the workplace.

• Find out when a new employee is hired, and introduce yourself right 
away.

Orientating new members

• Does your collective agreement permit one-on-one orientation?  
Some agreements permit the union to present in employer sessions 
with new employees. Even a brief, one-on-one chat is a good 
opportunity to make a good first impression and demonstrate the 
union’s and your willingness to help.

• Explain primary functions of your local (and the CCU). 

• Explain the collective agreement as the negotiated rules of the 
workplace.

• Ask if they have signed a membership application card. If not get one 
for them. 

• Ask if they have any questions about the union or the workplace. 
 

How to Establish Yourself as Union Steward
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Here’s what you need to get started as a steward:

• A copy of the Collective Agreement/Constitution/Policy Manual/
Bylaws.

• A list of all the members you represent (names, how to contact them, 
seniority, job classification, and wage rates).

• Workplace policies.

• List of union contacts (email, phone numbers, etc.).

• Access to labour legislation.

• Access to human rights legislation

• Access to health and safety laws.

• Global Harmonized System (GHS) (formerly WHMIS) - Workplace 
Hazardous Information System.

• Grievance forms (see appendix I).

• Arbitration decisions.

• Notebook and pens.

Where do I get my authority? 
You get your authority from labour laws. 

Labour laws give the union these basic rights:  

• The right to file a grievance.

• The right to have management respond to a grievance.

• The right to take a grievance to arbitration if the grievance is not 
resolved  
to the satisfaction of the union.

• Laws that deal with health and safety, human rights, and employment 
standards can also give the union rights in the workplace.

• Your collective agreement might give you other rights in the 
workplace.  
For example, you may have the right to set deadlines for responses 
from management under the grievance procedure.

How to Establish Yourself as Union Steward
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• Do union work on the employer’s time.

• Meet with union members in the workplace.

• Attend meetings to investigate a problem.

• Attend meetings to represent members being disciplined.

If your collective agreement is silent on an issue, the employer more or 
less has the right to do what they want (as long as they do not break the 
law).

What does a steward actually do?

• Investigate, write, and file grievances on behalf of members.

• Help to solve problems outside the grievance procedure.

• Ensure good communication between the members and the 
executive.

• Educate members about the collective agreement, about the union’s 
role in the workplace, and about important social issues.

• Stand up as a strong ally with members from equality-seeking groups.

• Mobilize members to support the union’s role in bargaining, to attend 
public rallies, etc.

• Act as a mediator when members are in conflict with each other.

• Help a member get accommodation or return to work after an injury or 
illness.

• However, you are not a counsellor; know when to refer a member to 
the Employee Assistance Program (EAP) or another external support 
agency.

Your role as a steward is to watch and listen to what’s happening in 
your workplace. As part of this role, you will want to inform the officers 
of issues that the union needs to deal with in bargaining; watch for early 
warning signs of contracting out, and stay alert for other problems.

How to Establish Yourself as Union Steward
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Be well informed:

• Know the collective agreement and workplace policies.

• Understand how laws and regulations affect your workplace and 
sector. This means learning about labour law, health and safety law, 
compensation for injured workers, human rights law, etc. Know that in 
some workplaces there is specific legislation that regulates how the 
employer operates. For example, it can regulate how assignments are 
made, how duties are performed, etc.

• Know about the current issues in your union, such as when bargaining 
begins, what the main campaigns are, and when elections, hearings, 
and important arbitration decisions will happen, etc.

• Know what’s going on in the workplace. Read the employer’s notices, 
financial reports, etc.

• Check local news for stories about your workplace/political climate. 

How to Establish Yourself as Union Steward

A Strong Local Team = A Stronger Local!
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Be well connected:

• Know when to go to someone else for help on an issue.

• Seek and provide a second opinion on issues.

• Learn from more experienced table officers and stewards.

• Stay in contact with other unions in your workplace.

• Attend union meetings and steward meetings.

• Act with integrity and honesty.

• Respect members’ right to privacy.

• Avoid gossip.

• Do not take sides in conflicts between members. Represent all 
members fairly.

• Be a champion for the Duty to Accommodate and Duty of Fair 
Representation.

• Know your facts before you speak.

• Reflect on where you are strong and where you need to get stronger.

• Learn from how you are doing the job.

• Seek education and training in the areas where you would like to 
learn more.

• Share issues brought to you by members – they could turn out to be a 
concern of many members.

• Exchange tips on investigations with other stewards and officers.

• Discuss interpretations of the collective agreement. 

• Strategize over emerging workplace issues or developments.

• Share tasks such as new member orientation, urging members to 
attend local meetings, communications during bargaining, etc.

How to Establish Yourself as Union Steward
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• You do not have to be an expert in all areas. Stewards are always 
being asked questions. Do not act as if you know what you are talking 
about when you do not — the membership will see through it. Say you 
will find out and get back to them.

• Find out where to turn for answers. Your union officers and staff 
should be knowledgeable in contract interpretation and many areas of 
labour law. Other union activists can be important people to rely on. 
Depending on where you work, there may be a few people who work 
in different offices or departments who know more than anyone what 
goes on behind management’s closed doors.

• Knowing how to delegate tasks is your most important skill. 
Recruiting volunteers is an easily learned skill. Some people do it 
naturally, others benefit from specific training in recruiting or team 
building.

• Do not try to do it all yourself, it will not work. You will not be able 
to do anything as well as you could, you will get frustrated, and then 
you will burn out. The more people you get involved, the more you 
can accomplish.

Steward Roles and Responsibilities
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• Your job is to empower and educate people. Give a person a fish, 
s/he’ll eat for a day. Teach a person to fish, s/he’ll eat for a lifetime. 
If all you do is solve other people’s problems for them, what are they 
going to do when you are not there? Help people learn how to solve 
their own problems. Know your membership! What works for one will 
not always work for the other. Develop different strategies/skills and 
approaches for dealing with people.

• Ask several questions and take notes. Note taking is key. Educate 
your members. Keep all records/notes. Socrates did not get to be 
famous for nothing. The best ideas come from collaborating with 
others and thinking/strategizing about old problems in new ways.

• Learn how to listen. Sometimes just being willing to listen is the 
most important thing you can do. When you are organizing, you need 
to know how other people feel and how they view the situation before 
you can influence them. Ask and listen.

• Do not let management treat you like a second-class citizen. 
When you are representing your co-workers as their union steward, 
you are co-equal with the supervisor you are dealing with. You are 
both intelligent adults. On the job, your supervisor may have authority 
over you. However, on union business, you are his/her equal.

• Never assume that management knows better than you do. Most 
supervisors have little understanding of contract rights or labour law. 
They have experience in programing or production and in supervision. 
Anything you learn about employees’ rights on the job makes you 
more of an expert in that area than they are.

• Pick your fights. Defending your fellow employees is an important 
part of a union steward’s job, but if that’s all you do, you are always on 
the defensive. If you identify issues and take the initiative to demand 
changes, you will make important progress. Do not let management 
control the agenda. Be proactive; pick issues that you think will give 
you an advantage.

Steward Roles and Responsibilities
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• Always get back to people. If you want the trust of your co-workers, 
you have to be responsible and reliable. Do not promise things you 
cannot deliver, and be sure to follow through on what you commit.

• Be organized in your own life. Pick a system and keep to it. How 
are you going to keep track of appointments and meetings? Where 
are you going to keep notes and reminders to yourself? Discard 
papers you do not need, and have a good system for finding the 
documents you do.  

• Be a responsible employee on the job. Not only is this important 
if you want your co-workers to have respect for you and your 
opinion, but it keeps you from getting into unnecessary trouble with 
management.  

• Maintain a good sense of humour. On one hand, humour can be a 
powerful weapon against an irrational supervisor. On the other, do not 
take yourself too seriously. If you get self-righteous, you will not learn 
from your mistakes and you will turn people off. Keep your eye on the 
prize. Accept that there will be setbacks. 

• There will be losses. Sometimes people will get angry with you, and 
sometimes you will start to wonder if it’s all worth it. As long as you 
remember that collective action is the only real way to change things 
for the better, you will know that in the end, helping to build the union 
is the best thing you can be doing for yourself and your family.                                                          

Steward Roles and Responsibilities
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To be an effective, successful steward, you must be committed to using 
the best practices available: 

• Represent Fairly: It is all too easy to dismiss someone’s concerns 
based on who they are and what you know or have heard about 
someone. Sometimes, in amongst all the complaints a chronic 
complainer makes, is a legitimate complaint that should be 
addressed. Failure to address a legitimate complaint is not only unfair 
to that member, but also leaves the union open to liability. 

• Be Factual: Never make promises, even when you think the member 
is completely in the right and it’s an issue that’s been won in the past. 
there may be facts that you are unaware of, or we may just get a bad 
decision from an arbitrator.

• Take a Consultative Approach: Nearly all grievance settlements 
are subject to final approval by the local executive. At the very least, 
before making a deal, the grievor’s opinion should be sought. If the 
grievor does not agree with the resolution, you may see your deal turn 
into a complaint of failure of fair representation.

• Instill Trust in the Membership: Managers will want to try telling 
you their side of the story. What they tell you may be entirely true and 
relevant and be needed information, but it is far better to have the 
grievor and/or another witness there to hear exactly what is being 
said. Closed-door meetings without the grievor can lead to distrust 
with your representation.

• Follow Grievance Procedures and Timelines: There’s nothing 
worse than having a really good case, only to have the merits never 
heard because you missed the timelines. If you inadvertently miss the 
timelines, do not give up. Move on it and see if the employer objects.

• Be Direct: If you do not know the answer, tell the person you will find 
out and get back to them. Don’t be embarrassed by not knowing. 
Labour and employment issues are constantly evolving and the 
difference of one little fact from a previous situation may change 
everything. 

• Help Everyone in The Best Way:  A union advocate cannot always 
give the answer the member wants to hear. If the member does not 
have a legitimate complaint, it’s better to tell the member and give 
as thorough an explanation as possible. If the member is still not 
satisfied, direct her/him to a local executive member or a business 
agent.

Steward Tools: Best Practices
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• Keep Good Notes: When the matter finally gets to arbitration, six 
months, a year, or even longer down the road, the notes you kept at 
the very beginning and during each meeting and conversation will 
come in very handy. Do not worry about your messy handwriting or 
not getting everything down; just do the best you can.

• Maintain Confidentiality: Nothing, but nothing, can blow a member’s 
trust more quickly than not respecting confidentiality. Both those you 
are talking about and those you are talking to will think you cannot be 
trusted with their sensitive issues.

• Seek Assistance: If you are feeling overwhelmed, go to another 
union steward, an executive member, or business agent for help. 
If you need time to deal with your own issues, step back from your 
union advocate role and do so.

• Learn From Your Mistakes: Even experienced advocates 
occasionally falter. Do your best to deal with the mistake, learn from it, 
and move on. You have taken on a volunteer responsibility that a lot 
of others haven’t, and all anyone can expect is that you do your best.   

