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RECIPE FOR WRITING A GRIEVANCE 
The grievance needs to be written on the district grievance form (see Appendix). It should be stated as clearly and objectively as possible in keeping with an advocacy position, and with the tone of an arbitration hearing. The statement of the grievance in writing will ordinarily contain five elements:

1. The person or agency responsible for the violation, such as the district, board, superintendent, or principal. NOTE: It helps depersonalize the adversary relationship if the Association names the district as the violator because it is the party to the contract, with the superintendent and principals as its agents.

2. Assertion of the particular type of violation, such as a misapplication, misinterpretation or violation, threat to health or safety, or violation of past practice.

3. The clause, policy practice, or standard involved.

4. The act or actions which manifested the violation.

5. The person or group who suffered the violation.

An item can be selected from each of the following five elements as listed in sentence form:

(1) (2)	(3)
The	(District)	(violated)	(Contract Article & Section)
	(Board)	(misapplied)	(Policy # 	)
	(Superintendent)	(misinterpreted)	(Education Code 	)
	(Principal)	(denied fair treatment)	(Administrative regulation)
		(threatened the health & safety)
		(denied a benefit)

(4)	(5)
	(when it) 	 	(to)	(teacher)
	or	(for)	(group)
	(by) 	 	(from)	(Association)






The following statements illustrate how these elements can be combined:

1. The District violated Article (_) of the Agreement when it refused to compensate (Teacher’s name) for jury service.

2. The Board misapplied Section 13468.5 of the Education Code when it docked (Teacher’s name) for taking personal necessity leave to attend her daughter’s college graduation exercise.

3. The District violated Certificated Personnel Regulation (_) when it required Teachers A, B, and C to do basketball game supervision on Saturdays and school holidays.

Grievances written in this manner can be prepared for submission to arbitration by merely changing the statements above into questions. If the Association wished to leave the determination of the remedy to the arbitrator, the issue submitted may be followed by another question to the effect that if the District did violate the agreement, what shall the remedy be. The Association should avoid arguing their case in the writing of the grievance. Arguments and detailed documentation can take place in grievance meetings. As the grievance form is being completed in preparation for filing, the Association can assign a number, or allow the agency through which an arbitrator is selected to assign a number, if the case goes to arbitration.

It would probably be wise to go through this process of careful preparation and analysis of the grievance even if the policy does not require that it be submitted in writing at the first level. One must bear in mind the possibility that the grievance may go before an arbitrator, so the Association should do a careful job of investigation and evaluation in all cases at all levels.

The objective of the grievance procedure is the resolve the employee’s problem in an expeditious manner. In processing the grievance, the Association need not utilize the maximum time allowed in the limits at each stage. It should not rush in with an ill prepared case, but it should proceed in a timely manner to resolve the problem.
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