Message from

The AEC

for having agreed to be a Local Officer of the Public Service
Alliance of Canada. Local Officers are the backbone of our union.
You represent members in the workplace and provide leadership
within the Local and at all levels of the organization. Local Officers
are not only the face of our union in their workplaces, you are also
the face of our union in the community. As a Local Officer, it is in
your power to make our union a living reality.

This Handbook is designed to help you carry out your important
work by providing you with an overview of our union and information
related to your Local Officer role. This Handbook is a guide and
one of the many tools that can assist you in your development
as a union activist. Your Component (if your Local is affiliated
to a Component) and your PSAC Regional Office can also offer
invaluable assistance.

Your union activism and your development as a Local Officer will
certainly be enriched by the relationships you build, the issues you
take on and the solidarity you help create.

Thank you for contributing your time and effort to our union.

Alliance Executive Committee

Public Service Alliance of Canada
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The PSAC

TODAY

he Public Service Alliance of Canada is

among Canada’s largest union. Traditionally,

we have represented workers who are
employed by Treasury Board and other branches of
the federal government. However, over the years
we have organized outside our traditional sphere.
Today, our members work for the federal public
service, federal agencies and corporations,
territorial governments and provincially-regulated
employers. Members also work for private and
non-profit employers, such as casinos, universities,
women'’s shelters and Aboriginal band councils.
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PSAC members are constantly at work serving
Canadians and their interests. You'll find them from
the high Arctic to the Great Lakes, from the East
Coast to the West Coast, on the seas and overseas.

The transition to a global economy transformed
industrial relations in the late twentieth century.
Contracting out, de-regulation, privatization and
devolution practices are undermining the trade
union problem-solving vehicles of collective
bargaining and the grievance procedure. The
PSAC is countering by re-enforcing its power at
the bargaining table through political lobbying,
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direct action, forming alliances with other unions
and social justice groups, and organizing new
bargaining units beyond the Federal Public
Service. As fundamental economic conditions
continue to change, the PSAC will continue to
evolve to meet the challenge.

Over the years, government emphasis on deficit
reduction and downsizing in the public service
has eroded the quality of public services. It has

We can do this with effective

Labour’s political activism has many forms: talking
about politics, staying informed on current political
debates, meetings with government and elected
representatives to put forward our views, participating
in public rallies and demonstrations, campaigning in
coalition with like-minded groups, even running for
office and supporting specific political parties with
which it shares values and policies.

Increasing globalization means that what affects
workers in one country also affect workers in
other countries. As a result, the PSAC works

with sister unions through the Public Services
International on a variety of international
campaigns, including a pay equity campaign for
workers in the public service around the world.
This broader understanding of workers’ rights has

gjﬂf Ji uiﬁc-e {'\or
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become our responsibility as a union and citizens
to stand up for public services and to protest
against the loss of public sector jobs. It has
become politically necessary as union members
to mobilize and join the fight back with labour
and social justice movements to preserve and
improve the standards and quality of our working
and social lives.

%'fica! action.

deepened our union’s approach to negotiations
and representation. We have adopted an action
plan to negotiate and use a Social Justice Fund.
Through this fund we increase our activism on
international solidarity, anti-globalization and
anti-poverty work.

In the meantime, the face of Canadian society - and
its workforce - is literally changing. First Nations
communities are the fastest growing segment of our
population. New Canadians make up 70 percent of
our labour force. If we are to change the political
landscape, the union movement must be inclusive
of all who have the potential to share our vision.

Our ability to build a more equitable society will be
enhanced if we remain united by common values of
respect and justice.

Save

our
Eskeries,l
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The PSAC Structure

CHART

Members
| |
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Area
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PSAC
Region_al
Components Councils * Regional Human Rights
Committees
¢ Regional Women'’s
PSAC Committees
Component Triennial Regional
Conventions Convention Conventions
NATIONAL BOARD OF DIRECTORS
e National President
* National Executive Vice-President NBoD Standing
* Regional Executive Vice-Presidents et Committees
e Component Presidents (EOC)
¢ Regional Vice-President for
Countries Outside of Canada
NAIM
~ ALLIANCE EXECUTIVE COMMITTEE )
e National President National and
* National Executive Vice-President Regional
* Regional Executive Vice-Presidents Offices
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Building our

UNION

Our vnion is a, hovse buil of peo le. Tt's strong as lonﬂ oS OUr members
are active, educated and workina col ’ecﬁ/e’j. The basic bui’c[inﬁ block
tHhat Je{ nes the Union)s S“f‘renﬁ“Hn is Hhe individva) member

Members

Every time the union is certified in a workplace, we
take on responsibility to represent in good faith
every individual who is covered by the bargaining
unit. Everyone wants to be treated fairly at work
and if they see co-workers and colleagues working
for dignity and justice as union representatives,
even the most sceptical can be won over.

Many of our workplaces operate under the Rand
Formula. This means that
employees may pay unions
dues, but they are not
automatically a member
of our union, i.e., eligible
to vote in elections, attend
union courses and events
and so on. In order to

Locals

become members, they have to join the union by
signing a membership card. As a Local Officer,
it is part of your role to ensure that workers are
afforded the opportunity to exercise their right to
become a member of the PSAC.

Some workers may have objections to joining
the union, religious or political, but member or
not, every worker covered by a PSAC collective
agreement has
the right to
representation
and to vote

on collective
agreements and
strikes.

Members are organized into Locals, the

day-to-day link between the membership

and the larger union structure.

There are two types of PSAC Locals:

e [ocals that are associated with a Component

e Directly Chartered Locals that are associated
directly to the PSAC.

Most locals are chartered to, or associated with, a
Component.

Structural flexibility became an issue in the late
1980s as workers from outside the traditional
public service began to join the PSAC. In 1991,
the PSAC Constitution was changed to provide

for Directly Chartered Locals (DC Locals). These
Locals are directly affiliated with the Public
Service Alliance of Canada and do not come under
the jurisdiction of any Component.

DC Local members are employed by a diverse
range of private and public sector organizations,

PSAC Local Officers’ Handbook / 2008 g
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such as gaming corporations, band councils, Locals of the Union determine their general

transition homes and port authorities. The course of action in accordance with the

Locals are directly serviced by the PSAC Constitution and By-Laws of the PSAC. Its
through PSAC Regional Offices. All Directly members elect their own officers at annual
Chartered Locals have the right to services general meetings, appoint or elect their own
regularly provided by the PSAC Centre. These stewards and determine their own portion of the
services include negotiations, adjudication, dues structure.

education, central research and legal advice,
public relations, classification etc. and regular
service provided by the Regional Offices.

Whether they're dealing with union
education, equity, collective bargaining,
organizing, representation, political action,
The authority and jurisdiction of Directly communications, or any of the other myriad
Chartered Locals are spelled out in the PSAC activities in which the Union is involved,
Constitution and By-Laws and most of these Locals play a critical role in connecting

are m_mﬂar to ’Fhose for_ Component Locals. For members to their union and the union to its
more information on Directly Chartered Locals,

consult the PSAC publication “Handbook for
New Directly Chartered Locals”.

members.

.......

responsibilities
are set ovt in the PSAC
Constitution and inclode

® processing staffing complaints and grievances (up to
but not including adjudication)

Components

Components are made up of
Locals. Originally, Components
were organized along departmental/
employer lines. Although that logic
generally remains, it is not always

the case anymore, given on-going
employer reorganization. There are
also now three Components defined by
geography: the Nunavut Employees’
Union (NEU), the Union of Northern
Workers (UNW) and the Yukon
Employees’ Union (YEU).

® assuming responsibility at the workplace level for

collective agreements signed by the PSAC covering
members within the jurisdiction of the Component, and

® representing its members on matters, such as
classification problems and working conditions not
already covered in collective agreements.

PSAC Local Officers’ Handbook / 2008



Under the PSAC Constitution, each Component
elects its national officers, selects a national
staff and holds a convention every three years.
These conventions are held six to twelve
months prior to the PSAC Triennial Convention.
Component delegates elect officers, set
Component policies and select the delegates
for the PSAC Triennial Convention. Some
Components have regional offices as well as
a national office.

The fo//owins N
a corvent list of Comfonenﬁsf

* Agriculture Union
* Canada Employment and Immigration Union
* Customs Excise Union Douanes Accise

* Government Services Union

* National Component

* National Health and Welfare Union

* Natural Resources Union

* Nunavut Employees Union

® Union of Canadian Transport Employees

* Union of Environment Workers

* Union of National Defence Employees

* Union of Northern Workers

* Union of Postal Communications Employees
* Union of Solicitor General Employees

* Union of Taxation Employees

* Union of Veterans Affairs Employees Union

* Yukon Employees Union

Local concerns are generally brought to a
Component Regional Vice-President (or the
equivalent officer in the Component), who
is also responsible for reporting Component
concerns back to the Local. Directly
Chartered Locals raise their concerns

with their PSAC Regional Executive Vice-
President.

Only two Components are certified
bargaining agents, namely the Union

of Northern Workers (UNW), which is

the certified bargaining agent for the
Government of Northwest Territories and
the Nunavut Employees’ Union (NEU),
which is the certified bargaining agent for
the Government of Nunavut. Otherwise,
the PSAC is the certified bargaining agent
for all other PSAC bargaining units.

National Board of Directors (NBoD)

officer is elected by the NBoD at the first National
Board of Directors meeting after Convention.

The National Board of Directors consists of the National
President, the National Executive Vice-President, the

seven Regional Executive Vice-Presidents, the President Generally speaking, the NBoD is responsible for

of each Component and the Regional Vice-President for
Countries Outside Canada.

Regional Executive Vice-Presidents represent

the interests of Directly Chartered Locals in their
respective regions. All of the members of the NBoD
are elected at a Component, Regional or the PSAC
Triennial Convention, except the Regional Vice-
President for Countries Outside Canada. This

carrying out the policies and giving effect to the
decisions made at the PSAC Convention. It must also
represent and inform the membership on all matters
and issues which directly affect members. The

NBoD must also administer itself, make regulations
for the implementation of policies and resolutions
passed at Convention and prepare resolutions and
recommendations for the next Convention.

PSAC Local Officers’ Handbook / 2008 11
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Alliance Executive Committee (AEC)

The Alliance Executive Committee (AEC) is
responsible for the day-to-day management of
the affairs of the PSAC. It is also responsible
for implementing PSAC Convention and NBoD
decisions.

The AEC is composed of the National President,
the National Executive Vice-President and the
seven Regional Executive Vice-Presidents.

NATIONAL MEMBERSHIP COMMITTEES

Equal Opportunities Committee (EOC)

The PSAC Equal Opportunities Committee is
a standing committee of the National Board
of Directors (NBoD). Component and PSAC
equity group representatives sit on this national
committee. The PSAC equity representatives, one
woman and one man for each group, are elected
directly by members of their respective equity
groups at their National Conference.

The principle mandate of the EOC is to provide
advice and recommendations to the NBoD on
equity/human rights issues. In addition, the EOC:

e jdentifies emerging equity/human rights
Issues (problems and potential solutions
related to our union, to our workplaces and
to communities).

e develops links and works closely with
coalition partners and equity/human rights-
seeking groups at the local, regional and
national levels.

PSAC Local Officers’ Handbook / 2008

Each member of the AEC is assigned
responsibility by the National President for
certain national portfolios, e.g. collective
bargaining, grievance and adjudication,
political action program, education, women'’s
and human rights program, health and safety,
finance and so on. Regional Vice-Presidents also
have responsibility for matters in their regions,
including representing the Directly Chartered
Locals, in their respective regions.

National Aboriginal, Inuit and
Metis Network (NAIM)

At the 2003 PSAC Convention, a resolution was
adopted that mandated our Union to create a
National Aboriginal, Inuit and Métis (NAIM) Network.
The mandate of the NAIM Network is to provide a
unified voice for the diverse community of PSAC’s
Aboriginal, Inuit and Métis members, so that
together, members of NAIM can increase their
involvement at all levels of our Union, empower
each other, and advance their rights within and
beyond our Union.

The Network has established a central ‘Circle’ of
members who meet face-to-face to discuss and
identify issues the Union needs to take on. This
Circle is composed of the following members:

¢ Two PSAC members; one man, one woman per
PSAC region

e The two elected Aboriginal representatives on
the Equal Opportunities Committee (EOC)

e The two Alliance Executive Committee (AEC)
officers who have responsibility for NAIM



REGIONAL MEMBERSHIP COMMITTEES

The more PSAC members work together in their own community, the stronger our union becomes.
Locals can participate in a variety of regional committees and forums, working with members
from other Components to discuss and take action on common interests and issues.

Tn 1994, PSAC regionalize(i s
structure to comfleme(ﬁ the
Comronen"F structore and bﬁna

our members closer to tHheir union.

Seven PSAC regions (AtHantic,
Quebec, Nastional Cafn”raJ
Region, Ontaxio, Prairies, British
Columbia, and the North)
elect o, Reﬁionad Execvtive
Vice-President (REVP) and an
alternate. These officers are
elected at Hheir resFecH\/e
PSAC ResionaJ Convention.

The REVPs axe members of the
nine—Ferson Alliance Execvtive
Committee (AEQ), which tuns the
PSAC on a day-to-day basis.
The other two Fosi‘Hons axe
filled by the National President
and the National Executive
Vice-President

Regional Councils

Regional Councils are elected within each region based on
rules set out by the region. Regional Councils are structured
according to the needs of each Region, and bring together
activists who provide Regional leadership and political
direction on a wide range of issues. Regional Councils can
send resolutions to the PSAC Triennial Convention, develop
their own by-laws and charge fees for participation.

Area Councils

An Area Council is the forum for all PSAC Locals in a
community to share information and learn from each others
experiences.

’

Area Councils often take responsibility for the promotion and
coordination of PSAC campaigns, political action, broader
union or social justice campaigns and the coordination of
collective bargaining proposals. National Officers of the PSAC
and other union activists can also be invited to this forum.

Area Councils may also organize educational seminars
on various topics of interest to the members, stewards
and Local Officers in the area. This is invaluable to
smaller Locals that may not have significant resources.
Area Councils also work with organizations in the larger
community and other labour groups.

Area Councils can send resolutions to the PSAC Convention
and their delegates can speak and vote at Convention (this
is referred to as having “voice and vote”).

Locals from at least three Components or DCLs must apply to
the Alliance Executive Committee (AEC) to form an Area Council.

For more information on how to set up an Area Council and
how it is administered, consult the PSAC Constitution.

PSAC Local Officers’ Handbook / 2008 ’3
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Regional Women’s Committees

Regional Women’s Committees (RWC) were
established in the mid-1980s to further
address women’s equality issues — systemic
discrimination and barriers working women
face within and outside their workplaces.

Regional Women’s Committees:

¢ inform and educate women on the political, social,
economic, and workplace issues that affect them;

e speak for women with a strong, common voice and
advocate policies that promote all women’s rights;

© mobilize women to participate in the union and take
action on the issues;

e empower women with the knowledge, skills
and confidence they need to exercise effective
leadership;

e support women through a network that links them to
each other, to the union, and to the community; and

e work side by side with racialized & Aboriginal
women, leshians, bisexual & transgender women
and women with disabilities to advance real
equality and make the PSAC an inclusive union.

At least three Components or Directly Chartered Locals
must apply to the Alliance Executive Committee (AEC)
for a RWC to be formed. Regional Women’s Committees
are eligible for funding from the PSAC.

Active Regional Women’s Committees are entitled to
send a delegate to the Triennial National Women’s
Conference.

All seven PSAC Regional Councils have at least one
designated seat for a Regional Women’s Committee
representative.

The PSAC publication “Women of the Union: The
PSAC Regional Women’s Committee Handbook” and
the PSAC Women'’s Program web page provide more
details on how to establish and run a PSAC Regional
Women’s Committee.

PSAC Local Officers’ Handbook / 2008

Human Rights Committees

Human Rights Committees can be formed by
members belonging to equity groups, specifically,
members of:

e the Racially visible group composed of racially
visible people

e the Aboriginal Peoples group composed of
Aboriginal, Inuit and Métis;

e the Access equity group composed of people with
disabilities; and

e the Pride equity group composed of gay, lesbian,
bi-sexual and/or transgender persons.

Human Rights Committees provide a forum for
members of these equity groups to strategize to

get rid of the disadvantage and discrimination
experienced by these communities in our workplaces,
in our society and in our unions. The Human Rights
Committees spearhead mobilizing and advocacy
strategies. In some regions, a Human Rights
Committee may be joined or replaced by committees
dedicated to specific issues, namely Racially Visible;
Aboriginal Peoples; Pride and Access Committees.

