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11b) REPORT OF THE BY-LAWS COMMITTEE 

Recommendation 1 

25.1 TRUSTEESHIP  
25.1.1 General Provisions 

(1) The Executive Council appoints by Power of Attorney a trustee to 
administer the local. 

(2) The President shall notify the local by registered mail or by hand 
of the decision to place the local under trusteeship and to appoint a 
trustee. . 

 

 

Recommendation 2 

15.1 FUNDING FOR NON-UTE EVENTS POLICY 
(1) UTE members, other than Executive Council or National 
Committee members, attending a non UTE event may request 
funding for two (2) of the following costs if they are not being 
reimbursed by any other organization for the same costs, unless 
approved by the President.  The cost for transportation will be the 
most economical means for example seat sales, mileage: 
  
            (a) transportation; 
            (b) accommodation; 
            (c) per diem; 
            (d) lost wages; or 
            (e) registration fees. 

(2)(a) The non UTE Union events must have prior approval of the 
Executive Council for UTE members to qualify for funding; 
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(b) Between Executive Council meetings and under extenuating 
circumstances non UTE events may receive prior approval of the 
President and the Vice-President responsible for Finance.  Such 
approval shall be reported at the next Executive Council 
meeting.  Such approval shall not unreasonably be withheld. 

(c) All documentation regarding the event must be received prior to 
approval in (a) or (b) above. 

(3) Once the event has prior approval of the Executive Council or the 
President and the Vice-President responsible for Finance, the 
member may submit their request for funding directly to the Regional 
Vice-President who shall forward it to the President with a 
recommendation. . 

(4) If the President has reason to believe the event was approved by 
the Executive Council or the President and the Vice-President 
responsible for Finance based on erroneous or misinformation, the 
President shall advise those who approved the event and the 
approval shall be reconsidered. 

(5) Members who receive UTE funding for such events shall submit a 
report o the President within sixty (60) days of the event.  The report 
shall include the value of the event for themselves and/or other UTE 
members and the topics covered. 

 

Amendment – carried 
(3) Once the event has prior approval of the Executive Council or 

the President and the 1st Vice-President, the member may 
submit their request for funding directly to the Regional Vice-
President who shall forward it to the 1st Vice-President or in 
their absence to the President with a recommendation. 

 
(4) Members who receive UTE funding for such events shall submit 

a report to the President within sixty (60) days of the event.  
The report shall include the value of the event for themselves 
and/or other UTE members and the topics covered. 
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Recommendation 3 

26.3.3 Committee Report 

(1) As required by this Regulation, the committee report shall be 
written in one or two parts. Part 1 shall include a finding of fact for 
each allegation and a determination whether the contravention of the 
constitution, Local, and/or UTE, and/or PSAC By-Laws occurred. This 
part of the report may also include a determination whether any 
allegation is found to be frivolous or intended to harass, embarrass or 
discredit a member. 

(a) Part I of the committee report might also include:  

(i) committee composition; 
(ii) description of the alleged misconduct; 
(iii) mandate of committee; 
(iv) methodology (including reference materials, list of witnesses and 
dates of interviews.); 
(v) findings. 

(b) Part 2 of the report shall indicate whether corrective action is 
recommended including any specific disciplinary action.  When an 
allegation of misconduct involves harassment, the committee report 
shall not include the actual names of those involved with the 
exception of the name of the individual who is recommended for 
discipline.  This measure shall provide some confidentiality in the 
event that the committee report is submitted to the Executive Council 
and included in the minutes. 

(2) The committee shall submit a draft copy of the final report to the 
body that authorized the establishment of the committee for review 
and amendments if deemed necessary, prior to sending it to the 
Executive Council. Any amendments must be agreed to by the 
committee; such amendments shall be for clarification or process 
purposes only.  
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Recommendation 4 
13.5.1 Travel Grants to Locals 

(1) Local travel grants for delegates and or paid observers, issued by 
the National Office for Conferences and Conventions will be issued in 
the name of the local for their administration and accountability. 