There is nothing so persuasive for your membership to see than being an 
example of what leadership should reflect. Let the following standards be 
your guide:

    

• Patience

• Model Employee

• Understanding

• Leadership

• Trustworthy

• Non-
Discriminatory

• Wisdom

• Credibility

• Fairness

• Professionalism

• Integrity

• Thorough

• Communicative

• Knowledgeable

• Hard Working

Steward Tools: Best Practices
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Under labour laws and the collective agreement, stewards and 
supervisors are equals. This is because each of you represent the 
interests of your side. Try to develop a good working relationship with the 
employer representatives you deal with. 

Insist on retroactive settlements. Stick together with workers and other 
stewards. Disagree with dignity. If you intend to appeal, say so.

Do’s and Dont’s of Dealing with a Supervisor/Manager:

1. Be a good listener.

2. Have the supervisor take the burden of proof.

3. Co-operate, but do not be too ready to settle.

4. Avoid personal rivalries. Hold your temper. 

5. Do not talk too much.

6. Do not bluff.

7. Demand the same respect from supervisors as you give them.

8. Do not discuss personalities.

9. Set a definite time for an answer. 
 

What if a supervisor refuses to work with me?

The employer does not always know if supervisors are doing a good 
job or not. If you cannot get a supervisor to work with you, let the 
employer know there is a problem and how you have tried to solve it. 
Use the grievance procedure if the supervisor is violating the collective 
agreement. If the problem continues, talk to members of your union 
executive about how to put pressure on the employer to deal with the 
supervisor. 

Steward Tools: Effectively Dealing with Management

Q
A

Best Practices
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Can I leave my work assignment to represent a member who is 
being disciplined, even if a supervisor says I cannot?

If the language in your collective agreement gives stewards the right to 
leave work to represent members, remind the supervisor of this. Explain 
that the member has a right to union representation. In a polite way, 
you could encourage the supervisor to check with their superior about 
your right to represent the member. If the supervisor still refuses to let 
you leave your assignment, ask if another union representative can be 
present, or if the employer will delay the meeting until the member can 
have someone from the union present.

If the supervisor still refuses, and if not having union representation 
will do irreparable harm to the member being disciplined, consider 
disobeying the supervisor’s order. Your reasoning will be to prevent the 
member from being unrepresented.

If a member is denied union representation, this should be part of the 
individual grievance you file on behalf of the member being disciplined. 
As well, the union can file a grievance on your behalf as an officer and a 
policy grievance on behalf of the union.   

What if a supervisor asks me to pass a message along to the 
members?

Ask the supervisor if this is formal communication with the union. If it is, 
tell them they must write to the correct union official. If the supervisor 
is asking you informally to let members know about something, ask 
them to communicate work rules directly to employees. For example, a 
supervisor might ask you to let people know they are taking too many 
breaks. You might want to help because you want to avoid members 
being disciplined. However, if you pass on a message of this kind, the 
members might start to wonder whether you are working on behalf of the 
union or the employer.

Steward Tools: Effectively Dealing with Management

Q
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A
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Can I be disciplined for doing my job as a steward? 

Yes, but…

Members have the right to union representation, and you have a 
responsibility to defend members’ rights and speak up to the employer 
on their behalf. You need to be able to act without fear of retaliation. In 
some cases, you might decide to ignore a directive from a supervisor and 
risk discipline in order to fulfill your duties as a steward. For example, 
if the supervisor will not allow another union representative to attend a 
meeting instead of you, or if the supervisor will not delay the meeting 
until someone from the union can attend.

If the member will suffer “irreparable harm” because you could not attend 
the meeting.

If the situation is time sensitive, such as when you learn about a 
collective agreement violation just before the deadline to file a grievance 
(and missing the deadline would mean losing the right to grieve the 
violation).

There is a dangerous situation in the workplace.

If you decide to disobey a supervisor to fulfill your duties as a steward, 
tell them immediately that you are acting as a steward in accordance with 
your union rights.   

If you are disciplined for doing your job as a steward, have the union file 
a grievance. 

Although you and the employer are equals when you are doing your 
job as steward, being a steward does not change the fact that you are 
also an employee. Like other employees, you need to do the work that 
is assigned to you and follow the terms of the collective agreement. You 
can be disciplined if the employer has just cause.   
 

How to Be a Good ListenerSteward Tools:Effectively Dealing with Management

Q

A
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Listening well is critical to performing well as a union advocate. It’s an 
art, just like communicating with confidence. Moreover, like speaking, it is 
an active process.

What is Involved with Listening Well?

You must really hear what the other person is saying, and understand 
what is being said. One of the best ways to expand that horizon 
is to expose ourselves to other thoughts, ideas, opinions, values, 
experiences, and perspectives. We do this by opening our ears and 
minds to them. We do this by listening. Effective listening offers you 
many benefits and encourages the speaker to feel valued.

Encourage Dialogue with Eye Contact and Expression

One way to get dialogue started is to ask non-judgmental questions. 
Once you begin to get answers, encourage the person to continue talking 
by asking more questions. You can show interest in a variety of ways. 
Maintaining eye contact is one of the most important. A nod of the head 
confirms listening and understanding. Give your full concentration to the 
person speaking. Few things discourage dialogue more quickly than 
looking away or interrupting a person to whom you have addressed a 
question.

Listen Intently, Concentrating on the Individual

If you think you know what a person is going to say or you are 
formulating what you are going to say next, you are probably not actively 
listening. Try to listen to the main points without evaluating or passing 
judgment. Once you start evaluating, you will be formulating your own 
ideas instead of listening to the speaker’s ideas.

Steward Tools: How to Be a Good Listener

“I remind myself every morning - Nothing I say this day will teach me 

anything. So if I’m going to learn, I must do it by listening.”

Larry King
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Seek Clarification and Confirmation: Paraphrasing

Actively seek clarification and confirmation. This not only helps prevent 
misunderstandings, it shows the speaker that you are interested in 
what he/she is saying. The best method of seeking clarification is to 
ask questions immediately if something the speaker says is unclear. 
You might say, “Could you go back over that one more time?” or, “Wait 
a second, I’m getting lost. Can you explain that in a little more detail?” 
Seeking confirmation is a little different from seeking clarification in that 
you think you have understood what the speaker has said but you want 
to confirm that you really have. An excellent way of confirming is to 
paraphrase. Paraphrasing means repeating to the speaker what he/she 
has said in your own words. Seeking clarification and confirmation are 
critical to active listening because they serve as a check to make sure 
you leave the conversation having really understood what the speaker 
said.

Tips on the Art of Listening…

• Stop talking. You cannot listen and talk at the same time.
• Do not interrupt. Give people the time they need to express 
themselves.

• Concentrate on the words, ideas, and feelings of the speaker.
• Look at the speaker. This shows you are listening.
• Put your feelings aside. These are obstacles to attentive listening.
• Avoid distractions. Do not focus on phones, pencils, paper, and other 
objects on the table.

• Share responsibility for communication with the speaker. If you do not 
understand, ask for clarification.

• React to the idea, not the person. The idea may be good, even if you 
dislike the person.

• Avoid mental arguments. This just puts up a wall between you and the 
speaker.

• Listen for how something is said, not just what is said: the feelings 
behind it.

• Do not jump to conclusions. 

Steward Tools: How to Be a Good Listener
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Many of you have firsthand experience on having to go back to your 
notes to either: 1) refresh your memory on a conversation or meeting, 
or 2) attempting to prove that something either was, or wasn’t, said in 
a conversation or meeting. In the moment, it seems that something so 
importantly stated will never escape your memory. The truth is, with 
our busy lives, and increasing number of roles we play, it is difficult, if 
not impossible, to remember these things. More importantly, a written 
account of a conversation is invaluable later in arbitration, negotiations, 
and other situations where it might only be YOUR NOTES that save 
someone’s job, or prove the intent of some language.

Not everyone is a great notetaker, and not everyone can type 
transcriptions of what is being said in the moment. Written documentation 
is vital to your steward role. Here are some tips for notetaking:

Slow it Down 
There’s nothing saying you have to keep pace with the cadence of a 
conversation. If you heard something that is noteworthy, stop the speaker 
and remind them you are taking notes.

Enlist a Helper 
Enlist the help of a fellow steward to take notes. This is a great 
opportunity for a “junior” steward to observe the process and learn the 
ropes.

Use the “Slow Down” as a Tactic 
Sometimes when you ask someone to pause while you capture what 
they have said can elicit deeper thought and further clarification on their 
part. You might also get a better explanation (more information) in the 
process.

Steward Tools: Note Taking
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Listen for Key Phrases and Words 
Discussions that happen in meetings regarding grievances or contract 
language will often include the position of both parties. Is there a 
potential for something that has been stated to be used to clarify the 
intent of a certain practice, or procedure down the road? While things 
seem entirely clear when you are living the issue, 20 years from now, 
with other players in the mix, or different systems being used, will it seem 
so clear?

Do Not Let Note Taking Get in the Way 
Imagine you are a member asking a steward for help for the first time. 
As you are explaining your concern to the steward, you notice that he/
she is not looking at you, but is simply focused on writing down what you 
say. How might that make you feel? Might you begin to be self-conscious 
about your words? Might you wonder if she is really hearing what you 
are saying? Would you feel like you were connecting with the union rep? 
Failure to make eye contact with the member can send the unintended 
message, “You are not important” and you will miss the opportunity to 
build a greater steward-member relationship.

Review or create a submission/retention policy for steward notes within 
your local. Do not be too quick to discard anything. You never know what 
will be needed down the road.

Steward Tools: Note Taking
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Use spiral bound notebooks 
Keeping an ongoing log, in a spiral bound notebook. Not only does 
it keep all of your notes in one place, it also provides some added 
credibility when submitted to an arbitrator or other decision maker. It’s 
very difficult to “create” notes in a spiral bound notebook where you 
cannot insert pages.

Important information should be noted 
Every time you sit down for some order of business as a steward, the top 
of your note page should include the following:  

The date (day/month/year) and time - The year is a vital 
component of your notes. Again, it seems like you will never forget 
when these discussions took place, but it happens. Consider 
grouping your notes by year.

The people present (including last names) - Even if your notes 
are not the most comprehensive, having noted who else was 
present could, a) help with the recollection of the conversation, or b) 
act as a resource to assist with your own note taking, which might 
prove to be helpful.

The location of the meeting - The location of the meeting may 
not seem important but it’s enough information to sometimes jog a 
memory and lend an element of credibility if you have clarity around 
the facts.

The subject of the meeting - Often multiple subjects are discussed 
in member meetings. If this happens, make a note of the subjects 
at the top of the page. This will help to organize your notes and to 
recollect what was discussed.  

