USO’S “TOP TEN LIST” OF WHAT TO DO WHEN YOU’RE IN TROUBLE

What to do if you’re in trouble……

Run, don’t walk, to your nearest union rep!

Some of you have a lot of experience in bargaining, grievances, arbitration and legal matters.  Some of you are brand new to the world of union advocacy.  We hope you’ll bear with us and take what you need.

1.
Keep your mouth shut….   Never admit anything!  Sure, you just want to be honest and admit that, maybe, just maybe, you might have made a little teeny, weenie mistake.  In your attempt to be honest, your admission may be construed as guilt of much, much more than you intended.  If management accuses, listen carefully, take good notes and admit nothing.

HOWEVER… Make sure that you are always open and honest with your union rep.

2.
Never, Never, Never….  Put your admission, or your account of what happened, in writing.  Keep notes for your own purposes and for our defense.  Do NOT give them to management.

3.
FACTS: Who, What, When, Where…  If it appears that some management skullduggery is afoot, start keeping meticulous notes of meetings, conversations, events, etc.   Keep track of who’s there, what time and who said what to whom.  Memories dim with time and people forget or remember things differently.

4.
KEEP GOOD RECORDS… Don’t throw anything away.  Make sure that we have copies of every piece of paper that could possibly be relevant to your situation.  Things have a way of disappearing.

5.
Don’t Forget Timelines… The contract provides specific grievance timelines.  We are often rather "loosey-goosey" about rescheduling grievance hearings and extending timelines, but it can only be stretched so far.

6.
Read the Contract…. What are your rights?  Your contract provides excellent protection against unfair treatment and discipline.

7.
Keep your cool… Don’t lose your temper and say something that will make matters worse.  Try to make sure that you keep your emotions on low so you can stay rational.

8.
Don’t be rushed…  If the manager wants to meet with you right away to discuss some problem, take it easy.  Take time to get your union rep lined up, to read your contract, and to check things out.

9.
Check your Files Occasionally…. At least once a year, check your personnel file just to see what’s there.

10.
COVER YOUR BUTT….  When you’re dealing with management or, perhaps, a dissatisfied member, it’s always a good idea to clarify and restate what happened when.

Always remember……..when management asks to meet with you, ask the question, “Could this lead to discipline?”  If so, you have the right to have a union advocate with you in the meeting.  If you are denied that right, just keep requesting a union rep no matter what question management asks.