(2) The travel grants for locals shall normally be the cost of 1.5 times 
the Latitude Class Airfare without receipt.  The intent of the 1.5 airfare 
is to ensure the participation of the delegate and to assist locals in 
sending additional participants . Any Airfare other than as described 
herein shall have prior approval of the President or in their absence 
the 1st Vice-President.   

(3) At the request of the conference organizers Council may approve 
travel grants for locals to be the cost of a Tango Plus Airfare (as of 
the date of the advances) without receipt. Any Airfare other than as 
described herein shall have prior approval of the President or in their 
absence the 1st Vice-President.  

(4) If the local receives a travel grant and does not send participants, 
they must return the travel grant in full to the National Office. 

 
 
Recommendation 5 
 

26.2 INVESTIGATION PROCEDURES 
(1) Any and all allegations against a member shall be in writing, 
signed by the member(s) putting forth the allegation(s), and submitted 
to the appropriate body for consideration:   

(2) (a) allegations at the local level shall be submitted to the Local 
Executive; 

(b) allegations that involve member(s) from more than one Local in a 
region shall be submitted to the Regional Vice-President; 

(c) allegations that involve member(s) from more than one region 
shall be submitted to the President; 
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(d) allegations against Regional Vice-Presidents or Vice-Presidents 
shall be submitted to the President.; 

(e) allegations against the President in the capacity of component 
President shall be submitted to the Vice-President responsible for 
Finance 

(f) allegations against the President  in the capacity of a member of 
the National Board of Directors shall be submitted to the PSAC 
Executive Committee. 
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Recommendation 6 – Grievance Updates 

GRIEVANCES 

One of the foremost objectives of the Alliance is to protect the rights 
and interests of employees of the Government of Canada in matters 
of employer employee relationship. 

Therefore, although an Appeal System existed for a number of years 
it was quite restrictive and the Alliance, as well as its predecessors, 
fought for many years for systematic method of dealing with ANY 
complaint that an individual or group of individuals may have in 
connection with their terms and conditions of employment. 

Now, thanks to the Public Service Labour Relations Act federal 
employees have the right to insist upon having a formal hearing of 
their differences with management. Section 208 of the PSLR Act 
provides that every employee, who has a grievance, shall have 
access to a formal grievance procedure for consideration of his 
complaint. Provision is also made for employees to have assistance 
from a representative of his bargaining agent in the preparation and 
presentation of his grievance. 

Let us now consider what a grievance is and what it is not. Should an 
employee feel he has been unjustly treated by a representative of 
management, he has grounds for a grievance. Similarly, if an 
employee feels that his agreement or any Legislation, Act or 
Regulation has been violated or wrongly interpreted he has grounds 
for a grievance. 

By and large then it would seem that a grievance is any complaint, in 
writing, by an employee against any violation or mis application of the 
terms and condition of his employment that he considers to be within 
the ability of the employer to correct. 

There is one big exception to the foregoing generality. Where an 
administrative procedure for redress is provided in or under an Act of 
Parliament, other than the Canadian Human Rights Act, a problem 
cannot be the subject of a grievance.  
An employee may present a grievance on behalf of "himself" or 
"himself and one or more other employees". However a steward 
cannot file a grievance on behalf of an employee, the employee must 
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do it himself. This is not to be construed as inferring that the steward 
cannot do all the preparation and even the presentation on behalf of 
the employee but it must be the employee's "John Henry" that 
appears on the grievance form as the grievor. 

In addition to the grievance process outlined in the Public Service 
Labour Relations Board Regulations we now have grievance 
processes in all collective agreements negotiated to date. The 
grievance process in your collective agreement takes precedence 
over the one in the PSSRB Regulations. 

(a) It is limited to not more than four levels (exclusive of adjudication) 
(b) Time limits must be stipulated for each level. 
(c) Regardless of the level the grievance must be submitted to the 
officers specified by the department to receive grievances in your 
particular work location. 