These committees lobby to strengthen human rights
legislation, oppose harassment and other forms of
discrimination in the workplace, support community
human rights struggles and work to increase
inclusion and representation in their workplaces and
in their union.

At least three Components or Directly Chartered
Locals must apply to the AEC to form a Racially
Visible, Aboriginal Peoples, Access, Pride or Human
Rights committee. These Committees are eligible for
funding from the PSAC.

Each PSAC Regional Council has at least one seat for
equity group representatives.

The PSAC Human Rights Program web site provides
additional details on how to establish a PSAC
Regional Human Right's Committee.



1DECISION
MAKING

AT THE PSAC

The PSAC is a democradtic viion and is organized in a variety of ways
to provide opportunities for members fo voice their opinions, concerns,

“H\OUSHS on +o Fau"ﬁc;ira&e in the A,&j to Aay life of Hheir vnion.

Here are some of the decision-making
opportunities for union members:

The PSAC Triennial
Convention

The supreme governing body of the PSAC is the
PSAC Triennial Convention, which is held every
three years. Delegates at the Convention elect
the PSAC National President and the National
Executive Vice-President, as well as the alternate
National Executive Vice-President. PSAC members §
who are delegates at the Convention also set the §
policies, direction and budgets of the union for
the next three years. A complete copy of PSAC
policies is available in the publication “PSAC Policy
Papers and Resolutions of Record” and policies are
available on the PSAC website www.psac-afpc.com  §

Components and PSAC Regions also hold Conventions.
To find out more about these, contact your Component or your region.

PSAC Local Officers’ Handbook / 2008 19
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Who attends PSAC Convention?

The Triennial Convention is a delegated
convention, which means that union members
are elected by other members to represent them.
Ensuring that key union decisions are made by a
large and diverse group of members is a critical
step in creating participatory democracy. The
following are delegate categories:

¢ Members of the National Board of Directors
have automatic delegate status to Convention.

e Each PSAC equity group represented on the
PSAC Equal Opportunities Committee is entitled
to send 2 (two) delegates to PSAC Convention.
Delegate status is determined by procedures set
out by the Alliance Executive Committee (AEC).

e Area Councils are entitled to elect delegates
from among the representatives of their
affiliated Locals.

e | ocals affiliated with Components elect
delegates to represent them at Component
Conventions and the delegates at those
Conventions in turn elect representatives for the
PSAC Triennial Convention.

e Directly Chartered Locals also have delegate
entitlement depending on the size of the
Local. Larger Directly Chartered Locals (of
100 members or more) elect delegates from
their own membership, while smaller Directly
Chartered Locals (of less than 100 members)
are combined and elect their delegates
together.

The number of delegates who will be going to
Convention from Components, Directly Chartered
Locals and Area Councils is based on a formula
which is set out in the PSAC Constitution.

All accredited delegates have full voice and vote.
Expenses incurred by the accredited delegates at
the PSAC Convention are fully paid by the PSAC.

CONVENTION PATH De/ejafes

COMPONENT LOCALS
MEMBERSHIP
MEETING
LOCAL
DELEGATE
SELECTED
Eﬁi COMPONENT
CONVENTION
COMPONENT
DELEGATES
ELECTED
NATIONAL BOARD S

OF DIRECTORS

DELEGATES »
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DIRECT

CHARTER

LOCALS

MEMBERSHIP

MEETING

N

ELECT
DELEGATES

"

PSAC EQUITY
GROUP
DELEGATES

4

AREA COUNCIL
DELEGATES

PSAC TRIENNIAL CONVENTION



A word abovt observers to Convention:
Observers axe welcome ot the PSAC
Convertion however; their expenses
must be covered by another source.
Often Locals will pay these costs.
While observers axe not allowed on
the Convention floor; they can lobby
Aelegades on issves of inferest to the
membershi’a. Observers also become
more familiax with Hhe way The union
works, preparing them 1o take on o
more informed vole in the decision

makina process of the Union.

Convention caucuses are another opportunity
for groups with common purposes/interests

to come together to discuss issues affecting
them, to strategize about how to facilitate their
work and to network. Equity, Component and
Regional caucuses are a regular feature of PSAC
Conventions.

Other Decision Makinj
o'o'oorfunifies
There axe additional
Oppo oities for membershi
participastion in POAC decision-
making. Locals, Components
and Regionad Commi‘ﬁ‘Fees
also Froviale orfoﬁuni'h’es for

discussion and decision.
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inn?
How are issues addressed at Convention:

i ' ' tofa
All matters brought before the PSAC Convention Resolutions are simply a statemen

, u ” ement of
have to be written in the form of Convention problem (the Wh;;e(;i;e)%féa; fRsez?glved")
_ : isi king the solution soug ) U
Resolutions. This makes the decision ma : ( " is not required, it provides
ive since i debate While the "Whereas” is not req .
work more effective since it focuses . _ tanding of the
) . th a better understanding
' on on specific recommendations. delegates wi ) >~
EFitggo(ljllﬁ[icounsssIt:an be spubmitted by: reasons for the proposed action. The “Be it

Resolved” is a clear and simple statement of
the specific action the union will take to addre.s],cs
- i i t resolutions specify
nts the issue. It is essential tha resofutions Spectt
* Compone actions that are within the union’s jurisdiction, i.e.,

actions the union can take.

e National Board of Directors

e Regional Conventions

e Area Councils

e Directly Chartered Locals SQMFIQ RQSO/U"HO()S

¢ National
Conferences:
Women’s, Aboriginal GENG0:  PSAC YOUTH FORUM
Peoples, Racially ORIGINATOR: NHWU
Visible Persons, LANGUAGE OF ORIGIN: F
Pride, Access and
Health and Safety

WHEREAS the youth are the future of the organization; and

WHEREAS there are already conferences for health and safety and
equity seeking groups; and

WHEREAS the PSAC uses conferences as a forum to bring members
together, raise awareness and advance causes:

BE IT RESOLVED THAT the youth of the PSAC be provided with a
forum to network and resolve issues; and

BE IT FURTHER RESOLVED THAT it be fully funded by the PSAC; and

BE IT FURTHER RESOLVED THAT NHWU support this resolution and
refer it to the next PSAC Convention in May 2006.

COMMITTEE
RECOMMENDATION DECISION

PSAC Local Officers’ Handbook / 2008



PSAC Convention Committees

Each submitted resolution is given to one of the
Convention Committees: Constitution, Finance,
Collective Bargaining, and General Resolutions.
These committees expedite Convention business.

Convention Committees meet prior to the opening
of the Triennial Convention to review those
resolutions referred to them. They are able to
combine similar resolutions as long as the intent
of the resolution is not changed. The Committees
are mandated to make a recommendation to the
Convention of concurrence (i.e. agree with the
resolution) or non-concurrence (disagree with the

resolution) for each resolution. Committees order
the resolutions in terms of priority and present
the resolutions to Convention for debate and
voting. The Committee Chairperson explains the
rationale for the recommendation they have made
to delegates.

Convention delegates receive a copy of all original
resolutions submitted as well as the reports of the
Convention Committees. Delegates are able to
agree or disagree with either the priority set by the
committee for a resolution or the recommendation
made by it.

CONVENTION PATH: Resolutions

Access
Conference

Racially Visible
Persons Conference

Aboriginal Peoples S

Conference S

Direct Charter
Locals

Reglonal
COnvenuOns

CONVENTION
COMMITTEES

Component 2 !

Pride
Conference

.[ National Health and Safety

K Conference
National Women’s

k’ Conference
6—’ Area Council

National Board
of Directors

CONVENTION

Choosing the leadership - Election of PSAC Officers

The National President, National Executive Vice-President and alternate National Executive Vice-President
are elected at the Triennial Convention by secret ballot. All convention delegates are eligible to vote in
these elections and any member in good standing, whether a delegate or not, is eligible to run for office.

PSAC Local Officers’ Handbook / 2008 ’g
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National Board of Directors

The National Board of Directors (NBoD)

is responsible for the affairs of the PSAC
between Conventions. While it generally
meets three times a year, meetings can be
called at any time by the President of the
PSAC or on the written request of a majority
of officers of the Board.

Usually the NBoD functions on a one vote per
member basis. However, if the Chairperson
rules the NBoD is about to modify existing
policy of Convention, each member of the
Board is entitled to cast votes equal to the
total number of delegates to which that
member’s Component or Region, including
Directly Chartered Locals, would be entitled
at a Convention.

The Minutes of the National Board of
Directors are an important source of
information. They include the reports of
the National President, the Executive Vice-
President and the seven Regional Executive
Vice-Presidents for their activities between
the meetings. You will also find reports of
various NBoD Committees, including the
Finance Committee, the Standing Education
Committee, the Standing Health and Safety
Committee, the PSAC Equal Opportunities
Committee and other items of importance
to the membership. Minutes provide you
with some essential information about the
position and orientation of the Union on all
substantial matters brought before them.
They also show the voting record of the
members of the Board.

For more information on the roles and
responsibilities of the NBoD, consult the PSAC
Constitution.
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Taking Local Issues to the NBoD

Component Locals are represented at the National
Board of Directors by their Component President,
Directly Chartered Locals by the respective Regional
Executive Vice-President, and the membership
outside Canada is also represented by the Regional
Vice-President (RVP) for Countries Outside Canada.

Component Local representatives communicate and
work with their Component President by going through
the Component Regional Vice-President (RVP), who is
the voice of Locals on the Component Executive.

Representatives from both Components and Directly
Chartered Locals can also communicate and work
with the PSAC Regional Executive Vice-President.
Regional Councils facilitate direct communication
with PSAC executive officers, between Locals in

the same region, and provide information on union
activities and debates on important issues.

Meetings of the National Board of Directors are
open to observers. In order to send an observer, the
Local must contact the Component President or the
Regional Executive Vice-President.

Alliance Executive Committee

The AEC is responsible for dealing with national
questions and issues facing our union. The AEC
generally meets monthly and additional meetings
can be called by the President of the PSAC.

The AEC functions on a consensus-based model of
decision making. Simply put, a consensus model
attempts to seek a decision that is consented to by
all members of the AEC.

Individual members of the AEC bring agenda items
forward for discussion. PSAC members who want
to bring forward national issues or questions for
discussion by the AEC may do so by contacting their
Regional Executive-Vice President.

The minutes of the NBoD include reports from
individual AEC Officers.



1" LOCAL

The Role of the Local

Whether or not a Local is iirecﬂy chaxtered to the PSAC or

associated to a, Component, the Local is the («.eg element in vnion
work. T+ is the front line in heauxing about the need.s
and concerns of members and i is the vecipient of
informastion from the PSAC, the Regional Couclil,
the Comr)onen‘f- and/or Area, Covncil and regionoJ

committees. But, of covrse, the Local is
really ks members — volunteers

Jike 3our5eh[ who'Ve dedicasted Fime
The

to make Hhe union a, recL’Hy
vnion i onlj as strong as the
commitment of Hose in the Local )

members and o{{icers.

successful Local is one where members

feel connected with our union. It is one

where members’ concerns are passed on

to the appropriate body or individual, or
the member is directed to the appropriate source,
and where members feel they have a pretty good
understanding of what is happening in the union
and that it reflects their wishes. Or, if it doesn't,
they know how to make their concerns heard.

As a Local Officer, this means the job is often
about communication, particularly two way
communications. If members don’t hear about the
positive work being done on their behalf they form
impressions about unions from the mainstream
media, which tends to not be a great supporter

of the interests of working people. In addition,

if Local Officers don't seek out and listen to the
concerns and views of their members, they are
not going to be successful in ensuring that PSAC
actions respond to membership needs.

Members may be interested in getting involved
in union activities, but only if they know what
the union’s doing. Some members are keen on
pension indexing, pay equity, ending racism,
building international solidarity, strike support
for other unions (perhaps their partner or other
family member belongs), action to support the
maintenance and improvement of Canada’s social
programs or work on political action programs with
union and social coalitions.

Communication has, of course, a dynamic effect.
As members learn about the union and work with
the Local, Local Officers have the opportunity to
become more aware of their needs and concerns.
It is this interaction at the Local level that helps
our union truly respond to the needs of our
membership.
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What Locals do

The Local carries out three important
functions at the worksite. It provides
workplace representation for those workers
covered by PSAC collective agreements
(including grievance representation and
overall membership representation through
union-management fora), it provides political
leadership to the members, and it provides
direction to the union, by ensuring Local
concerns and issues are raised. These
functions are necessary to create a strong and
effective union presence at the worksite.

Locals have the authority to elect their own
officers, adopt By-laws and establish a dues

structure to provide the funds required to operate.

Local By-laws constitute the democratic
framework within which the Local operates

and enshrine the Local’s power and authority.
They provide guidelines for the protection of

the democratic rights of the membership as
well as the structure of the Local. Component
Locals must not conflict with the By-laws of the
Component, where applicable, and all Locals
are required to respect the PSAC Constitution.
Locals do need to be flexible enough so they can
operate in crisis situations (e.g., strikes).

Locals generally are able to:

e Set their own dues rate and establish
financial administration procedures;

e Flect officers to established positions
within the Local;

e Conduct their own meetings on a regular
and annual basis;

e Protect the rights and advance the
interests of Local members in the
workplace and in the larger union.
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Directly Chartered Locals assume responsibility for
collective agreements signed by the PSAC. They
also represent members on matters not covered in
collective agreements (such as classification and
working conditions.)

Local Officers

One of the Local Officer's most important job is to ensure
that the integrity of the union is safe-guarded. This means
each worker in the bargaining unit:

¢ is afforded the right to receive representation before
the employer;

¢ is provided with the opportunity to sign a union card,

¢ and once they have signed, has an opportunity for
input in the affairs of their Union, at all levels;

e has an opportunity for input into the collective
bargaining process and all other union vehicles
which affect the interests of members;

® has the opportunity for voice, vote and to stand for office
within the Local, once s/he has joined the union;

e receives information about the affairs of their Union.

Local Officers also have to ensure that all policies of
the Component (Component Locals) and the PSAC
(Component Locals and Directly Chartered Locals) are
communicated to the membership and adhered to by
the Local executive.

Local Officers work with a wide assortment of people.
At the worksite, they are in contact with members,
supervisors and management. In the Local they
work with the other Local Officers, Stewards, PSAC
and/or Component Officers and union staff. In their
communities, they work with other unions, coalition
partners and community groups. Knowing how

to communicate and how to listen effectively are
indispensable abilities when dealing with people.



PSAC policies on harassment require a specific
role from Local Officers. We all benefit from
harassment free workplaces. While the employer
is ultimately responsible for this, unions

can play a significant role in supporting the
creation of harassment free workplaces. These
responsibilities can range from initiating informal
resolution if you become aware of a harassment
incident; appointing an investigation committee
and ensuring procedural fairness if a complaint
is filed. Details on the roles and responsibilities
for Local Officers can be found in the PSAC Anti-
Harassment Policy.

PRESIDENT

VICE-PRESIDENT \o k, SECRETARY

LOCAL
EXECUTIVE

CHIEF STEWARD

TREASURER
- €

Local By-laws

Local By-laws outline the structure required for the
Local to operate, including the number and type

of Local Officers required. Usually the number of
officers is determined by the number of members
in the Local and the geographic breakdown. PSAC
members are found in a wide range of occupational
settings and work locations and, while every Local
organization will be similar in structure, they will
vary in size and composition.

Local Structure

Normally the Executive consists of a President, a
Vice-President, a Secretary and a Treasurer. Local
Executives may also have a Health and Safety
Officer, an Equity/Women’s and/or Anti-Harassment
Officer and an Education Officer. The Chief
Steward is usually a member of the Local Executive
and chairs the Stewards’ Committee.

Sample orjaniz.afion of a Local

LOCAL EXECUTIVE
President
|
| 1 1 1
Vice-President Chief Steward Secretary Treasurer
P;('jg::' Stewards
Committee Larger Locals may also have; Health . Network
Stewards & Saf_ety
Committee Collective H Women’s Committee
Bargaining Education Rl.'":la" Committee
Committee Committee ights
Committee
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Local Officer Duties

Some of the resfonsibi’iﬁes of Local Officers inclvde:

The President

e |s the Chief Executive Officer and coordinates
the administration of Local affairs through the
other officers and Local Committees.

