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Using Your Contract & the Step Procedure 
 

Purpose 
The purpose of this section is to understand how to navigate around your contract or your CBA 

(collective bargaining agreement). 

 

Introduction 
When starting out as a steward, we may feel overwhelmed by thinking that we must memorize 

every single word in our contract. It is essential to have a working knowledge of your contract, 

but by no means does it need to be memorized.  

 

 

Activity One: Quiz! Union Lingo 
 

When starting out as a steward we are learning a whole new language. Below are some terms 

that we should be familiar with.  

 

In small groups, match the term to the definition. 
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Quiz! Union Lingo 
 

A. Management’s Rights Clause 

B. Past Practice 

C. Just Cause 

D. Caucus 

E. Collective Bargaining 

F. Unfair Labor Practice (ULP) 

G. Tentative Agreement 

H. Premium Pay 

I. Across the Board Increase 

J. Grievance 

K. Bargaining Unit 

L. Concerted Activity 

M. Equality Rule 

N. COPE 

 

1. ___ An employee group that, on the basis of related skills or common interests in working 

conditions, is an appropriate unit for collective bargaining. 

2. ___ Actions taken by employers or unions that are illegal under the National Labor 

Relations Act (NLRA) and other labor laws. Some of these rules apply to the 

interactions between the employer and the union; others protect individual workers 

from unfair treatment by an employer or union. 

3. ___ A general wage increase that covers all the members of a bargaining unit, regardless 

of classification, grade or step level. 

4. ___ An alleged violation, misinterpretation or misapplication of a provision of the 

collective bargaining agreement. The claim follows a process outlined in the collective 

bargaining agreement. 

5. ___ Issues that are agreed to during bargaining on a labor contract and set aside as 

tentatively agreed subject to agreement on all outstanding issues of the contract. 

Tentative agreements have no force or effect until and unless all of the issues on the 

bargaining table have been resolved and are therefore not implemented until all 

issues have been settled and ratified. 

6. ___ An extra amount over the normal hourly time rates, sometimes a flat sum, sometimes 

a percentage of the wage rates, paid to workers to compensate them for inconvenient 

hours, overtime, hazardous, or unpleasant conditions, or other undesirable 

circumstances. 

7. ___ The right to act together to try to improve pay and working conditions. Labor law 

protects this type of activity from retaliation or reprisal.  An employee’s activities are 

also protected when individual employees bring truly group complaints to the 

employer’s attention.   
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8. ___ Discipline or dismissal for unsatisfactory job performance meeting these 

prerequisites.  

9. ___ A customary way of doing things not written into the collective bargaining agreement. 

Can sometimes be enforced through the grievance procedure if the practice has been 

longstanding, consistent, and accepted by the parties. 

10. ___ A method of bilateral decision-making in which the employer and the exclusive 

representative of the employees determine wages, hours, and terms of conditions of 

employment for all workers in a bargaining unit through direct negotiations. Which 

normally result in a written memorandum of understanding that is mutually binding 

and sets wages, grievance procedures, and other conditions of employment to be 

observed for a stipulated time. 

11. ___ The rule established under the National Labor Relations Act, and upheld by the United 

States Supreme Court, that, when engaged in representational activities, stewards 

and union officers are considered to be equals with management.  

12. ___ Committee on Political Education or (PAC) Political Action Committee of the union. 

These are funded by voluntary contributions made by individual members for the 

purpose of supporting labor-friendly legislation (health and safety, safe needle, safe 

staffing legislation, etc.) and sometime labor-endorsed political candidates. 

13. ___ A provision in a collective bargaining agreement that expressly reserves certain rights 

and responsibilities to management and specifies that the exercise of these rights and 

responsibilities shall not be the subject of negotiations, grievances, or arbitrations. 

14. ___ When either team during a bargaining session requests to break from the joint 

meeting and meet with their team for a brief period. Some reasons are: to strategize; 

to develop new arguments, to develop counter proposals, to discuss the current 

status of bargaining issues, to relieve possible tension, etc. 

 

 

A. Management’s Rights Clause 

B. Past Practice 

C. Just Cause 

D. Caucus 

E. Collective Bargaining 

F. Unfair Labor Practice (ULP) 

G. Tentative Agreement 

H. Premium Pay 

I. Across the Board Increase 

J. Grievance 

K. Bargaining Unit 

L. Concerted Activity 

M. Equality Rule 

N. COPE 
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Activity Two: Large Group Exercise 
 

As a large group, review the following fact sheet: “Tips on How to Navigate Around Your 

Contract.” 

 

Tips on How to Navigate Around Your Contract 
 

• Start off with the Table of Contents or index. 

• Make sure you check all the articles that may pertain to the issue you are looking at.  You 

may need one article to figure out another article.  

• A good contract looks like a loved book: highlight your contract and use tabs to mark key 

areas of your contract. 