Many of us consider the grievance process to be five levels rather 
than four. The first being the "complaint" level which is the period 
from when the employee brings it to your attention until the formal 
presentation of the written grievance. 

This "complaint level" is when the problem should be discussed with 
the supervisor and is considered most important by many people. 
Management will expect you as union officials to eliminate frivolous 
complaints and furthermore an employee's problem can very often be 
readily resolved by his supervisor. Therefore although it is not 
obligatory, the representative should consider with the concurrence 
and in the presence of the grievor, discussing the problem with the 
supervisor prior to presenting a grievance. 

This action could result in the speedy settlement of complaints 
whereas unresolved grievances allow for further actions being taken 
without regard to the welfare of employees. Naturally not all 
grievances are the results of action or inaction on the part of 
supervisors, but others are. If the individual rights or welfare of one 
employee can be disregarded it is a short step to disregarding the 
rights and privileges of all. 

The employer has equally strong reasons for desiring prompt and 
efficient settlement of employees' complaints. An employee may feel 
that he has been unfairly dealt with, actions may have been taken 
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without explanation and as a result he has suffered a real or imagined 
injustice. No matter what the problem if it is left unresolved it could 
result in the lowering of morale, reduction of efficiency and unrest. 
One talkative, and unhappy grievor can damage the image of the 
Public as a whole. So, apart from any consideration of employees' 
rights or welfare, the employer has a vested interest in resolving 
grievances as rapidly as possible. 
 
Possibly then the Grievance Process is perhaps best described as a 
funnelling process where less contentious grievances are gradually 
filtered out and finally only those which have cost an employee 
money or his job or suspension, etc. remain to be resolved by the 
Assistant Commissioner or, if applicable, by an adjudicator. 

You will recall that the grievance process was limited to a maximum 
of four levels exclusive of the complaint stage (discussing with 
supervisor). These four grievance levels are within the agency 
culminating at the Assistant Commissioner of Human Resources. 
That decision is final and binding on both parties. 

However Section 208 of the PSLR Act provides that in certain 
circumstances a grievance may move beyond the level of the agency 
and can be brought to the attention of a neutral third party known as 
an adjudicator. The adjudicator will hear the arguments of both sides 
and then will make a decision which will be final and binding on both 
parties. 

In preparing a grievance it is important for the steward to remember 
that the object is to get an acceptable solution to the problem as 
quickly as he can, as simply as he can and with as little furor as 
possible. It should not be his intention to embarrass management or 
to make them appear negligent or inefficient. Both the steward and 
the grievor still have to work with these same bosses and if the 
steward can get a settlement that the grievor is prepared to accept 
without antagonizing anyone he has done an excellent job. 

In preparing a grievance the steward first interviews the grievor. Just 
ask him to tell his story carefully and write everything down. Then 
interview any witnesses and get a signed statement from them. A 
signed statement is a safeguard against them changing their 
testimony later. 
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Generally speaking, while people will not tell you something that is 
not true, there is a tendency to ignore facts which do not support their 
argument. You should therefore talk to management and get their 
side of the story. It is not necessary to agree with them but having 
asked for their side of the story the steward should have the courtesy 
to hear them out. 

The steward must remember that he is looking for a solution on the 
basis of which is right rather than who is right. The minute he begins 
thinking on the basis of who is right he is questioning someone's job 
efficiency and that person can be expected to react most unfavorably 
to the steward's presentations. 

In preparing a grievance it is vital to establish the facts, without bias 
or prejudice, as well in advance as possible. You win or lose the 
grievance when you prepare your case, when you are digging out the 
facts, when you check out vague points, interview witnesses, discuss 
with management, look over the equipment used or the work location 
etc. A grievance hearing is not an oratorical contest nor a shouting 
match and the decision is based on facts. 
 