¢ Presides at all membership meetings and
executive meetings of the Local and is an ex-
officio member of all committees of the Local.

e Decides, by application of the Rules of Order,
all questions of procedures as chairperson.
See Tips for the Chairperson in Section 17.

e |s the chief spokesperson of the Local in its
dealings with management.

The Vice-President

ePerforms the duties of the President in case of
the absence or resignation of that officer.

e Conducts meetings on behalf of the President
or assumes the chair when the President
vacates it for any reason during a meeting.

e|s responsible for specific portfolios as
assigned by the Local.

e Assists chairpersons of committees as required.

The Secretary

e |s responsible for the administrative duties of
the Local.

e Records the minutes of all membership and
executive meetings.

e Administers all communications emanating
from or received by the Local.

e Administers the reports of committees.
o Works closely with the President on all Local matters.
¢ Maintains a filing system for the Local.
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The Treasurer

e |s accountable to the Local Executive for
all finances receivable and payable.

e Prepares and submits financial reports to
each executive or general meeting.

¢ Collects and deposits Local funds.

e Carries out other duties as delegated by
the Local.

e Alerts the Local about Rand members
(dues paying members who have not
joined the union) so that they can be
signed up.

The Chief Steward

e Recruits Stewards, organizes and chairs
the Stewards' Committee/Network;

e Sets up and maintains a communication
system amongst the Stewards.

¢ Advises Stewards and provides guidance
and support in specific technical areas.

¢ Ensures the proper application by
management and members of existing
collective agreements, arbitral awards,
acts and regulations.

¢ Solves problems related to the organization,
maintenance and efficiency of the stewards'
network.

e Works closely with all Stewards, Executive
Officers, Committees and Component
staff.



President
Name!

Tel:

Cell:

e—mail’

Vice-President

Namef
Tel.:
Cell:

e—mail’

Chief steward

Name(
Tel.:
Cell:

e-mail’

Secrefa.rtf
Name!

Tel:

Cell:

e-mail’

Treaswrer
Name!

Tel:

Cell:

e—mail’

Contact Sheet

PsAC Rejional Represenfafive
Name:

Address:

Tel:

Cell:

e-madl’

Componemf Regional Vice-Fresident
Name!

Address:

Tel:

Cell:

e-mail’

Componenf Service 0fficer
Name!

Address:

Tel:

Cell:

e-mail’

FSACWBWVM

Name:

Address:
Tel.:
Cell:

e-mail’
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Additional vsefol contacts:

I NAIM Re'oresenéa.five
Nome’ Nome!
Address: Address:
Tel: Tel:

Cell: Cell:
e-mail’ e-mall’

EoC Represenfafive

Nome: Name:
Address: Address:
Tel Tel

Cell: Cell:
e-mall: e-mall’

.

F
District Labour Council

Nare: Name!
Address: Address:
Te’.f Te’.f
Cell: Cell:
e-mail: o-moil
Name: Nape!
Address: Address:
Tel: Tel:
Cell; Cell:
e-mail: e-mail’

e
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MAKING THE LOCAL

EFFECTIVE

It is not Izssi/ole for Local Officers to become ivolved in ol Hhe

actvities

scribed, nor is it e><f>ec+ec[. Offoﬁ‘uni‘f'ies for in\/o’\/emen‘f')

where f»ossible, shovld be available to all members. Tn this way the
workload can be shaxed, a. great deal more accomplished and Local

Ieadzrski'o (ie\/elore{l. Members also feel they are Fau—f' of the vnion if

they get to FI% a. ole.

ne of the challenges faced by those
active in the union is the conflict

between “union time” “work time” and “home
time”. PSAC collective agreements provide for
time off for union work. Locals should discuss
leave with pay with the employer when union work
is beneficial to the employer and/or the workplace.

The Organizing Model

The organizing model puts membership
involvement at the centre of all union activity.
Through it, we draw on the knowledge and
expertise of all our members and all union
resources wherever they are found in the union’s
structure. Anorganizing model at the Local level
includes:

¢ Asking members about issues, concerns and
changes they would like to see.

¢ When developing strategies and plans, always
including membership input.

¢ Mentoring and encouraging members to take
an active role in their union.

e Analyzing every problem and situation from
the perspective of how it can be used as an
opportunity to involve as many members as
possible.

There is always enough union work to go around and the

organizing model is also important to prevent burn-out
by too few people trying to undertake too much work.

If the Local is to fulfill its mandate, it must be properly
organized and administered. Members must know
where to go for help and who to contact.

If members are to get involved, they must also know what
is happening and how they can become active in their
Local. It's critical that members feel they are involved in
the decision making process of their union. Here’s is a list
of some of the activities members can undertake.

e |ocal Administration;

¢ (Qrganizing Executive and General Membership
Meetings;

e Working with members to protect their workplace
rights

e Committee Work;
e Signing up new members;
o Newsletters;

e (ther services provided by the Local, e.g., union
counselling;

¢ Working on union campaigns/activities or working in
support of community and social justice events.
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IS YouR LOCAL EFFECTIVE?

Ask 3our3e’1[ the following gpestions,

. Does your Local establish 300(1
commonicasHons with The members
(requlas meetings, desk. drops,

FersonaJ contact, ete)?

2. Does your Local build and maintan
o Vibeaurt netork of steaxds?

2. Does frovi(le ofrorhmH-ies for members
1o discuss issves and actT on union
Pﬁoﬁ’Hes?

4 Does i+ encovrage wide membershif
ivolvement! [ariie iy their Local  \

and their onion”
AN
5. Does yovr Local ensure They 4 N

axe inclusive and resfonsi\/e
1o Hhe needs of marginalized 4
WOrkersf‘? |
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LOCAL

OMMITTEES

Even the most dedicatted, hard working member camot substitute for an
active and effective committee. A committee brings more " eoffe rower" To
a. vnion issve or campaign. Through the collective efforts of many, a greater
range of opinions, ideas, solvtions and experiences axe made available. When
o, committee consists of informed and concerned union members, i becomes a.,

channel through which ambitiovs Frqjed's can be undertaken.

here are also advantages for the individual A Membership Committee can maintain an
committee members. Serving on committees up-to-date record of all employees within the
is good leadership training. It enables members Local's jurisdiction and contact new employees
to learn about community and union issues while to sign their membership cards and invite them
improving problem-solving and communication to play a role in their union.

skills. It also provides opportunities for members to

) : o Other committees may become important as
have a say in the affairs of their union.

issues from the membership emerge, including
There are a number of committees that can play a everything from international solidarity to rights in
role in building the Local and our union: the workplace or a hardship committee to assist
members.

Collective Bargaining Committee Committees can vary in size. Some may operate
best with a small number of people while in others
the more the merrier.

EDUCATION COMMITTEE

Health and Safety Committee Labour—/"lanaﬁememL
Consultastion Commitee

Human Rights/Equity Committee

Political Action Committee

W Stewards' Committee

) i i -
women's CommEe ‘ Resolvtions Committee
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a c’eau‘ Mcwdod‘e‘)

committee has to deal vith,

aLce’rFeJ. 63 every member,

recorcLS O{ "H'\e esv

redistribute workload.

An effective Committee vill howe:

a 30&,’ that can be achieved better by a. committee Hhan by any

one: member or existing organizastion,
an experienced member to chair the committee,

a grovp of members who axe inferested in the job and the issves Hhe

procedures vwhich axe informal, democrastic, inclosive and effective

gliscus\?ic_)ns im/ol\/ing all members of the committee and resuHﬁnﬂ
in decisions and/or vecommenda:

Hons accerff-ab’e 1o or at least

reqular meetings which are organized in advance as 1o the Hime and
Flace, which axe convenent and accessible o all members,

a, secretayy with prepared agendas and who will k act
[ "ﬁs of ‘ﬁaﬂe commiﬁee's (»)JorL’, P apprpree

« an evaluation from time to Hime to see how the tHee is getti
on with its job, to give recognition for jobs well jgr‘:)e{:“ +oeer;ie%e 9
Jjurisdiction and riﬁon"ﬁes, 1o recruit new members +o hel,: and to

ne

Committee Reports

It's suggested that Committee reports:

be written or delivered in the third person
(i.e., “The committee discussed X and
decided to take the following action.”).

be in plain language and easy to follow.
The issues and recommendations should be
clearly laid out.

be signed by all committee members or by
the Committee chair.

be viewed as recommendations. When a
report is verbally delivered at a meeting,
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the spokesperson should conclude with the
remarks: "On behalf of the committee, | move
adoption of the report".

should provide a mechanism for dissenting
views if this occurs. Minority reports may be
submitted after the committee's report has
been read and a motion to adopt has been
made. They can begin: "The undersigned, a
minority of the committee, desire to express
their views on the matter".

be shared with members.

A sampling of Local Committees
is provided in Section 15.



Connecting with the

MEMBERSHIP

While members can be contacted by desk drop, telephone and email, the best
method of communication is direct and personal — members talking to members.
Tt ot only stimlastes discussion, it is also the technigpe most likely to engage
members in the work of their vaion.  Affer all, fersonaJ comection and mrtval

trust is easier o establish with feorie you work with on a, (iwlj bassis.

One method to establish 3000[ communicastion is a membershif contact system,

What is a membership contact system?

A membership communications system links Local members, Stewards and Local
Officers, ensuring that everyone has up-to-date information and the ability to
provide input. Each member is connected to a person in their Local.

Some communications networks are set up as “trees”. In

this system, each Executive member provides information

to and receives reports from a set number of individuals,

for example three stewards. Each of these stewards is

then responsible for contacting a set number of members. The
Executive is the “trunk”, the stewards are the “branches” and

the members are the leaves. The people advantage of this system
is the building of trust and relationship between union members.
This system also means that no one Local Officer or Steward has to do
all the work — the responsibility for talking with members is shared.

Another membership contact system can be via group emails. By
collecting home addresses of their members, Locals can create
group email addresses and create data base systems that allow
Locals to send regular news to their members. Sometimes the
email can simply be a reminder to visit a new posting on the
PSAC, Region, Component or other union website.

Locals can also set up a web page or blog which members
can access to get up to date news on Local news and
events. This can be an effective tool for linking members
with web sites of other campaigns or with the work of other
parts of the union.
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What does a Local do with these networks?

A Local membership contact system can be used
to make all union activities more effective. With
a membership contact system a Local can:

e quickly and thoroughly publicize Local meetings
and events, increasing interest and attendance,

e get information to all the members about Local
concerns such as collective bargaining, health
and safety problems, and issues raised at
union/management consultation meetings,

e receive input from the members about their
problems and concerns at work so that Local
union/management consultation committees,

health and safety committees, employment
equity committees and other committees can
better represent the members,

® keep members up-to-date on what's happening
in negotiations rather than waiting for
management rumours to make the rounds,

e receive bargaining demands from the members
so that everyone is involved in the bargaining
process,

e alert members to community actions and to
issues and campaigns of importance to workers
and their families.

Setting up a membership contact system

It’s helpful to plan how the system will work. Regardless of which one you use, the following steps can be taken.

1. Local Analysis: Every Local is different
and, in order to work, the contact system
must be organized to the specific structure
and membership composition. Although
group emails are a keystroke away - certain
information is necessary for more personal
or focussed contacts. For example, the

work location and contact details of
members, number of contacts necessary
for an effective system, where and who
are your current contacts (Local Officers
and Stewards), where and how many new
contacts are needed.

LOCAL 123
AGRICULTURE COMPONENT
WORKSITES Main Lab Awex  Govt. Blds. Field
NUMBER OF MEMBERS: 40 20 5 35
CONTACTS
NUMBER NEEDED: 4 Z | 34
EXISTING CONTACTS: 72 Steaxds | Stewoxd | Stewaxd | Stewaxd
3 Local | Local | Local | Local
Oﬁ[icers Oﬁ[icer Oﬁ[icer Of][icer
NUMBER TO RECRUIT: 0 0 0 -2

Loca) Anoubsis
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However, if the action requires feedback from
members, a more complete report is needed

and the results must be given to the person
responsible for collecting these results, whether at
the Local, Component, Regional or National level.

2. Membership Contact Record: Develop a sample
record sheet for contact. If members are being
given information, then a simple check-list to
ensure all members were contacted is sufficient.

¢ Membershl}o contact record

Issue/reason for contact: ANNUAL MEETING

RESULTS OF CONTACT
MEMBERS TO CONTACT
WILL ATTEND | WON'T ATTEND | COMMENTS
POL CHAN
V Time o{ meeﬁni ng‘]‘ conVe{xien+ as single
JEAN LEFEBVRE V ’aau‘en"hma[ MUS FIL(( Uf C'nllc[“eh {rom
school
DAVIKA FERNANDO V Ih\‘[f’j;esf“ei in aﬁenzim item on health and
Saje
DAVE SMITH \/ Negastive to vnions

ACTION TAKEN: REPORTED RESULTS TO SECRETARY 12/1/2__

MEMBERSHIP CONTACT -
% LOCAL POLITICAL ACTION Co-0RDINATOR'S RECORD

Issue/reason for contact: Election Campaign

RESULTS OF CONTACT
MEMBERS TO CONTACT
NO. OF MEMBERS NO. OF MEMBERS COMMENTS
TO CONTACT RETURNED
Positive veaction o flyer; many said they
SABINA WASSERLAIF 'Z 5 were r}easezi to see some union action
No heﬂll,‘H\/e rea[:f‘ion»—j
JOE PUNJWANI lo 4, members r[orﬂo‘F to brmﬂ in caxds
Z»memieﬁg \/e’wy e{f oé‘lﬁ‘/e — L\/_hlnj shgu_}’-i
I Ivolvead. ITVe
PAT MCCARTHY 15 S | Tl ol [
| b neaactive Fo v oth
KEN SMITH 4 3 ootie, One el vote oradion an

avika, Fernando willing o help

ACTION TAKEN: REPORTED RESULTS TO LOCAL REPRESENTATIVE TO THE AREA COUNCIL
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B - make Sure 300 ClO

'T/}os for s'oeakinj with members:

« Find ovt what reap”y matters to members. szeakina with members
ivolves a, lot of Iis+eni03.

. SPeakinﬂ with members shovld not jost be abovt recrviting members
to vnion meetings!  Local Officers shovld also ensre they are
"fukinﬁ the time to encovrage members o sign vp for covrses or
conferences.

+ Members may relish an o omLunHy 1o have a. conversation on issves
that affect them. The Loca) can host conversasHons on +or>ias
such as childeare, elder caxe, the environment, the impact of

pesticides, Medicare, affordable housing and. public Fransportation.

. Fo”ow—uF. If you Fromiseal to follow bp On a, gyestion

. Accef‘f‘ dissent. Not everyone will agree.

Engaﬂe and model resfecH[uf
ch"aJof)ue. Make i fon +oo —

throw in some ell Flapeal homour

{RENE

3. Electronic union news: Consider that
electronic or online communication with
members is most effective when it consists of Electronic action alerts for your core activists
useful, concise information sent on a consistent ~ can also be useful. Keep in mind that only

basis. This brief email «newsletter» to your a subset of your general membership can be
general online membership could include a counted on to regularly respond to action alerts
general update about your activities, snippets by the Local and these are the members you
from other sources of union information, should try to identify and focus your alerts on.
and other information that your general These core activists don’t mind getting a lot of
membership may find useful and interesting. emails from an organization because they have
The key about this form of communication is indicated they are willing to attend, send letters/
brevity and consistency. faxes and make phone calls when asked.
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TIPS for emalls:

+ Add a space for an email address to every membership form,
petition, and. response caxd yov provide to yor membership.

. Not all members have access o emadl and Hhose that
do may feel so bombaxded by emails they may not want
+o vead 3e+ another one.  Make strategic vse of your

emadls and ensure your communic.ashon s+m+e33 considers

He alternate format needs of members with disabilities,

. Wor{crlaf.e commonicochion can be monitored by the
emrl%er ot all Himes. Local Officers shovld check
with emF’03ers before uSing the emﬂoyer)s

! \\l eqpirmerﬁ to conduet vnion business.

« Poblicize yoor Local's email address to
members.  Inclde m on your brochures, fact
sheets and flyers.

« Consider organizing a. Flnone basok Fo
call members for whom yov sHll lack an

email address and make this Foﬁ' of an

orﬂa.nizina drive.
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ITEAMWORK

AND SHARING THE WORK
For the Local to function effectively, s important thast Local Officers

work. together as a team, L\el’aina each other ovt as necessary and
SF’H*HnS op Fhe tasks. Information must be shared among all Local

Executive may also want to consider
paying for part-time clerical help. You will
then have time to concentrate on other things.

