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#1 Advanced Representation Training for Stewards 
Participant Agenda 

 

 
 

Day One 
 

1. Session Opening 
2. Steward Role and 

Responsibilities 
3. Steward as an Organizer 
4. Legal Considerations for 

Stewards 
5. Options for Problem-solving 
6. Wrap-up 
 

Day Three 
 

1. Check-in / Getting Started 
2. Case Scenarios, Steps 5 to 9 

Preparing a case and Grievance 
Representation 

3. Case Scenarios Wrap-up 

Day Two 
 

1. Check-in 
2. Introduction to Case Scenario 

Exercise 
3. Case Scenario Exercise Steps 1 

to 4 - Fact Finding and Building a 
Case 

4. Wrap-up 
5. Optional Evening Session 

Day Four 
 

1. Check-in 
2. Panel Presentation 
3. Talking with the Experts 
4. Speed Problem Solving Round 
5. Course Closing 
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#2 – Course Evaluation 
 

1. Did the course meet its objectives?     Yes __  No __ 
 

Please explain:  
 
 
 
 
 
 
 
2.  What were the highlights of this course for you? 
 
 
 
 
 
 
 
 
3.  What could we have done better? 
 
 
 
 
 
 
 
 
 
4.  What were you most pleased about contributing? 
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5.  What are your thoughts about the materials and resources that were 
made available to you on the course? 

 
 
 
 
 
 
 
6.  Were the exercises and facilitation conducive to a positive learning 

experience for you?  Yes ___   No ___ 
 

Please explain: 
 
 
 
 
 
 
 
 
7.  Do you feel better equipped to be a Union Steward?   

Yes ___    No ____ 
 

Please explain: 
 
 
 
 
 
 
 
8.  Other (we welcome any other feedback on the course content, process 

and/or facilitation that you would like to provide): 
 

 
 
 
Name:  _____________________________________________________  
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#3 PSAC STATEMENT ON HARASSMENT 

 

Our union is made strong by Sisters and Brothers working together to improve 
our working lives and to preserve the rights that we have struggled to achieve.  
Mutual respect is the cornerstone of this cooperation.  The PSAC Constitution 
states that every member is entitled to be free from discrimination and 
harassment, both in the union and at the workplace, on the basis of age, sex, 
colour, national or ethnic origin, race, religion, marital status, family status, 
criminal record, disability, sexual orientation, gender identity or expression, 
language, social and economic class or political belief.  Members are also 
entitled to be free from personal harassment. 
 
If you experience harassment at this event, contact the identified Anti-
Harassment Resource Person to discuss the situation and possible 
responses.  Our initial approach is to encourage early and informal resolution 
and to facilitate our members speaking directly with one another to resolve 
the matter.  If this is not successful or possible, the Constitutional and policy 
mandates on the issue of harassment will be fully and quickly enforced. 
 
Harassment in all its forms, detracts from our common purpose and weakens 
our union.  Let each one of us, as we work together on the important task at 
hand, treat each other with dignity and respect. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*Handout #4 on reverse 
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#4 PSAC STATEMENT ON  

SCENT-FREE ENVIRONMENTS 

 

 

The Public Service Alliance of Canada is committed to ensuring that all 
members with disabilities are able to effectively participate in order to 
contribute to the organization’s mandate. 
 
In this regard, the PSAC recognizes that accessibility is an essential 
requirement for the participation of members with environmental disabilities. 
 
In consideration for the health of our Sisters and Brothers who may suffer 
from environmental disabilities, and with the goal of eliminating a 
contaminant from the air, the PSAC requests that all participants 
attending any union function refrain from using scented products.  
These include scented perfumes, colognes, lotions, hairsprays, 
deodorants and other products promoted by the fragrance industry. 
 
A participant who notices a problem is encouraged to address the person in 
a cordial and respectful manner.  Any unresolved issues may be brought to 
the attention of the organizers who may investigate and attempt to find a 
reasonable accommodation. 
 
By working together we can create healthier environments for ALL, and 
accommodate the needs of persons who have environmental disabilities. 
 