This may not always be true at the lower levels as the supervisor may 
quite well stick up for what he has done because his job efficiency 
could be at stake, this can happen no matter how diplomatic the 
steward may have tried to be in presenting the grievance. This 
condition does not occur so readily at the higher levels where the 
decision makers are, generally speaking, more remote from the 
employees concerned. Most of these people are honorable and are 
interested in the welfare of their staff as well as an efficient operation. 
Furthermore their job efficiency is not in question and it is easier to 
render an impartial decision. 

The PSAC  Training Course stresses the use of the six W's in 
preparing a grievance. 

First WHO is involved? Get the name of the grievor, the names of 
witnesses and that of the supervisor concerned. 

Next you want to know WHAT happened. Make sure you get the 
details of exactly what happened. 
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Now WHEN did it happen. The time and frequency should be as 
detailed as necessary. 

WHERE did it happen, include distances between points if necessary. 

WHY does the grievor feel he has a grievance. What Act, Regulation 
etc. has been violated. 

Finally what do you WANT done to make sure that the grievor does 
not suffer from this unwarranted action by management. 

Having gathered all the facts the steward should prepare a working 
brief. This should contain a statement, by the grievor, of events in 
chronological order and include signed statements of witnesses, any 
available documentary evidence and/or managerial admissions, a 
summary of your investigation and your opinions on the case. 

Then make a resumé of the strong points favoring the grievor and 
management respectively. Next play the Devil's Advocate and 
establish arguments for management's case. Having done this you 
should be able to knock their case out before they can make it. 

Finally set out the details of how you intend to present your case at a 
hearing. There is no substitute for preparation. If you proceed 
unprepared without guideline your chances are very slim. 

The grievance itself is composed of three separate parts. The first is 
the grievance presentation form, the second is the grievance 
transmittal form and the third is the grievance decision form. These 
are printed forms 

The Grievance Presentation Form is only prepared once. When it is 
presented at the first level it is presented without a grievance 
transmittal form but at the second and subsequent levels a transmittal 
form must accompany it. A new transmittal form is required for each 
level. A Grievance Decision form is completed by management at 
each level. The Grievor is required to acknowledge receipt of the 
decision on this form. 

There are two schools of thought as to the completion of section 1 (b) 
of the Grievance Presentation Form. On the one hand it is suggested 
that it should be just as simple as you could possibly write it. Just 
state what has happened. Simply say for example that the grievor 
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was denied a certain amount of overtime for working on a certain 
date which is contrary to article so and so of the agreement. 
Conversely it is suggested do not try to withhold facts until the second 
or third level, include them all at the outset. 

In our union we choose to take the approach that the facts should be 
brought out at the level in the grievance process where the 
representative of management has the authority to grant the redress 
that you are asking for. This could and indeed frequently is at the first 
level. 

Immediately the question comes to your mind that I have just told you 
that the grievance presentation form is only prepared once so if you 
didn't include all the facts in the first place how do you stick them in 
now at say, the third level. 

The answer is you don't have to. A grievance is normally considered 
by management on the basis of documentary evidence submitted 
however if you consider further explanation or elaboration necessary 
you can request a hearing. A request for a hearing does not 
automatically guarantee hearings at subsequent levels. A separate 
request must be made at each level. 

Make a record of the defense put forward by management at a 
hearing including any admission at facts and any documents 
produced. These might prove to be invaluable later. 

In completing section 1(c) of the grievance presentation form state 
very carefully, using as many words as necessary but being careful 
not to overdo it to the point of confusion, say exactly what you want 
done for the grievor. 

If you simply say you want assurance that it won't happen again that 
is exactly what you will get. If you ask simply that the grievor be 
reinstated, if he has been suspended, he will be reinstated but that is 
all. He won't get paid for the time he has been off duty unless you ask 
for it. So if you want the employee reinstated from the date the 
suspension was imposed without loss of salary, allowances or 
continuity of service for goodness sakes say so. 

Usually in discussing grievances there is a tendency to generalize as 
if all grievances were identical and subject to the same conditions 
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whereas there are what we might call three classes or types of 
grievances. 