Planning and Priorities

In order to get the work done, it helps to plan

out the time spent on union activities and to set
priorities. Some Officers find it useful to set aside
some time every day to do union tasks.

Locals might find it useful to set time aside on a
regular basis to have a working meeting. This has
several advantages besides the fact that you are
not working alone. The job gets done with many
union brothers and sisters. You talk union with
other interested members and friends. As activists
discuss developing issues and actions, a spirit of

epending on the size of your Local, the

Officers. It is also helr{ul it each Officer is familiax not only
N ith his or her tasks, but with those of -
other Local Officers.

e
solidarity grows. If these sessions are held regularly,
members get to know about them and may drop in.
Have jobs ready to be done, envelopes to stuff, phone
calls to make, notices or signs to make.

Locals usually have the ability to set their own
priorities, but sometimes outside issues or events
overtake time schedules, for example helping a
sister Local on strike, preparing for the Component
or Regional Convention, organizing around
negotiations, holding a ratification vote meeting or
participating in a municipal elections campaign.
[t's useful, however, for the Executive to sit down
together, list the Local’s activities, set priorities
and work out a plan of action. Even if issues or
events arise, a plan like this can provide long-
term guidance.
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w—

I

Tips for conducting a successful

5eneml members ip meefinj

. Have an agenda. that resfonds +o the needs of members;,
2. Staxt on time,

2. Ensure the meeting time is well known and convenient to all
the membersship cmi that the meeting r’ace s accessible;

4. Organize on site childcaxe if reqyirezi or reimburse for child
caxe expenses. Easvre that reqyirec[ accommodation measvres

(o faciltate %ijmrﬁcirodion of members with disabilities)

have been organz

5. Plan an informal event as foa'"f* of Hhe meeting — 30e5+
sfeaker, a. film, a, fme, discvssion or simr, an o [aorhmi%#—o
acther and chat about corrent issves auui9 rriovi‘[;es of Fhe
PSAC or +he broader social Jjustice movement,

6. As chairperson, onderstand Fhat your role is fo conduct the
meeting imfam‘iad ’3 usina lots of common sense. You axe not
onlg AﬁoJinﬂ with the Eusiness of the meeting but also with

reof’e)s fee’inas , emotions ond. concerns.

~ Minimize the veading of administrative reports and
covresfomlence l? ?\au/inﬁ Ty ed copies o{f re,aomLs ) minutes,

ond summaxies of correspondence Prerau-ecl whenever Fossib,e

for the membership to read before the meeting,
g Use PSAC. Roles of Order with lots of common sense, and

remember thait a. meeting is aso o collective of reofle.

N
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Meetings

[t's common to hear unionists complain that they
spend most of their lives at meetings! And there’s
some truth to this. Local By-laws generally call
for a minimum number of general membership
and executive meetings and there are provisions
for special meetings under certain circumstances.

Locals shouldn’t hold meetings as an end in itself,
though. Meetings are an important venue for
problem-solving and decision-making at the Local
as they allow information to be shared, discussed
and agreement to be reached.

But, meetings can be frustrating if they are not
run efficiently. Here are some tips to make Local
meetings effective and relevant to the interests of
members.

Executive Meetings

Local By-laws generally specify when Executive
meetings should be held. In order for the meeting
to run smoothly, establish and circulate an
agenda to participants prior to the meeting.

The President or, in his/her absence, the Vice-
President chairs these meetings. All decisions
and recommendations arising from the meeting
should be recorded in the minutes by the
Secretary.

L

g ————

Don’t hold the meeting unless there is quorum.
(Local By-laws specify a certain number or
proportion of Local Officers that are required to
hold an official meeting. This is called quorum.)
Instead, reschedule the meeting to a time when
Officers are available. This doesn’t preclude those
present having an informal discussion about Local
issues, but decisions cannot be made.

Committee Meetings

Committee meetings are usually called to assign
activities, discuss and complete the committee’s
tasks and mandates. Committee members will also
prepare committee reports for submission to the
Local membership and/or Executive. While these
meetings are not formal in nature, they should still
have an agenda, a chairperson and someone to take
notes and record the decisions of the group.

General Membership
Meetings

Local By-laws will usually require two types of
general membership meetings — regular or
monthly meetings and the annual general meeting.
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These meetings are an essential part of the
Local’s activity. They provide:

e an opportunity for the broad membership to
provide direction to the Local Executive;

e an opportunity for the Executive to account
for their decisions before the members;

e a democratic forum to discuss issues of
major concern;

e 3 forum to conduct elections; and

e an opportunity for members to obtain
information and provide their views.

Just as the PSAC Triennial Convention is the
governing body of the union, Annual General
Meetings are the governing bodies of Locals.

General membership meetings are formal. All
members in good standing must be given notice
that the meeting will be held. There is an agenda
and formal minutes are taken. The President or, in
his/her absence, the Vice-President
chairs these meetings.

PSAC Local Officers’ Handbook / 2008

Because these meetings are formal, it's helpful
to apply the PSAC Rules of Order. The Rules are
intended to safeguard democracy by allowing
everyone an opportunity to speak in an organized
way. As some members may not be familiar with
Rules of Order, they should be explained before
the meeting is formally called to order. Introduce
Rules of Order gradually and explain them briefly
as they are being used. Remember, Rules of
Order should facilitate discussion, not stifle it!
Consult the Tips for the Chairperson found in
Section 17.

Minutes are taken and all decisions recorded by
the Secretary. Locals often invite a guest speaker
or plan a social activity to follow the formal
part of a general membership meeting. This
practice can be an excellent way of encouraging
attendance at meetings and in providing
opportunities to continue discussion of broader
union issues. Speakers or events can ensure
that Local meetings are not dry, boring,
administrative affairs.



VADMINISTRATING

THE LOCAL

The administrati
. ation of the affai
;eif’ ?mﬁ:lh% of the Execug\/:gimi{_ ﬁe Local is the
IS e ec‘-e.{_a’ ITTee.
+ . ry, however, :
wsked. with Hhe admistraction .

. the Type of reeti (eqplar)

e date, time and place £ Ahe meeting)

. vho chaired and vho took minutes,

. the names of the other officers o atrendeds

other OTT=="=

. how many members attended,
. Fhe a.dogfion of the minvtes of the fre\/ious meeting,

. summas jes of refoﬂ's fm\/idezl‘,

. aJ , MO‘&I.OI\S (nomes of movers ond. secon
coxvied OF Lefeaited,

. SHMMAXyY of lMPOf‘kM‘t iSSU.LS (liscussei, even if there

exe o decisions MAEE

. informaction about C,CC'&I.OI\S (o electeds by acclamastion)

giceA=——

ders, LJhether

. fime of a.d;bummenf;
. and be signed by He Secretory ond

Hae C,hojrferson.

p )
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The minutes include all the business that is
transacted (i.e., decisions, recommendations,
general discussion on issues) at a meeting, but

it should not include every word that is said. For  \when an election is held in the Local. record in
example, if a controversial issue is discussed, the

_ _ o the minutes the names of all those members
subject matter can be identified and the remarks who are elected as officers or to committees.
on highly controversial issues may be recorded as

. _ ; If a candidate or candidates are elected by
strongly held views were expressed”. acclamation, record this. After an election,

advise the PSAC Regional Office and your
Component (for Component Locals) of the names,
addresses and phone numbers of the new
executive as soon as possible.

of regular membership meetings, the annual
meetings, the executive meetings, as well as
minutes of committee meetings.

Everyone on the Executive, but particularly the
Secretary, should be able to refer quickly to any
item of a previous meeting. Keeping a Minutes
Book (and an electronic file), with a copy of all
the previous minutes, will help to facilitate this

task. The Minutes Book can include minutes Sam le o.f RePoré

on Local Election Results

LOCAL:

Name and Number

Component (where applicable)

Address:

LIST OF OFFICERS ELECTED

- _ ———— Date

-mai distribution purposes.
Please use home addresses or € mail for
OFFICERS NAME ADDRESS  TEL. WORK/HOME E-MAIL

President

Vice-President
Secretary_ —
Treasurer

Chief Steward s
Other Officers ///
(indicate title of office)

mdcieleoioffce

[
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Sample of Coverinj Letter for
ADDRESS: Annual Greneral Meefinj Minutes

DATE:

Dear: PSAC Regional Office and/or Component
ANNUAL MEMBERSHIP MEETING

In accordance with Section 10 of By-Law 7 of the Agriculture
Union, Local 16 held its Annual Membership Meeting on
Thursday, November 18, 2040.

Reports were received from the officers, the annual election of
officers was held and other items of the Local’s business were
considered.

Attached are copies of the Report of the President, the Executive
list, the Minutes of the Annual Membership Meeting and the
annual audited statement of the finances of the Local.

In solidarity,

(Signature)

Secretary
Attach.(4)

c.c. Regional Vice-President

Correspondence
Preparation of Correspondence

General correspondence can be paper or electronic ~ minutes of labour-management meetings. It
and includes administrative material sent to the can also include letters or e-mails reflecting

Component (for Component Locals), the PSAC decisions, such as specific motions, excerpts from
Regional Executive Vice-President, the employer the minutes of the executive or from the general
and outside organizations. This includes, for membership meetings. Finally, correspondence
example, changes of address, election results, can request information or feedback.

minutes of general membership meetings and
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Locals also receive a wide variety of correspondence
(both paper and electronic). It might include
computer printouts, cheques, minutes of Component
executive meetings, e-mails and Component
newsletters. It also includes correspondence

from the PSAC Centre, such as National Board of
Directors’ Minutes, the Union Update, Our Union
Voice tabloid, newsletters, campaign publicity and
correspondence from Regional and Area Councils.
The correspondence received can also include
information from the Federations of Labour, if the
Local is affiliated, the Canadian Labour Congress
and other outside organizations. The employer may
also send correspondence.

Not all correspondence will be mailed. There is a
growing reliance on e-mail communication.

Correspondence directed to the Component is usually
sent to the Regional Vice-President of the Component.
Directly Chartered Locals send comparable
documents to the appropriate PSAC Regional
Executive Vice-President and to the PSAC Regional
Office for their information or required action. The
annual financial statement of Directly Chartered
Locals should be sent to the PSAC National President.

Processing Correspondence

When a document or an e-mail is received, the
Secretary needs to determine whether it will

be acted upon by the Executive Committee, a
Standing Committee or the General Membership.

EXECUTIVE COMMITTEE:

Correspondence to be dealt with by the Executive
Committee can be placed in a file folder or forwarded to
the Executive Committee meeting for recommendations,
action and/or circulation. This is then recorded in

the Minutes of the Executive Committee Meeting. A
notation, for easy reference, can be made on the letter
indicating the date and a reference to the minutes
containing the action to be taken.

PSAC Local Officers’ Handbook / 2008

STANDING COMMITTEE

e The correspondence to be dealt with by a
Standing Committee is forwarded to the
Committee chairperson. The chairperson
should be asked to alert the secretary to
the Committee’s recommendation(s) prior
to the date set for an up-coming meeting of
the Executive Committee. Again, a notation
can be made on the letter or in the e-mail
indicating the date and a reference to the
minutes containing the action to be taken.

GENERAL MEMBERSHIP

Correspondence to be handled by the general
membership can involve:

e Correspondence already actioned by the
Executive Committee and requiring ratification
by the membership and/or information

e Correspondence that requires action by the
Local’s general membership. Usually, the
Executive can and will make recommendations
to help the members deal with the subject.

Correspondence Log

In order to control Local correspondence, a record
should be kept of all the correspondence received
and actioned. This record should include:

. from whom it was received,
. the date of correspondence,
. the date received,

. the subject dealt with,

. to whom the correspondence was referred
and the date given to the recipient (e.g.,
Committee Chairperson, Local Officer),

. the final disposition of the correspondence
(i.e., recommendation or action taken,
including a reference to relevant minutes and
the date the action taken), and

. the location where the correspondence is
filed or stored and the document’s reference
number or file name.



If this information is at the Secretary’s fingertips,

reports at Executive and General Membership . f [ .
meetings will be much easier. T/ S 101 Secr [&

The most important reason for the F[’[nj

Correspondence Log is to track follow-up. In

cases where the Local initiates action, it is very I. Use the cleax subject heading for each file.

important to keep a record of what happened

or did not happen. The credibility of the Local Sample Sub/ec{ hea.dmjs:

before the members and its ability to get results a) Membershir‘,
often depends on following-up. b) Grievances;
Note that some’umles corrgspondence will require &) Educadion,
more than a one-time action to be completely
addressed. d) Collective Bargaining;

¢) Health and Safety Committee
F ile S e) Steward Committee.

) R

The Local needs to keep files of all f) Woren's Committee
correspondence, including copies of letters or 9) Homan Rights Commit-tee
Eﬁrlrlzlrlss prepared by the Secretary and other b Political Action Commitiee

While it is not practical to list all the possible file ) Area, Councl

subjects, the most important ones are: ) Regional Council

. files for each Local committee, 2. Remove ovtdated documents from your
corrent files on a, regulau- basis. These
Mmay either be ies+r03e¢l h[ the material is
. grievances; no lonaer relevant or F)acezi as dead {i’es
in 5+ora3e.

. audit reports and financial statements;

. minutes; and

. newsletters, bulletins and other information. 3 Ke"f all yor files together in one place,

pre emb’j in a cabinet or desk drasver

With experience, you will know when files need to Hhat can be locked when Hhe files axe not
be maintained for specific items and when other n vse.

files of a more general nature are most useful. 4 Keef grievance files confidential

An efficient filing system is a simple one. REMEMBER — All Aogume&s on Fhe
Simplicity also ensures that everyone in the Local gnevance file are confidential and most

not, onder any civeumstances, be made
available o anyone, except avthorized
officers on the Local Executive, with the
Comronen"b PSAC Centre 5"’"(1,(( or PSAC

Regiona,l offices.

can locate information quickly. Here are some
suggestions to help you set up a filing system.
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Financial Administration

The Treasurer is the union officer responsible for
the financial administration of Local funds. It

is essential that careful records be kept of all
financial dealings.

All Locals under Component jurisdiction are
required to provide the Component with a
financial statement at least once a year. Directly
Chartered Locals must provide the PSAC National
President with an audited statement of receipts

EX&MP’Z of COMF’efed Receipf and expenditures annually.
Specimen Onh'

DATE: 5e£+ember 22 20 07

RECEIVED FROM  John R, Knight
Fifteen « /100 DOLLARS _ ($15.00)
FOR Licket oorchase - Labour D Film Festval

BY  Sgatve
TREASURER

Local Name and Number;
Component (if applicable).

Example of Com,o/efed Cheiuz

Specimen OnIt’

DATE: September 3

20 07
PAY TO THE ORDER OF Rabble $ 5000
Rty xx / 100 DOLLARS
291-3448 Signature President
ACCOUNT NO. Siﬁnadvre Treasurer
(Donastion +o

alternative media)

Name and Number of Local:

Component (if applicable)
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Sujjesfed Monfhh’ Financial Statement

Name and Number of Local:
COMPONENT:
MONTH: JANUARY 20___
Cash Book Balance, December 31, 20___ $157.83
RECEIPTS
Local dues (30 members) $60.00
Refund, parking 8.40
$68.40
EXPENDITURES
Coffee, Stewards’ Training Course $8.00
Purchase of posters 16.74
Stationery supplies 7.52
Bank Service Charge 1.00
$33.24
Excess of receipts over expenses $35.16 $35.16
Cash book balance, January 31, 20___ $192.99
Bank balance, Jan. 31, 20___ $200.51
Less outstanding cheque No. 3 7.52
Cash book balance shown above $192.99 $192.99
Petty cash on hand, January 31, 20___ $12.75

(Signed) Treasurer
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Stationery 15.00
Area Council membership 12.00

Suqqested
Annual F in?;njceial Statement

LOCAL: Name and Number

COMPONENT:
YEAR: JANUARY 1 TO DECEMBER 31, 20___

Cash Book Balance, December 31, 20___ $619.03
RECEIPTS
Local share of members’ dues $720.00
Bank Interest 13.23
$733.23
EXPENDITURES
Preparation of notices and bulletins $15.43
Postage 24.00
Audit Fee — 20 15.00
Contract ratification vote expenses 9.60
Telephone charges 28.00
Courses expenses 98.00
Donations 55.00

$272.03
Excess of receipts over expenditures $461.20 $461.20
Cash book balance December 31, 20___ $1,030.23
Bank balance, December 31, 20___ $1,095.23
Less outstanding cheque 15.00
Cash book balance as above $1,080.23 $1,080.23
Approved
(Signed) President
(Signed) Treasurer
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Budget

Locals should develop budgets for
discussion at the Annual General
Meeting, because they:

- show how Local funds are distributed
according to the planned activities of
the Local.

