Federal way education association

informal meeting worksheet (Steps 1-7)
Date: ______________
Date of Informal meeting with Principal: ________________

*dates are key because timelines begin as soon as the Informal Meeting occurs, refer to 16.6 in CBA
Name(s): ______________________________________________________________


Member

Non-Member  (Members have access to more resources)
Name of AR(s): ________________________________ Building: _________________
Section of CBA Possibly Being Violated: _____________________________________
Brief facts of why this is perceived as a violation: (how, why, when, where)
During collaborative meeting: 

1. Introduce yourself with your AR hat on, on behalf of the organization.
2. Share FWPS/FWEA truths (page 1 of the CBA).
3. AR/Member says: “We hope to collaborate with you directly in this informal meeting to clarify and resolve this contractual issue together at the building level.”
4. Review contract language together, explain why/how CBA was violated.
5. Offer adjustments that would bring activities into alignment with the CBA.
6. Gain understanding of when this will be remedied (should be nearly immediately back in alignment).
After the meeting: 
If resolved:  Great job! Send picture to FWEA!  Briefly describe agreement (how/when):
If unresolved:  Complete back of this form, call FWEA within 24 hours at 253-838-8571.  (10 day timeline begins.  Be sure to note the informal meeting date above.)
Federal way education association

Grievance intake form (steps 8-14)
Name of Grievant(s)____________________________
Phone
(w)____________











(h)____________











(c)____________

Worksite(s)___________________________________











Home/Personal Email:

Position(s)___________________________________
____________________

Number of years district service______







Number of years Washington State service______

Provisional

Yes

No

Prior direction or discipline about this issue in Personnel file?

Yes

No


Contractual

Discipline


Brief Overview:

What portion(s) of the CBA may have been violated or compromised?
Member has given advocate a copy?


Yes

No

Member has recently checked personnel file?

Yes

No

N/A

Related information in file:


Yes

No

Requested Copy

Date last checked personnel file:______________

Building Principal:__________________________

Immediate Supervisor:______________________

Administrator(s) whose actions are in question:_______________________________

Names of all Association Reps and work phone extensions:
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