 
 
 
 
 
 
 
 
 
 
*Handout #3 on reverse 
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#5 The Way We Learn Together 
 

 
 

 We create a safe space where each of us can feel free to speak up. 
 

 We recognize that we all bring our experiences and knowledge to the 
discussion. 

 
 We learn from our differences and recognize what we have in 

common. 
 

 We participate and we encourage others to participate as  well. 
 

 We do our best to avoid outside distractions. 
 

 We do our best to be on time. 
 

 We listen attentively and do not distract or interrupt each other. 
 

 We challenge each other respectfully. 
 

 We deal positively with conflict so that if it arises, it enhances our 
learning.   

 
 We are aware that the language we use may have an impact on 

others.   
 

 We take responsibility for what we say and for clarifying what others 
say. 
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#6 Kevin Millsip Video Summaries 
(courtesy of the Canadian Labour Congress) 

 

About Kevin Millsip and His Approach 

Who is Kevin Millsip? 

Kevin Millsip is co-founder of Next Up, an organization that provides 
leadership training for young people who want to make social change their 
life’s work. He is also one of the founders of Get Your Vote On – a non-
partisan organization devoted to increasing youth voting in British Columbia 
– and has been both the sustainability coordinator for the Vancouver 
School Board, and a School Board trustee. (As a trustee, he drafted a 
policy strictly forbidding advertising in public schools.) In the together 
FAIRNESS WORKS train-the-trainer sessions* we draw heavily on his 
three-step Go/Listen/Build approach.  

What is his approach? 

Kevin believes strongly in engaging with people, rather than yelling at them 
or overwhelming them with facts. The keys are to learn more aboaut the 
people you want to engage with, listen to them, and then build strength 
through common goals and values. 

His approach includes the following three steps: 

 Go to where the people are: Engage with them where they physically 
are, and at a level that is appropriate to their personal situation. 

 Listen with intention to what they have to say. 

 Build strength, relationships, belonging based on what you have 
learned. 

Q It’s easy to try to use these three approaches to convince people. But 
why don’t they work? 

*a CLC course 
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Kevin Millsip “What Not To Do” Video Summary 

A high resolution version of the video can be downloaded at 
http://fairness.clc-ctc.ca/ 

Username: fairness  Password: clc2013 

Click on the “Resources for Educators” link … select the 4 Kevin Millsip 
video links, one at a time. 

This video comes from a talk given by Kevin Millsip at the Canadian Labour 
Congress’ 2013 Political Action Conference. 

He starts by saying that people working for social change have sometimes 
hurt their causes by attacking each other instead of reaching out to new 
movements and building bridges and alliances. He then sets out three 
approaches he and many others have used that are not very effective. 
Kevin calls them Field of Dreams, Park n’ Bark/Yell and Tell, and Fact-o-
lanche. 

Field of Dreams:  This is what happens when we put a lot of time and 
money into building a movement or campaign and expect people to show 
up and participate. They don’t because we haven’t consulted them about 
their hopes and dreams and concerns, and how we can work on these 
problems together. 

Park n’ Bark/Yell and Tell:  This is the approach we taken when we yell 
our truth to anyone who will listen. We are right, and they should come 
along with us, because we know the answers. The trouble with yelling is 
that people being yelled at tend not to hear the content of the message. 
What they hear is “You’re wrong” or “You’re stupid” – and they tune us out. 

Fact-o-lanche:  We have a lot of good ideas, and we share an avalanche 
of facts designed to convince people about how right we are. Millsip says, “I 
used to think that if I covered people with enough facts … they’d have a 
come-to-Jesus moment and see my light.” Instead, people just wind up 
dazed. 

These three approaches may be tempting to use, but they are ineffective 
ways to promote the value of unions – or anything else, for that matter. 
Ever try to convince a teenager that something they want to do is a bad 
idea? No matter how much you explain why they can’t go to an all-night 

http://fairness.clc-ctc.ca/
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beach party, you’ll likely wind up with them saying, “So why can’t I go?” 
When we get angry with people or try to convince them by yelling or 
burying them with facts, they just shut down. They feel threatened, and 
they don’t listen anymore. 