• Many contracts are now available online: www.seiu-uhw.org (use the control “F” function 

on your computer to look for key words in your contract). 

 

Common Important Articles (You might want to tab or highlight them!): 

 

Paid Time Off/Vacations/Sick Leave: Here you will generally find policies regarding different 

kinds of leave, rates of accrual, eligibility and rules regarding different leaves. Remember if the 

contract is silent on issues of “leaves” see your policies and procedures. 

 

Discipline and Discharge: This is generally the article you will site for any Disciplinary cases.  

Most contracts will have some language in it regarding “Just Cause” or progressive discipline.   

 

Grievance Procedure: This article typically outlines the steps for the grievance procedure and 

most importantly the timeline for filing grievances.  

 

Appendix and Side Letters: Sometimes contracts will also include side letters of agreement that 

have been agreed to by both the Union and management.  These letters are generally meant to 

add clarification to the contract where it is unclear or when the contract is silent. 

 

Wages/Wage Scales: This is probably the most popular section of most contracts.  It is where 

you will find information about raises and wages scales. 

 

Seniority: Often contains information on who is given preference for Job Vacancies, layoff 

order, vacation bidding, etc.  Note there is often a distinction between departmental and 

service seniority.  Also, often language regarding seniority is found in various parts of the 

contract.  Make sure you check any and all articles that could be relevant. 
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Activity Three: Scavenger Hunt 
 

In small groups, using the “Table of Contents” (on pages 4 & 5) figure out what article 

number(s) you would look in to find the topic pertaining to the question a member is asking 

you. It might not be in the first place you look; you may have more than one article that applies. 

 

1) My aunt just passed away. Can I take a few days off to attend the funeral? 

 

2) My manager came to me in secrecy and said that lay-offs are coming soon.  

 

3) I was asked if I can pick up a night shift. Do I get a shift differential? 

 

4) My field representative was in my break room to talk to me about upcoming 

negotiations. My manager said she’s not allowed in the department. Is my manager right? 

 

5) I was written up 3 years ago. Is it still in my file? 

 

6) I just saw a posting for an evening shift. What hours are the evening shift? 

 

7) I need you to file a grievance! The incident happened 28 days ago, is it too late to file 

one?  

 

8) I want to know if I can take a month off to take a course in another state that pertains to 

my job. Can I do that? 

 

9) I think I am coming off probation soon. How long till I can apply to another department? 
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Table of Contents for Scavenger Hunt 
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Article 1. Shared Vision And Responsibility ............................................................................................ 1 
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Article 20. Retirement ............................................................................................................................. 21 
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Article 22. Bereavement Leave ............................................................................................................... 22 
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Article 23. Leave Of Absence ................................................................................................................. 22 

Article 24.Accidental Death & Dismemberment, Group Life Insurance & Long Term Disability…… 25 

Article 25. Physical Examinations .......................................................................................................... 25 

Article 26. Jury Duty ............................................................................................................................... 25 

Article 27. Tuition Reimbursement / Continued Education Time .......................................................... 26 

Article 28. Committees ........................................................................................................................... 27 

Article 29. Grievance & Arbitration ....................................................................................................... 31 

Article 30. Discipline And Discharge ..................................................................................................... 32 

Article 31. Field Representatives And Shop Stewards ........................................................................... 33 

Article 32. No Strike / No Lockout ......................................................................................................... 34 

Article 33. Change Of Ownership ........................................................................................................... 34 

Article 34. Separability & Savings Clause .............................................................................................. 34 

Appendix A. Recognition Procedure ...................................................................................................... 35 

Appendix B. Side Letters ........................................................................................................................ 39 

Appendix E. SEIU-UHW Committee On Political Education - Cope Form ........................................ 124 

Appendix F. Local Wage Schedules ..................................................................................................... 125 

Term Of Agreement ................ . ............................................................................................................ 216 
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 Answers to Union Lingo Quiz & Scavenger Hunt 
Answers:  

1. K 8. C 

2. F 9. B 

3. I 10. E 

4. J 11. M 

5. G 12. N 

6. H 13. A 

7. L 14. D 

Scavenger Hunt Answers 

1) My aunt just passed away. Can I take a few days off to attend the funeral? Article 

22. Bereavement Leave and Article 23 Leaves of Absence 

2) My manager came to me in secrecy and said that lay-offs are coming soon. 

Article 14. Reduction in Force  

3) I was asked if I can pick up a night shift. Do I get a shift differential? Article 17. 

