The American Federation of
State, County, and Municipal Employees,
affiliated with the AFL-CIO

OFFICIAL GRIEVANCE FORM - step

Name of Employee (grievant) Classification

Diepartment and Work Location

Immediate Supervisor and Title

STATEMENT OF GRIEVANCE (Write the nature and the facts of the grievance: who, what, where, when, why)

CONTRACT VIOLATIONS (List all Contract Articles violared) M &2 @

All articles that apply.
REMEDY SOUGHT (What employer action will resolve this grievance)

Make the grievant whole.
DISPOSITION OF THE GRIEVANCE (What happened)
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Signature of Union Representative Date
Signature of Employee Date
Signature of Management Representative Date

This form is to be signed by the employee and /or the AFSCME representative handling the case. The grievant, by signing this
form, acknowledges that the grievance is the property and responsibility of the union. The union will make all final decisions with
respect to sertdement ot arbitzation as the grievant’s exclusive representative, The grievant also acknowledges that the resolution of

this grievance either by settlement or arbitration may act as an estoppel or waiver with respect to causes of action outside the
grievance procedure,

Distribute Copies Ta:  Management Representative " Union Representative Employee Silire



DISCIPLINE GRIEVANCE CHECKLIST

[

Grievant's Name:

Work Phone: 3 Home Phone:

Steward:

v'_Checklist
_ _Written Permission to review Personnel file -

Copy of Grievahoe .

Copy of Step 1 and Step 2 responseslnote_é |

Grievant's Performance Review(s)

Copies of previous disciplines

Statements from witnesses

Investigation Notes

Letter of Discipline

Posted Work Rules

Length of Service

Awards: Letters of Commendation

Copies of shift reports, schedules, etc.:, as needed to prdcess Griévance

Official Grievance Fact Sheet

- Comments:

(NOTE: All of the above data is to be 'included- in the file when it is tumned ovér fo the

Business Agent at the grievance meeting priorto arbitration. If something is missing,
please indicate the reason.) - :



WORK OUT OF CLASS CHECKLIST

Grievant's Name:

- Work Phone: Home Phone:

Steward:

- ¥_Checklist

Written Permission to review Peréonnel file
Copy of Grievance

Copy pf Step 1 and Step 2 responses/notes
Grievant‘s Performance Review(s)

Grievant’s Pbs'rtion Description

Position Description and Classiﬂcétion‘of job grievant is
~ performing and requesting WOC for (if a vacant position)

Length of time the grievént was doing this job

Reason the grievant was assigned to do this job

Letter, if avajlable, assigning the grievant to do the job |
Grievant's bay‘range (

Pay range assigned to job grievant is petforming WOC duties
Official Grievance Fact Sheet |

Comments:

(NOTE: All of the above data is to be included. in the file when it is turned over fo the
Business Agent at the grievance meeting prior to arbitration. If something is mlssmg,
please indicate the reason. )



SICK LEAVE CHECKLIST

Grievant’s Name:

Work Phone: Home Phone:

Steward:

v _Checklist

Written Permission o review Personnel file

Copy of Grievance

e Copy of Step 1 and Step 2 responses/notes

Grievant's Performance Review(s)

Previous discilpiine

Letter(s) requésting doctor’s statement

Comparispn of griévant's sick feave use with others in work area

Notes from all meetings including meeting with grievant and notes
: from Step 1 and Step 2 meetings.

Letter to grievant resufting In this Grievance
Posted Work Rules
Awards: Letters of Commendation
History of sick leave hours used the past year
(Includes number of hours, number of mstances and
reasons for sxck leave use)
| Clanfy any hours used for FMLA or-ADA

- _ - Doctor's statements

Ofﬁclal Grievance Fact Sheet

Comments:

(NOTE: Al of the above data is to be included in the file when it is tumed over to the Business

Agent at the gnevance meeting pnor to arbitration. If something is missing, please indicate the
reason.)



DISCIPLINE GRIEVANCE CHECKLIST

i

Grievant's Name:

Work Phone: X Home Phone:

Steward:

¥_Checklist

‘Wiritten Permission to review Personnel file -
Copy of Grievahce .

Copy of Step 1 and Step 2 responseslhotes ‘
Grievant's Performance Review(s)-

Copies of previous disciplines

Statements from witnesses

Investigation Notes

Letter of Discipline

rPosted Work Rules

Length of Service

Awards: Letters of Commendation

Copies of shift reports, schedules, etc.;, as needed toprdoess -Griévance

Official Grievance Fact Sheet

- Comments:’ |

(NOTE: All of the above data is to be included in the file when if is tumed ovér {o the
Business Agent at the grievance meeting prior o arbitration. If something is missing,
please indicate the reason.) " :



OVERTIME/HOLIDAY GRIEVANCE CHECKLIST

Grievant's Name: -

Work Phone: __ | : Home Phone:

Steward:

¥_Checklist |

Written- Permission to rev'iew‘ Personnel file

Copy of Grievance |

Copy of Step 1 and Step 2 responseslnotes

R Overtlme accumu!atlon (Overtlme -Gnevanoe ohly) _

- | All senlonty dates of grievant and all other employees granted hollday or
. vacation for same time period

Official Grievance Fact Sheet

~ Comments: __

-(NOTE * All of the above data is to be mc!uded in the file when it is turned over to the
Business Agent at the grievance meetmg pnor to arbstratzon If somethmg is mlssung,
please indicate the reason.)



‘-

~VACATION/ALTERNATE HOLIDAY GRIEVANCE CHEGKLIST

- Grievant's Name:

~'Work Phone: _ - : __ Home Phone:
| _ '.'Steward:‘ ‘
¥ Checklist .

Wntten Pemmission to rewew Personnel f Ie

Copy of Gnevance ‘
_-'Copy of Step 1 and Step 2 responseslnotes
Copy ef request -
-Reason fdr deniel |
: Schedu!e covering tlme of the request

Ofﬁclal Gnevanoe Fact Sheet

| .Comments:

N f'(NOTE All of the above data is to be included in the fi le when it is turned over to the

s :Business Agent at the gnevance meetlng prior to arbitration. If something is mlss1ng, ,

o Please indicate the reason.)



BIDS/PROMOTIONAL,_DENIAL CHECKLIST

Grievant's Name:

Work Phone: B tHome Phone:

Steward:

¥ _Checklist

Written Permission to review Pérsonriéi file
Copy of Grievance

Copy of Step 1 and Step 2 responsesfnotes '
Gﬁevént’s Performance Review(s)

Copies of disciplines

Copy of Job Postings

Eligible list/ist of bidders

Seniority dates/Classification &a‘tes
Grievant’s Position Description(s) -
Vacant/Posted Posiﬁon Description |
Awards: Letters of Commendation

Interview questions with answers and ratings of both
the employee chosen and grievant

- Letter of bid denial (if sent) '
Position Description of employee who got the job
Any other oonsider_aﬁon affecting appointment

Official Grievance Fact Sheet

Comments:

| (NOTE: Al of the above data is fo be included in the file when it is turned over to the Business

Agent at the grievance meeting prior to arbitration. If something is missing, please indicate the.
reason.) : ' '



