How to Use The 
Grievance Log-in Sheet
The attached log-in sheet is part of a grievance tracking system for locals. For this system to work, the local needs one very responsible person to serve as coordinator, and someone who can fill in any day the coordinator is out.

The grievance coordinator keeps log-in sheets and a calendar. Whenever a steward files a grievance, the steward tells the coordinator. The coordinator fills out the top of a log-in sheet, and notes the next deadline for the new grievance on the sheet and on a calendar. If the first step meeting was held today, for example, the coordinator would mark the deadline for the company’s response on the log and the calendar. Every day, the coordinator contacts the stewards who have grievance deadlines the next day, and updates the status of the grievance.

There is a log-in sheet for every grievance, but only one calendar - with all the deadlines. So as long as the coordinator checks the calendar daily for all deadlines the next day, nothing should slip through the cracks. 

This document is in Word, so that it can be downloaded and the steps and deadlines for your own grievance procedure filled in. If that doesn’t work, there is a second copy posted here in PDF format with the numbers of days taken off, giving you room to write them in by hand.

Grievance Log-in Sheet
Grievant

Grievance Number
 Name _____________________Department ___________________(Assign here)__________
Steward  __________________________ Supervisor  ___________________________

Date Grievance Occurred _______________Subject of  Grievance  ________________________ 


 (Days are all work days) 
 Date Filed,

      
Deadline Is:        
 Held, or Received:

15 days from occurrence:

Date First Step Filed           

____________________                        _________________


5 days from filing at 1st Step:

Date of 1st Step meeting             
____________________                         _________________


5 days from 1st step meeting:

Date 1st Step Response        
____________________                        _________________


10 days from 1st Step answer:

                                          (or 10 days from answer deadline, if none received)


Date to File 2nd Step                 
____________________                         _________________


5 days from filing at 2nd Step:

Date 2nd step meeting           
____________________                         _________________


5 days from 2nd Step meeting:
Date 2nd Step Response        
____________________                        _________________


 14 days from 2nd Step answer: 
                                           (or 14 days from answer deadline, if none received)

Date to File 3rd Step                 
____________________                         _________________


10 days from filing at 3rd Step:
Date 3rd step meeting           
____________________                         _________________



 7 days from 3rd Step meeting:

Date 3rd Step response           
_
___________________                         _________________


14 days from 3rd Step answer: 

                                          (or 14 days from answer deadline, if none received)

Date to file for arbitration           
____________________                         _________________


 Mark All Deadlines On Calendar . Contact Steward On  The Day Before The
 Deadline To Remind, if Necessary, and Get Updated Information.
Grievance disposition:  (circle one)
   Withdrawn      -     Settled     -    Arbitrated       Date _______   

If withdrawn or settled, have letters been sent to the company and the grievant? __Yes     ___No
                     (Attach copy)