Good note taking starts with good listening, by focusing on what is being 
said, who is saying it, the tone of voice, and nonverbal messaging. A 
union representative may miss many of these if his or her head remains 
buried in a notepad. Asking relevant, probing questions will help clarify 
the facts - who, what, when, where, how, and why of the issues. 

Note taking is a skill and like any other skill, with practice; you will get 
increasingly better at it.

Steward Tools: Note Taking
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Be vocal, ask questions 
Encourage members to ask questions, “Who is making the decisions, 
and who will be forced to live with the results, and is this fair?” People 
should not accept the status quo, a rule, or an answer simply because 
it comes from the authorities, whether that authority is the government, 
management, the union, or even you. An effective organizer encourages 
co-workers to think for themselves.

Talk one-on-one 
Almost every activist will confirm that the most effective organizing tool is 
face-to-face interaction with members. Often, you will be the only person 
who is willing to take the time to hear them out. Your attention and 
understanding will help boost morale, raise confidence, and encourage 
members to become more involved.

Educate your members 
Organizing is about changing management-worker relations and 
improving the balance of power for workers. We do this by educating 
members about both their rights and responsibilities. As a steward, offer 
an alternative view on behalf of workers and the labour movement than 
that portrayed by the business media, government, and corporations.

Find the natural leaders 
Seek out the natural leaders in your workplace. These are not always 
the loudest or most outspoken people, but they are the people whose 
opinions matter to co-workers. Often your messages will have more 
influence if you can win over the opinion leaders. 

Encourage collective activity 
In addition to talking with individuals, strive to create a sense of solidarity. 
Encourage members to talk to one another and to see each other as a 
cohesive group. Remind members, collectively WE are the union!

Steward Tools: Encourage Participation
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Start small, think big 
Encourage people to increase their commitment over time, but do not 
overwhelm them. Tactics need to have the support of members and 
not involve more risks than members are willing to accept. Know your 
members - start small, ask people to wear a button or hat in support of a 
union campaign. Then encourage them to come out to a local meeting or 
attend a rally. 

Organize around issues 
Members are not willing to take action for its own sake. Actions should 
have a specific, winnable goal that is important. Grievances can be 
a great organizing tool. The key here is to make the issue visible and 
public, so members know what management has done. Wherever 
possible, make them collective grievances that involve many members. 
Do not just file a grievance, make it active, and mobilize members to face 
the employer representatives who are causing the problems.

Rights of New Members 
As shop stewards, we have a duty to protect the rights of all members. 
For our newly hired members, it’s even more important to reach out 
and connect as soon as possible. Highlight the benefits of working 
in a unionized environment and answer any questions the member 
may have. You want to make a good first impression and make new 
employees feel comfortable and confident that they can rely on you 
and the union for assistance. For some, it may be their first experience 
working in a unionize shop. Positive personal contacts can establish a 
rapport that will grow and develop for many years to come.

Steward Tools: Encourage Participation
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Meeting New Members 
Most collective agreements have language about meeting with new 
employees during work hours. Make sure that you have your information 
well organized to cover all the important points, especially around 
the probationary period, and how the dates work in your particular 
local. Make sure every new member receives a copy of the collective 
agreement and the constitution/bylaws. Point out union bulletin boards 
or websites where information is posted. It is important for you to explain 
that that the rights outlined in the collective agreement are the result of 
years of struggle and solidarity in past rounds of collective bargaining. 
Let members know that you are there to protect and enforce those rights 
and assist them. Invite new members to play an active role in their union.

Union Membership 
All workers should be encouraged to sign a card and become a member 
of the union as soon as they are hired. Union membership is actually a 
requirement of employment under many collective agreements. 

Steward Tools: Encourage Participation
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If you want your team to be effective, you need meeting ground rules 
— and you need agreement about how to use them. Many teams that 
have ground rules don’t regularly use them. But having rules in place that 
you consistently enforce can significantly improve how your team solves 
problems and makes decisions.

• All stewards and table officers should attend local union meetings.

• All stewards and table officers should be aware of issues, items that 
should be discussed at upcoming meetings.

• Check with local president/staff rep as agenda is being finalized.

• Be flexible – explore alternative meeting times (noon, right after work, 
evenings…).

• Rotate locations for meetings.

• Encourage carpooling/ride sharing.

• Start meetings right on time – respect those who are on time, train the 
stragglers.

• Welcome first time members as a way to check in with them.

• If possible, have all members introduce themselves (not during 
bargaining).

• Shorten meetings – set standard time to adjourn and stick to it.

• Help president/chair keep agenda on track.

• Encourage a respectful environment for everyone.

• Avoid discussion of personal issues, confidential grievances, etc.

• Don’t be a know-it-all; do not use jargon or unclear terms.

• Suggest guest speakers, DVDs, etc.

• Be creative! Find ways to encourage members to attend (door prizes).

• Ensure decisions made in meetings are followed-up on.

Steward Tools: Strengthening Local Union Meetings
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• Purpose is to promote orderly, respectful, inclusive discussion.

• Large meetings (such as Convention) are more formal than local 
meetings.

• Each local will vary somewhat in how formal its meetings are.

• Meetings involving elections or ratification votes are more formal.

• All Stewards and Table Officers must help ensure rules of order 
followed.

• Agenda must be adopted.

• Members wishing to speak must be recognized by Chair.

• Motions must be moved, seconded, and discussed.

• Only one motion can be discussed (on the floor) at one time.

• Amendments must be dealt with before main motion.

• If chair senses complete support for a motion, will simply ask if 
anybody is opposed.

• If voting is required, it is generally done by show of hands.

• Point of Privilege = objection to room noise, temperature, personal 
attacks.

• Point of Order = problem with process (example: speaker off topic, 
improper vote, etc.).

• Move to table (table) = put off to next meeting.

• Call the question = let’s vote on motion.

 

Steward Tools: Basic rules of Order for Meetings
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The grievance procedure/process can be unique to each collective 
agreement and consists of a series of steps up the hierarchy of 
management until you have presented your case to senior management. 
Follow the steps outlined in your collective agreement. Usually it’s 
mandatory for a shop steward be present at discipline and step one 
grievance meetings. Check your agreement and if it is not specifically 
written into the agreement, then you should have the employer agree 
to this or establish it as a practice by informing your fellow members to 
request the presence of a shop steward when they are being subjected 
to disciplinary action by the company. A good shop steward must know 
the grievance procedure thoroughly and when and how to use it. Through 
the intelligent use of the grievance procedure, contract provisions are 
enforced and the rights and interests of the union members are protected 
and guaranteed.

The Essential Steps:

• Identifying the grievance.

• Identifying the resolution.

• Investigating and compiling the facts.

• Going through the grievance procedure.

• Arbitration/mediation.

The Grievance Procedure



Confederation of Canadian Unions 41

Investigate

When a worker has a complaint, a good steward will carefully investigate 
the circumstances out of which the grievance arose and gather all the 
facts relating to it. If after careful investigation he/she finds that the case 
is not sound, the steward will explain to the worker in a respectful way 
that he/she does not have a grievance and explain why.

Steps to Investigating a Grievance:

1. Listen to the worker’s version very carefully. Question him/her 
carefully. Make sure he/she is telling the whole story.

2. Attempt to cool off the worker if he/she is excited or upset. The story 
may change considerably when the grievor has blown off some 
steam.  

3. Check with other workers (witnesses) who may be involved and 
who might know something about the complaint. Get all the facts 
and write them down (see appendix II). 

4. Check the members file for previous meeting notes.
5. Inform other stewards and the committee about the grievance. 

Discuss it with them. Get their ideas or suggestions. Make sure all 
agree on the interpretation of the contract, the outcome desired, 
and the way to achieve a settlement.

WHO is involved? (grievor, witnesses, supervisors).

WHEN did the grievance occur? (exact dates and times).

WHERE did the grievance occur? (exact location: department, aisle, 
machine, or elsewhere in the workplace; be specific).

WHY is this a grievance? (contract or other source).

WANT remedy member wants to see happen? (full redress).

WHAT are the demands? (What adjustments are necessary to correct 
the injustice? This means right from the time the grievance first 
occurred).

WHOA! (Double check the last six to make sure you’ve got all the 
important facts written down).

The Grievance Procedure
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Your grievance form probably makes provision for all these things. 
Whether it does or it does not, the completed grievance form should 
contain:

• A protest against some unfair action by the management or a charge 
that some contract or condition has been violated.

• A demand or request that the thing protested be corrected.

• A request for adjustment (or back pay if pay is involved).

• Apart from these things, the written grievance must be:

SHORT:  keep it to the known relevant facts only.

SIMPLE:  keep the language as simple as possible.

SPECIFIC: some unions ask for “full redress” instead of a precise 
adjustment.

The Written Record

Once a worker’s complaint has been determined to be a legitimate 
grievance, write it down. As stated, a written record should always be 
maintained. An arbitration hearing can take up to one year or more to 
schedule. It is much better to have it recorded on the official grievance 
form since the local union would then have the written replies of the 
company on record. A file of grievances and their replies should be 
maintained in the local union office together with a brief statement of the 
circumstances for the following reasons:

1. It provides valuable information necessary for arbitration 
proceedings if the case proceeds to that step.

2. It provides a source of information for the bargaining committee as 
to what contract clauses need to be revised and in what way they 
should be revised.  

3. Company responses to past grievances are then available for 
analysis. This is of assistance in formulating arguments to support 
other grievances pending.  

4. A record of past grievances is a history of the development of 
labour-management relations in the operation of the local union.

The Grievance Procedure
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Problem Identification

1.  Analyze the problem: 
• The main problem. 
• The secondary problems. 
• The red herrings.

2. Assess responsibilities: 
Identify who is responsible (who has the authority to deal with it), 
e.g., safety steward, shop steward, etc.

3. Establish the priorities: 
Whether it be filing a grievance, immediate action, or a meeting, 
maybe an immediate reaction. 

Problem Resolution

• Clarify the problem: ensure all on your side have a common 
understanding.

• Collect information: research and interview.

• Generate possible solutions: decide what you want to achieve.

• Select the solution: do not change your mind.

• Monitor results: if it is not happening, then what?

• If the grievance is a disciplinary case, always obtain the employer’s 
disciplinary record. If the case is about absences or lateness, always 
ask for and obtain the attendance record.

• Get all the facts of the case at the earliest possible step in the 
grievance procedure. Make sure they really are facts, not just 
opinions. DO NOT discuss personalities or personal motives, even if 
what’s being said may be true.

• Check every statement of fact made by management before you 
attempt to answer it. Ask for a recess or caucus to discuss your own 
position, strategize, or to check the management’s facts, if you need 
to.

The Grievance Procedure



Steward’s Training Manual44

• When two statements of fact contradict each other, try to obtain 
witnesses from bargaining unit employees if you are sure that your 
facts are correct.

• Support your facts and contentions, if possible, by contract language, 
past practice, and previous arbitration awards (especially in 
“borderline” cases).