(a) A grievance relating to the interpretation or application of a 
collective agreement or arbitral award. For this type of grievance the 
employee must have the approval of and be represented by the 
bargaining unit.  
(b) A classification grievance, which will be explained a little later and 
(c) All other grievances. 

Now let's talk about adjudication. Unfortunately the Act stipulates that 
only certain grievances can proceed to adjudication. If you grieve on 
the interpretation of the collective agreement your grievance may 
proceed to adjudication but remember the adjudicator's decision is 
based on what the agreement says and not on what you think it says 
or what you think it intended to say. 

You can also proceed to adjudication regarding disciplinary action 
which result in discharge, suspension or financial penalty. Disciplinary 
action is a much broader term than many people think and there does 
not have to be punishment in the literal sense, to constitute 
disciplinary action. Anytime the employer offers a negative judgment 
on the competence, ability or qualifications of an employee and as a 
result imposes any form of sanction that is disciplinary action. 

Suspension is another case which can proceed to adjudication 
however if an employee has been suspended pending the results of 
an investigation it is not necessary to await the results of the 
investigation you can present a grievance up to adjudication on the 
suspension itself. 

Next we have financial penalty. Whereas we said earlier that 
disciplinary action is perhaps a broader term than one might think 
financial penalty is possibly more restrictive than one might assume. 
Penalty is defined as a punishment and more particularly a fine or 
forfeiture of a sum of money for a breach of order, regulations or rules. 
So the fact that you have suffered a financial loss does not infer that 
you suffered a financial penalty. The fact that you were not promoted 
from CR2 to CR3 may have cost you money because of possible 
financial outlay in anticipation of the promotion but it does not 
necessarily mean that this is a financial penalty. There is only a 
financial penalty when something is taken away from you. 
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Let us now for a few minutes discuss the Classification Grievance 
Process. According to the PSLR Act nothing therein shall be 
construed to affect the right or authority of the employer to determine 
the organization of and to assign duties to and classify positions in 
the Public Service. 

Briefly this means that classification is the employer's prerogative. 
Nevertheless an employee who is unhappy about his classification 
has a right to grieve. Because of the nature of such grievances a 
special procedure has been established for processing them. 

An employee who has a complaint against the classification of his 
position or who considers that his position has been wrongly 
allocated to a particular group or class or improperly assigned to a 
particular level in a group or grade in a class can present a 
classification grievance. 

If an employee wishes to present a classification grievance he should: 

1. Ask his supervisor for a copy of the position description 
covering his duties and point rating. 

2. Present his classification grievance on the standard grievance 
form and transmittal slip within 25 days, exclusive of Saturday, 
Sunday or Designated Holidays, of the date he received his 
position description. 

3. The grievance should explain why, he considers himself to be 
under classified. It could be because: 

a. He feels the duties he is performing and his 
responsibilities are classified too low in relation to other 
positions at the same level. 

b. He thinks that significant duties and/or responsibilities 
have not been included in his position description. 

c. He feels that the classification standards have not been 
properly applied to his position and consequently the 
point rating it too low. 

4. Write directly to the Union of Taxation Employees if he wishes 
PSAC assistance in preparing and presenting his grievance. He 
should request this assistance as soon as he can after 
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obtaining his position description and prior to filing his 
grievance. 

5. If he has requested PSAC assistance he should supply the 
Union office with: 

a. A complete job description, specifications and point rating, 
where applicable, signed by both the grievor and his 
supervisor. The job description should describe the duties 
being performed as well as how and why they are being 
performed. 

b. An organization chart showing how the position relates to 
others both senior and junior. A rough sketch will do. 

c. The supervisor's comments on significant aspects of the 
position would be helpful, if available. 

d. When two or more positions have been grouped together 
"jobbed" and given the same evaluation the job number 
and the number of positions so grouped should be 
advised. 

