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B.C. GENERAL EMPLOYEES' UNION
GRIEVANCE FORM INSTRUCTIONS

All member personal information is private and confidential and only used for the express purpose of administrating the business of the union

Instructions to Stewards

1. There are 2 files to complete: the Grievance Form (this file) which contains Sections A, B and 
Section C, the Confidential BCGEU Steward Fact Sheet. Save these files separately.

2. Check your timelines – The completed grievance forms must be submitted to both the Union and the 
Employer within the grievance timelines described in your Collective agreement.

3. STEP 1 – Did you complete Step 1 of the grievance process as described in your Collective 
Agreement? If so, complete Section B: Steward to Complete with your contact information and  the 
“STEP 1” section with the date of the Step 1 meeting, the name of the Employer’s Step 1 designate, 
and the Employer’s response.

4. Complete the Grievance form as follows:
a. Fill in as much of Section A: Grievor information as possible. You must provide the Grievor’s 

address, phone number and personal email address. This information is critical to ensure the 
Union can contact the Grievor.

b. Fill in the “Article Violated” and the “Date of Violation”. If you do not know this information, 
contact the Staff Representative.

c. In the “Details of the Grievance” provide a brief summary of the facts. Remember to include 
the who, what, where and when!

d. Complete the “Remedy Sought” by describing exactly what the Grievor wants. Add “To be 
made whole” to every remedy.

5. Complete Section C: Confidential BCGEU Steward Fact Sheet (second file) with as many details as 
possible.

6. Print or Save the following Grievance form file and send it to the Grievor for signature. Ask them to 
send you a copy of the signed form. Do not send the Section C: Confidential BCGEU Steward Fact 
Sheet file to the Grievor.

7. Print or Save the following Grievance form file containing the Grievor’s signature. Fill out the name of 
the Employer’s Step 2 designate in Section B: STEP 2 and send it to the Employer’s Step 2 
designate for signature. Ask them to send you a copy of the signed form. Do not send the Section C: 
Confidential BCGEU Steward Fact Sheet file to the Employer.

8. When you receive the fully signed Grievance Form, immediately send the Grievance Form 
containing Sections A, B and the Section C: Confidential BCGEU Steward Fact Sheet and any other 
relevant evidence or information to the area office by email, fax or mail.



B.C. GENERAL EMPLOYEES' UNION

SECTION A: GriEvor to ComplEtE

Name:____________________________________________________________________________________________________________________________________

mailiNg addRess: _______________________________________ City:__________________________________________ Postal Code_______________

loCal No. ___________ Home PHoNe: ____________________ email: _______________________________________________________________________

WoRk addRess: _________________________________________________________________________________________________________________________

WoRk Postal Code: ___________________________________________________________WoRk PHoNe:___________________________________________

BRaNCH /
emPloyeR: ______________________________________________________________________________dePt: __________________________________________

auxiliaRy / seNioRity /
JoB Class: _____________________________________seNioRity date:______________temPoRaRy: staRt date: _________________________

aRtiCle (s) date oF
allegedly Violated: ___________________________________________________________________ViolatioN: _____________________________________

and any other related articles.

details oF gRieVaNCe: (include all relevant names, events, dates, times, etc.)

Remedy sougHt: (be specific)

please note—

A under BCgeu collective agreements, the employer has agreed to refrain from negotiating with an aggrieved employee, either directly or indirectly,

without the consent of the union. most BCgeu agreements also oblige the BCgeu to abandon any grievance, which the aggrieved employee(s)

attempt to pursue through channels outside the negotiated grievance procedure.

B this will authorize the President of the union or designate to review my personnel files in order to facilitate the investigation of the grievance.

grievor’s signature ________________________________________________________________________date: ___________________________________________

SECTION B: stEwArd to ComplEtE:

Name: ____________________________________________________________________________________________________________________________________

mailiNg addRess: ________________________________________________________________________Home PHoNe: ___________________________________

Postal
_________________________________________________________________Code__________________WoRk PHoNe:__________________________________

stEp 1

grievance discussed with employer’s step 1 designate: date: ___________________________________________

Name and classification of designate:_________________________________________________________________________________________________________

Verbal Response at step 1: _________________________________________________________________________________________________________________

stEp 2

grievance presented to step 2 designate: date: ___________________________________________

Name:____________________________________________________________signature: _______________________________________________________________
signature of designated local supervisor

(indicating receipt of grievance)

GRIEVANCE FORM
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