• Record all contentions made by management in all meetings. Keep a 
copy for yourself and file a copy with the union. You may be called to 
act as a witness.

• DO NOT commit your own arguments to documents that can find 
their way into management’s hands. Try to get them to commit 
their position to writing, e.g. on the grievance forms. Answer all 
the management’s contentions verbally, even if the management’s 
contentions are in writing.

The Grievance Procedure
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Individual Grievances

An individual grievance is a complaint that an action by the employer has 
violated the rights of an individual as set out in the collective agreement, 
law, or some unfair practice. Examples of this type of grievance include 
discipline, demotion, classification disputes, denial of benefits, etc. The 
business agent or steward should file the grievance, not the employee 
on his/her own, and only after instruction from the local executive. When 
an individual’s rights have been violated and that person refuses to 
file a grievance, the union should consider filing a grievance on behalf 
of the union. Remember, it is the union contract that is being violated. 
Management’s arguments that the union cannot file an individual 
grievance on behalf of the union are false.

Group Grievances

A group grievance is a complaint by a group of individuals; for example, 
a department or a shift that has been affected the same way and at 
the same time by an action by the employer. An example of a group 
grievance would occur when the employer refuses to pay a shift premium 
to the employees who work a shift entitling them to shift premium. 
Clearly, they should grieve the matter as a group rather than proceeding 
by way of individual grievances.

Policy Grievances

A policy grievance is a complaint by the union that an action of the 
employer (or its failure or refusal to act) is a violation of the agreement 
that could affect all who are covered by the agreement. A policy 
grievance normally relates to the interpretation of the contract rather 
than the complaint of an individual. A grievance may also arise out of 
circumstances that could also prompt an individual grievance, insofar 
as the union claims that the action taken by management implies an 
interpretation of the collective agreement that will work to the detriment 
of all employees. The point is the outcome or the precedence of the 
grievance may have a detrimental effect on the local at some point in the 
future and the union must challenge it.

The Grievance Procedure
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Union Grievances

A union grievance may involve a dispute arising directly between the 
parties to the collective agreement. For example, the union would grieve 
on its own behalf if the employer failed to deduct union dues as specified 
in the collective agreement. In these cases, the union grievance is one in 
which the union considers its rights to have been violated and not just the 
rights of individuals in the union.

Employer Grievances

An employer grievance is a complaint by the employer that the union has 
violated the collective agreement (e.g. a wildcat strike).

The Grievance Procedure
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Investigating the Grievance

Sources:
• The aggrieved worker.
• Witnesses.
• Management.
• Records.
• The aggrieved worker again, to recheck and review the facts.

Checking the facts:
• Contract/Collective Agreement.
• Supplementary agreements.
• Precedents or past practice.
• Policies or department rules.
• Arbitration awards.

Conclusion: 
• It is a grievance.
• It is not a grievance.
• Is it legitimate?

Interpreting the Contract

When faced with a dispute, the best rule is to look for the most 
reasonable interpretation. An argument that stretches the meaning 
of words is not likely to find favour with the majority of arbitrators. 
Sometimes, however, genuine ambiguity will exist. In other words, the 
agreement will contain a provision that can be have two or more different 
interpretations that are equally reasonable. In dealing with this situation, 
the first rule is to make sure that the reading of the disputed provision is 
within its proper context. Remember that the relevant sections may not 
always occur exactly where you expect them. It is therefore necessary 
to consider the whole contract before deciding whether a disputed 
provision actually applies. If after careful consideration, it is decided that 
a provision is ambiguous, the next step is to consider the past practice 
under which the provisions have been administered. If the past practice 
is clear and consistent, this may influence the interpretation accepted by 
the arbitrator if the case cannot be resolved internally. 

The Grievance Procedure: Investigation
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Create a form that is only for union use! (see appendix I). Whether or 
not it is a standard form, you should supply as much relevant detail as 
possible about the facts of the case, what occurred in the meetings 
with management, who was present and what was said on both sides 
- at every stage of the procedure. It is not necessary to report every 
detail of meetings with management. The main thing is to record the 
main arguments made by both sides and the name of the person(s) 
advancing the arguments. The union will make use of fact sheets as 
the case proceeds. The data may be used in the next round of contract 
negotiations.

The union should have copies of all documents and fact sheets as soon 
as they are filled in, or when the case passes out of your hands or is 
settled. Successful grievances become supplementary agreements and 
can add to the union’s rights in the contract. Writing a grievance is very 
important. It may determine whether a case is won or lost. A well-written 
grievance will be brief, to the point, and contain only the basic facts, not 
opinions.

The Grievance Procedure: Investigation
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Do not include points of argument into the grievance. They can be 
discussed around the conference table. A well-written grievance should 
contain the following information:

1. The nature of the grievance: pay shortage, unjust penalty, seniority 
violation, or contract violation. Write the specifics, (quote the CA, 
and/or any clause in the CA that may be applicable).

2. Why did it happen: clerical error, intimidation, breach of contract?

3. Who is involved: name (or names in a group grievance)?

4. When did it happen: date, time of day, etc.? In cases of pay 
shortage and claims for retroactive pay, the exact days need to be 
included.

5. Where did it happen?

6. Remedy Requested: Be specific in your request. Ask for a definite 
type of action, which would remove the real cause of the grievance. 
Ask for full redress included but not limited to such matters as back 
pay or any hardship imposed on the worker. If you do not ask for 
what you want, how do you expect to get it? Do not simply ask for 
an explanation.   

The Grievance Procedure:Investigation Investigation
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When a grievance has been lodged, it is necessary to:

• Keep to the specified time limits for filing of the grievances and 
appeals. See that the company replies within the time limits. Agree to 
reasonable extensions, in writing, if required.

• Keep the worker informed at all stages as to the progress of his/her 
grievance.

• Make sure there is a written reply for every written grievance. 
Sometimes the company will try to avoid giving a written answer. 
Insist that it does.

• Keep copies of all grievances/records.

Presenting the Case 
The oral presentation of the case is very important. When a case is 
processed through the grievance procedure, this usually takes place 
at the second step. The shop steward usually handles the case. As 
specified in the contract, verbal discussion of the case must take place 
between the worker and the steward at the first step. Whenever verbal 
discussion takes place, the following rules must be observed: 

• Get the facts before you give your presentation. Argue based on the 
facts and stick to them. Do not get involved in side arguments.

• Be specific and to the point. Do not trade on mere generalities.

• Do not let the foreman/manager go behind your back to deal with the 
worker on a grievance.

• The stewards and committee members should meet before going to 
management’s office to present a grievance on behalf of a worker to 
go over their facts and arguments, making sure that all are acquainted 
with them and what is to be said.

• Union reps should not disagree or argue in front of management or 
supervisors.

• Guard against stalling tactics on the part of the company.

• Avoid shouting and table pounding.

• Be firm but courteous. Show respect but demand equal respect.

• Do not fall for “back slapping” or “soft soaping” by management.

The Grievance Procedure: Filing a Grievance
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Pros & Cons of Going to Arbitration

Going to arbitration is something the union tries to avoid. Arbitrations 
are costly and, due to the time delay (18 months–2 years) to have the 
hearing, it can be demoralizing to both the grievor and the union itself. 
Statistically, the chance of winning a grievance at arbitration is about 
50/50. Some employers use the arbitration process to deliberately drag 
out a settlement and purposely increase costs to the union. 

Once a grievance leaves the work place, legalistic process takes over. 
The arbitration structure can be likened to a court of law. Its job is to 
come to a decision on any question of interpretation or alleged violation 
of the collective agreement (contract law) which cannot be agreed upon 
between the union and the employer.

Most often, a sole arbitrator, who is usually a lawyer, hears an arbitration. 
Alternatively, a three-person board consisting of an appointee chosen by 
the union, an appointee chosen by the employer and a person chosen 
by those two appointees to act as chairperson, may hear an arbitration. 
If the arbitrator or the chair of the arbitration board cannot reach an 
agreement, the provincial minister of labour will make the appointment on 
behalf of the parties to the dispute.

After the sole arbitrator or board is chosen, a hearing is called. Both 
parties present their arguments and evidence.
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Do Not Commit the Union Without Authority to Do So 
Remember, how an issue is handled in one situation may affect many, 
many other members. Always make sure to state during any discussion 
of settlement that the settlement is subject to the approval of the local 
executive. Say things like, “I’ll discuss it with the union executive and 
business agents and get back to you,” or “It sounds promising, but 
we would like a chance to think about it further before committing 
absolutely.” If an employer says, “It has to be settled right now or there’s 
no deal,” then it’s probably not a good settlement.

Do Not Be Too Quick to Settle 
The employer agreeing to reduce a five-day suspension to two days may 
sound like a good deal – except if you later find out that no discipline at 
all was warranted. If a deal is offered, tell the supervisor that you will talk 
it over with the grievor and union executive and get back to him.

Prevent Grievances 
Try to address problems in your department before they cause 
grievances.

Use a Positive Approach 
Keep an open mind: You may not know all the facts.

Be Calm 
Do not make empty threats that both you and the supervisor know 
you cannot carry out. If you and the supervisor cannot come to an 
agreement, there are further steps to be followed, including arbitration. 
Try to wait to hold meetings until after emotions have had a chance to 
calm. If someone becomes emotional during a meeting, take a break and 
regroup. Anger does not help – shouting and pounding the desk rarely 
settles anything, and usually makes matters worse.

Avoid Personalities 
It’s not who is right, it’s what is right that counts. Stay focused on the 
issue at hand.

Disagree with Respect: 
When you must disagree with what the supervisor says, do so with 
respect. Remember that you and the supervisor (or at least the union 

Grievance/Arbitration: Words of Wisdom
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and the employer) are going to have to work together and resolve issues 
in the future. Remember, you are seeking agreement, not conquest.

Keep in Mind Who You Represent 
Whenever you refer to the employees, use the terminology “our 
members”, not “my”. This brings the union and its contract into 
perspective, for both the supervisor and the advocate.

Know When to Leave 
Once a positive outcome has been achieved in your discussion, do not 
continue to hash it over.

Be Discreet 
Union advocates are often privy to confidential and sensitive information 
about union members; treat that information on a strict need-to-know 
basis.

Encourage the Union Member to Talk and to Apologize 
Having the grievor explain things often helps managers better 
understand what has happened. Where an employee has made a 
mistake, if she/he takes responsibility for it and apologizes, when 
appropriate, it may go a long way.

If Possible, Talk to or Meet with an Employee Before Meeting with 
Managers 
Briefly explain the process to try to dispel any fear the grievor may have. 
Advise them to be honest and forthright. Dishonesty with an employer 
can turn something minor into something major.  

Remember There is an Ongoing Relationship 
Unions and employers cannot file for divorce. They have to work with 
one another. Even when there’s disagreement, it’s important to try to 
keep communications flowing.