Classification and Wages  

4) My field representative was in my break room to talk to me about upcoming 

negotiations. My manager said she’s not allowed in the department. Is my manager 

right? Article 31. Field Representatives and shop stewards 

5) I was written up 3 years ago. Is it still in my file? Article 30. Discipline and 

Discharge 

6) I just saw a posting for an evening shift. What hours are the evening shift? Article 

18. Hours of Work 

7) I need you to file a grievance! The incident happened 28 days ago, is it too late to 

file one? Article 29. Grievance and Arbitration 

8) I want to know if I can take a month off to take a course in another state that 

pertains to my job. Can I do that? Article 27. Tuition Reimbursement/Continued 

Education Time 

9) I think I am coming off probation soon. How long till I can apply to another 

department? Article 12. Probationary Period and Article 13 Seniority and Job Postings 
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Summary 

 

Using your contract can be like using a recipe from a cookbook for the first time.  It is 

always best to follow a first time recipe to the letter.  Once familiar, we can adjust the 

ingredients to suit our personal tastes. However, the cooking, baking, or preparation 

time does not change.  It is important for stewards to be familiar with contract articles 

and time lines.  Familiarity with articles allow for multiple applications of the CBA when 

necessary.   Just like adjusting ingredients in a recipe.   

 

Always remember timelines are neither adjustable nor negotiable and practice makes 

perfect.  The more we utilize our contracts, the better stewards we become. 
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Grievance Writing 
 

Purpose 
To learn the components of writing a grievance. 

 

Introduction 
The purpose of a written grievance is to give official notification to management; it 

should not be long or complicated.  

 

 
 

Activity One: Large Group Review 
 

As a large group review the fact sheet below:  

 

A good written grievance answers three simple questions: 

1) What happened, or failed to happen? (the circumstances) 

2) Why is this situation a grievance? 

3) How should the employer correct the situation? 

 

And has three sections: 

1) Statement of Grievance 

This is the story– what happened or failed to happen?  Be as simple, clear and concise as 

possible.  

 

2) What was violated? 

Mention all sections of the contract that might possibly be violated.  

 

3) The Remedy 

How do you want the employer to correct the situation? Ask for all the benefits that the 

worker would have if the violation had never occurred.  Avoid remedies that include 

things like supervisory apologies and penalties. 
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Activity Two: Principles of Grievance Writing 
 

Review the following fact sheet: “Principles of Grievance Writing.” 

 

Limit Statements to Basic Facts. 

The purpose of the written grievance is to trigger the formal stages of the grievance 

process and notify the employer of the basic facts, alleged violations and requested 

remedy. 

 

Use short, positive statements and simple descriptive words.   

Long sentences are hard to understand and sometimes can be misinterpreted.  Stick to 

short, clear sentences. Write like you speak. Make it clear and simple. 

 

Keep documentation and arguments out of the grievance form.   

For example, “Mary Smith was sent home for saying ##$% to her supervisor.  However 

she did not say ##$%, she said @%@%…” is not a good statement of the grievance.  

“Mary Smith was disciplined without just cause” is a good statement in a grievance 

form. 

 

Use caution when stating specifics.   

Use terms like “on or about February 19th”, unless you are 100% absolutely and 

positively sure. This protects the grievance from being invalid due to a technical error. 

 

Use an objective and affirmative approach.   

Use the third person (he, she, they, the supervisor).  Avoid using phrases such as “I 

think” or “I believe.”  State the union’s position strongly and positively, but without 

personal attacks on management. 

 

Include all contract violations.  

Don’t limit the violation to a single section of the contract.  Use the phrase “violates the 

contract, including but not limited to Article ___” or “This action violated Article ___, 

Section___ and all other relevant sections of the contract.” This may allow you to claim 

or identify additional violations, if necessary. 

 

State a full, possible remedy.   

If a worker has been discharged, ask that she “be made whole. Including immediate 

reinstatement with full back pay and all rights, privileges and benefits restored, and the 

entire matter expunged from her record.”  Remember, if the grievance goes to an 

arbitrator, the arbitrator can only award what is allowed by the contract. 

 

Consult with the grievant.   

Go over the written grievance with the grievant, explaining the requested remedy. 
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Activity Three: Bad vs. Good 
 

1. In pairs, review “Example of the Issue: Change in Starting Time.”  

2. Then in pairs, work on “Example of the Issue: Personal Leave” and write in the 

“Much Better” sections of the grievance. 

3. Report-Back to the large group your “Much Better” example.  

 

Example of the Issue: Change in Starting Time 
 

1) Statement of Grievance 

Poorly Written: 

Without even talking to the union about it, management decided to change the starting 

time of the swing shift and the evening shift. Changing the start time for these shifts by 

45 minutes would wreck havoc on the lives of employees. Management never listens to 

the union and they just can’t go around doing whatever they want. This is unfair for all 

workers on these two shifts. 

 

Much Better: 

On October 30th  2013, management changed the start times of the swing shift and the 

evening shift.  

 

 

2) What was Violated? 

Poorly Written:  

The contract and NLRA. 

 

Much Better:  

This action violates Article XII (Hours of Work), Articles XIV (Definition of Shifts) and any 

other relevant articles of the contract. 