“Go” Video Summary 

Four union activists talk about where they go to reach members and people 
in the broader community – from the workplace, to the kitchen table, to 
social media. Kevin Millsip shares the story of the first “Get Your Vote On” 
campaign in BC, which successfully registered 20,000 new voters. The 
keys to the campaign were engaging people in conversations about what 
they cared about, and actively seeking out young people in places they 
frequented, including cafes, buses, bus stops, and lineups outside clubs. 

“Listen” Video Summary 

Union activists talk about the importance of having conversations with 
members, allowing them to voice their opinions, and listening to their 
concerns. 

Kevin Millsip uses the phrase “I’m here to hear,” and says that authentic 
listening builds space for the development of trust. He notes that you can 
begin to find common areas of concern with other people by listening, 
making connections, and then forming relationships that come out of trust. 
That leads to action and to building new power. 

“Build” Video Summary 

One union activist talks about protecting the middle class, and another says 
he sees union membership as the basis for building a society founded on 
fairness. 

Kevin Millsip stresses the importance of a sense of belonging, and says 
that isolation is a concern for many. Isolation can lead to uncertainty and 
fear, and in that state, people are more susceptible to simplistic, non-
progressive actions. Connections build solidarity and allow us to work 
together instead. 
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#7 Legal Definitions for Stewards  
(Separate Handout) 
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#8 Factors Considered When Disciplining an Employee 
 

http://www.labour.gc.ca/eng/standards_equity/st/pubs_st/unjust.shtml 

Employers should take into account eight factors before taking disciplinary 
action: 

1. Seriousness of the problem Did the action of the employee have 
major or minor consequences for the employer? Was the employee 
aware of the consequences? 

2. Frequency of the problem Is this type of misbehaviour common 
among other employees? 

3. Time since last infraction Does the employee have a history of this 
type of behaviour, or was the incident a first offence? 

4. Employee's work history Has the employee performed his or her 
job satisfactorily in the past? 

5. Extenuating or mitigating factors Was the employee facing 
pressures such as personal problems or provocation which may have 
led to the improper behaviour? 

6. Degree of orientation Were the work place rules clearly explained? 
Had the employee been informed about the employer's expectations 
concerning job performance? 

7. History of organization's disciplinary practice Has the employer 
dealt consistently with similar offences in the past? 

8. Implications for other employees What effect did the employee's 
action have on the attitudes or actions of colleagues? 

Adjudicators refer to "aggravating" and "mitigating" factors to determine 
the type and severity of disciplinary action appropriate for the offence, as 
well as whether or not the dismissal is just.  

These elements are taken into consideration when adjudicators evaluate 
the seriousness of the offence and the corrective measures imposed by the 
employer. For example, the fact that the misconduct was an isolated and 
unpremeditated act may mitigate the seriousness of the offence. On the 
other hand, the fact that the offence had been planned will be considered 
as an aggravating factor. 
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Many aggravating and mitigating circumstances have been taken into 
account by adjudicators to determine whether the disciplinary action taken 
was appropriate for the offence committed and whether dismissal was 
justified for that infraction.  The following factors have been considered by 
adjudicators: 

Aggravating Factors 

 Behaviour irreparably broke the bond of trust that is essential in an 
employer-employee relationship. 

 Employee did not improve after corrective action taken 

 Employee refuses to accept responsibility for his or her actions. 

 Employee was fully aware that such misconduct was unacceptable. 

 Misconduct is unacceptable for the type of business involved. 

 Misconduct was intentional and premeditated. 

 There was a culminating incident.  

Mitigating Factors 

 Misconduct was beyond control or dependent on other factors such as 
provocation. 

 Misconduct was committed on the spur of the moment or as a result of 
an emotional impulse. 

 The employer had condoned the employee's behaviour in the past. 

 The misconduct did not damage the employer's image. 

 The offence was not committed during working hours. 