A union advocate has the added protection of being a recognized 
representative of the union. The employer understands that it is the rep’s 
job to present grievances and management is less likely to hold a grudge 
against the representative for doing his/her job. 

Grievance/Arbitration: Words of Wisdom Words of Wisdom
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As a steward, can I represent myself in a grievance?
No. If the union files a grievance on your behalf, someone else (another 
higher ranking officer) will need to represent you.  

What if a member comes to me and I do not know the answer to 
their question? What if I do not know what to do?  
Listen carefully, take detailed notes, and tell the member you will provide 
an answer as soon as possible. Talk to someone with more experience 
for advice, and get back to the member promptly.

What does “work now, grieve later” mean?
In the past, if workers did not like something the employer did, they 
would “down tools” and go on strike (also called a wildcat strike). Today’s 
labour laws do not allow strikes while a collective agreement is in effect. 
Instead, the union and the employer must resolve disputes through the 
grievance and arbitration process.

If a member thinks they should not have to follow an order from their 
supervisor, you would usually tell them, “Work now, grieve later,” unless 
what they are being asked to do is illegal, unsafe, or unhealthy and 
cannot wait to be addressed at arbitration. 

Alternatively, when an order affects personal and private aspects of 
an employee’s life, your job as a steward is to advise the member to 
explain to the supervisor why they cannot obey.  For example, if the 
employer orders someone who wears a turban to remove it or if the 
employer orders someone to provide unreasonable amounts of medical 
information. 

What if I am not sure whether something is a valid grievance but I 
do not want to miss the time limit?
Ask the employer to extend the deadline. If they refuse to do this, 
complete the grievance form and submit it within the time limit. You 
can always withdraw it later if you decide the grievance is not valid. In 
addition, it is sometimes possible to amend a grievance after you get 
more information. Get advice if you want to amend a grievance.

Grievance/Arbitration: Questions & Answers
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What if there has been a clear violation of the collective agreement 
and the member does not want to sign a grievance? 
Your job is to safeguard the collective agreement. If you do not grieve 
a violation of the collective agreement, the employer can argue that the 
rights no longer exist because the union has not enforced them. If the 
collective agreement allows policy grievances (sometimes called union 
grievances), you can sometimes file a grievance about the incident 
without the member’s consent.

If not, you can write to the employer saying, “Due to the particular (or 
special or unique) circumstances, the union is not grieving this violation. 
But this is without prejudice to our position that you have violated the 
collective agreement.”

Do I have to meet with management about grievances?
Most grievance procedures include formal meetings to discuss 
grievances. Sometimes, these meetings give people a real chance to 
solve the problem. Other times, they “go through the motions.” In some 
cases, you might be able to have informal meetings with supervisors, 
especially front-line supervisors, to prevent or settle grievances.

If the employer refuses to meet with you at all, treat it as though the 
meeting occurred and the formal reply was “grievance denied.” Then go 
to the next step in the grievance procedure.

Do I always have to file a grievance if the member wants me to?
No. The union “owns” the grievance. On the other hand, the union has a 
legal duty to represent all of its members fairly. This is known as the Duty 
of Fair Representation. When a member comes to you with a complaint, 
you need to listen to the member and fully investigate their complaint 
before you decide whether or not to file a grievance. If you decide not to 
file a grievance, explain why to the member(s) involved and talk about 
other ways to solve the problem.

Grievance/Arbitration: Questions & Answers
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What if I tell a member there are no grounds for a grievance or that 
a grievance will not be going to arbitration, but they say they want a 
legal opinion?
The union’s duty to fairly represent our members means that we must 
carefully consider whether a grievance goes to arbitration or not. 
You might want to ask the executive to get a legal opinion. They will 
decide whether to do this and who to approach. In some situations, the 
president might write an opinion. In some cases, the executive may seek 
a legal opinion, from either legal counsel or a lawyer outside the union. 
Even though the decision to seek a legal opinion is usually beyond the 
role of the steward, you can ask the member what their concerns are and 
why they think a legal opinion is important. Then, you should pass that 
information on to the people who are making the decision.

Does the member have a right to get his or her own lawyer and have 
the union pay for it?
No. As long as the union is treating the member fairly and responsibly, 
we have no obligation to pay for a member’s lawyer.

The union is the bargaining agent in the workplace and only a union 
officer can represent members in meetings with the employer and in 
arbitration. If a member hires their own lawyer, that lawyer does not have 
the right to represent the member in meetings or in arbitration, although 
the member might bring them along.

The union does not have to take advice from the member’s lawyer. If 
the employer reaches an agreement with a member’s lawyer against the 
wishes of the union, the union is not bound by this agreement. 

In special cases, the union might decide to provide a lawyer for a 
member, or the labour board might order the union to do so. This 
could happen, for example, if a conflict of interest exists or if the union 
has done something that makes it impossible for it to provide fair 
representation to a member.
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Can a grievance be amended?
This can happen, but only to fix a typo or to make something clearer. You 
cannot use an amendment to increase the scope of a grievance, unless 
the employer agrees. 

There are different ways to amend a grievance. Find out what the 
practice is in your local. Some prefer to write a letter amending the 
grievance. Others submit a new grievance form, crossing out the words 
they want to delete, and using bold or underlining to highlight the 
changes they want to add.

Give an amended copy of the grievance form to all those who got a 
copy of the original grievance form. Refer to it as “Grievance No. X, as 
amended.” If the original time limit for filing the grievance has passed, get 
advice about how to amend it.

What is my role once someone else in the union takes responsibility 
for a grievance?
Depending on how your local operates and what your grievance 
procedure is, when a grievance cannot be settled, you will pass it on to 
someone else. This might be the chair, a vice  president, the president, 
or a union lawyer. At this point, your role would change. Instead of you 
being the one who is representing the member, you are now a support 
person for the member and for the advocate who has taken over the 
grievance.

What’s my role when a grievance goes to arbitration?
Your job is to pass along your original file with the grievance form that 
you submitted along with all correspondence between the union and the 
employer. Include your record of interviews, completed fact sheets, and 
any other items that relate to the grievance. Keep a copy of the file for 
your own records. You might still be a support person for the griever. In 
some cases, an officer may be called as a witness.
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Solving problems when it is not a grievance.
Not every problem that the members bring to you is a grievance. There 
are many ways to solve problems:

• You can talk informally to a supervisor about the problem. 

• You can pass problems on to the union executive so they can 
deal with them in bargaining or at labour-management committee 
meetings, health and safety committee meetings, etc.

• You can organize group actions in the workplace, such as a petition to 
management, wearing ribbons or clothing of the same colour to bring 
attention to an issue, setting up Lunch-and-Learn sessions, etc.

• When a member comes to you with a problem, ask them what they 
would like to see happen, what role they would like to play, and 
whether they would like other members to be involved. It’s a good 
idea to involve the members in everything you do as an officer. This 
approach builds participation in the union and helps members to be 
more assertive with the employer.

When is past practice important?
Past practice can be used to resolve disagreements in the workplace in 
two ways:

• To help interpret the meaning of ambiguous language in the collective 
agreement.

• To establish an “estoppel” argument (see page 59).

When there is an article in your collective agreement that says past 
practices will continue, you can file a grievance saying that the employer 
violated that article of the agreement, even though the specific practice is 
not in the collective agreement.

Here’s an example: The employer has always offered free parking but is 
now charging employees for parking. The collective agreement does not 
mention parking, but it does say that all past practices will continue. You 
can grieve this change to past practice.
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In some cases, employers and unions will start to do something in 
a different way than the collective agreement says. However, the 
different practice works for both sides, so they both decide not follow 
the collective agreement. A dispute can arise later if one side decides it 
wants to follow the proper language in the collective agreement and the 
other does not. Therefore, if the union wants to delay the employer going 
back to the actual terms of the collective agreement, it can sometimes 
argue there is an estoppel.

An estoppel can be filed if:

• The parties for more than one collective agreement have not followed 
the language in the collective agreement.

• The employer said or did something that made the union believe the 
employer was not going to follow the language and the union relied  
on it.

• A chance for the union to change the language in bargaining has 
passed, and the union did not table new wording because the union 
was content with the way the parties were operating.

In other words, you can file an estoppel if the employer led the union 
to believe the employer would do something or not do something 
(even though it meant not following the exact language in the collective 
agreement), and the union relied on this. Then the employer started 
following the exact language in a way that had a negative effect on union 
members.

Estoppel
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Example of an Estoppel

By law, there are nine statutory holidays in your province, but your 
collective agreement lists 12 paid holidays. The collective agreement 
clearly states that employees get paid time and a half for hours 
worked on statutory holidays. However, over the life of many collective 
agreements, the employer has always paid time and a half for all 12 
paid holidays. Now, the employer has decided they will follow the exact 
wording in the collective agreement and only pay time and a half for 
the nine official holidays. You can file an estoppel grievance because 
the employer was not following the wording in the collective agreement 
and the union relied on that and did not try to bargain a change to the 
wording that would reflect the practice of paying time and a half for all 12 
holidays.

If you win an estoppel case, the employer has to keep doing what they 
were doing (in spite of what the wording in the collective agreement 
says) until the union has had a reasonable amount of time to adjust. 
However, this estoppel will never last longer than the duration of the 
current collective agreement. If you do not have a valid estoppel, the 
union has to wait for bargaining to fix the problem. 
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LBGTQ people and people of colour are subjected to sexist, racist, 
transphobic or homophobic remarks and jokes on almost a daily basis. 
The union must be proactive and build an environment that is safe, 
secure, and inclusive, an atmosphere that nurtures diversity. We have 
to put more pressure on employers to live up to their responsibility to 
provide a workplace that is supportive and not poisoned by discrimination 
and intolerance. As a steward, point out harassment when you see it and 
explain why it is anti-worker and anti-union. By speaking up when such 
behaviour occurs, you create a safer space for other sisters and brothers 
to voice their objections. More importantly, this action shares the burden 
of stopping harassment and does not leave it on the shoulders of the 
people being harassed. 

Harassment is using real or perceived power to abuse, devalue, or 
humiliate someone. The person being harassed does not welcome the 
actions or words and are harmed by them.

Sometimes a harasser does not know their actions are unwelcome. They 
did not intend to harm the other person. Intent does not matter, impact 
does.

Workplace Harassment
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Here Are Some Examples of Workplace Harassment:

• Name-calling, insults, threats.

• Jokes and teasing (about a person’s culture, religion, body, way of 
speaking).

• Graffiti, sharing offensive pictures, written, verbal, or physical abuse, 
including inappropriate or unwelcome touching and leering.

All Harassment is Against the Law!

Human rights laws make it illegal to treat a person differently because 
of things like race, ethnic background, sex, age, sexual orientation, 
disability, family or marital status, class, political affiliation, religion, or 
language.

In some places, health and safety laws also ban harassment, including 
cases that involve violence.