6. He presents the grievance presentation and grievance 
transmittal forms to his supervisor or local officer in charge and 
obtains a receipted and dated copy of the transmittal slip from 
him. 

We must also keep in mind that there are time limits for presenting 
grievances and receiving replies. It is important that these be 
observed. Many a sound grievance has been disallowed because the 
time limit has expired. The time limits are outlined in the agreements 
and in the Public Service Labour Relations Board Regulations. 
Remember the time limits outlined in your agreement take 
precedence over those outlined in the PSLRB Regulations. 

In the case of a classification grievance the employee has 25 days, 
from the date he received his position description to present his 
grievance. The deputy head has sixty days in which to reply. 

Now for a short resumé. First what is a grievance? A grievance is a 
written complaint by an employee against management where no 
other administrative procedure for redress exists. 
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Who are grievances presented to? The grievance process provides 
for a maximum of four levels with the fourth level, the assistant 
commissioner of Human Resources, being the final and binding 
decision however the grievance is always presented to the supervisor 
or local officer in charge irrespective of the level. 

Where the grievance relates to the interpretation of a collective 
agreement or arbitral award or disciplinary action resulting in 
discharge, suspension or financial penalty it may proceed one step 
beyond the agency to adjudication. 

Remember the six W's. WHO is involved? WHAT happened? 
WHEN did it happen? WHERE did it happen? WHY is it a 
grievance? WANT remember to ask for redress in full. 

Throughout the grievance process we must keep the time limits in 
mind not only those for presenting a grievance but those for reply by 
management. 
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GRIEVANCE PROCEDURE 

Table of contents 
I. Right to grieve 

II. Grievance procedure 

III. Organization of the grievance file  

1. File folder 

2. Contents  

1. Left side of the file folder  

a. Grievance presentation form 

b. Transmittal forms 

c. Waivers 

d. Extension of time limits 

e. Replies 

2. Right side of the file folder  

a. Table of contents  

b. Short brief of grievance presentation 

c. Evidences 

3. Group grievances 

IV. Timely referral of grievances 

V. General 

 

UNION OF TAXATION EMPLOYEES 
GRIEVANCE PROCEDURE 

I. RIGHT TO GRIEVE 

Section 208 of the Public Service Labour Relations Act gives the right 
to an employee as defined in Section 2 of that Act to present a 
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grievance.  
 
Section 208 of the Act reads in part as follows: 

Individual 
Grievances 

 
Presentation 

Right of employee 208. (1) Subject to subsections (2) to (7), an 
employee is entitled to present an individual 
grievance if he or she feels aggrieved 

(a) by the interpretation or application, in 
respect of the employee, of 

(i) a provision of a statute or regulation, or 
of a direction or other instrument made or 
issued by the employer, that deals with 
terms and conditions of employment, or 

(ii) a provision of a collective agreement 
or an arbitral award; or 

(b) as a result of any occurrence or matter 
affecting his or her terms and conditions of 
employment. 

Limitation (2) An employee may not present an 
individual grievance in respect of which an 
administrative procedure for redress is 
provided under any Act of Parliament, other 
than the Canadian Human Rights Act. 

Limitation (3) Despite subsection (2), an employee 
may not present an individual grievance in 
respect of the right to equal pay for work of 
equal value. 

Limitation (4) An employee may not present an 
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individual grievance relating to the 
interpretation or application, in respect of the 
employee, of a provision of a collective 
agreement or an arbitral award unless the 
employee has the approval of and is 
represented by the bargaining agent for the 
bargaining unit to which the collective 
agreement or arbitral award applies. 

Limitation (5) An employee who, in respect of any 
matter, avails himself or herself of a complaint 
procedure established by a policy of the 
employer may not present an individual 
grievance in respect of that matter if the policy 
expressly provides that an employee who 
avails himself or herself of the complaint 
procedure is precluded from presenting an 
individual grievance under this Act. 