 The penalty imposed was inappropriate for the offence committed. 

 There was a lax and permissive atmosphere at the work place. 

 The employee admitted wrongdoing. 

 The previous disciplinary and work record of the employee was good. 

 The employer's rules of conduct had not been uniformly applied. 

 The company had not allowed the employee to explain his or her 
actions. 

 Employee's actions were as a result of an error, a misunderstanding or a 
lack of training. 

 Allegations were not known to the employee. 

 Infraction was an isolated incident. 
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#9 Legal Quiz 

1. What is the order in the hierarchy of laws? 

a. Gravity, Motion, Time/Space 

b. Charter of Rights and Freedoms, Human Rights Legislation, 

Collective Agreement, Employment Standards Legislation 

c. Human Rights Legislation, Charter of Rights and Freedoms, 

Employment Standards Legislation 

d. Collective Agreements, Employer Policies, Workplace Practices 

2. Where do you find the time limit for filing a grievance? 

a. Employer policy 

b. Employment Standards legislation 

c. Collective agreement 

d. Union Management Consultation Committee meeting minutes 

3. What can you do if you miss a time limit? 

a. Ask the Employer to agree to an extension of time limits in writing 

and forward grievance through the process 

b. Ignore it and forward the grievance through the process anyway.  

c. Ask the Labour Board to intervene on your behalf 

d. Tell the grievor you cannot proceed because you missed a time 

limit 

4. When can a steward say “no” to providing representation in a 

grievance? 

a. After considering all the aspects of the grievance and the effect on 

the membership as a whole 

b. If the grievor is/was a scab 

c. If you know the grievor hasn’t been honest with you 

d. If the grievor is not a member in good standing 



Advanced Representation Training for Stewards (ARTS) 
PSAC Education Program - 2015 

Participant Package … P a g e  18 
 

5. When does the union have the initial onus (burden of proof – 

responsibility to prove their case)? 

a. A discipline grievance 

b. An acting pay grievance 

c. A discrimination grievance 

d. Both b and c 

6. What does the Duty of Fair Representation mean? 

a. Unions have to represent their members in workplace related 

matters in a way that is not discriminatory, arbitrary or in bad faith. 

b. Union always have to represent their members no matter what. 

c. When you attend a fair in Canada, you have to have someone 

attend with you to talk on your behalf. 

d. None of the above. 

7. Who wouldn’t you seek advice from on how to word a grievance? 

a. Your Chief Steward 

b. Your Regional Vice President 

c. A PSAC Regional Representative 

d. Your employer’s labour relations officer 

8. Where will you find provisions that secure your right to represent 

members? 

a. The Collective Agreement 

b. Labour legislation 

c. Human Rights Legislation 

d. Both a and b  

9. What would you argue in a grievance hearing if a member was not 

afforded representation when called to provide information at an 

internal harassment investigation? 

a. A violation of the discipline clause in the collective agreement 

b. A violation of the principles and practices of due process 

c. Mitigating factors 

d. A violation of the duty of fair representation 
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#10 Recourse Route Scenarios 

Following is a series of short scenarios which require a Steward’s 
intervention.  Please discuss and choose the route(s) that you think 
will work best, based on the information provided.   

1. A member has been given a ten-day suspension for insubordination. 
She refused a direct order to work overtime because she had 
previously arranged to visit her sick mother out of town.   

2. The employer is terminating a long-standing practice of allowing 
members to merge their lunch and coffee breaks so that they can have 
a longer lunch-hour.  

3. The employer has instigated a new policy on e-mail etiquette but did 
not consult with the union on its content. Members are upset because 
it changes the rules about receiving personal e-mail at work.   

4. A member feels she has been unfairly screened-out of a job interview 
because she is pregnant.  She has heard from some women in the 
workplace that the Supervisor in the section she applied for has 
previously made comments about how difficult it is to have to replace 
women on maternity leave.   