Some workplaces also ban personal harassment, which covers words or 
actions that are hostile or intimidating.
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Sexual harassment involves words or actions that have a sexual element 
that are used to leverage power and make someone do (or not do) 
something, or embarrass the target. It can happen between people of 
opposite sexes, or the same sex. It can include compliments or insults, if 
they refer to someone’s physical appearance and their perceived sexual 
attractiveness or desirability.

Under human rights law, sexual harassment is discrimination based on 
sex. Some sexual harassment is also criminal sexual assault. Employers 
are responsible for preventing sexual harassment. If it does happen, the 
employer has to respond whether the harasser is a manager, supervisor, 
co-worker, client, patient, student, or member of the public.

Someone who is the target of sexual harassment does not have to tell 
the harasser to stop in order to prove the conduct was unwelcome. Like 
other harassment, even if the harasser didn’t intend to harm the target, 
the harasser is responsible.

Examples:

• Crude or sexualized language, sexual innuendo, leering.

• Displaying or circulating sexual jokes, objects, graffiti, nudity, 
pornographic images, or texts.

• Repeated requests to date, or participate in sexual activity.

• Persisting in sexual overtures after a consensual interaction or 
relationship ends.

• Vandalism with reference to sexual characteristics.

• Spreading rumors/gossip about someone’s sexual activities (or 
inactivity).   

Your employer has a legal obligation to provide a workplace that is free 
from all kinds of harassment. That is why we can file a harassment 
grievance against the employer, even when the alleged harasser is a 
union member or a member of the public.

Sexual Harassment
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What should I do if a member comes to me saying that another 
member has harassed them?
Start by finding out if the conflict is the result of a workplace issue. If it is, 
let the member know that it is the employer’s responsibility to provide a 
workplace free of harassment and that you will investigate their complaint 
as a potential grievance.  

If a member wants to file a harassment grievance that involves another 
union member, and if your investigation shows the member has a valid 
grievance, file the grievance against the employer for not providing a 
harassment-free workplace.  

What if a member comes to me because the employer has 
disciplined them for harassing another member?
Treat the member’s issue as you would any other discipline issue. Your 
job is to make sure the employer uses a fair process in their response to 
the harassment complaint. 

How can the union represent members on different sides of a 
harassment case?
In member-to-member harassment cases, the union might file a 
grievance on behalf of one member, or both, depending on how the 
employer is responding to a harassment complaint.

If both members come to the union, the union has an ethical and legal 
duty to represent both members. However, it would be a conflict of 
interest for a single officer or union official to represent both members.

Here are possible ways for the union to meet its duty to represent both 
members:

• The union can assign a different officer or executive member to 
represent each member.

• It is easy for harassment complaints to become gossip within the 
workplace. Treat this kind of complaint with respect for its private 
nature. If other members ask you about it, do not confirm or deny that 
there is a complaint. Let them know that it would not be right for you 
to discuss specific complaints with them. At the same time, be open to 
other members who might be coming to you because they have also 
experienced harassment.

Sexual Harassment: Questions & Answers
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Take All Harassment Complaints Seriously!

What if a member who has been accused of harassment says “I 
didn’t mean it” or “It was just a joke’?
With harassment cases, it is the impact on the person who is harassed 
that matters, not the intention of the alleged harasser.

Sometimes an apology goes a long to repairing the damage done by 
a harasser. Explore whether they understand why what they did was 
hurtful, and are less likely to do it again.

Questions to Ask in a Harassment Investigation:

• What was the date, time, and place of the incident(s)?

• What kind of harassment was it (personal, racial, sexual, or something 
else)? Was there physical contact?

• What was the effect of the alleged harassment? (The member 
feels unsafe at work, was denied a promotion, had their position 
downgraded, was the subject of unfair discipline, subjected to a toxic 
work environment, etc.).

• Are there any physical or mental health effects?

• Did the person with the complaint do or say anything to show that 
the harassing words or actions were not welcome? (Please note: A 
member who has been harassed does not have to object in order to 
have a valid harassment complaint. It is important for you to know 
whether they objected when you build a case for harassment).

• Who is the alleged harasser: a supervisor, a co-worker, or someone 
else the member works with (such as a client, resident, patient).

• Did anyone witness the harassment? What did they see or hear?

• Are there documents or emails?

• Is this something that has happened more than once?

• Has the person with the complaint told management about it in the 
past?   

Problem Resolution: Harassment

Q
A
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There are many sources of conflict in the workplace: downsizing, growing 
workloads, lack of clear expectations, work assignments that seem 
unfair, stereotypes, past events, personality conflicts, etc.

How can I help if a member comes to me about a conflict they are 
having with another member?
You could coach the member about how to deal with the conflict. Find 
out whether they can understand the other member’s point of view. Help 
them separate the person from the problem. Ask them to think about 
why the conflict is really bothering them. Suggest that they approach the 
other person in a respectful way. You could even rehearse the kind of talk 
that they might have with the other person, or you could offer to mediate 
a conversation between the two members. (First, ask the other person if 
they are open to you playing this role).

Choose a good time and a neutral place for the meeting.  
Follow these steps:

• Introductions - Introduce yourself, describe the process you are going 
to use, confirm that both people want you to help, and make a list of 
ground rules.

• Fact-finding - Ask each person to tell their story. Give each side the 
same amount of time. Listen for feelings and re-state them in neutral 
language. State and confirm the facts that both people agree on.

• Identify interests - Ask open-ended questions to figure out what 
the issues are behind the position that each person is taking. For 
example, why do you want to do that? What does it mean to you? 
What is this conflict about? (A simple YES or NO cannot answer an 
open-ended question. A closed question only allows for a YES or NO 
answer). 

• Find a solution - Start by brainstorming all the possible solutions that 
both people can think of (without judging the merit of the ideas). Help 
the members choose the best solution for both sides. If needed, talk 
to each of the members alone to try to find a solution. 

• Follow up by checking with the members to see if things have 
improved. 

Problem Resolution: Member-to-Member Conflict

Q
A
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Reasons why you should help members resolve their 
conflicts in a productive way:

• To build solidarity in the union and the workplace.

• To protect members from a toxic workplace.

• To prevent the employer from taking disciplinary action.

When to take Sides

As a steward, try to avoid taking sides in member-to-member conflict, 
unless the collective agreement or laws (like human rights or health 
and safety) clearly support one person’s position. An example would 
be if a member refuses to obey a “no scents” policy, or if a member is 
homophobic.

Other Ways to Protect Members Rights

Human Rights:

• Members are protected by human rights laws that ban discrimination 
on the basis of things like gender, race, religion, and disability. Check 
the human rights laws that apply at your workplace to see who it 
covers.

• If your collective agreement has better language than the law, the 
collective agreement will prevail.

• If the law is stronger (provides more protection) than your collective 
agreement, it overrides your collective agreement.

• Enforcing the law - sometimes it makes sense to file a grievance 
when the employer has done something to violate a human rights or 
health and safety law.

• Other times, it makes sense to launch a complaint with the 
government agency itself. Sometimes, your union may want to do 
both.

• If the member is considering a complaint to a human rights or health 
and safety body, the union’s executive will need to get involved. In 
some cases, the individual member will have to file these complaints 
instead of the union.

Problem Resolution: Member-to-Member Conflict
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In some cases, conflict will go away over time or when someone leaves 
the workplace. However, conflict can also make the environment at work 
dysfunctional, hostile, and even toxic. At some point, the employer will 
have to get involved, because they are responsible for providing a safe, 
healthy workplace.

Conflict is not always a bad thing. In fact, conflict is a natural part of life 
and can give us a chance to make things better. The way we choose to 
deal with a conflict makes it either a positive or a negative experience.

People respond to conflict in different ways. Each of these ways may or 
may not help someone get what they want. Each response may or may 
not help to build a relationship with the other person.

People tend to respond to conflict in various ways; does any of this 
sound like you?

• Avoid the conflict and hope it goes away. You probably do not get 
what you want and it does not help the relationship.

• Give in to the other person. This might be good for the relationship, 
but you do not get what you want.

• Find a compromise. Quick and easy: both of you get something and it 
does some good for the relationship.

• Use your power to attack, control, or compete. You might get your 
way, but this approach is bad for the relationship.

• Use a problem-solving approach and find a solution that works for 
both people. You get something you want and this approach is good 
for the relationship.

All of us have habits (or a default mode) that we tend to use when 
we find ourselves in conflict. In fact, all five responses make sense, 
depending on the situation.

What is Your Conflict Style?

Do you prefer to avoid conflict? Maybe you need to find better ways to 
solve problems. Alternatively, do you act in aggressive ways to get what 
you want? If so, try to slow down and choose which response will work 
best in each conflict situation.

Problem Resolution: Conflict Style
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Health and safety laws across Canada require employers to provide safe 
workplaces. Employers are expected to notice early warning signs of 
violence, prevent violence, and deal with violence and threats of violence 
when they happen.

Know your Member’s Rights!

Workers have a right to refuse unsafe work. That includes when there 
is a threat of physical violence from co-workers, clients, or the public - 
unless they are in a type of job where the risk of violence is considered 
part of the job. See ““The Right to Refuse Unsafe Work” in this section of 
the handbook.

Stewards can play an important role in early detection. Workplace 
violence includes what people say as well as what they do. Here are 
some examples of workplace violence:

• Verbal threats.

• Writing threatening notes or sending threatening emails.

• Shaking a fist in someone’s face.

• Having or using a weapon or threatening to use one.

• Pushing, hitting, or trying to push or hit someone.

• Throwing something.

• Spitting, biting, yelling.

• Sexual violence.

• Hitting, kicking, or throwing an object.

• Using a vehicle or piece of equipment to try to harm someone.

• Domestic violence when there’s a connection to the workplace

Workplace Violence
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Dealing with Workplace Violence

• Know how to get help quickly to stop any violence.

• Be aware of security measures that exist in the workplace, such as 
whether there are lockdown procedures, how to contact security staff, 
when to set off alarms, etc.

• Know how to officially report threats of violence or violent events to 
the employer and health and safety committee. Do you fill out a form? 
Who do you report to?.

• How the employer will investigate and deal with threats of violence or 
violent events.

• Whether there are any rules in the workplace to protect workers from 
violence such as no fighting and/or no “horseplay”.

• When to call the police or 911. Canada’s Criminal Code covers violent 
acts, threats of violence, and actions such as stalking. If these things 
happen in the workplace, call the police right away. 

• Report all cases of violence, or threats of violence, to the employer, 
the union, and the health and safety committee.

 

   

Workplace Violence
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Definition of a Disability

“Disability” is a physical or mental condition that is both:  “Permanent, ongoing, 
episodic or of some persistence, and a substantial or significant limit on that 
person’s ability to carry out some of life’s important functions or activities, such as 
employment.” - Canadian Human Rights Commission

One of your roles as steward is to protect human rights in the workplace. 
This includes the rights of members with disabilities. There are many 
kinds of disabilities:

• Physical, mental, permanent, temporary, episodic (they come and go).

