
Tips on Writing Effective Grievances

Grievable

• The first step to writing an effective grievance is to have an issue that really is 
grievable. You don't want to make yourself look like a frivolous complainer, so only

write a grievance when you really have to do so. Make sure that your complaint is 

worthy of writing. If management is violating the contract in multiple ways, file 
multiple grievances and take each issue one at a time.

• File your grievance within the applicable time frames. The easiest and most 

frustrating way to lose a grievance is for failing to make the deadline for filing or 
appealing. The grievance section in your contract should spell out the steps in 

your grievance procedure and the deadline for each one to avoid being untimely.

Get the Facts

• Write down all the facts of the situation. Make sure you have the details of who, 

what, where, when, and how. If you have witnesses, make a list of them as well 

and their contact information.

• Determine the applicable part of the contract or bargaining agreement that was 

broken or not applied appropriately. If there is more than one section, list them. If

you are listing from a bargaining agreement or written contract, list the section or 
article number for easy reference.

• Determine what resolution you want from this grievance. Be reasonable and make

the remedy applicable to the situation at hand. If you have more than one 
resolution you'd be happy to receive, make a list in priority order.

• Prepare with the assumption that the grievance may go to arbitration.

Write the Grievance

• Now that you have done all the preparation, you are ready to actually write the 

grievance. Stick to the facts of the case at hand. Explain what the problem was, 

how it violated the terms of your contract or bargaining agreement, and your 
proposed resolution to the situation. Keep the grievance to the point, using proper

spelling, grammar, and punctuation.

• Using flexible language will allow you to avoid getting your grievance tossed out 

on a technicality.

• When referring to contract articles use the expression, "Management violated 
contract articles including but not limited to Article 4, Section 2." By adding 

"including but not limited to," you keep the door open if, later on, you need to add

additional articles that were violated.

• When referring to the date of the violation, write "On or about July 3" in case 

you're a little off.

• Include the phrase "Make the grievant whole in every way" in your remedy to 
cover anything you might have left out. But just because you use the general 

phrase "made whole in every way" does not mean that management or an 

1



Tips on Writing Effective Grievances

arbitrator will search out all the specific benefits management denied the grievant.

It is up to you to list (verbally or in writing) any remedies not noted in the original
written grievance.

• Avoid the use of phrases like "I think" or opinions about management officials. The
grievance states a relevant circumstance and remedy, not an opinion.

• Save your arguments for when your grievance is presented to management. 

Adding your arguments, evidence and justifications reveals your hand to 
management and allows them to be better prepared to defeat your position. 

(Arguments, evidence and justifications for the grievance should be used only in 

oral arguments with management. Write these facts down and have this material 
introduced when it best helps in winning the grievance.)

Dealing with the Run-Around.

What if management or your Business Agent doesn't respond to the grievance?

• The first key is to create a paper trail. When you turn in a grievance, write down 

the date and who the grievance was turned-in to. Keep a copy for yourself.

• If management doesn't respond to your grievance in a timely manner, don't let 
them stall. Go to the office with your steward to discuss the grievance. If 

management puts you off ("It's not a good time"), try to make them set up a 

specific meeting time later.

• If management keeps trying to dodge you, file another grievance on their failure 

to respond. Date and document that one too. Your goal is to make ignoring your 

grievance more painful than resolving it.

• Consider adding an information request to the mix so that the company has to 

produce documents and records. If they ignore that, the union can follow up with 

an unfair labor practice charge for failing to comply with the information request.

• The best way to get an unresponsive BA to take on a grievance is to start with a 

good case. Document your facts and gather evidence or witnesses to support your

grievance. If applicable file a group grievance to show your BA that others want to
be involved.

• Most importantly if you have done everything possible to produce an effective 

grievance with merit, Don't Give Up!
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Grievance Worksheet
(ASK YOUR STEWARD OR BA FOR AN OFFICIAL GRIEVANCE FORM.)

Grievant:

Name_______________________________________Phone #____________________

Address___________________________City______________State_____Zip________

Last 4 SS #________Company ID#_____________Seniority Date_________________

Contract:    Road  �     City  �     Garage  �     Office  �

Type of Grievance:    Claim  �     Suspension  �     Discharge  �

Details of Dispute:

Date Dispute Occurred______________________Misc.__________________________

Company Name_____________________________Date Written__________________

Location (Terminal/Center)______________________Article#____________________

PRINT: Explain Fully, Giving Dates, Times, Names, Places/Who, What, When & Where

Remedy:
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