5. A member is very upset that one of his work colleagues (another 
member) yelled at him in front of his co-workers. Things are very 
stressful at work because the employer announced they will be cutting 
back staff in the coming months.  
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6. The employer has implemented a new electronic system for tracking 
reports which requires advanced technological skills and has 
increased the workload by about 25%.  Job descriptions in the section 
don’t reflect these new duties. 

7. A member injured herself at work and as a result has to take time off.  
She is a fairly new member with very little sick leave accumulated.  

8. A member has been on sick leave for three months and has advised 
the employer that she will be returning to work next week.  The 
employer has asked that before returning, she obtain a second 
medical opinion stating she is capable of returning to work.  She 
doesn’t understand why.  

9. Your supervisor has refused to let you attend a disciplinary meeting 
with a member; citing operational requirements as a rationale for the 
refusal.  There are no other union representatives in the building.  

10. There is a really bad smell in the building and members are coming to 
you complaining that it is making them sick.   
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#11 Recourse Route Scenarios Answer Sheet 
(separate handout distributed after exercise is complete) 
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#12 Case Scenario – Task Sheet 

Overview: 

This two day exercise has been designed to help you learn and improve 
the various skills you will need when representing a member. The task has 
been separated into nine steps and each step has a specific learning 
objective. The learning objectives are as simple yet critical as taking the 
time to prepare for a first meeting with a member (step 1) to as complex as 
making arguments in front of the employer (step 8).  

Every effort has been made to provide similar amounts of information for 
each scenario. However the reality is that some of the scenarios are more 
complex than others and thus require more documentation at various 
steps. If you find that you have completed your task before the rest of the 
scenarios, please take the opportunity to discuss and problem solve with 
your partner around cases you have in your local at this time (keeping 
confidentiality in mind). 

Instructions: 

You have been paired-up with another participant.  Both of you will be 
working with the same case file for the next two days.  One other team will 
be working on the same case file as you.  It is possible that your approach 
to representing the member in this situation will be different from that of 
your counterparts.   

If you are the Union Steward today, then your partner will be the member 
(except for step 1).  You will trade roles with your partner so that they can 
be the Union Steward tomorrow.  Today, the emphasis will be on problem-
solving and fact-finding.  Tomorrow, the emphasis will be on preparing for a 
grievance hearing.  Please talk to your partner and assign roles for today 
and tomorrow based on maximizing the learning potential for both of you.  

This entire exercise will span two days and consist of nine steps.  At most 
(but not all) steps in the process, you will be provided with information 
relevant to your situation.  Please do not share the documents you 
receive unless it indicates that all parties are in receipt.    

At various times in the process, we will all come together so that we can 
share and learn from each other about the varied issues being addressed 
and about our experiences working the cases up to that point.  
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Step One – Preparing to Meet with the Member  

Each of you will approach this step from the Steward’s perspective.  Please 
read the information you have been provided and take 15 minutes, on your 
own, to prepare questions for your interview with the member. 

Approach this as you would a first meeting with a potential grievor. What 
information do you need to glean from this individual in order to be able to 
assist them? What questions could you ask them? In broad terms what do 
you need to know to define the issue?  

Once you have completed the task, team up with your partner and take 
another 15 minutes to compare your questions.  Decide between you, 
which ones the Steward will focus on in the interview with the member.   

Step Two – Interviewing the Member  

Allow 15 minutes for the member to read additional information (where 
applicable).  During this time, the Steward should be organizing his/her file 
and notes etc. in preparation for interviewing the member. 

Team up with your partner for this exercise and take 30 minutes to 
practice an interview between the Steward and the Member.  At this 
interview, the Steward will focus on the questions you jointly prepared and 
on filling out the Steward Fact Sheet.  

Step Three – Post Interview Follow-up  

At this step, you will get together with the other team working on this 
scenario for 30 minutes.  In your small group, brainstorm and make note of 
what information and preparation is needed from the Steward’s perspective 
in order to prepare for your meeting with management.  Those 
participants with member information that has not yet been revealed, 
should not disclose any further information during this process.  