• Visible and invisible, total and partial disabilities.

Almost every workplace includes people with invisible disabilities. 
Although many of these disabilities might not affect the way someone 
performs their job, the start or return of a disability may affect the way a 
person functions on the job. Some examples of invisible disabilities are 
major depression, bipolar disorder, schizophrenia, anxiety disorders, 
post-traumatic stress disorder, etc.

As well, mental and cognitive disabilities may or may not affect job 
performance. Some examples of mental and cognitive disabilities are 
autism, Down syndrome, traumatic brain injury (TBI), and even dementia. 
Less severe cognitive conditions include attention deficit disorder (ADD), 
dyslexia (difficulty reading), dyscalculia (difficulty with math), and learning 
disabilities in general.

Often, as a steward, you will become aware of a disability when the 
employer disciplines someone for performance issues.

Under human rights laws, employers have a legal obligation to 
accommodate workers with disabilities up to the point of undue hardship. 
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Duty to Accomodate

Employers and unions have a legal duty to accommodate workers who 
fall under the terms listed in human rights laws. While the laws differ from 
province to province, some common items covered by human rights laws 
are:

• Disability

• Gender

• Religion

• Family status

The effect of human rights laws is that the employer must remove all 
barriers to employment in the workplace. 

The Main Barriers that Exist Are:

• Attitudinal (such as a belief that deaf people or single mothers cannot 
work here).

• Physical (such as the need to lift heavy items).

• Structural (such as shift times).
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Common Accommodations Are For:

• Disabilities, family/parental status (such as accommodation for 
pregnant workers), and

• Religious beliefs (time for religious observances and adjustments to 
dress codes).

The employer or union can only refuse to accommodate someone if 
they can prove that it would cause “undue hardship” in terms of cost or 
health and safety or the balancing of others interests and impact on the 
collective agreement.

Note that the limit is undue hardship. This means that an 
accommodation that creates some hardship can be acceptable.

The Employer’s Obligation

When someone requests accommodation, the employer must:

• Consult the union.
• Determine what barriers might affect the person making the request.
• Explore options to remove those barriers, and accommodate to the 
point of undue hardship.

Duty to Accomodate
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While the employer has the primary duty to accommodate its employees, 
the union must:

• Help find a reasonable accommodation that will suit the worker.

• Protect the worker’s privacy as much as possible.

• Make sure the collective agreement contains no sources of 
discrimination, such as hours of work that discriminate against people 
whose religion says they cannot work on the Sabbath, or who must 
pray during the workday.

• Do not block efforts by the employer to accommodate an employee.

• Look after the needs of all members in the bargaining unit.

•  Accommodations must be reasonable, not perfect, with what the 
employer proposes.

The law says the employer, the union, and the member who is seeking 
accommodation must all be involved in finding a good accommodation. 
As a steward, you might be involved in finding ways to accommodate 
members, or you might send these cases to someone else. There is no 
single way to provide accommodation.   

Health & Safety: The Union’s Obligation
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Since most safety enforcement and inspection programs are woefully 
inadequate, you cannot solely rely on them and its officers to safeguard 
workers from the hazards in the workplace. 

While it is the employer’s legal responsibility to implement health and 
safety regulations, in the real world, they do not always do so and without 
occupational safety officers being present at work sites on a daily basis 
to ensure compliance with the regulations, it falls on workers to push for 
safety compliance. 

Like all regulations, they are only useful if they are implemented. For 
this reason, it is very important that our members have, at least, a basic 
understanding of the regulations which explain when and under what 
circumstances these measures are implemented. 

Regulations - Know Them and Use Them

Regulations are designed to protect you so it is important that you 
use the Health & Safety Act and regulations to create and enforce a 
safe working environment. Success depends upon the involvement of 
workers – both as a group and individually. Workers must fight for the 
right and the capacity to protect themselves while working and must stay 
connected and be in motion towards this end. The struggle for safety is 
a daily one and must be continued to ensure workers can make a good 
living safely. 

Health & Safety: Making Work Safer
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The Right to Know – To Participate – To Refuse

Three fundamental workers’ rights – the right to know, the right to 
participate, and the right to refuse – are necessary if workplace health 
and safety conditions are to be improved. 

Workers Have the Right to Know and Participate

Workers must be permitted to participate in determining those aspects of 
work that threaten their health and safety. It is clear that they have much 
to offer in this area; they are in the workplace on a daily basis and can 
constantly monitor the changing day-to-day conditions. In addition, even 
though they may not be experts, workers often possess the experience 
and common sense necessary to make practical suggestions on how to 
remedy unsafe working conditions. 

Safety Programs

Employers are required to have a comprehensive safety program as 
outlined in the regulations. There must be regular monthly meetings, 
and if there are more than 20 employees, a formal safety committee with 
worker representative chosen by the workers. 

Safety Inspections

When the appropriate government agency, determined by province, 
makes a safety inspection, the workers have the right to have a 
representative accompany the officer and the employer on the 
inspection. The safety inspection report must be posted by the employer 
and given to the safety committee.

Health & Safety: Making Work Safer
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How to Report an Injury

The first step is to report the injury or industrial disease immediately 
to the first aid attendant (or the supervisor or steward if there is not 
a first aid attendant available).  The employer cannot try to stop you 
from reporting any injury or an unsafe working condition. This is an 
offence and both the employer and the supervisor are liable to fines, 
work stoppage, and/or other compliance orders. Make sure the report is 
accurate and signed.

Additional Specific Regulations

There are many other regulations covering specific jobs, machines, 
and work processes. You should learn the ones that are applicable to 
your industry and province (check the table of contents and the index 
of the Canada Occupational Health and Safety Regulations to find the 
applicable regulations). 

You Have the RIGHT to:

• Be familiarized with work hazards and the means of coping with them 
before advising your members. 

• Receive proper instruction on work techniques and methods, which 
are both safe and effective. 

• Have safe equipment, proper maintenance, and work environment as 
free as possible of hazards.  

• The right to refuse to do a task that would endanger oneself or a 
fellow worker without fear of retribution. 

The Right to Refuse Unsafe Work

By far, the most important right that we have is the right to refuse unsafe 
work. When it comes right down to it, this right to refuse is our only real 
protection. If you have reasonable grounds to believe that something is 
dangerous to you or to anyone else you can, should, and MUST, refuse 
to do it. The employer cannot discipline you for this refusal.  

Health & Safety: Reporting
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Whether you are a new steward or have been doing union work for 
many years, your role is to watch and listen to what is happening in 
your workplace. You will do this on behalf of all members. Often, when 
members think of their union, they think of you and the work you do on 
their behalf.

The union needs you to represent our members and to protect the rights 
we have fought so hard and bargained for in the collective agreement. 
Each clause in the collective agreement comes from negotiations with 
the employer, and every single clause is important.

Thank you again for representing your sisters and brothers in your 
workplace and for your important work on behalf of your union.

In Closing
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Across the board adjustment - Change in pay rates made for all 
employees in a workplace or particular group.

Affiliated union - A union that, by constitution or formal agreement, is 
linked to another union or group of unions such as a central labour body.

Application for certification - A request by a trade union to a labour 
relations board or governmental body for designation as the bargaining 
agent for a particular unit of employees.

Arbitration - The procedure by which a board or a single arbitrator, 
acting under the authority of both parties to a dispute, hears both 
sides of a controversy and issues an award, usually accompanied by a 
written decision, which is ordinarily binding on both parties. Compulsory 
arbitration is that required by law and is a procedure for settling contract 
interpretation disputes. Voluntary arbitration has reference to the 
parties to a dispute agreeing to arbitration in the absence of statutory 
compulsion.

Assessments - Special charges levied by unions to meet particular 
financial needs.

Back pay - Wages due for past services, often the difference between 
money already received and a higher amount resulting from a change in 
wage rates.

Bargaining agent - A trade union that acts on behalf of employees either 
in collective bargaining or as a party to a collective agreement with an 
employer. The union is the exclusive representative of all workers in a 
bargaining unit.

Bargaining right- Right of workers to negotiate through chosen 
representatives concerning terms and conditions of employment. Right 
of union designated by a majority of workers in an appropriate bargaining 
unit to represent the group in collective bargaining.

Bargaining unit - A group of employees in a firm, workplace, or 
industry that has been recognized by the employer and certified by a 
Labour Relations Board as appropriate to be represented by a union for 
purposes of collective bargaining.

Labour Definitions A-Z
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Base rate - The straight-time rate of pay per hour, job, or unit, excluding 
premiums, incentive bonuses, gratuities, etc.

Callback pay - Wages for a minimum number of hours guaranteed to 
workers who are called back to work outside scheduled working hours.

Certification - Official designation by a Labour Relations Board or similar 
government agency of a union as sole and exclusive bargaining agent 
following proof of majority support among employees in a bargaining 
unit.   

Check-off - A system whereby union dues and assessments are 
deducted by the employer from the employees’ pay cheques and 
remitted to the union. A check-off assignment is a signed authorization 
from the employee permitting a voluntary check-off. An automatic or 
compulsory check-off is one made without specific authorization by each 
employee. A clause in a collective agreement authorizing an employer to 
deduct union dues and sometimes other assessments and transmit these 
funds to the union.

Closed shop - A place of employment where the employer is obligated 
to hire and retain in employment only union members. A provision in a 
collective agreement whereby all employees in a bargaining unit must be 
union members in good standing before being hired and new employees 
must be hired through the union (construction trades, for example).

Collective bargaining - The process of negotiating a collective 
bargaining agreement.

Consumer Price Index - Statistics Canada’s monthly statistical study 
which checks retail prices of selected consumer items in a representative 
group of cities. Strictly, it is not a “cost-of-living” index, though it is often 
so described.

Conventions - Assemblies of union delegates, which meet to act upon 
basic union policies.

Cost of living - Relationship of the retail cost of consumer goods and 
services to the purchasing power of wages.

Labour Definitions A-Z
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Council - An association of unions on a geographical basis.

Craft union - A union whose membership is restricted to workers having 
a particular skill, but which admits workers having that skill regardless of 
the industry in which they work.

Decertification - Withdrawal by a Labour Relations Board of its 
certification of a union as exclusive bargaining representative.

Demotion - Transferring an employee to a job involving reduced 
responsibilities and duties and possibly a reduction in pay.

Discipline clause - A section of a collective bargaining agreement 
reserving to management the right to penalize employees for 
disobedience.

Dues - Periodic payments by union members for the financial support of 
their union.

Employee - A person engaged in an industry who is entitled to wages for 
labour or services performed. Not included are persons employed in a 
professional capacity or who exercise managerial functions.

Employment equity - Term used to describe the goal of removing 
employment barriers and discriminatory practices of employers.

Exclusive bargaining rights - Rights of the union, designated as 
bargaining representative by a majority of the employees in the 
appropriate bargaining unit, to bargain collectively for all employees in 
the unit.

