A BUILDING REPS’ GUIDE TO 
PROBLEM-SOLVING
Being a building rep is hard work.  Sometimes there are too many things coming at you at once.  This Guide is to help you figure out what strategy you may want to use as you try to solve the problems that are brought to you.  When in doubt, call the UniServ Office.  We will assist in making the decision about how to move forward.  
1. Remember. . . THERE’S ALWAYS SOMETHING WE CAN DO!
2. We have an 800 number at the UniServ office (1-800-378-6850) so calls can be made from school on school phones if a private phone is available.
3. Always keep a copy of the master contract available.
4. Listen to the members’ concern(s).
5. Ask the member what “remedy” they would suggest.
6. Take notes about the situation.
7. Ask questions; never assume that you understand the situation.  When in doubt, clarify and restate!  The member will let you know if you aren’t grasping the issue.
8. Determine the depth and breadth of the problem.  Is it one person or many?
9. Call the UniServ Office for assistance (1-800-378-6850).
10. Check the master contract for a violation. 
11. Check with the grievance chair or president about similar situations in the past.
12. If it is a master contract situation, take it to the principal.
13. Document the principal’s response.
14. If there is not willingness to listen, contact the grievance chair to initiate the grievance process.
15. Call the UniServ Office for assistance (1-800-378-6850).
16. If this is not a master contract issue, start collecting data. (how many people, frequency, buildings involved, situation causing the concern, etc.)
17. Have the employees write down their recollection of the problem.
18. Ask the members what they need (not want) as a remedy. 

19. When in doubt, call the UniServ Office for assistance (1-800-378-6850)

20. Ask questions early and often.
