How to write a grievance
Prepare
· Know the specific contract provisions or policy that you believe were violated. 
· Collect evidence needed to support your claim, including requesting it from your administrator or other district official if needed. You can also FOIA information from the employer if they will not turn it over. 
· Know your state law, school board policy, or contractual language around timelines for filing paperwork or first initial meeting. Timelines are critical and should not be seen as flexible. Even if you need more information, file to ensure timelines are met. 
· Work with the person who is grieving to decide on an appropriate remedy to ask for. 
· Note: a grievance does not have the power of a court injunction. That is, it can’t stop the action before it happens; instead it attempts to fix it afterwards. However, most administrators would prefer not to violate the contract, so it can be very helpful to point out when as administrator is about to do so.

Present and Discuss
· State the facts related to the violation. 
· Contract provision violated
· A good catch all phrase in case other issues arise during the course of the grievance, “As well as any other laws, written (District) regulations, rules, procedures or practices, and/or provisions of the Collective Bargaining Agreement discovered to be violated in the processing of this grievance.”
· Keep your description sentence concise, then have the impacted member speak to the impact the violation had. 
· State during the meeting that this is a step one grievance meeting.
· Be prepared for the district to react. Do not overreact to the district staff, stay calm, and answer any questions that are germane to the grievance being presented. 
· If the district fails to respond in a timely manner, continue and file at the next step. 


Follow up 
· Email administrator and the grievant, noting that you had a step one grievance meeting, and whatever follow up may have been agreed to. It’s important to have an electronic trail noting that the grievance meeting occurred.

Best practices for empowering members during a grievance
· Ensure that the members ability to speak is not impeded or interrupted. As the staff, you need to help set the boundary in the meeting to ensure members have the space to speak. 
· Ensure there is another member in the grievance meeting. This is someone trusted by the impacted member or a building representative. This person can provide support and a sense of solidarity and can provide context that the district admin or the staff do not have. 
· Escalate, if the district is not responding or is being abusive, pack the room with colleagues/other members to show wide support for the grievance/grievant. 
· If the employer offers you partial remedy, decide with your impacted member if you accept or not. If the remedy is not enough, continue with the grievance.

Sample Grievance Outline
· Clarity what step you are at and if you got a response and when. 
· EX: The Step One meeting was on March 6, 2019 (DATE). In attendance were (MEMBER), (MEMBER), and (MEMBER REP), (ADMIN) at (SCHOOL/WORKSITE). 
· Step 2 response was received on (DATE)  

· Statement of the problem
· (The Employer) violated 

· Articles Violated 
· Of the Certificated CBA Article X, Section X, XX, Page (XX). 
· (List passage here) 

· School Board Policy (XXX), 
· (List passage here) 

· As well as any other laws, written (District) regulations, rules, procedures or practices, and/or provisions of the Collective Bargaining Agreement discovered to be violated in the processing of this grievance.

· Description 
· When (EMPLOYER), On (DATE), (WHAT THE EMPLOYER DID or DID NOT DO).

· Impact
· Prep members on sharing their impact. How did the districts violation impact them. 

· Remedy 
· What members need to be made whole from the violation. 