Grievance - A statement of dissatisfaction, usually by an individual 
but sometimes by the union or management, concerning interpretation 
of a collective agreement or traditional work practice. The grievance 
machinery (the method of dealing with individual grievances) is typically 
outlined in the contract.

Labour Definitions A-Z
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Grievance arbitration - Settlement of a dispute over how a clause or 
article in a collective agreement should be interpreted and applied by 
having an impartial third party conduct a hearing and render a decision 
that is binding on both the union and the employer (class grievance 
included).

Hiring hall - A headquarters from which a union fills requests for 
workers. A central hiring hall is a place where union workers gather for 
referral to seasonal or casual jobs. Employers as well as a union sponsor 
a joint hiring hall. A preferential hiring hall is one in which union members 
get first referral to jobs.

Industrial union - A union whose membership includes any worker in a 
particular industry regardless of the particular skill he/she is exercising.

Interest arbitration - Settlement of a collective bargaining dispute over 
what terms and conditions are to be included in a collective agreement 
by having an impartial third party conduct a hearing and render a 
decision that is binding on both the union and the employer.

International Labour Organization (ILO) - A specialized United Nations 
agency that works to improve, by international action, labour conditions, 
living standards, economics, and social stability.

International union - A union that charters locals in both the United 
States and Canada.

Job analysis - Investigation of duties and operations of a job to 
determine its requirements in terms of human abilities and relationships.

Job classification - Job rating based on an analysis of the requirements 
of the work.

Job content - The actual duties that make up a job.

Job description - A part of job evaluation involving a review of the 
nature of the work, its relation to other jobs, the working conditions, the 
degree of responsibility and the other qualifications called for by the 
work.

Labour Definitions A-Z
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Job evaluation - System for fixing the relative value of jobs as they exist 
in a workplace.

Jurisdictional dispute - A conflict between two or more unions as to 
which one shall represent a group of employees in collective bargaining 
or as to which one’s members shall perform a certain type of work.

Labour movement - Endeavours by organized labour to increase its 
ranks and to promote the welfare of the working class.

Labour relations - Term used to denote all matters arising out of the 
employer - employee relationship, most intimately connected, however, 
with collective bargaining and associated activities.

Labour Relations Board - 

• Disputes Resolution Division - The division of the Labour Relations 
Board primarily concerned with providing mediation services and 
other assistance to parties engaged in collective bargaining.

• Adjudication Division - The division of the Labour Relations Board, 
which investigates and resolves complaints and applications under 
the Labour Relations Act, generally by conducting a hearing and 
making a binding decision.

Layoff - Temporary, prolonged, or final separation from employment due 
to a lack of work.

Leave of absence - Permitted absence for an employee for a limited 
period, ordinarily without pay.

Local union - The basic unit of union organization. The local has its own 
bylaws and elects its own officers but the parent union of which it is a 
part charters it. An amalgamated local is composed of units in several 
workplaces, each of which is partially self-governing.

Lockout - The closing of a place of employment, a suspension of work, 
or a refusal by an employer to continue to employ a number of his/her 
employees done with the purpose of compelling his/her employees, or 
those of another employer, to agree to conditions of employment or to 
refrain from exercising their existing rights and privileges.

Labour Definitions A-Z
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Maintenance of membership – A security system within the union under 
which an employee is not required to join the union, but must remain a 
member for the duration of a collective agreement, if he/she does join or 
is already a member.

Management or employer rights - Aspects of the employer’s operations 
that do not require discussion with or concurrence by the union or rights 
reserved to management, which are not subject to collective bargaining. 
Such rights may include matters of hiring, production, manufacturing, or 
sales.

Master agreement - A union contract executed by the leading employer 
in an industry which set the general pattern that will be followed by the 
industry; or a union contract setting basic standards for employers and 
unions covered by the agreement who will negotiate further on local 
subjects.

Mediation - A means of settling labour disputes whereby the contending 
parties use a third person, called a mediator, as a neutral go-between.

Member in good standing - A person who is a member of a union and 
has paid the required initiation fee and at least one-month’s dues.

Moonlighting - Dual job holding by an employee who works a full day for 
one employer and then full-time or part-time for another employer.

Open shop - A shop in which union membership is not required as a 
condition of securing or retaining employment. 

Overtime - Hours worked in excess of a maximum regular number of 
hours fixed by statute, union contract, or custom. Clock overtime is a 
premium, paid for work during specified regular working hours, required 
by collective bargaining agreement.

Overtime rate - Higher rate of pay fixed by statute, union contract, or 
custom for hours worked in excess of specified straight-time maximum.

Picket - One who patrols a place of business to publicize the existence 
of a labour dispute, a union’s desire to represent the employees, or the 
fact of non-union working conditions.

Labour Definitions A-Z
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Posting - Required display of the vacancies available for competition 
within the bargaining unit.

Preferential hiring - A system under which employers agree to hire only 
union workers so long as the union is able to fill demands for workers.

Premium pay - Pay over and above straight-time pay for time actually 
worked, including contractual overtime for excess hours, clock-time 
hours and special days, pay for idle time and absences, bonuses and 
gifts.

Promotion - Advancing an employee to a position paying a higher 
salary.

Rand formula - A union security plan developed by Judge Rand which 
requires the employer to deduct union dues by check-off from the pay of 
all employees and remit the amounts to the union. In addition, all strikes 
must be authorized by a secret ballot in which all employees may vote. 
Unions must declare members eligible to cross unauthorized picket lines  
and fines may be imposed on employees who participate in unauthorized 
strikes.

Rank and file - Individual union members.

Recognition - Employer acceptance of a union as the exclusive 
bargaining representative for the employees in the bargaining unit.

Red-circle rate - A rate of pay for a particular employee which is higher 
than the maximum of the rate range or the rate for the work he/she is 
doing. For example, because of layoffs or disability, an employee might 
be demoted to easier or lower-paying work with no reduction in pay.

Reinstatement - The restoration of a discriminatorily discharged 
employee to his/her former job.

Scab - Worker who refuses to join co-workers in a strike. Sometimes 
applied to members of non-striking unions who pass through a striking 
union’s picket line.

Labour Definitions A-Z
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Seniority - System granting preference in security and rewards to 
employees in accordance with their length of service. Classification 
seniority is length of service in a classification. Service seniority is total 
length of service. Frozen seniority is seniority protected as of the time of 
a layoff but not allowed to increase during the layoff period.

Shop card - A card furnished by a union for display in an employer’s 
place of operation to inform the public that the establishment is operating 
under a union contract.

Strike - A cessation of work, a refusal to work or to continue to work 
by employees, in combination or in accordance with a common 
understanding, or a slowdown, or other concerted activities by 
employees that is designed to or does restrict or limit production or 
services for the purpose of compelling an employer to agree to terms or 
conditions of employment.

Strike benefits - Sums paid by a union to its striking members to help 
finance them during the strike.

Strike fund - Reserve accumulated by a union to provide members 
with some income while on strike and to pay expenses connected with 
strikes.

Strike notice - Formal announcement by a group of workers to their 
employer or to an appropriate government agency that, as of a certain 
date, they will go on strike, if the grievance is not settled.

Strike vote - A vote conducted amongst employees in the bargaining unit 
on the question of whether they should go out on strike.

Strikebreakers - Workers hired during a strike, primarily for defeating 
the strike.

Suspension - A layoff from work or from union membership as a 
disciplinary measure.

Trusteeship - The taking over of the administration of local union’s 
affairs, including its treasury, by the parent body.

Labour Definitions A-Z
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Unfair labour practices - Those employer or union activities that are 
classified as “unfair” by the Labour Relations Act. A practice on the part 
of either union or management that violates provisions of federal or 
provincial labour law.

Union - The unit of a labour organization which organizes and charters 
locals in the industries or trades as defined in its constitution, sets 
general policy for its locals, assists them in the conduct of their affairs, 
and is the medium of co -coordinating their activities. Finances are 
generated through per capita dues from the locals. Unions usually hold 
regular conventions of delegates from the locals, at which general policy 
is set and at which officers are elected.

Union insignia - Identification used by unions, including membership or 
steward buttons, shields, and union initials on correspondence typed by 
union members.

Union label – A “bug” or imprint on a product indicating the item was 
made under union conditions.

Union shop - Form of union security under which an employer may hire 
non-union workers who must, however, become members after they 
are employed as a condition of retaining their employee status. A place 
of work where every worker covered by the collective agreement must 
become and remain a member of the union.   

New members need not be union members in order to be hired, but must 
join after a certain number of days.

Voluntary recognition - An employer and a trade union may agree that 
the employer shall recognize the trade union as the exclusive bargaining 
agent of the employees in a defined bargaining unit.

Walkout - Colloquial term for a strike.

Work to rule - A practice where workers obey to the letter all laws and 
rules pertaining to their work, thereby affecting a slowdown. The practice 
also frequently involves a refusal to perform duties which, though related, 
are not explicitly included in the job description.

Labour Definitions A-Z
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Workers’ compensation - Compensation payable by employers 
collectively for injuries sustained by workers in the course of their 
employment. Each province has a Workers’ Compensation Act. The 
industries covered by the Act are divided into groups, the employers in 
each group being collectively liable for the payment of compensation to 
the workers in their groups.

Labour Definitions A-Z
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As part of the investigation, the steward should:

¦ Calm the grievor.

¦ Start the investigation immediately.

¦ Use the grievance fact sheet.

¦ Ask the appropriate questions (seven W’s).

¦ Get written statements. 

When filling out the grievance forms the steward should:

¦ Review documents and notes.

¦ Use available resources (collective agreement, steward’s manual).

¦ State the union’s position.

¦ Demand a remedy.

¦ Keep it simple.

¦ Sign the completed form. 

When preparing the grievance the steward should:

¦ Counsel the grievor.

¦ Obtain and relevant documentation (personnel records).

¦ Document the location (sketch the scene).

¦ Interview witnesses.

¦ Identify the employer’s contention. 

At the grievance meeting, the steward should:

¦ Stick to the issues.

¦ Maintain one spokesperson.

¦ Seek agreement on the facts.

¦ Challenge the employer’s position.

¦ Present the Written Grievance.

Appendix 1: Grievance Checklist
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FOR UNION USE ONLY

To be filled out by the steward and attached to the UNION COPY ONLY 
of Grievance No.  ____________   Local No._________

WHO IS INVOLVED IN THE GRIEVANCE?

Grievor

Name

Department

Classification Wage Rate

Seniority Employer wide (date)

 Bargaining Unit

 Department (date)

 Classification (date)

SUPERVISOR OR OTHER MANAGEMENT INVOLVED

Name

Department

Job Title

WITNESSES OR OTHER PERSONS INVOLVED

Name

Department

Classification

Name

Department

Classification

Appendix 2: Grievance Fact Sheet
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Notes
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