	[image: image1.wmf][image: image1.wmf]
	Route this form to:

U Services Human Resources

300 Donhowe Building

319 15th Avenue SE

Minneapolis, MN 55455

FAX: 612.625.6675

	Guidelines for Preventing Grievances
	



	In his book, Front Line Supervisor's Labor Relations Handbook, Stephen F. Byrd Says, "A grievance may have some basis in fact, or be a figment of someone's imagination, but in either event it must be dealt with, and should not be ignored. The 'mole hill' becomes a 'mountain' very quickly where alleged labor grievances are involved." While there is no magic formula for preventing grievances, the following general rules will help you as a supervisor.


	1. Do not knowingly violate the contract.

2. Honestly let employees know how they are doing on the job.

3. Act quickly to dispel rumors with the facts.

4. Correct minor irritations promptly.

5. Encourage and listen to constructive suggestions.

6. Don't make promises you can't keep. Keep promises you make.

7. Be visible and accessible to employees.

8. Assign work impartially.

9. Explain reasons for directives and assignments.

10. Be consistent. Explain when deviations must be made.

11. Explain reasons for change.

12. Act as soon as possible on requests from employees.

13. Avoid showing favoritism.

14. When giving criticism or discipline, do it in private.

15. Keep the union steward informed about significant plans.
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