 

 

 

3) The Remedy 

Poorly Written: 

That management stop pulling stunts like this and start following the contract. 

 

Much Better: 

That management immediately returns to the schedule described in the contract and 

for employees to be made whole.  
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Example of Issue: Personal Leave 
 

1) Statement of Grievance 

Poorly Written: 

Last week Mary Roberts had to stay home and take care of her child who was sick. 

Mary’s babysitter was sick that day and she couldn’t find someone on such short notice. 

Her husband was out of town so he couldn’t help. So she asked for personal leave 

because the contract says you can use personal leave for emergencies. But Mike Carr, 

her supervisor, told her she couldn’t have personal leave. He gave her an unexcused 

absence. He said everyone should have back-ups in place, just in case this kind of thing 

happens. 

 

Much Better: 

Fill in:  

 

 

 

 

 

 

2) What was Violated? 

Poorly Written: 

The contract that Mike Carr needs to read. 

 

Much Better: (Article XIII-Personal Leave) 

Fill in: 

 

 

 

 

 

3) The Remedy 

Poorly Written: 

All the employees in the department from all the seven work locations should get 

together for a meeting and Mike Carr should have to publicly apologize to Mary and 

promise to never do something like this again. Mary should get her day back. 

 

Much Better: 

Fill in: 
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Activity Four: Practice 
 

In small groups write the three pieces of the grievance: statement of grievance, what 

was violated & requested resolution for the following three scenarios.  

 

Report-Back: As a large group, we will review what the groups wrote for the three 

pieces of the grievance.  

 

Scenario One: 

Name of grievant: Kimberly Gonzales 

 

What the grievance is for: Kimberly works in nutrition services. She has been on the 

night shift for 4 years. There was a posting for a day-shift position that was posted on 

May 5th, 2010. She applied for the position on May 7th, 2010. She found out that on 

May 16th, 2010 that Robert Sanchez was given the day shift. Robert has been on the 

same shift as Kimberly, but has only been working at the hospital for 2 years. Kimberly is 

really upset because she had been counting on this position for a long time. Her children 

are getting ready to go into high school and she no longer needs to be at home for them 

during the day. She was looking forward to finally having a “normal schedule.” 

 

Relevant Contract Articles: Article 13.Seniority and Job Vacancies Paragraph B & C. 

Paragraph F of Job Vacancies- Posting and Bidding. 

 

1) Statement of Grievance: 

2) What was Violated? 

3) Requested Resolution: 

 

Scenario Two: 

Name of Grievant: Joey Taylor 

 

What the grievance is for: Joey has been an excellent employee for 15 years. He was 

suspended for 3 days: January 4-6th. Human resources told him that he was suspended 

because his manager reported that he was rude to a patient. Joey wasn’t even working 

the day of the patient complaint. 

 

Relevant Contract Articles: Article 7. Just Cause & Article 8.Grievance and Arbitration. 

 

1) Statement of Grievance 

2) What was Violated? 

3) Requested Resolution: 
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Activity Four: Practice Answers 
 

Scenario One  

Name of grievant: Kimberly Gonzales 

 

What the grievance is for: Kimberly works in nutrition services. She has been on the 

night shift for 4 years. There was a posting for a day-shift position, which was posted on 

May 5th, 2010. She applied for the position on May 7th, 2010. She found out that on 

May 16th, 2010 that Robert Sanchez was given the day shift. Robert has been on the 

same shift as Kimberly, but has only been working at the hospital for 2 years. Kimberly is 

really upset because she had been counting on this position for a long time. Her children 

are getting ready to go into high school and she no longer needs to be at home for them 

during the day. She was looking forward to finally having a “normal schedule.” 

 

Relevant Contract Articles: Article 13.Seniority and Job Vacancies Paragraph B & C. 

Paragraph F of Job Vacancies- Posting and Bidding. 

 

1) Statement of Grievance: Kimberly Gonzalez was denied the day shift position. 

 

2) What was Violated? Article 13. Seniority and Job Vacancies, Paragraph B & C. 

Paragraph F of Job Vacancies-posting and bidding & any and all other articles that apply. 

 

3) Requested Resolution: For Kimberly to be awarded the day-shift nutrition 

services position and that she be made whole. 

 

Scenario Two 

Name of Grievant: Joey Taylor 

 

What the grievance is for: Joey has been an excellent employee for 15 years. He was 

suspended for 3 days: January 4-6th. Human resources told him that he was suspended 

because his manager reported that he was rude to a patient. Joey wasn’t even working 

the day of the patient complaint. 

 

Relevant Contract Articles: Article 7. Just Cause & Article 8.Grievance and Arbitration. 

 

1) Statement of Grievance: Joey Taylor was disciplined unjustly. 

 

2) What was Violated? Article 7. Just Cause & Article 8. Grievance and Arbitration 

and all other articles that apply. 