 

 
There are three limitations under Section 208 of the Act. Firstly, there 
must be no other administrative procedure for redress in or under an 
Act of Parliament other than the Canadian Human Rights Act  
secondly, the grievor must have the approval of and be represented 
by the bargaining agent if the grievance relates to the interpretation or 
application of a provision of a collective agreement or an arbitral 
award and finally a grievor is not permitted to submit a grievance in 
respect to the right of equal pay for the work of equal value. 

Pursuant to Section 209of the Act, the final level of the grievance 
procedure cannot be waived. 

Section 209 of the PSLRA provides in part as follows: 

209. (1) An employee may refer to adjudication an individual 
grievance that has been presented up to and including the final level 
in the grievance process and that has not been dealt with to the 
employee's satisfaction if the grievance is related to 
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(a) the interpretation or application in respect of the employee of a 
provision of a collective agreement or an arbitral award; 

(b) a disciplinary action resulting in termination, demotion, 
suspension or financial penalty; 

(c) in the case of an employee in the core public administration, 

(i) demotion or termination under paragraph 12(1)(d) of the 
Financial Administration Act for unsatisfactory performance or 
under paragraph 12(1)(e) of that Act for any other reason that 
does not relate to a breach of discipline or misconduct, or 

(ii) deployment under the Public Service Employment Act 
without the employee's consent where consent is required; or 

(d) in the case of an employee of a separate agency designated 
under subsection (3), demotion or termination for any reason that 
does not relate to a breach of discipline or misconduct. 

 

II. GRIEVANCE PROCEDURE 

Section 237 of the Public Service Labour Relations Act empowers the 
Public Service Labour Relations Board to establish regulations in 
relation to the grievance procedure. It is important to note that the 
Public Service Labour Relations Board Regulations do not apply if 
they are inconsistent with the grievance procedure established in the 
Collective Agreement (see Section 237(2) of the PSLRA). 

In consequence, the grievance procedure is governed by article 18 of 
the Collective Agreement, and Sections 61 to 106 of the PSLRB 
Regulations.  

III. ORGANIZATION OF THE GRIEVANCE FILE 

While some grievances are settled at the complaint stage or at the 
first level of the grievance procedure, this is unfortunately not true of 
the majority of grievances. Where a grievance has not been resolved 
to the satisfaction of the grievor at the first level, the grievance is 
usually transmitted to successive levels of the grievance procedure 
until the matter has been satisfactorily resolved or until all levels have 
been exhausted. As the grievor may be represented at the various 
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levels by up to five different representatives of the bargaining agent, it 
is of the utmost importance that the grievance file be well 
documented and well organized. 
 
 

Grievance files that are incomplete, poorly organized or in a state of 
disarray create delays in presenting the grievance, delay justice for 
the grievor and decrease the chances of success within the grievance 
procedure. In addition, in some cases these delays may create undue 
hardship for the grievor especially in cases where loss of income or 
employment are involved. 

Thus, it is very important that the representative at each level of the 
grievance procedure ensure that the file is maintained in an orderly 
manner to minimize potential problems and delays. 

The following is a suggested method of organizing the grievance file 
in order to ensure consistency at all levels and maximize the potential 
benefits: 

1. Each grievance and its related documentation should be 
maintained in file folders with the folders notated with the grievor's 
name, the grievance number and the nature of the grievance.  

2. CONTENTS 

We suggest that the contents of the file be attached by ACCO 
fasteners. (Appendix A) 

2 (1) LEFT SIDE OF THE FILE FOLDER 

On the inside left side of the file folder, the following 
documents/information should be attached: 

a) THE GRIEVANCE PRESENTATION FORM (Appendix B) 
The grievance presentation form should be fully completed. Many 
grievance presentation forms received are illegible; therefore we 
strongly recommend that all information entered on the form be 
printed or typed. The completed form should contain at least the 
following information: 
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i) grievor's full name; 
ii) grievor's full address (including postal code); 
iii) grievor's work and home telephone numbers; 
iv) the grievor's classification (group and level) (This information 
indicates to the representative which collective agreement applies.) 
v) grievor's work section. 
vi) grievor's work location. 