. enable planning for big expenditures,
such as sending observers to Triennial
Conventions or bargaining committees
and participating in multi-union
events.

- show where Local dues are going
and provide an explanation if a dues
increase is proposed.

- give a mandate to the Local to abide
by the priorities established through
the budget by the membership at the
Annual General Meeting.

If the Local does not prepare a budget,
it would be useful to begin doing so.
This will not only make the Treasurer’s
task easier at the Membership Meeting,
but it will also help the membership
plan where their money will go.

Last but not least, it will help the
Executive throughout the year as the
membership’s priorities are established
in part by how much money they are
allocating to various activities.

T/}os for Treasurers

. \/en"@ the accvracy of the Iisﬁns — ensure
Hat members warkinﬂ n a vnit rerresen"FecL bj
your Local axe on the list and paying dves.

. Verify, as much as possible, the accuracy
of +he emrl03men+ informaztion available on
the listing,

. \/eri@ the "Rand" colmn and ask the
Stewaxd or the Membershi’: Committee, it one
has been formed, o approach those with an

R" by their name to sign a. meméershir caxd.

JBLIC SE i ALLIANCE OF CANADA
e PUBLIC SERVICE AL ADA  a

£ DE LA FONCTION PUBLIQUE DU CANAD!
@}@ ALLIANCE DE L

!
el nir le plu ation possible
PSAC ID/ . .
EMPLOYEE ID/NUMERO
D’EMPLOYE(E) (JAN/NIO)
al S

SLCD Local /Sex
u SL -

Component or DCL/ o
DO YOU HOLD AN ELECTED UNION POSIT TON?/A

OCCUPEZ-VOUS UNE CHARGE SYNDICALI

MEMBER'S DETAILS/COORDONNEES DU MEMBRE

B
@
=

o M. 2
N w
0 Ms/Mme Surname/Nom ]
1_1__1_l__l_l__l_l_.l_l—-l—l—J 38
mitalinitales 5 O
Usual first name;Prénom 2%
e, g3
FSSADRESSE AU DOMIELE 239
TIOME ADDRESS/ADRESSE AU DOMICILI H | !
( )| | <2
]
p Z e
- TE

i £ &l ANCAIS/FRENCH
LANGUAGE PREFERENCE/LANGUE PREFEREE: [] ENGLISH/ANGLAIS L] FRANGAIS/

. Ensvre Hhat Hhe Collective Bargaining
Committee and Strke Commitees axe
Frovidea[ with information about the baxganing

onit members belong to.

) Il[ a, member {rom your Local (lies, in{orm the
Component (Comf:onen"F Locals) or ﬁegionod
office DCL) as soon as ’aossible in order o
5+OF all mmilina ot of resfec+ for the family.

. Report any discrepancies to Hhe Component or
port T ay N P
He RegnonaJ office.
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Reading the Membership Listing Computer Print-0ut
In general, the conIU"l*?r print-out Frovidzs the Local with

some necessaxy sto; stical information such as Hhe nmber of
members in the Local, as well as the total dves Fau}i to the
Local, to the Component and. to the PSAC by the members of
Hhe Local,

The Computer print-out is the main tool to be The computer record of membership is divided
used by the Local, to verify the accuracy of its into two sections:

membership and to ensure that each employee

who should be paying union dues is in fact e The first section provides fourteen (14)
paying. If there are some discrepancies, the columns of information. Column 1 is the
Local is to inform the Component (who will in turn first column on the left hand side of the
ask for Membership Administration’s assistance print-out headed by the title Paylist No.

if need be) or in the case of a Directly Chartered
Local, the Membership Administration section of
the PSAC.

The print-out also indicates which members are e The second section provides a summary
still Rand, therefore alerting the Local as to which and totals of the information provided in

member has not yet signed an Application for he fi ,
Ir. on
Membership Card with the PSAC. the first sectio m

Columns 2 to 14 follow consecutively left
fo right.

“CURR DEDN”
EDN./ b HOURS CHG”

“MUD CLASS CHG”

”
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Details Section
“PAYLIST”

For Treasury Board, CPC and other bargaining
units which are paid by DPWGS, the paylist is
composed of the Department code (3 digits),
the paylist number (4 digits) and the Pay office
number (2 digits).

The department code is used by the system to
validate the combination Component/Department.

The paylist and pay office codes are used by the
check-off clerks to assign members to the proper
local.

The pay office number identifies the DPWGS pay
office from which the member is being paid.
They are as follows:

08- Halifax

22-  House of Commons

25- Montreal

31-  Canada Post Corporation
34-  Toronto

36- NCR

62- Edmonton
66- Vancouver

“MEMBER NAME”

Member’s surname, the initials (up to three)
follow the surname.

“I.LA.N."

Is a seven-digit number with two letter prefix (AX
for DPWGS, NV for Nav Canada) which is a unique
internal agency number used by the employer for
dues deductions. The system will recognize a
member either by this IAN or by the PSAC ID.

PSAC Local Officers’ Handbook / 2008

“PSAC ID”

Is an identification number given by the PSAC
membership system to a new member (Rand
or Full). This number is unique within PSAC
and the system will recognize a member

by it. This is the number printed on PSAC
membership card and PIF’s.

IIRII
¢ “R” indicates a Rand Deductee;

¢ “S” indicates that membership has been
revoked either voluntarily or otherwise;

* “[" indicates the member is Full.

¢ “N" indicates the member is not expecting
any mailing from PSAC

“BARG GROUP”

s the five-digit bargaining group code, also
called Bargaining Unit Designator (BUD).
Bargaining groups are those for which the
PSAC is the Bargaining Agent. Some of

the entries may have blanks in this area,
indicating that we have not yet been advised
of the member’s correct BUD number. For
example GLT is BUD 60300, the last two digits
indicate the sub-group (e.g. 60313 GLI-
Pipefitting.)

“CLASSIFICATION/
LEVEL"

[dentifies the classification and level of the
member.



“SALARY"

The salary is the first step of the salary scale of
each classification, and it is the salary used to
calculate correct monthly dues.

“PSAC”

PSAC, and the figure above it, is the monthly PSAC
dues rate. In the column, it is the PSAC’s portion
of dues, as distributed by the system.

“COMP”

COMP, and the figure above it, is the monthly
deduction for the Component dues. In the
column, it is the Component’s portion of dues, as
distributed by the system.

“LOCAL"

LOCAL, and the figure above it, is the monthly
deduction for the Local concerned. In the column,
it is the local’s portion of dues, as distributed

by the system. Since Locals may set their own
deduction rates, this may vary from zero on up or it
could be a percentage rate.

“MISC”

MISC, and the figure above it, is a fourth
distribution on monthly dues which is used by
some Components for regional council dues.

“CURR DEDN"

Is the current union dues deduction from the
member for the month of the report.

“EXCEPTION"

Is the area provided to print exception or error
messages. See “Exception Messages”

(V-1.2), for a list of these.

Exception Messages
“NEW DEDUCTEE"

The member is paying dues for the first time and
we had previously received a Payroll Identification
Form (PIF) from the pay clerk.

“NEW DEDUCTEE -
NO PIEF”

The member is paying dues for the first time and
we had not previously received a PIF.

“REINSTATED”

Member starts paying dues again after being
deleted or auto-deleted.

“AUTO DELETED"”

When a member does not pay dues, he/she will
appear as “times out” until a designated number of
months (established by the Components), and they
will appear as auto deleted for one month and will
not appear on subsequent month reports.

“DELETED"”

Manual deletion of a member.

“FR C:01” - Member transferred from Component 01
“To C:99” - Member transferred to Component 99
“Fr L:XXXX" - Member transferred from Local XXXX
“To L:00001” - Member transferred to Local 00001

For the effective month of transfer, the
“FR” and “TO” messages will appear in
the respective Components check-off
books. The following month, the member
will appear only in the “TO” Component
and/or Local with no message.
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“FR S:2/10 S:3”
“FR S:3/T0 S:2”

Member went from a Source 2 employer
(employees paid by DPWGS or CPC or NAV
Canada) to a Source 3 employer (other
than DPWGS or CPC or NAV Canada), and
vice versa.

“WRONG COMPONENT"”

When our system reads the information on the
MUD (monthly update data provided by DPWGS or
CPC or NAV Canada tape), it will try to validate
the department code and the Component match.
If not valid in our system, the member will get
that message and his/her name will appear on

a “wrong Component” report indicating that a
transfer has to be done.

“XX TIMES O0UT”

Indicates the number of months for which we
have not received dues for the member.

“NAME CHANGE"

Indicates a name change. A new plasticized card
will be sent to that member if the member is Full.

“WAS TIMES OUT"

Indicates that a member who had not paid dues
the previous month(s) starts paying again.

“CHG CLASSIFICATION”
”CHG OF HOURS /
CHG DEPT. / CHG BUD”

Indicates a manual change to the classification,
the hours of work, the department and/or the
BUD.
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“MUD CLASS CHG"
“"MUD HOURS CHG"
“"MUD DEPT CHG"
“"MUD BUD CHG"

Indicates the classification, the hours of work,
the department, or the BUD have been changed
further to information received on the MUD tape
(received from DPWGS).

“PENDING"”

Indicates that the financial transaction(s) for
this member appear on the Pending report. On
the Pending report, we see all the transactions
which were not expected by our system - e.g.:
unauthorized refund issued by the pay office.
These transactions will be adjusted to the
Component’s rebate via Final dues distribution
report (previously called Adjustment Sheets)
which is sent monthly to the Components.

“PSAC RATE CHG"

Change to the PSAC dues rate

“COMP RATE CHG”

Change to the Component dues rate

“LOCAL RATE CHG”

Change to the Local dues rate

“MISC RATE CHG"

Change to the Regional dues rate

“CLASS. RATE CHG"

Indicates a change to the classification salary,
actioned by Membership Administration



“MDUE (X)”

Indicates multiple dues deductions and the
multiple is based on calculations made by our
system.

“UNAL D 10.00"

Indicates that the member was overdeducted
$10.00 of dues. For Source 2 members, the
system will issue a refund on the next change
tape, unless there is also the message “no auto
refund”.

“SHT D 10.00”

Indicates that the member was under deducted
$10.00 of dues. For Source 2 members, the
system will pick-up arrears in the next change
tape, unless there is also the message “no auto
arrears”.

“RAND NOW FULL"

Indicates that the member signed an application
for membership card and his/her status has been
changed to Full. (The “R” has been taken of the
“R” field.)

“DEDN = REND"”

The member was both deducted and refunded the
same amount of dues in the same month.

“NO AUTO ARR/
NO AUTO REF”

Means that the system will not automatically

pick-up arrears or issue refunds. We get this

message when the member is in the unalloted
local (XXXXX).

“Post A10:00”: received arrears of
$10.00 which were expected by the system.

“PostR 10:00”:  received a refund
transaction of $10.00 which was expected by
the system.

“MUD NOT FOUND"”

For Source 2 members not appearing on the MUD
tape submitted by DPWGS or CPC.

“NEW MUD RECORD"”

Member appears for the first time on the MUD
tape submitted by DPWGS or CPC.

“SUSP. NOW RAND"”
"SUSP. NOW FULL"

Indicates that the member's membership
suspension is over and he/she was given back
the status he/she had before the suspension
occurred.
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IT'S A

MOVEMENT!

A collective of workers is more successfol than an individval of
fiah"Hna for gauns in the workrlaﬁe. Alonﬁ the same vein, the
collective voice of Many LAIOS  In sol iimﬁ‘ly IS Mmove Fower{ul than
one union mi\/ocodina for workers' and homan fights in Canoda, and
He world.

I+ is along this rrincirale of labour solia[am"ly that the PSAC has
made itsel Faﬁ- of the ’w'ger Canadian and internaztional labovr
movement through its offiliaction with nastional and international

labovr orﬂanizadﬁons.

o~y b' Y Q | Union. |
5PN $ f‘ Memberl-

L

cial/ Territo
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District Labour GCouncils

District Labour Councils, which are part of the
Canadian Labour Congress (CLC) structure, are
the voice of labour in the community. District
Labour Councils operate at the municipal and/
or district level. Like the provincial/territorial
federations, they seek to promote and advance
the economic and social welfare of workers and
secure legislation that benefits all workers, but
at the community level. District Labour Councils
also co-operate to support such activities as
organizing drives or difficult strike situations.
Through these Councils, labour can actin a
united program on political action and community
affairs.

The procedure to affiliate with a District Labour
Council is similar to the procedure for affiliating
with federations, but there is one important
difference. Locals have to pay affiliation dues out
of their own funds. Each District Labour Council
has its own constitution and sets out its own dues.

Once affiliated, Locals are entitled to send
representatives with full rights to participate in
the District Labour Council’s affairs.

You can find out about your District Labour
Council by visiting the links section of the
Canadian Labour Congress website at
http://canadianlabour.ca

Provincial and Territorial
Federations of Labour

At the provincial or territorial level, CLC unions
act together through a federation, financed

and run by representatives of unions within the
province or territory. These federations lobby
the provincial/territorial legislatures for better
laws on labour relations, workers’ compensation
and social services which are under the
authority of the province/territory. Political
action, organizing drives and strike support are
sometimes sponsored by federations. Some have
full-time staff to assist in research, education
and in processing workers’ compensation and
employment insurance claims. Some publish
handbooks to assist union officers and stewards
in advising their members on ways to obtain the
various services available. These are invaluable
resources to our smaller sister unions.

Most constitutions of provincial and territorial
federations of labour have no provision for an
“en bloc” affiliation of all of the members of a
national or international union in a province or
territory. It is up to union locals to make their
own decision to affiliate. Such being the case,
PSAC Locals are asked to place a resolution
(regularly moved and seconded) before a general
meeting of the Local.

BE IT RESOLVED THAT Local

Component] of the

Public Service Alliance of Canada affiliate

Federation of Labour

Exam le Of [of
resolw 10ﬂ$
with the
effective
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The effective date of such affiliation should be
the beginning of the month following the month
in which the resolution is approved. If the Local
membership approves such affiliation, the
Provincial/Territorial Federation of Labour dues
will be paid by the PSAC Centre. Please note that
if the Local membership, for any reason, decides
not to affiliate with the Federation of Labour, the
dues that would have been paid to the Federation
will not be rebated to the Local.

Some members may not see a need to affiliate
with a federation. The Local Executive should
ensure that an opportunity for full consideration
by the membership is provided. Many matters
of concern to the PSAC membership are matters
of provincial/territorial jurisdiction, for example,
education, community services, welfare, medical
and health programs and hospital service.
Labour organizations should be involved in these
areas, as they directly affect our members who
are also citizens and members of a community,
and it is the provincial/territorial federations of
labour that take the lead in responding to these
Issues

When an affiliation resolution has been dealt
with at a Local General Meeting, please advise
the Executive Office of the PSAC of the outcome.
If the decision is to affiliate with a federation

of labour, the Executive Office will need to have
the names and addresses of the Local Officers
and the total number of members of the Local in
order to assess the appropriate dues payment.
The contact information will be forwarded to the
respective federation of labour.

Once affiliated, the Locals are entitled to
participate in the decision making process of
the federation by electing representatives on the
executive and on committees and by sending
delegates to the conventions. Locals are also
entitled to take advantage of all the services
provided by the federations.

Canadian Labour Congress

In 1956, two Canadian labour centres, the Trades and
Labour Congress (TLC) and the Canadian Congress of
Labour (CCL), merged to form the Canadian Labour
Congress (CLC). The PSAC affiliated with the Canadian
Labour Congress in 1967.

Today, the majority of national and international
unions in Canada are affiliated with the CLC, and it
includes 12 provincial and territorial federations and
137 district labour councils. It represents 2.5 million
unionized workers.

The CLC promotes decent wages and working conditions
and advocates for improvements in health and safety
laws. They lobby for fair taxes and strong social programs,
including childcare, Medicare and pensions. They lobby
for and develop job training and job creation programs.
They struggle for social equality and to end racism and
discrimination, and they work to strengthen solidarity
between workers in Canada and other countries.