 

3) Requested Resolution: For the discipline of Joey Taylor to be retracted, the 

suspension of January 4th ,5th  and 6th of 2011 to be paid and for the employee to be 

made whole. 
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Summary 

 

• Less is more. Keep your grievance concise. Cover the 3 parts of a grievance, but 

don’t add extra facts or arguments. 

 

• Keep your grievance statement very general. 

 

• Be sure to include: “and all applicable contract violations”, when stating your 

violations.  

 

• State a full remedy. Include terms like “make whole” in disciplinary grievances and 

other grievances as appropriate. 

 

• Don’t ask for things you aren’t going to get- like an apology. 

 

• Remember to keep the member involved in every step! When you are e-mailing 

about a grievance make sure the grievant is also on the e-mail. 

 

 

 

 

 

 
 

 

 

Summary 

Less is more. Keep your 
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parts of a grievance, but don’t add 

extra facts or arguments. 
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applicable contract violations”, 
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grievances and other grievances 
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Meetings with Management 
 

Purpose 
To learn and practice what to do when meeting with management to properly present 

the Union’s position in a grievance meeting and for stewards to understand their roles 

and rights during discipline investigatory meetings. 

 

Introduction 
In order to be effective stewards, we need to learn the proper skills and techniques of 

how to meet with management. This module will help you to feel well-equipped in your 

role when meeting with management.  

 

 

 

Activity One: Fact Sheets 
As a large group, review: “Rules & Guidelines for Meeting with Management.”  
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Rules and Guidelines for Meeting with 

Management 
 

As a steward, you will have two types of meetings where you will be representing the 

Union with management: Discipline Investigation Meetings and Grievance Meetings. 

 

Any meeting with management: 

• Pick a neutral location for the meeting. A manager’s office is not a neutral 

location. 

 

• Show up on time. 

 

• Prepare an outline of how you want the meeting to go, this is key in order to gain 

and keep control of the meeting.   

 

• Sit directly across from management and any union members should do the 

same. 

 

• Research the management you are meeting with: What are they like? How will 

they most likely act? 

 

• Avoid emotional outbursts, never threaten or swear at management unless it’s 

part of your strategy. 

 

• Always show a united front in front of management, if you need to differ from 

the opinion of anyone with you on the union side- call a caucus. Don’t let 

management divide and conquer. 

 

• Call a caucus when your feel uncomfortable, new information has been 

presented that might change your plan, or anytime you need to speak in private 

with your member. This is your right, management cannot deny caucuses. 

 

• Take good notes or have another steward with you to take notes. 

 

Grievance Meetings: 

• Collect the required information pertaining to the meeting: information requests 

& interviews with affected members and witnesses. 

 

• Prepare any members, witnesses, or grievants that are attending the meeting 

with you. 
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• Set a time to follow up or deadlines, if needed. 

 

• Write up any agreements for management to sign and lay out any next steps. 

 

• After management has left the room, debrief the union-members and make sure 

they understand everything that happened in the meeting. 

 

Discipline Meetings: 

Employers will sometimes attempt to say that the union representative is there only to 

observe, this is completely untrue.  Our main role in investigation meetings is to support 

the worker, stop the worker from self-incrimination, possibly stop management from 

giving discipline and start building a case against discipline. 

 

• Ask for time to talk with the employee in private to discuss the matter.  

 

• Inform the employee to answer only the questions asked.  

 

• Do not allow the employee to give information that was not asked unless the 

information will without a doubt clear them of the charge.   

 

• Also inform the employee that this is not the time to give the names of other 

employees that may have been involved. They do not have to state at this time if 

they knew who did this. 

 

• Object to any attempts to confuse or anger the employee. Do not allow 

management to bully the employee. 

 

• Ask for questions to be restated if the question is vague or confusing to either the 

steward or the employee.  Have the employer explain the question. 

 

• Once you are done with the meeting debrief the meeting with the member. At this 

point, there should be no discipline, let the member know how to reach you if they 

are in-fact written up.  

 

• Ask management what their timeline is.  When do they expect to be finished with 

their investigation?  When can you expect to hear from them regarding their 

decision? 
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Activity Three: Management Types Role-Play 
 

The following activity is a presentation of meeting with management. 

 

We will divide the group into 3 different groups by three different types of bosses: 

1. The Jerk Manager, 

2. The Nice Boss- he plays nice but he never does anything or gets anything done &  

3. The Boss who blows you off. 

 

The scenarios for each type of boss are on the following pages. 

Each group will determine who will be the member of management, the steward, the 

grievant and any other necessary characters.  

 

Your presentation should include: 

 

Prep needed before the meeting: 

• How do you want the meeting to go? 

• What might management say? How will you respond? 

• What are your goals and wanted resolutions out of the meeting? 

• What is the boss like? How will you handle it? 

• Who and what did you cover when preparing the workers who are coming with 

you to the meeting with management.  