 
b) TRANSMITTAL FORMS (Appendix C) 
All grievance transmittal forms should be fully completed. (This 
information is required when completing the Forms 20 when referring 
a grievance to adjudication as the Forms 20 require that we enter the 
dates that the grievance was presented at the first and final levels). 

c) WAIVERS (Appendices D and E) 
When a grievor elects to waive level two or three by virtue of Article 
18, or when any other levels have been waived by mutual agreement 
by virtue of Article 18, a statement signed by the grievor, the grievor's 
representative and the employer's representative should be attached. 

d) EXTENSION OF TIME LIMITS (Appendix F)  
Where the time limits for presentation or reply have been extended by 
virtue of Article 18, a statement to that effect signed by the grievor, 
the grievor's representative and the employer's representative should 
be attached. 

e) REPLIES 
The employer's reply to each level of the grievance procedure should 
be attached with the most current reply on top. 

 2 (2) RIGHT SIDE OF THE FILE FOLDER 

On the inside right side of the file folder, the following 
documents/information should be attached: 

a) TABLE OF CONTENTS (Appendix G) 
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The table of contents enumerates the documentary evidence and 
presentation that will be attached to the right side. It is not necessary 
to include in the table of contents the documents contained on the left 
side of the file. 

To enable each union representative to add to the table of contents, 
the documents should be listed in chronological order with the oldest 
source document listed first. When the documents are organized in 
the file, however, the documents should be placed in the file with the 
oldest document on the bottom and the most recent source document 
on top. This too enables the grievor's representative at successive 
levels to add documentary evidence without having to reassemble the 
grievance file each time information is received. The table of contents 
should identify the following: 

i) the nature of the document; 
ii) the author 
iii) the addressee 
iv) the object 
v) the date 

b) SHORT BRIEF OF GRIEVANCE PRESENTATION 
Following information should be included in this brief: 

i) grievor's full name; 
ii) grievor's job title; 
iii) representative's name and work and home phone numbers; 
iv) facts pertinent to the grievance; 
v) arguments advanced by the grievor and/or grievor's representative; 
vi) pertinent documentary evidence (quote policies, procedures, 
articles, legislation, etc.); 
vii) witnesses' names, addresses, phone numbers and relationship, if 
any, to the grievor (i.e.) co worker, doctor, etc.);  
viii) witnesses' statements, if any;  
ix) grievor's statement (Appendix H); and 
x) employer's position. 

Often, the employer's reply does not reflect his initial position. 
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c) EVIDENCE 
Evidence referred to in the brief should be included in the file. This 
documentary evidence could be: 

i) written statements; 
ii) related correspondence; 
iii) policies; 
iv) written procedures; 
v) copies of claims, receipts, etc.; or 
vi) any other relevant documents. 

(This documentary evidence should also be attached in chronological 
order with the most current documentation on top.)  

3. GROUP GRIEVANCES 

The following procedure should also be followed for organizing group 
grievances: 

a) Where the Agency has assigned one grievance number for the 
group grievance(s), a list of grievors in strict alphabetical order should 
be attached to the grievance presentation form and to the right side of 
the file. 

b) Where the Agency has assigned individual grievance numbers, a 
list of grievors in numerical order should be attached to the right side 
of the file. 

IV. TIMELY REFERRAL OF GRIEVANCES 

When transmitting a grievance to each successive level, the following 
should be strictly adhered to: 

1) the file should be organized as described in number 2 above. 

2) the file should be photocopied in the event that the file is lost while 
routing or should the Grievor's representative at the various levels 
require information concerning a specific document or need to refer to 
a specific document. 

3) the original file should be immediately referred to the 
representative at the next level by hand, mail or courier with a dated 
covering letter. 
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V. GENERAL 

Copies of this proposed procedure should be provided to 
representatives responsible for grievance representation at all levels 
of the grievance procedure. 
 
 