In Ottawa, the National Officers of the CLC lobbies the
federal government to form or strengthen legislation
that benefit working people and their families. The
CLC’s Education Department conducts dozens of union
institutes, workshops and seminars across Canada
each year. Departments covering organizing, research,
communications and other union activities provide
services in their respective fields.

The CLC represents Canadian workers at many
international conferences and events. They represent
our interests at the International Labour Organization,
the United Nations agency which seeks the promotion
of social justice and internationally recognized human
and labour rights.

Locals are strongly encouraged to become active
in CLC activities. The CLC holds a biennial
convention, and Locals can send delegates to
participate in the decision-making process at the
national level. For more information about the
Canadian Labour Congress, visit www.clc-ctc.ca.
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INTERNATIONAL UNIONS

Public Services International (PSI) unites public
sector workers in more than 600 trade unions

in over 140 countries. Twenty million women

and men in a variety of public service jobs are
members of PSI.

For nearly 100 years, PSI has fought for public
services through its activities and campaigns,
its regional structure, its association with other
international organizations and its work on
priority issues. PSI is an officially recognized
non-government organization (NGO) for the
public sector within the International Labour
Organization (IL0), a United Nations agency
that develops and promotes international labour
standards.

The International Trade Union Confederation
(ITUG) was created in 2004 in order to globalize
union solidarity and build stronger links between
the actions of national and international trade
union efforts to protect rights and freedoms of
workers world wide. This Confederation replaces
the Confederation of Free Trade Unions (ICFTU).
The ITUC has 304 affiliated organizations in 153
countries and territories on all five continents,
with a membership of 168 million.

The ITUC has close relations with the Global
Union Federations and the Trade Union Advisory
Committee to the OECD (TUAC), working together
through the Global Unions Council.

The ITUC works closely with the International
Labour Organisation. It maintains contacts with
several other UN Specialised Agencies.
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Partners in the Struggle

The PSAC must work with others if we are to

be effective in the long-term in defending the
interests of our members. To find allies, we

need to build bridges to like-minded people and
organizations outside the PSAC. So, at many
levels, we get involved in coalitions. As a Local
Officer, you can support this work by staying
informed about issues of concern and fight back
strategies.

"Never dovbt Hhat a small grovp
of thoughtful, committed citizens
can change the world. Indeed, it
is the only thing that ever has."

—M&raare+ Mead.

Here is a brief list of some of the
coalitions your union has endorsed;

The Canadian Feminist Alliance for International
Action (FAFIA) is a dynamic coalition of over 75
Canadian women’s equality—seeking and related
organizations. FAFIA's mandate is to further
women’s equality in Canada though domestic
implementation of its international human rights
commitments. www.fafia-afai.org

The Canadian Health Coalition continues

to defend Canada’s public healthcare
system against erosion and privatization.
Founded in 1979, the coalition includes
unions and organizations representing
seniors, women, students, consumers and
health care professionals across the country.
www.healthcoalition.ca



Common Frontiers is a small multi-sectoral
working group which confronts, and proposes
an alternative to, the social, environmental and
economic effects of economic integration in the
Americas. www.commonfrontiers.ca

The Council of Canadians is comprised of over
100,000 members and more than 70 Chapters
across the Canada. It lobbies Members of
Parliament, conducts research, and runs
national campaigns aimed at putting some

of the country’s most important issues into
the spotlight: safeguarding social programs,
promoting economic justice, renewing
democracy, asserting Canadian sovereignty,
advancing alternatives to corporate-style

free trade, and preserving the environment.
www.canadians.org

Egale Canada advances equality and justice
for leshian, gay, bisexual and trans-identified
people, and their families, across Canada.
www.egale.ca

Fair Vote Canada supports a change in
the electoral system in Canada from the
current “winner take all” system to one
based upon proportional representation.
www.fairvotecanada.org

The National Anti-Poverty Organization is a
coalition of low-income groups across Canada
fighting poverty and homelessness on a variety of
fronts. www.napo-onap.ca

A word

about alternative media:
I#'s important that Local
Officers scan the context vnder
which members work. and live.

This means keerina op to date
with the news of the day. Given
the increasing concentration of
media, o»mershif (four newspager
chains control the vast magority
OI[ (iaub newspapers n F_nﬁl ish
Canada, and o control the
Vast majorrty of French media),
Local Officers shovld also
ensure they consult sovrces of
alernative media. The PSAC
website link. section inclvdes

o lik o Rabble and to
LabovrStaxt.
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1LINKING

THE LOCAL

Locals can and shovld become actively ivolved in activities of the PSAC,
Heir region, their comronen‘f') tHheir communi"@ and the labove movement

Here axe examrles of how 1o do so:

PSAC Activities

Participate actively in PSAC campaigns
through the Area Council or Political
Action Committee, the Component or
Regional Councils, the Regional Women's
Committee, the Human Rights Committee
and other specific regional Equity groups.

Support PSAC and other union picket lines.

Develop briefs, papers, research, motions,
and bargaining demands to be presented
through the National President of your
Component or your Regional Executive
Vice-President for Directly Chartered
Locals.

Send observers to the National Board of
Directors.

Send delegates, observers and resolutions

to PSAC Conventions (via proper channels).

Participate in Area Councils.
Participate in Regional Councils.
Support national calls for solidarity.
Actively participate in coalitions.

Send delegates to Regional and National
Women's Conferences, Equity Conferences
and Health and Safety Conferences.

Component Activities

o Meet with the Component Regional Vice-President to keep
him/her up-to-date on Local activities and positions.

e Send delegates and observers to Component
Bargaining Committees.

¢ Send delegates and observers to Component Conventions.
e Submit resolutions to Component Conventions.

e Appoint representatives on Component Committees.

PSAC Regional and Area Councils

Regional and Area Council activities provide fora where
all PSAC Locals, including Directly Chartered Locals,
from the same region can meet, exchange views and
work together on important issues. These bodies also

coordinate PSAC campaigns in the region. For the ,2
Local, these activities can also offer a window into the

community and the rest of the labour movement.

¢ Join the Regional and Area Councils.

e Send delegates and observers to Regional and/or Area
Council meetings.

e Get involved in political action campaigns.
e Send Local members to educational seminars.
e (et involved in community affairs and social justice campaigns.

e (Connect with what's happening at the Federation of Labour
(provincial/territorial) and the District Labour Councils.

e Meet and correspond with the PSAC Regional Executive
Vice-President on issues of interest to the Local.
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District / Municipal Labour
Councils, Provincial /
Territorial Federations of
Labour and the Canadian
Labour Congress

Union members reflect the communities in

which they live and work. Tapping into the civic
concerns of our members allows us to overlap
and mutually reinforce activism at both the union
and community level.

These organizations provide a forum for unions
affiliated with the Canadian Labour Congress to
have their voices heard in the community and at
all levels of government, as well as to facilitate
coalitions in direct action around the interests of
workers and issues of social justice.

e Make sure the Local is affiliated to the
Federation of Labour and the District Labour
Council.

e Send delegates and observers to general
membership meetings.

e Submit resolutions and motions to DLC,
Federation and CLC fora.

e Send delegates and observers to
Conventions.

e (et involved in committee work.

e Send Local members to educational
seminars.

e Getinvolved in campaigns, rallies and “days
of protest.”

e Get involved in strikes by other unions by

providing solidarity support and financial aid.
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Community Activities

Work with social justice groups.

Sit as representatives of labour on community
organizations, such as school boards,
women's groups, Amnesty International and
Co-ops.

e Participate in municipal/provincial and
federal elections.

Encourage Local members to support
fundraising activities for charitable and
voluntary organizations.

International Solidarity

The PSAC believes that unions must be a force for
building a more just and peaceful world. We are
part of the fight to eliminate poverty and social
injustice around the world. We do this because
it’s the right thing to do. We also do this because
poverty and social injustice undermine the
economic and social security of PSAC members,
as corporations and governments play workers
from one country against another in a relentless
effort to lower wages and workplace and
environmental standards. You can help by:

e visiting websites that support campaigns
and/or provide up to date information on
what’s happening with globalization issues

e connecting with community organizations
who are fighting globalization

e connecting with the District Labour Councils
and Federations of Labour

e taking courses offered through the union
and/or community and social justice groups



\RESOURCES

Local

Lists and Contact Information
e PSAC Membership computer print-out or
membership cards
e Stewards list
e |ocal Executive members
e |ocal Committee members

Minutes
e | ocal Executive meetings
e Membership meetings
e Stewards Committee meetings
e | ocal Union-Management Meetings
e Local Committees

Reference Documents

Local By-laws: Defines the structure and working of
a Local. Questions about the Local organization and
policy are best answered with facts in front of you.
DCLs should review the Handbook for New Directly
Chartered Locals.

Grievance Files (Confidential): Provides some
insight into management’s interpretation of the
contract and how to improve contract language.

Collective Agreements: Keep updated collective
agreements of all the groups represented in your Local.

Collective Agreements from other Unions: This can
help the Bargaining Committee to do its research
and justify contract demands.

PSAC Anti-Harassment Policy: An important tool
in knowing how to deal with member to member
harassment complaints.

Employer Directives and Policies: These are issued by
management and may be specific to the workplace.

Labour Legislation: Keep the labour legislation
relevant to your bargaining unit(s).

Union or Social Justice Group Newsletters and websites:
Ensures that Local Officers have a grasp on the “bigger
picture” which affects the lives of our members.

Component

Lists and Contact Information
e Component Executive Members
e Component Committee Members:
Those in which the Local is involved.
e Resource People: In the Component.

Minutes

Component Executive Meetings: A record of the
Component’s position on issues facing the members,
this is also where a Local can follow-up on action
requested of the Component.

Component Convention Minutes: Records the
decisions adopted by the Convention.

National Labour-Management Meeting: These provide
information on what issues are common to Locals
across the country.

Component Committees: Those in which the Local is
involved. Keep the minutes on hand.

Reference Documents

Component By-laws: For Locals which come under
the jurisdiction of Components. This is where you will
find, for instance, how many delegates your Local is
entitled to send to the Convention.

Component Regulations: Not all Components have
Regulations. Regulations often provide information
on procedures, for example the procedure to become a
member of a Component Bargaining Committee.

Component Newsletter: Keep this information plus
other Component literature and publications on hand.

Component Resolutions of Records: These are
resolutions adopted by the Component Convention,
which give a general orientation and/or instructions
to the Component National Executive.

Component Committees: Those in which the Local is
involved. Keep the terms of reference, publications
and correspondence on hand.
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PSAC Regions

Lists and Contact Information

Regional Council Members: Council members

usually are assigned a geographic area for which
they are the representatives

Council Committees: Most Councils have a
sub-committee process (e.g. education sub-
committee)

Area Council Executive Members: Keep on hand
the name and contact details for the chairperson
in addition to the meetings schedule.

Regional Women'’s Committees
Regional Human Rights Committees

Minutes
Regional Council Minutes: Includes reports,
activities and decisions of Council meetings.

Area Council Minutes: Includes activities
undertaken by the Council.

PSAC Committees: Those in which the Local is
involved. Keep the minutes on hand.

Essential resources are the PSAC,
Component, Region and Local websites.
The PSAC website is found at
www.psac-afpc.com
and it has links to other union sites.

Resources are also available from
other unions and from the community. .
Universities, colleges, city libraries, radio
stations, cable television stations, your
provincial and federal constituency office
can all be useful resources in your work as
a Local Officer. Most communities also put
out a catalogue of all the services it offers
its population. fora minimal sum, the
Local can have ready access to a number
of important and free Services.
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PSAC

Lists and Contact Information
National Board of Directors Members

Resource People: At the PSAC headquarters and
at the PSAC Regional Offices.

Minutes

PSAC Convention Minutes: These record

the decisions adopted by the PSAC Triennial
Convention.

National Board of Directors’ Minutes: Include the
reports of all members of the Alliance Executive
Committee and the activities of the Branches
under their jurisdiction.

Reference Documents
PSAC Constitution: This governs the PSAC.

PSAC Regulations: Usually contain procedures to
be followed in the implementation of policies, e.g.
Regulation 15 on collective bargaining.

PSAC Regulation 15: This Regulation explains in
detail the procedure and time-limits of the process of
collective bargaining.

PSAC Policies and Resolutions of Record: Policies
establish the main orientation of your union on issues
of concern to the membership and Resolutions of

Record give a general orientation and/or instructions
to the PSAC Executive.

PSAC Rules of Order Booklet and the Wheel

(a reference tool about the rules of order). These are
available for a minimal fee from Stores at the PSAC
Centre, 233 Gilmour Street, Ottawa, Ontario K2P OP1.

PSAC Publications: Includes a variety of
documents, including the Union Update, Our Union
Voice, Collective Bargaining Updates, Biographies
of PSAC Executive Officers, PSAC Organization
and Functions, and a Glossary of PSAC Acronyms
Information on PSAC scholarships awarded every
year. PSAC booklets on a variety of topics are

regularly published, in addition to being posted on
the PSAC website.




PSAC Centre

Together with the staff, the AEC constitutes the PSAC Centre and directs matters of concern to the whole
membership, such as negotiations of collective agreements, membership organization, education, equity
programs, health and safety and public relations. The PSAC Centre is made up of six Branches. These are:

The Executive Office Branch
which is responsible for:

e political activities both internal and external

e assistance to the National President, the
National Executive Vice-President and the

Regional Executive Vice-Presidents
e executive office section

The Regional Offices Branch
which is responsible for:

® organizing

e regional offices (24 offices, at least one in

every province and territory)
e regional education
¢ national strike co-ordination

The Membership Programs Branch
which is responsible for:

e women'’s and human rights
® equity

e health and safety

e work reorganization

® pensions

e disability insurance

e communications and political action
e national education

® language services

¢ mail distribution centre

e print shop

The Collective Bargaining Branch
which is responsible for:

e representation for grievance adjudication,

e arbitration and alternate dispute resolution

e classification and equal pay

e negotiations and National Joint Council

e |ibrary

The Finance and Administration Branches

are responsible for human resources, finance,
membership administration, financial accounting,
purchasing and stores, central records
management and information technology.

There are 24 PSAC regional offices spread out
among every province and territory. Thereis a
regional office in most major cities in Canada.
The staff of the Regional Offices is there to
provide union education and technical advice
on workplace problems and assist activists and
Locals in their mobilizing efforts. They also

coordinate campaigns and organize new groups of
members. Some regional staff negotiate collective
agreements and provide advice and guidance

to Locals on matters pertaining to workers’
compensation appeal boards and arbitration

panels.

In addition, there are staff in Ottawa who provide
important support to the national leadership and
administer the national organization. Staff in Ottawa
includes labour law experts, researchers, media
specialists, and various program specialists.
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VUSEFUL CONTACTS

Reaching the PSAC:

Public Service Alliance of Canada
233 Gilmour Street
Ottawa, Ontario, K2P 0P1

(613) 560-4200

Public Service Alliance of Canada
Alliance de la Fonction publique du Canada

Regional Offices
Bureaux régionaux

North/Nord Edmonton London Québec
www.psacnorth.com Tel./Tél. : AB/NWT only — Tel./Tél. : 1-800-366-0539 www.afpcquebec.com
Iqaluit AB/TNO seulement or/ou (519) 659-1124 Montréal

Tel/Tél. : 1-866-268-7097
or/ou (867) 979-7430
Whitehorse

Tel./Tél. : (867) 667-8887
or/ou (867) 667-2331

Yellowknife
Tel./Tél. : 1-800-661-0870
or/ou (867) 873-5670

British Columbia/
Colombie-
Britannique
www.psachc.com
Victoria

Tel /T8l : 1-866-953-1050
or/ou (250) 953-1050
Vancouver

Tel/Tél. : 1-800-663-1655
or/ou (604) 430-5631

Prairies

www.psac.com/prairies

Calgary

Tel./Tél. : AB/NWT only —
AB/TNO seulement
1-800-461-8914

or/ou (403) 270-6555

1-800-814-3948
or/ou (780) 423-1290

Regina

Tel./Tél. : 1-877-890-3575
or/ou (306) 757-3575
Saskatoon

Tel./Tél. : 1-800-992-3033
or/ou (306) 244-3033
Winnipeg

Tel./Tél. : MB only/MB
seulement —
1-888-578-6897

or/ou (204) 947-1601

Ontario
www.psac.com/ontario
Thunder Bay

Tel./Tél. : MB/ON (northwest/

northeast) only — MB/ON
(nord- ouest/nord-est)
seulement
1-800-355-0794

or/ou (807) 345-8442

Toronto
Tel./Tél. : 1-800-354-9086
or/ou (416) 485-3558

Sudbury
Tel./Tél. : 1-800-354-9134
or/ou (705) 674-6907

Kingston

Tel./Tél. . 1-800-355-0783
or/ou (613) 542-7322

National Capital
Region/

Région de la capitale
nationale
WWW.psac-ncr.com
www.afpc-ren.com
Ottawa

Tel./Tél. - (613) 560-2560

Gatineau
Tel./Tél. - (819) 777-4647

Through membership,
we are all stronger.