 

Then present a role-play of your meeting with management. And lastly present a role-

play of your de-brief after the meeting with management. There will be a chance for 

input/feedback after each group does their presentation.  
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Management Types Role-Play Scenarios 
 

 

Jerk Manager- Manager Sally witnesses Steward Mary showing steward Bob how to 

complete a grievance form. Both Mary and Bob are on break and are standing in a small 

area away from patient care. Manager Sally meets with Mary and tells her that stewards 

must do any and all union business in break rooms only. A written warning is issued.  

Jerk manager Sally is very rude, yells, calls people liars and is very disrespectful of the 

union.  

  

 

 

 

Nice Boss- Supervisor Mike makes a change to Annie’s schedule. Annie brings this to 

Steward Luke’s attention. Luke and member Annie meet with supervisor Mike. They 

identify the sections of the contract that have been violated. Mike acknowledges that 

changing Annie’s schedule was a contract violation, but claims he was previously 

unaware of this and says he will change Annie’s schedule back to what it was before- 

but never does. Supervisor Mike is friendly, concerned, polite and willing to admit 

mistakes. 

 

 

 

Boss who blows you off- Member Tony goes to manager Deb to discuss unequal work 

distribution in his department. Tony does this on his morning break.  Manager Deb says 

“I’m on my way to a meeting, but come by my officer at lunch and we can discuss this.”  

Tony goes to Deb’s office at lunch but, she is a no show and did not give Tony any 

advance notice that she would not be there. Tony contacts steward Jane and several 

more attempts are made to meet with manager Deb to discuss this issue to no avail. 

Unequal work distribution continues. Manager Deb is rude, expert in avoidance and no 

eye contact. Multi-tasking while members are talking, etc. Never follows up.   
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Summary 
 

Meeting with management is just one part of being a steward. It is important to prepare 

for the process. Remember that you hold just as much power as management. 

 

General rules for meeting with management: 
 

• Be confident. 

• Avoid personal rivalries (bias). 

• Demand the same respect from the manager because we as stewards are equal 

during the interactions. 

• Never talk or meet with management alone. 

• Know your manager’s style (hot buttons, style, history, etc.). 

 

 

How to take Good Notes in your meeting with management: 
 

• Record only noteworthy facts. 

• Who was present for the meeting, the date, the time. 

• Write in phrases, as short as possible. 

• Listen for pointer words and numbers. 

• Use abbreviations. 

• Leave blank spaces if you miss something, ask later for clarification. 

• Write down formulas, dates, times, graphs and drawings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Summary 

 

Meeting with 

management is 

just one part of 

being a steward. 

It is important to 

prepare for the 

process. 

Remember that 
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Duty of Fair Representation 

 

Purpose 
To understand how to meet the Union's ethical and legal obligations under the 

Duty of Fair Representation doctrine. 

 

Introduction 
The Duty of Fair Representation requires that the Union treat all members of the 

bargaining unit equally. Decisions to process a grievance or whether or not to go to 

arbitration must be made based on the objective facts, rather than subjective feelings 

about the grievant. It requires that the steward carry out the duties of the office in a 

responsible and competent manner. 

 

 

Activity One: Small Group Review and Questions 
In your small group, review the factsheets on the following pages. Then, discuss and 

answer the questions that follow. Remember to choose a reporter to write down your 

group's answers. 
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Duty of Fair Representation & the Union Steward 
 

As a Union Steward you must: 

• Treat all members of the bargaining unit equally. 

 

• Consider all grievances on the basis of their merit, not on the personality of the 

grievant. 

 

• Never discriminate against a member based on race, religion, national origin, 

disability, gender, sexual orientation, ethnic background, politics, Union 

involvement (or lack of involvement), or any other protected reason when 

deciding whether to process a grievance. 

 

• Be honest and straight-forward with members and be clear about whether you 

intend to process a grievance. 

 

• Conduct a careful investigation of the facts before determining whether to 

process a grievance. 

 

• Keep good records of all contacts and activities conducted on behalf of the 

grievant. 

 

• Be sure to file grievances within the time limits provided in the grievance 

procedure. 

 

• Let the member know how to appeal if you decide not to process a grievance. 

 

• Ask your Chief Steward, Representation Chair, or Field Representative when you 

are unsure how to proceed.  

 

• The Duty of Fair Representation does not require that the Union process every 

member complaint as a grievance, nor does it require that every grievance go to 

arbitration. It does require that the decision to process the grievance or go to 

arbitration be based on the objective facts, rather than subjective feelings about 

the grievant and that the steward carry out the duties of the office in a 

responsible and competent manner. 
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Duty of Fair Representation History 
 

The Duty of Fair Representation (DFR) was imposed on Unions by the Supreme 

Court in 1944, under the Railway Labor Act. The Court held that since the union is the 

exclusive representative of members of the bargaining unit, it must treat all bargaining 

unit members fairly and equally. 

