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Guidelines for AFSCME-Represented employees 
Using The Problem-solving worksheet
Problem Solving Best Practices: It is encouraged that an employee would work with his/her manager to resolve issues before initiating the grievance process.  Talking face-to-face about each party’s perspective, concerns and the impacts of the issue usually can lead to resolution.  You may use the questions on this worksheet to help guide a non-grievance, problem-solving discussion.  However, if the issue is unresolved and the employee believes there has been a contract violation, the employee has a right to initiate Step 1 of the grievance process.
Grievance Process Overview:  Article 24 of the OHSU-AFSCME collective bargaining agreement (2009 – 2012) outlines the three-step grievance process.  Supervisors and employees are encouraged to resolve issues among themselves before filing a grievance. However, if the employee feels the issue is unresolved he/she may choose to initiate Step 1 of the grievance process . Each grievance step is defined in Article 24.1.5 of the contract. In summary, Step 1 is a formal and documented discussion between the manager and employee aimed at resolving the concerns.  Employees have a right to ask a Union Representative to participate in the problem-solving meeting.  Managers may also request that a representative from Human Resources attend the meeting.  However, the meeting can proceed between just the employee and manager if both agree.  To initiate Step 1 of the grievance process, the employee or union steward must submit a Problem-Solving Worksheet with the manager.  The manager must respond by setting a meeting date/time with the employee.  If the issue is not resolved at Step 1, the employee, or the Union at the employee’s request, has the right to file Step 2 of the grievance process. Completing and submitting the Problem-Solving Worksheet initiates Step 1 of the grievance process.  The employee or the Union has 21 days from the date of submission of the Problem-Solving Worksheet to move to Step 2 of the grievance process.
Problem Solving Worksheet at Step 1 of the Grievance Process:  The problem-solving worksheet is intended to be used to guide the employee and manager in a productive and structured conversation that gives each party the opportunity to express his/her concerns, perspectives and desired outcomes.  
The purpose of the problem-solving meeting is to enhance communication and understanding between the employee and the manager at Step 1 of the grievance process with the goal of resolution. The worksheet shall be completed during the problem-solving meeting.  If resolution is achieved, the form shall be signed by all parties in attendance at the meeting. 
Optional use: The problem-solving worksheet may also be a useful tool for managers and employees to use to structure other problem-solving discussions. If used in this way, the worksheet does not need to be filed with Human Resources or the Union. 
Problem-solving worksheet
Step 1 of the Grievance process
Purpose:  The purpose of the problem-solving meeting is to enhance communication and understanding between the employee and the manager at Step 1 of the grievance process, following Article 24.1.5 of the AFSCME contract.  It is to be used specifically when the employee believes there is a contract violation and other resolution attempts have failed.
Instructions for Use: This worksheet is to be used by the employee and manager to explore the problem and to guide the discussion toward a solution. The problem-solving worksheet may be submitted electronically or in hard copy to the manager, with Section 1 complete.
Section 1. Problem Statement
To be completed by the employee or union steward on behalf of the employee.
Employee Name: ____________________________ Date Submitted: ____________________
Manager Name: _______________________ Steward Name (optional):___________________
Employee: What is the nature of the alleged contract violation or interpretation problem?  What are the facts as you understand them? (Attach additional page if needed.)
	
Violation/Problem:




Facts as you understand them:





Is this problem related to disciplinary action?  
· Yes
· No



Section 2. Scheduled Meeting
The manager, in acknowledgement of receipt of the Problem Solving Worksheet, shall schedule a meeting with the employee.  The employee has the right to ask that a Union Steward be present and the manager may ask that a representative from HR be present.  Manager shall notify the employee of the following:

Meeting Date:  ____________  Time:  _____________ Location:_____________________
Section 3. Guided Problem-Solving Discussion
Use the following questions to guide the problem-solving discussion during the set meeting time between employee and manager.  The employee should answer these questions from his/her own perspective. The manager should then be given the opportunity to respond.
1. Summarize the problem. (You might also share what you have done to resolve the issue and the impacts of the situation on you or others).


2. What do you know about the facts? What do you still need to know?


3. Why is this important to you? (Other considerations: Why do you want this issue resolved?  Do you believe the facts are wrong? Have you received discipline that you believe is too severe? Do you have questions about the impact of discipline on your future employment?)



4.   How will you know this problem has been resolved?



Section 4. Solution Exploration
Work together to identify three possible solutions.  If you can, identify one that meets the needs of all parties involved.  If you cannot come up with multiple options, try to list at least  one.
	List of Potential Solutions
	List Advantages
 
	List Disadvantages
 

	
	
	

	
	
	

	
	
	



Section 5. Resolution Summary 
Summarize the resolution.  If no resolution is agreed upon, the manager may indicate here that there is no resolution or that additional time is needed to consider a resolution. (Attach an additional page if needed.)
	



Section 6.  Signature of All Parties in Attendance 
	Employee Name Printed
	Employee Signature/Date

	
	

	Manager Name Printed 
	Manager Signature/Date

	
	

	HR BP Name Printed (Optional)
	HR BP Signature/Date

	
	

	Union Representative Name Printed (Optional)
	Union Representative Signature/Date

	
	




Per contract obligation, forward one copy of this signed form to your Human Resources Business Partner.
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