Nos membres, c’est notre force.

www.psac-afpc.com

Tel./Tél. . 1-800-642-8020
or/ou (514) 875-7100

Québec
Tel /Tél. : 1-800-566-6530
or/ou (418) 666-6500

Atlantic/Atlantique

www.psac.com/atlantic
Moncton

Tel./Tél. : 1-800-788-8555
or/ou (506) 857-4220

Charlottetown

Tel./Tél. : NS/NB/PEI only —
N-E/N-B/i-P-E seulement
1-800-409-3184

or/ou (902) 892-5481

Gander
Tel./Tél. : 1-800-663-7744
or/ou (709) 651-3727/8

St. John's
Tel /Tél. : 1-888-904-4357
or/ou (709) 726-6453/4

Halifax
Tel./Tél. : 1-800-839-6661
or/ou (902) 443-3541
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Components of the PSAC

Agriculture Union
(613) 560-4306
www.agrunion.com

Canada Employment and Immigration Union
(613) 236-9634
www.ceiu-seic.ca

Customs Excise Union Douanes Accise
(613) 723-8008
www.ceuda.ca

Government Services Union
(613) 560-4395
WWW.gsu-ssg.ca

National Component

(613) 560-4364

Toll Free: 1-800-663-6685
www.nationalcomponent.com

National Health and Welfare Union
(613) 237-2732

Toll Free:1-888-545-6305
http://nhwu-sshe.ca

Natural Resources Union
(613) 560-4378
www.nru-srn.com

Nunavut Employees Union
(867) 979-4209

Toll Free:1-877-243-4424
http://neu.ca

Union of Canadian Transport Employees
(613) 238-4003
www.ucte.com
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Union of Environment Workers
(613) 736-5533
www.uew-ste.com

Union of National Defence Employees
(613) 594-4505
www.unde-uedn.com

Union of Northern Workers
(867) 873-5668

Toll Free:1-877-906-4447
www.unw.ca

Union of Postal Communications Employees
(613) 560-4342
http://upce-sepc.psac.com

Union of Solicitor General Employees
(613) 232-4821
WWW.usge-sesg.com

Union of Taxation Employees
(613) 235-6704
www.ute-sei.org

Union of Veterans’ Affairs Employees
(613) 560-5460
WWW.lvae-seac.ca

Yukon Employees Union
(867) 667-2331
www.yeu.com

For more information on the Canadian
labour movement, members can visit the
CLC website at http://www.clc-ctc.ca
and or call (613) 521-3400.



A SAMPLING OF

LOCAL COMMITTEES

Collective Bargaining Committee

PSAC Regulation 15 of the Constitution governs the

process of collective bargaining in the PSAC. This
regulation stipulates that Locals shall establish
a Standing Bargaining Proposal Committee. The
objective of the committee is to ensure members
can provide input into the bargaining process
and that they are kept aware of activities in this
process. Undoubtedly, an informed membership
can be more readily mobilized.

In order to meet this objective, the Local Bargaining

Committee may engage in the following;

e Prepare bargaining proposals based on a
review of membership experience under
their collective agreement. A good way to do
this is to keep a contract clause book. This
book is a record of all the clauses in the

collective agreement which have been sources

of problems, i.e., complaints, grievances,
arbitration/adjudication cases. It allows the
committee to quickly identify which clauses
are problematic, how they should be modified
and why. It will also help the delegates on
the bargaining committees at the Local,

Component and the PSAC level argue in favour

of the change.

e Request and receive bargaining proposals from

members.

e Submit bargaining proposals to the
Component, the Regional Executive Vice-
President or to the Negotiating Committee.

Keep informed and share information with
members on the status of the bargaining
process and key issues/priorities. The
sources of information available to the
Collective Bargaining Committee include
delegates at the respective bargaining
committees and on negotiating teams,

the PSAC Regional Office, the Component
national office and the PSAC website. In
addition, both the PSAC and the Component
publish up-dates (newsletters and on the
web) on the status of negotiations for all the
groups who are in negotiations.

Know who is where and to what bargaining
unit they belong (the Treasurer has this
information). When a tentative agreement
is reached and it is time for ratification,
the committee will need to distribute the
ratification kits and ensure that all the
members in good standing are able to
exercise their right to vote on the tentative

agreement.

The committee should keep a copy of the
appropriate legislation and PSAC Regulation

15 which explains in detail the internal
bargaining process.

Once a new collective agreement is signed,
committee members should become familiar
with any changes and ensure their members
become familiar with their new collective

agreement.
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Education Committee

The PSAC offers a wide range of union courses
through the PSAC Regional Office, from basic
introductory courses, lunch time or evening
sessions on various topics, to advanced courses
offered on such topics as representation skills,
local officer training, political action, anti-
oppression and health and safety.

Union education is often a first experience for
our members to view their workplaces and their
communities differently. The Local Education
Committee plays an important role in promoting
these courses to the membership and matching
members with the course that suit their needs.
The committee can also identify the learning

Health and Safety Committee

Locals can establish a Health and Safety
Committee for members who are interested in
participating in workplace health and safety
issues. These committees can also play a role in
ensuring health and safety matters are assessed
from a union perspective.

As well, under the Canada Labour Code, Part Il
every employer who normally directly employs 300
workers or more is required to establish a Joint
Health and Safety Committee with the union. The
purpose of the committee is to ensure that health
and safety issues are addressed by the employer.
This joint committee can be very powerful

since its decisions and actions could have a
considerable impact in the workplace.

The Joint Health and Safety Committee has a
number of duties, including:

e to participate in the development of health
and safety policies and programs;

e to consider and expeditiously dispose of
matters concerning health and safety
raised by members or referred to it by a
workplace committee or a health and safety
representative;
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needs of the Local membership for educational
purposes and communicate these to their
Regional Council education representatives.

Alliance Facilitators (AFs).

Alliance Facilitators are PSAC activists whose
primary role is the development and delivery

of union education to other union members.
Interested members who are committed to
delivering union education receive training
through the PSAC Facilitators Training Program.
These education activities can vary in length
from one hour to one or more days, depending
on the subject matter and the needs of the Local
members.

e to participate in the development and
monitoring of a prevention program that
also provides for the education of workers in
health and safety matters;

e to monitor data on work accidents, injuries
and health hazards, and

e to participate in the planning and implementation
of changes that might affect occupational health
and safety.

The Committee also has certain powers, such
as requesting from an employer any information
it considers necessary to identify existing or
potential hazards with respect to materials,
processes, equipment or activities in any of the
employer’s workplaces. The Committee also
has full access to all government and employer
reports, studies and tests relating to the health
and safety of workers in the workplace.

The PSAC Regional Office and/or the Component
should be contacted for advice and help in setting
up and keeping the Health and Safety Committee
operating effectively. For more information

on these Committees, go to the PSAC website
(www.psac-afpc.org).



Human Rights Committees

The objective of these committees is to address
discrimination, to educate members on human
rights issues and to promote and seek the
implementation of employment equity or other
human rights measures in their workplaces. The
work of this committee can also be critical to the
Local’s success in building an inclusive union.

Many workplaces may be subject to the
requirements of employment equity legislation
which may set out a role for unions.

Many have not always seen the labour movement
as an historic ally in the struggle for human rights
and equity. Many unions, including the PSAC, have
undergone immense change as its membership
mobilized around issues of gender, race, disability

Labour-Management Consultation Committee

Labour-Management or Union-Management
Consultation Committees provide an opportunity
for union and management representatives to
engage in free, frank and meaningful dialogue on
issues that confront or may confront either one or
both parties.

These Committees can discuss any matters except
those which would lead to altering or changing the
intent of a collective agreement. Typical subjects
may include: scheduling of annual leave, internal
communications, rescheduling of shifts, working
conditions, training programs, change in employer
policies and programs, recreational programs,
parking and flexible hours.

Local Officers are required to attend these
meetings and provide facts relating to particular
problems or subjects which affect all the
membership of the Local. When a problem affects
the membership in a specific work area, the
steward assigned to this area should be included

and sexual orientation. As a Local Officer, you can
support human rights work.

Locals may have one human rights committee,
or members may choose to create committees for
each of the equity groups.

Human Rights Committees often collaborate
with other organizations such as the Provincial
Federations of Labour, the Canadian Labour
Congress and community organizations.

Human Rights committees should be encouraged
to provide input to and possibly representatives
on other Local committees, such as the Collective
Bargaining Committee, the Labour-Management
Consultation Committee and Joint Employment
Equity Committees.

in the meeting as a resource person or as the union

representative. The steward in the area is usually

the best resource person to draw on in such cases.

Familiarize yourself with the internal operation of
Labour-Management Consultation Committees

at all levels: local, regional and national. You
should also ensure you are familiar with legislation
or policies which govern consultation in your
workplaces (Public Service Labour Relations Act;
Employment Equity Act).

The importance of informing the membership
about the issues discussed at these meetings and
their outcome cannot be over-emphasized. This
will enhance the credibility of the union and the
effectiveness of the Local.

Some Local Officers may be involved in setting up
a Labour-Management Consultation Committee
or resurrecting one. Assistance and training can
be requested from the Component or the PSAC
Regional Office.
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Political Action Committee

Political Action Committees have become very
important as union members experience the
harmful impact of government reorganization

and policies. These policies have rolled back
negotiated pay settlements; caused major job
loss; undermined job security through downsizing,
contracting out and privatization and undermined
the public service. Whether or not members

work for the Federal Public Service, all stand to
be affected by decisions made about important
public services such as employment insurance,

Resolutions Committee

immigration, environmental protection and
international trade. Political Action Committees
allow the union to work toward improving these
policies and to work with others in the community
who are concerned about and/or affected by these
changes.

The membership contact system can come in very
useful for this committee. It permits spontaneous
dialogue between members, allowing them to ask
questions and express opinions about the topic
being canvassed.

The Local must be organized if it is to have
meaningful input into the decision-making
process of their union. One way to ensure Local
and membership formal input into the Union is by
way of resolutions.

In the case of Conventions, Locals under
Component jurisdiction first send their
resolutions to their respective Component
Convention for debate and for recommendations.
All recommended resolutions which affect the
whole membership and which come under the
Union’s jurisdiction are then forwarded to the
PSAC Centre to be classified and printed, referred
to the appropriate Convention Committee for
recommendations and onward to the Convention
for debate and vote by the delegates.

Directly Chartered Locals also form a Local
Resolutions Committee and resolutions are
forwarded directly to the PSAC Centre, referred
to the appropriate convention committee and
prepared for presentation to Convention.
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While writing resolutions is important, it is
not the only function of a Local Resolutions
Committee. The Committee may undertake to:

e talk with members about resolutions;

e review the Resolutions of Record PSAC
publication and speak with their Components,
Regions to determine the status of previously
adopted resolutions;

e provide leadership in the Local by ensuring
that Local delegates to Component and
PSAC Conventions, as well as alternates and
observers, are provided with the opportunity
to meet and discuss strategies; and

e encourage delegates, alternates and
observers to attend education activities such
as a Convention Procedures or a Speaking to
the Issues course to obtain the information
and skills that they require in order to do a
good job at conventions;



Stewards’ Committee/Network

A member’s first contact with their union is likely

to take place when she/he feels that they have

been disrespected in their workplace. The objective
of this committee is to provide stewards with an
opportunity to discuss grievances and problems
that have arisen over the interpretation of collective
agreements and to work with members to resolve
complaints.

Stewards’ Committee meetings also provide
an excellent educational forum to understand
union policies, discuss how to implement PSAC

Strike Committee

Campaigns, and the impact of labour legislation
and recent adjudication/arbitration decisions.
Committee members are also in a good position
to prepare a report for the Local negotiation
committee on needed contract improvements.

Having an effective Stewards’ Committee can prove
invaluable to the Local, in the organization of the
Local, in providing services to the membership and
in planning strategies and actions to counteract
management’s tactics. This Committee can also
assist the Local in responding to the obligations
flowing from PSAC Anti-Harassment Policy.

The right to strike can be part of the collective
bargaining process for all units under the
conciliation route. While the Local Strike Captain
is responsible for conducting a strike at the Local,
Local Officers provide both leadership and support
to the organizing committees necessary to ensure
the success of the strike.

One of these committees is the Local Strike
Committee. This committee will usually be
composed of the Local Executive and the
Chairpersons of the strike committees. The main

Women’s Committees

function of the Strike Committee is to keep the Local
members informed and unified in the strike action.

Other committees can also be set up to help

the members on strike in your Local. The PSAC
publishes a strike manual which outlines the PSAC
strike administration policy, the strike program,
strike committees, as well as the PSAC Regulation
on emergency funds.

As Local Officers you should be familiar with the
contents of this manual and you are also urged to
attend all special strike courses and seminars.

These Committees provide a forum to ensure that
workplaces and Locals are inclusive and responsive
to the needs of working women.

Women’s Committees often collaborate with other
organizations such as the Provincial/Territorial
Federations of Labour, the Canadian Labour
Congress and community organizations.

These Committees provide critical input to
other Local committees, such as the Collective

Bargaining Committee and the Labour-
Management Consultation Committee.

Women comprise over half the PSAC membership.
Creating and supporting structures that provide a
forum for women members in PSAC Locals so that
they can collectively frame and organize around
their issues recognizes the labour movement’s
commitment to respond to the needs of all of its
members.
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OUR PSAC

HISTORY

T+ imfonLawF to have a sense of the PSAC hi5+og.
We are a, produet of many challenges, struggles and vietories.
Ovr L\is+og 1S 'H‘Ub {ascinouﬁnﬂ[ Read on!

1966

The Public Service Alliance of Canada (PSAC) is
formed through the amalgamation of the Civil
Service Federation, the Civil Service Association
of Canada and 14 national affiliates with a
membership of 110,000 and holds its founding
convention.

167

Bargaining begins for our first certified groups.

1968

The first collective agreements are signed under
the Public Service Staff Relations Act (PSSRA).

1770

PSAC negotiates pension increases for retired
federal public sector workers, and the Union of
Northern Workers is formed.

T

The first PSAC strike takes place against Defence
Construction Limited.

1772

The union ventures into a federal election
campaign for the first time, asking party
leaders Prime Minister Trudeau (Liberal),
Robert Stanfield (Conservative), David Lewis
(NDP) and Réal Caouette (Social Credit)
questions related to federal public sector
legislation and bargaining and publishing
their replies. Weekend “workshops” for
members, the union’s early education
courses, are piloted and launched. Topics
include collective bargaining, handling
grievances, PSAC’s structure, policies and
plans for the future, how to conduct a
meeting and ways and means of increasing
membership participation.

1773

The union negotiates unpaid maternity leave
for specific periods of time for Administrative
Support and Administrative and Foreign
Service categories and wins the right to
carry-over vacation leave for federal public
sector members.

m
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1774

PSAC designs and delivers its Union Development
Program, an advanced education program that
serves as a model for other unions. The union
also achieves full pension indexing protection for
federal public sector members.

1718

The first contract clauses that provide PSAC
members with advance notice of technological
change are negotiated. Women in the federal
public sector acquire equal pension benefits.

776

PSAC wins a major red-circling grievance
resulting in $3-million in back pay for members.
“Rug-ranking” is abolished in the union’s
agreement for the Secretarial, Stenographic

and Typing (ST) group agreement. The union
elects Aileen Manion, the first woman to be one
of PSAC’s five full-time national officers and
establishes its Equal Opportunities Committee
with a mandate to address women’s issues.

ﬂ77

PSAC files its first equal pay for work of equal
value complaint under the Canadian Human
Rights Act on behalf of the Library Science group.

1778

The union successfully fights Bill C-28, an
attempt to destroy collective bargaining in the
federal public service.

79

PSAC signs its first contract that provides
realistic scheduling of flexible hours and files
an equal pay for work of equal value complaint
for female-dominated sub-groups in the General
Services group.