 

At that time in history, Unions, like many other institutions, routinely treated white and 

African-American workers differently. In this case, Steele v. Louisville & Nashville R.R., 

the Brotherhood of Railroad Firemen was the exclusive bargaining agent for firemen 

employed by the railroad company. The railroad employed both African-American and 

white firemen, but the constitution of the Union prevented African-Americans from 

joining. 

 

The Union and company negotiated an agreement which limited the numbers of 

African-Americans who could be hired. The company and the union were sued, and the 

Supreme Court rightly found this agreement unlawful. 

 

The Court said that the right of exclusive representation carried with it the obligation to 

treat all represented workers fairly, impartially, and in good faith, without hostile 

discrimination. The Court did not challenge the right of the Union to exclude African-

Americans as members, but found that the union had the same duty of fair 

representation for non-union members within the bargaining unit as it had for union 

members. 

 

Today, of course, it is illegal for a union to deny membership based on race. 

However, the union bears the same duty of fair representation to all bargaining unit 

members, even those who choose not to join the union. 
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Small Group Discussion 
 

1. What are the 3 most important things that you think stewards should know about 

the Duty of Fair Representation? 

 

2. Does the Union have to file a grievance and arbitrate every employee complaint? If 

not, how do you tell a member that a grievance will not be processed? 

 

3. Under your contract, how soon after the occurrence must a non-disciplinary 

grievance be filed? What about a disciplinary grievance? 

 

4. What are some ways that stewards can keep track of grievance timelines? 

 

5. What are effective ways of maintaining and updating your grievance files? 
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Summary: 
 

People sometimes threaten to sue if they do not get what they want, but you should not 

be intimidated by the Duty of Fair Representation. The courts do not expect perfection 

from shop stewards, just that they give their best effort. 

 

Remember to: 

• Treat all members of the bargaining unit fairly; 

• always investigate potential grievances and make decisions on whether to 

proceed on the merits of the case; 

• keep good records; 

• process grievances in a timely manner. 

• If unsure, call your field representative. 
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Union Right to Information 
 

Purpose 
To understand our rights around what information we can and should request from the 

employer when processing issues/grievances. 

 

Introduction 
When pursuing a grievance, the more ammunition you have, the better are your 

chances of winning. Of course, your ammunition is information. 

 

In order to make sure we have all the information we need in order to process 

grievances, the employer, under the National Labor Relations Act (NLRA), is obligated to 

share information with the Union. This is called “The Right to Information.”  

 

 

Activity One: Fact Sheet Review and Practice 

 
Review the following fact sheets and in small groups answer the practice questions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

28 

 

Information Requests 
 

How does the Union obtain information? We must make specific requests for 

information, you can't just say "give me everything you have" or make other broad 

requests. 

 

Information requests should be made in writing with: 

• The date of the day you write the request. 

• The name of the management person you are asking to provide the information. 

• Your name. 

• The name of the grievance related to the information request. 

• Specific description of the information you want. 

• Deadline of when you need it by. 

 

Requests for information can be made orally.  However, it is far better and should be 

made in writing. By making the request in writing you are documenting what you asked 

for and when the request was made.   

 

Information requests are good tactics and can be used as a part of your strategy. They 

can make employers think twice about violating the contract, and can serve as a 

powerful incentive for an employer who realizes that settling the grievance may be less 

of a hassle than responding to a long and detailed information request.  

 

Employer Responses 

Employers often make excuses to avoid supplying relevant information. Here are some 

that the NLRB has rejected: 

• The request is too large. 

• The grievance has no merit. 

• The information has been postponed. 

• The grievance is not arbitrable.  

• You can subpoena the information to the arbitration, 

• Past grievances were solved without this information. 

• The materials are privileged. 

• We will only give the information if you agree to give us similar information from 

Union records. 

• No documents exist under that title. 

• We will provide the information to the union if the grievance goes to a higher 

step. 
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Here is a list of types of information 

that you have the right to request: 
 

 

 

 

 

• Accident records    

• Attendance records   

• Bargaining notes   

• Bid applications 

• Collective bargaining agreements for 

other bargaining units or facilities  

• Company memos  

• Contracts with customers, suppliers 

& subcontractors.   

• Correspondence 

• Customer complaints 

• Customer lists  

• Disciplinary records    

• Equipment specifications  

• Evaluations    

• Inspection records  

• Injury reports  

• Insurance policies   

• Interview notes 

• Investigative reports  

• Job assignment records 

• Job descriptions 

• Material safety data sheets (MSDSs) 

• Payroll records 

• Performance reviews   

• Personnel files 

• Photographs 

• Piece-rate records 

• Reports & Studies 

• Salary/bonus records 

• Security records, reports & videos 

• Seniority lists 

• Supervisors’ notes 

• Time study records 

• Time cards 

• Training manuals 

• Video surveillance tapes 

• Wage & salary Records 

• Work rules 

• Videotapes 
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How do I do the Request? 
 