Pause – Please return to plenary for a debriefing of work on your case 
up to this point. 
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Step Four – Meeting with the Employer  

Pair up with the other team working on your scenario.  You will conduct two 
20 minute practice sessions where the Shop Steward and member in each 
team will meet with management.   

The practice will be organized as follows: 

Round 1 

Team A Steward will practice being the Steward in the meeting 

Team A Member will be the member in the meeting 

Team B Steward will observe and take notes for feedback 

Team B Member will be the employer representative 

After round 1, the observer will take 5 – 10 minutes to provide concrete 
feedback to the Steward 

Round 2 

Team B Steward will practice being the Steward in the meeting 

Team B member will be the member in the meeting 

Team A Steward will observe and take notes for feedback 

Team A member will be the employer representative 

After round 2, the observer will take 5-10 minutes to provide concrete 
feedback to the Steward 

Pause – Please return to plenary for a debriefing of work on your case 
up to this point and for some additional information 

End of Day 1 
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Day 2 

Step 5 – Building a Case 

Meet with your partner.  Based on the total information you received to this 
point, take 20 minutes to: 

 determine what additional information, documentation, resources, you 
need to deal with this situation.  

 discuss options for recourse with your partner and list the pros and 
cons for each.  

 discuss if this is a situation that would benefit from workplace 
organizing in support of the issue or individual; if yes, list some 
options.   

Now get together with the other team working on the same scenario as 
you.  Take an additional 20 minutes to share and compare what you came 
up with re: additional follow-up, possible organizing actions and options for 
recourse. 

Pause – Please return to plenary for some debriefing and discussion 
about next steps in your case.  

Step 6 – Filing a Grievance 

Meet with your partner and take 15 minutes to write your grievance. 

Now meet with another pair – but this time, someone who is working on a 
different case than you.  

You will take 20 minutes to share your written grievance and the 
documentation in your grievance file with the other team.  Teams will 
provide each other with feedback on their grievance wording and their file 
management.   

Step 7 – Grievance Preparation 

Meet with your partner and take 30 minutes to write-up your grievance 
argument and finalize any file preparation.  Make a list of documentation 
and/or witness statements you will need in your file and why.   
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This is something the Steward should always do in consultation and 
collaboration with the grievor – so you will be “in character” during this step.  
By the end of this step, you should feel prepared to attend the upcoming 
grievance hearing.   

Step 8 – Grievance Hearing 

Report back to plenary for grievance hearing practice and debrief. 

Step 9 – Grievance Transmittal 

Meet with your partner and take 15 minutes to:   

 If your grievance has been resolved, identify next steps in ensuring 
the settlement is implemented.  Finalize your file for Local records.  

 If your grievance hasn’t been resolved, fill out the form to transmit the 
grievance to the next level and organize your file for transmittal.   

Pause and return to plenary for final discussion on your grievance 
file.  
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 #13 Tips for Taking Notes 
 

 

Listening to Understand: 
 

 Listening is the first step to good note-taking.  Listening requires you 
not only to hear what is being said, but to understand it as well.  

 

 In order to listen well, you should try to position yourself in the room 
where you can both see and hear the speaker.   

 

 To be sure you understand what is being said, you will write your notes 
in your own words and provide definitions for new and/or technical 
terms.   

 

 When taking notes, if you don’t understand something being said, you 
can clarify immediately or write questions for yourself in the margins 
beside your notes, so that you can seek clarification later.   

 
 
Hints on Note Taking: 
 

 Be Prepared.  Bring everything you need; pad/paper, pencil and pen, 
highlighters, etc. 

 

 Designate a Note-Taker.  If you are in a meeting with someone else 
from the union (member or other Steward), the person taking the lead in 
asking questions or making an argument, should not be relied on to take 
notes (but may do so if they choose).  Be sure that at least one, 
experienced and skilled note-taker is taking on that responsibility.  
Optimally, you will all take notes and share your responses with each 
other after the meeting.   

 

 Don’t keep notes on oddly shaped, loose pieces of paper.  Keep them 
in order, in one place.  A binder or note-book is preferable.  You can put 
tabs on your notes for later reference.  

