
[image: image1.png]Canadian Union of Public Employees







CUPE Local 401








11/12 – 1850 Northfield Road

Nanaimo, BC  V9S 3B3

Phone: 250-729-7557 – Fax: 250-729-0866


Grievance Fact Sheet
This Grievance Fact Sheet is designed to assist Grievance Officers to keep a written record of what the grievance is about and what happens to it as it is processed through the various steps of the grievance procedure.

It is an important document and should be completed with care and accuracy.  This document will provide the union representative with a complete history of the case.  It will provide details of the grievance, which may otherwise be overlooked or forgotten about.

When the grievance is finalized, the completed form should be placed in the local union’s file for future reference.  Copies should also be given to the CUPE representative.

Stewards or Representative completing this form, please provide the following information, your:

Unit: 
Name: 
Worksite Phone Number: 
Date: 

E-Mail Address: 
Grievance Fact Sheet

1. WHO is involved in the Grievance?

Grievor

	Name:  

Department: 
Classification: 
Seniority Date: 
Contact Information (phone & email): 


Supervisor or other management involved:

	Name: 
Department: 
Job Title: 



Witnesses or other persons involved:

	Name: 
Department: 
Classification: 



2. What happened? what is the grievance about?

	


3.
When did the grievance occur? (date and time grievance began? how 
often? 
for how long?  is it within time limits to proceed with a grievance?)

	


4.
Where did the grievance occur?  (exact location – department, 
machine, 
aisle, job number, etc.)

	




5.
WHY is this a grievance? (violation of contract? supplement? law? past 
practice? Safety regulations? rulings or awards? Unjust treatment? etc.)

	


6. WANT Grievance settled and Redress in Full (adjustments necessary to completely correct situation; in case of discharge ask for back pay)

	


PAGE  
3