Nowadays, most of your requests will be made by e-mail. See below a template of an 

information request: 

 

To___________: 

 

In order to monitor and administer the collective bargaining agreement, the union requests the 

following information: 

1. 

2. 

3. 

4. 

 

This request is made without prejudice to the union’s right to file subsequent requests. Please 

provide the information by ____DATE____. If any of this part of this request is denied or if any 

material is unavailable, please provide the remaining items by the above date which the union 

will accept without prejudice to its position that it is entitled to all documents and information 

called for in this request. 

 

 

 

 

 

*TIP! 

If your first information request is ignored, send a second request by certified mail. If this too is 

ignored, file a charge at the NLRB. 
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Activity Two: What Information Do We need? 
 

Using the scenarios below, in small groups, write down all the information you may want from 

the employer in order to process the grievance.  

 

Report-Back: As a large group we will review what your groups came up with and get a chance 

to add/delete any information you may or may not need. 

 

1. We believe that the company is skipping payments to the pension plan. 

 

 

2. Our Contract requires that overtime be distributed equally. An employee in the Lab 

complained that the CBA is not being followed. 

 

 

3. Two employees were in a fight, and one employee was suspended. 

 

 

4. A worker is disciplined for absenteeism. He works in materials management. 

 

 

5. A driver was fired for causing an accident.  

 

 

6. We are investigating a health problem in EVS with the chemicals. 

 

 

7. The employer is subcontracting based on a report by a third party. 
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Answering Tough Questions 
 

Purpose 

At the end of this activity you will be able to effectively answer members’ tough questions and 

build support for the Union among your co-workers. 

 

Introduction 

Shop stewards are the foundation of the Union's presence at work. One of the most important 

roles of the steward is to explain to members what the Union is, what it stands for, how it 

works, what its goals and programs are, and how to get involved. 

 

As leaders at work, it's important for us to be able to effectively answer members' questions 

and to actively build support for the Union among our co-workers. 

 

Activity One: Individual Activity 

 

By yourself, take a few minutes to think about and answer the questions below. 

There won't be a report back for this task. But, your own answers will be helpful later in this 

activity. 

 

 

1. What do you feel is the best thing about being in a union? 

 

 

 

 

 

2. Think about a time when you and your co-workers made a positive change in your workplace 

by working together as a union. What was the positive improvement? 
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Activity Two - Large Group Brainstorm 

 

As a large group, let's make a list of the things you've heard from your co-workers about why 

they don't support the Union. 

 

 

 

 

Below is a helpful format to use when a member approaches you with a hard question. 

 

A steward’s guide to answering questions: 

1. Answer the question. 

Be clear and to the point. When we give answers that are long and wordy, the important 

information gets lost. Answer the person's question or concern truthfully and factually. 

 

2. Share a positive example of a union accomplishment. 

Your co-workers are not going to support the union just because you can answer their 

questions or concerns. You must give the person a positive reason why supporting the union 

can make a difference in their lives. 

 

Give a real example of a positive change that the Union has made at your workplace. 

Share a real story about the improvements that you and your co-workers have made by 

working together as a union. 

 

3. Involve the member. 

Take the opportunity to provide information about current union activities. Talk about the 

current campaigns and why they are important. Ask the member for their support. Recruit 

them to be involved. 
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Activity Three: Practice 
 

Below is a list of commonly heard questions and concerns. You will be assigned your small 

group 1-2 questions either from this list or from the list we made earlier in Activity 2. 

 

In your small group, discuss the answer to the question or issue raised in your assigned 

scenario. Use the factsheets on the following pages to help develop your response. Use the 

format below to record your group's response: 

 

Answer the question. What is the short, simple, and to the point answer to the question? 

 

Share a positive example. Refer back to what you wrote in activity one at the beginning of this 

activity. What is a positive change that the union has made in your workplace? 

 

Involve the member. What current union activity will you inform the person about? How will 

you ask them to get involved? 

 

Then, choose two people in your group to participate in a role play. One person will play the 

member with the question and the other person will play the steward. 

 

Scenarios for small group discussions: 

 

Commonly Heard Questions and Concerns 

1. "I don't think it's worth being in a union because of the dues. Any raise I get just gets 

taken away by union dues. Dues are just so high. They are such a waste of money." 

 

2. "The union spends so much of its time and our money on organizing. What about us? 

We pay dues and nothing gets done around here." 

 

3. "We have people on my shift who don't pull their weight. I end up doing my job and 

theirs! Why doesn’t the union do anything about it?" 

 

4. "No offense, but I'd rather have the staff field rep represent me than a steward." 

 

5. "I don't think the Union should be involved in politics. That's a personal thing." 

 