 

 Put page numbers, date and the name of the people in the meeting 
on each page.   On the first page of your notes, be sure to include the 
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name and role of all those present (Union representative(s), member(s), 
Employer Representatives) and list relevant documents that will be 
referenced in the meeting.   

 

 Set up your page so you can write down the name of who is speaking 
and leave space for questions/comments in a margin beside your notes.  

 

 Think about what you want to focus on.  Why are you here?  What are 
you hoping to gain from this experience?  What do you want to share 
with others?  Take notes that will be of real value to you when you look 
at them later.  

 

 Don’t be afraid to ask people in the meeting to repeat themselves or to 
slow down so that you are able to take copious notes.  This is also a 
way for you to have more control over the meeting.  

 

 You don’t have to write down everything you hear.  Be alert and 
attentive to main points or new ideas.  

 

 Use space, titles and key words to separate ideas.  
 

 Take accurate notes.  If you use your own words (instead of verbatim), 
don’t change the meaning.   

 

 If you quote from the speaker – quote correctly and use quotation marks 
 

 Note body language that is significant   
 

 Notes should consist of key words and short sentences.   
 

 Have a system of punctuation and abbreviation that is consistent and 
that makes sense to you. 

 

 Feel free to use arrows and/or symbols as part of your note-taking.  
Again, be consistent and be sure they make sense to you later.  

 

 Use different coloured inks and/or highlighters to emphasize important 
points and/or follow-up.    
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 Leave lots of white space for later additions to your notes. 
 

 When finished, review your notes and fill in the blanks or add additional 
points where warranted 

 
 

 
NOTES:  
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Example Notes: 
 
Meeting date ______________  Meeting time: from __________ to __________ 
 
Meeting Title (Disciplinary Interview, Jane Doe) 
 
Present at the meeting: 

- Jane Doe (member) 
- Yusuf Panjwani (Steward) 
- Penny Lane (Manager of Operations) 
- Sean Ying (Senior Labour Relations Officer – Employer) 

 
Related documents: 

- Disciplinary Notice 
------------------------------------------------------------------------------------------------------------ 
PL – reason for disciplinary hearing (reads from notice of discipline – attached)   

Main issue is tardiness.  On the following dates ….                                  ** Check 
with JD about the 
following two 
dates.                    

What do you have to say for yourself Jane? 
 
YP – asks for a break 
 
After break 
 
YP - will speak for Jane then see if she has anything to add ….  

Jane – do you have anything to add? 
 
JD – just one thing …. 
 
SY – will consider what you have said and let you know if discipline will be invoked. 
 
YP – timeline? 
 
SY – by _______________ (date) 
 
Note – check personnel file and ask JD about any additional mitigating factors for 
lateness.  
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#14 Steward Factsheet 
(also available on the PSAC website) 
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#15 Grievance File Checklist 
 

 
Grievance File Checklist page 2 
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#16 PSAC Grievance Form 
(also available on the PSAC website) 
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#17 PSAC Grievance Transmittal Form 
(also available on the PSAC website) 
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#18 Case Scenarios – Step 1 Information 
(separate handouts by scenario to be distributed during exercise) 
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#19 Case Scenarios – Step 2 Information 
(separate handouts by scenario to be distributed during exercise) 
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#20 Case Scenarios – Step 4 Information 
(separate handouts by scenario to be distributed during exercise) 
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#21 Case Scenarios – Step 5 Information 
(separate handouts by scenario to be distributed during exercise) 
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#22 Case Scenarios – Step 7 Information 
(separate handouts by scenario to be distributed during exercise) 
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#23 Case Scenarios – Step 8 Information 
(separate handouts by scenario to be distributed during exercise) 
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#24 Case Scenarios – Further Information 
(Case Outcomes – to be distributed during Day 3 wrap-up) 
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#25 SPEED PROBLEM-SOLVING SCENARIOS 
PARTICIPANT INFORMATION HANDOUT 

 
Distribute this complete package of 8 scenarios as a 

separate handout 
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