PSAC Local Officers’ Handbook / 2008

1780

The female-dominated Clerical and Regulatory
(CR) bargaining unit goes on strike for the first
time and achieves paid maternity leave and a
family-leave package among other gains. PSAC
wins equal pay for work of equal value for Library
Science (LS) group in a complaint settlement.

178

The mandate of the PSAC Equal Opportunities
Committee is expanded to include all equity groups.
An equal pay for work of equal value complaint is
filed for the Hospital Services (HS) group.

1782

The union reaches a settlement in the General
Services pay equity case after the complaint is
referred to a Human Rights Tribunal.

1783

PSAC holds its first PSAC national health and
safety conference and files a pay equity complaint
against Canada Post.

178

The union begins its “Black Paper” campaign that
succeeds in bringing federal public sector workers
under the health and safety provisions of the
Canada Labour Code. A pay equity complaint is filed
on behalf of members in the Clerical and Regulatory
(CR) group. The Women at Work course is launched.

198§

PSAC launches the “Shoddy Air” campaign for
fresh air for workers in sealed buildings and
holds its first national women’s conference and
first conference on the North. The Joint Union/
Management Initiative (JUMI) study on equal pay
for work of equal value to be conducted in the
federal public service is announced.



1780

The first Master Agreement with Treasury Board

is signed for 39 bargaining units. The Agreement
includes a dental plan, a no discrimination clause,
improved maternity leave and protection against
sexual harassment. A PSAC campaign for labour
rights for Parliamentary workers that started in
1981 finally succeeds when the Parliamentary
Employment and Staff Relations Act is adopted,
paving the way for the unionization of workers on
Parliament Hill.

187

The first national bargaining conference is held
that sets negotiations priorities for 39 bargaining
units. Bargaining is organized into seven Tables
and a Master Agreement. The union obtains vision
care and hearing aid benefits for federal public
sector members. PSAC is the first union in Canada
to provide a direct political voice for women as
the second national women’s conference sends
resolutions directly to the triennial convention.
The Supreme Court rules that it is the employer’s
responsibility to provide a harassment-free
workplace. It is the culmination of a long fight by
Bonnie Robichaud and PSAC.

1788

The PSAC triennial convention adopts a
comprehensive human rights policy. The union wins
100% employer payment of dental plan premiums
for federal public sector workers. Following a strike
and arbitration hearing, nursing aides at Deer
Lodge (Winnipeg) achieve pay equity with orderlies.

1787

A multi-group contract is settled with Treasury Board
that includes guaranteed training for employees
declared surplus and 15 weeks’ separation payments
in addition to severance. The union files a pay equity
complaint for members working for the Government
of the Northwest Territories.

1770

PSAC obtains national rates of pay for the Ships
Crews (SC) group and equal pay for work of
equal value folded into the Hospital Services
(HS) agreement after a strike and back-to-work
legislation. The union wins a ground-breaking
re-definition of “spouse” to include same-sex
relationships in our agreement with the Yukon
government. The first PSAC Members with
Disabilities Action Committee and the first
Racially Visible Action Committee are formed.
The union conducts PSAC 2000, a nation-wide
investigation into public service morale that
involves 22 hearings and produces a working
alternative to the management-inspired PS 2000.

19

PSAC carries out the largest national strike ever
conducted by a single union in Canada. The
union negotiates major post-strike improvements
in federal public service job security affecting
contracting-out, privatization and devolution.
After a seven-year court battle, the Supreme
Court upholds PSAC’s challenge and removes
restrictions on political activity by most federal
public sector workers except for deputy heads.
The triennial convention adopts a policy on AIDS
and HIV and holds its first human rights forum.

1792

A PSAC campaign wins reinstatement of the

pay equity adjustments for Library Science (LS)
group members that had been cut off by Treasury
Board. The International Labour Organization
upholds PSAC’s position and condemns the
Conservative government’s abuse of the right

to free collective bargaining as a result of the
1991 national strike. The union negotiates a
travel insurance policy that recognizes same-sex
Spouses.

m
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1793

The Supreme Court agrees with PSAC that
the federal government can'’t contract out
work and then lay-off the workers who had
previously performed the work. The union
holds

Access ‘93, the first national conference in
Canada for union members with disabilities.
PSAC initiates a joint conference with
management for over 200 racially visible and
Aboriginal federal public sector workers in
Nova Scotia.

The union releases ground-breaking research
results stemming from a two-year telework
study and negotiates an employer-paid

union education fund at Canada Post. PSAC
successfully negotiates with Confederation
Life to ensure that members with disabilities,
otherwise in good health, will be approved
for life insurance coverage. The Member
Instructor Program is launched and later
becomes the Alliance Facilitators’ Network.

1774

PSAC begins the development of a regional
structure by phasing-in the creation of seven
full-time Regional Executive Vice-President
positions, replacing the existing four National
Vice-President positions.

1798

PSAC holds its first Unity conference for
racially visible and Aboriginal members, the
first of its kind in the labour movement. The
union conducts its “In the Public Interest”
campaign and cross-country hearings
publicizing the cost of public service
cutbacks.
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1796

PSAC wins the support of and becomes the
bargaining agent for over 1,100 Teaching
Assistants at the University of Western Ontario.
Almost 16,000 federal public sector members
list their priorities in response to the union’s first
collective bargaining survey.

1777

PSAC approaches the Canadian Labour Congress
to hold a joint Pride conference and allocates
$25,000 to assist members to attend the
conference. PSAC members occupy a Canada
Employment Centre in Halifax for 122 days and
succeed in keeping over 10 offices open across
Canada. The union is certified to represent
Casino Regina workers and subsequently signs
a first collective agreement and is recertified
as the bargaining agent for workers at the new
Canadian Food Inspection Agency.

1778

A Canadian Human Rights Tribunal awards pay
equity to current and former PSAC members

in female-dominated bargaining units. PSAC
negotiates spousal union leave for gay and
leshian couples at Museum of Science and
Technology, the National Gallery, the Canadian
Museum of Nature, Canada Post Corporation,
Burnt Church First Nation and the Saskatoon
Airport. The union’s case (Akerstrom) against
a Treasury Board plan to institute a separate
regime for “same-sex partners” is upheld.

PSAC negotiates a new Workforce Adjustment (WF
A) agreement that is appended to its contracts
with Treasury Board. As an appendix, the new WFA
remains part of the agreement when thousands
of Treasury Board workers are transferred to CFIA,
CCRA and Parks Canada.’
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PSAC reaches a settlement with Treasury Board
that results in a pay-out of approximately $3.5
billion in retroactive pay equity adjustments

and interest for over 200,000 current and

former members in Treasury Board bargaining
units. Racially Visible, Aboriginal and Disability
representatives on the PSAC’s Equal Opportunities
Committee are elected at their respective
conferences. The union signs a partnership

agreement with the Congress of Aboriginal Peoples.

PSAC joins other federal unions and retiree groups
and files a Statement of Claim in the Ontario
Superior Court against the federal government’s
arbitrary removal of the $30-billion surplus in
federal public sector pension plans.

2000

Nycole Turmel is the first woman elected as the
PSAC’s National President. The union negotiates
10 federal workplace child-care centres and
breakthroughs in elder care and maternity-related
re-assignment or leave with pay with various
employers. PSAC makes organizing a key priority
and hires full-time organizers. The union files a
Statement of Claim in Federal Court seeking pay

equity for members working for separate employers.

200

PSAC wins the vote to represent workers at the
Parks Canada Agency after four bargaining units
are amalgamated. PSAC is also recertified to
represent workers at the new Canada Customs and
Revenue Agency.

Following selective strike action in a series of
“Workless Wednesdays”, PSAC negotiates employer
funding for a joint study on how to improve the
status and job security of term workers. The study
results in an employer policy giving term workers
indeterminate status after three years’ continuous
employment. The union also negotiates funding

for the Joint Learning Program, a joint union-
management training initiative.

Regional pay zones are reduced from seven to
three in negotiations with Treasury Board and
from seven to two with Parks Canada. The union
negotiates annual pay increments for part-

time workers with various federal employers. A
joint PSAC/Treasury Board study on the issue of
“captive time” for Table 3 members leads to the
negotiation of additional compensatory leave for
members who travel over 40 nights per year on the
job. PSAC is the first union in Canada to negotiate
a combined full-year of maternity/parental leave
allowances in our public sector agreements.

In another first, Canadian artists support the
PSAC members striking at the National Gallery
of Canada and the Canadian Museum of
Contemporary Photography by contributing to
the “Picket Signs by Artists” event. The union
wins three days to observe cultural activity for
members at Weeneebayko General Hospital.

2002

PSAC negotiates a $250,000 payment by Canada
Post to start-up a union- administered child-care
centre in New Brunswick. Together with other
federal public sector unions, PSAC jointly hosts
the Public Services International Congress in
Ottawa which launches a global campaign in
support of pay equity.

Commissionaires represented by PSAC in Victoria,
the Islands and the Yukon ratify their first
agreement while new Commissionaire units are
organized in other regions. The union negotiates
a pay equity settlement worth $50-million to
workers of the Governments of the Northwest
Territory and Nunavut Territory.

m
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2003

The Social Justice Fund is launched and the

Hay River Housing Authority is the first Local to
negotiate employer contributions to the Fund.
PSAC members at Gander airport conduct the
longest strike in Canadian airport history. The
union holds its first national Pride conference
which also elects its Equal Opportunities
Committee representatives and elects its first
openly gay and leshian executive officers and the
first Aboriginal executive officer.

A joint PSAC/Treasury Board pay study shows
many operational workers at Table 2 are being
paid less than market rates, leading to special
pay adjustments negotiated in 2004 averaging
8%.

2004

PSAC concludes negotiations for 120,000
members with an unprecedented level of
coordination and membership communication
during a 57-day strike against Parks Canada

and strategic and general strike action against
Treasury Board and the Canada Revenue Agency.
The PSAC National Aboriginal, Inuit and Métis
(NAIM) Network is established to provide a unified
voice for this diverse community, to empower
each other and advance their rights.

The union wins the right to represent over 1,400
Teaching Assistants and other students employed
by the Université du Québec a Montréal (UQAM)
and successfully negotiates an agreement

within eight months. The union is also certified
for workers employed by BHP Billiton, the first
unionized diamond mine in Canada.
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2008

PSAC signs an agreement with the Dene Nation to
jointly explore work-related and labour relations
issues facing Dene workers. One out of every

four workers in the northern territories is a PSAC
member. PSAC’s 22-year-old pay equity complaint
against Canada Post results in a Human Rights
Tribunal award of a minimum of $150-million in
adjustments and interest. For the first time, the
seven PSAC Regional Executive Vice-Presidents
are elected by delegates at their respective
regional triennial conventions.

2000

After a three-month strike and a “dirty diamond”
campaign against BHP Billiton, the largest
mining company in the world, PSAC members

at the Ekati mine in the Northwest Territories
win their first collective agreement. At the 2006
triennial national convention, delegates elect a
new national president John Gordon and adopt
a major policy and plan to defend quality public
services. PSAC organizes the Nishnawabe-Aski
police officers, the largest First Nations police
force in North America. For the first time, five
thousand PSAC members in the federal public
service are surveyed as part of the development
of bargaining and political strategy. The

union achieves another pay equity victory in
negotiations with the Canadian Museum of
Nature and launches a new leadership training
program for PSAC national leaders.
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7IPS For The Chairperson

CALL TO ORDER:

e Chairperson says “Order, please! | now
declare this meeting of (name of PSAC Local/
Component) open”.

RULL CALL OF OFFICERS:

The Secretary will call the roll of Officers so
that all may hear. (Officers are responsible
for the ongoing leadership of the Local

and should set an example by their
attendance).

e Secretary calls roll, naming each Officer
in turn: “President, Vice-President(s),
Secretary, Treasurer, Chief Steward, etc. “

e Secretary will enter the names of Officers
present and absent in the Minutes.

ADOPTION OF AGENDA:

e Anagenda is put before a meeting by way
of a motion (moved, seconded, amended if
applicable, and adopted by the meeting).
The agenda should be prepared in advance
of the meeting (usually by the Secretary
or the President) after consultation with
the Executive Committee. It should be
distributed to all members in attendance
at the meeting, or posted in the front of the
room where all can see it.

e (Chairperson says “You have before you the
agenda for this meeting. | will now accept
a motion.”

¢ A member of the Executive (usually the
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Secretary) moves acceptance of the agenda;
this motion is usually seconded by another
member of the Executive.

e Once adopted, the agenda is used as a guide
by the Chairperson during the meeting.

READING AND APPROVAL
OF MINUTES OF PREVIOUS
MEETING:

e (Choose one of the following options:

Chairperson says “The Secretary will please
read the minutes of the last meeting.”
Secretary stands while reading and makes
sure all the members in the room can hear.

or

Chairperson distributes copies of the minutes
of the last meeting and provides a few
minutes for members to review them.

e (Chairperson says “Are there any errors or
omissions in the minutes?” (pause) "If not,
the Chair will accept a motion”.

NOTE: If there is a correction to the minutes,
a simple majority vote of the meeting is
necessary to make the correction. Business
referred by the minutes to this meeting
should be taken up under unfinished business
at that point on the agenda (see “UNFINISHED
BUSINESS”).



TREASURER’S REPORT:

e (Chairperson says “The Treasurer will make
her/his report on the financial condition of
the Local”.

e Treasurer makes the report and moves
acceptance.

e (Chairperson says "You have heard the
Treasurer’s report and she/he has moved
acceptance.”

“The motion has been seconded.”

“Are you ready for the question?(at which
point participants vote on the Treasurer’s
report)”

COMMUNICATIONS AND
BILLS:

e Examination and recommendation of all
bills should be made by the Executive prior
to the meeting. Letters should also be read
by the Executive (prior to the meeting)
and recommendations prepared. Letters
requiring action (to join something, to give
something) must be read to the meeting
with a recommendation by the Executive
Committee to the meeting.

e (Chairperson says “Are there any letters or
bills?”

e Secretary will reply accordingly.

e (Chairperson says “You have heard the
recommendation of the Executive Committee
to pay $ to (give name) for
(specify what). Do | hear a motion to pay?”

CUMMIT TEE REPORTS:

Reports should be in writing. Ask the
person making the report to come to the
front of the room while reporting. Most
committee reports should be short, snappy
and to the point. The purpose of the
committee is to make plans to present to
the membership for approval. The report
need only contain sufficient detail so that
the members understand the content.

Chairperson says “Will the Chairperson
of the committee make her/his
report.”

Committee Chairperson reads the report
and moves its adoption. Another committee
member will usually second the motion.

Chairperson says “The report is open for
discussion”.

NOTE: The Chairperson of the committee

reporting should remain at the front of the
room (to respond to questions, provide more
information, etc.) until the report has been
adopted by the meeting.

UNFINISHED BUSINESS:

Unfinished business are items that have
been before the Local already, either from
“new business” at a previous meeting or
from earlier in the present meeting referred
to this position on the agenda.

Chairperson says “Is there any unfinished
business?”

Secretary will provide the Chairperson with
the items (if any) which should now be
brought to the attention of the meeting.
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e (Chairperson announces each item in
turn, requests a motion on each one and,
when duly seconded, invites discussion
by members. When all items have been
disposed of the...

e (Chairperson says “Is there any further
unfinished business?”

e Hearing no reply, the Chairperson will close
the “Unfinished Business” item and move
on to the next item on the meeting agenda.

NOMINATIONS AND
ELEBTIUNS

Chairperson says “The next item in the order
of business is the nomination and election
of Officers”.

e The Chairperson will read out and review
the rules for nominations and elections
(see PSAC Rules of Order booklet, and
Component and Local By-Laws).

e The Chairperson will turn the meeting
over to the person who will conduct
the nominations and elections. This is
usually the Chairperson of the Nominating
Committee.

NOTE: Nominees must be members in good
standing. Nominees must express their
willingness to serve and perform the
duties if elected. Elections will be decided
by a simple majority. Elected Officers
are expected to set an example by their
attendance at meetings; the Oath of Office
should be administered to all Officers
immediately before taking office.
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OATH OF OFFICE: “I (state your name) having
been elected an Officer of the Public Service
Alliance of Canada, solemnly declare that for
my term of office | shall abide by and uphold
this Constitution, fulfill the duties of such
office, will maintain and uphold the dignity of
the Union and will always keep confidential
all matters concerning the affairs of the union
that are brought to my attention.”

NE W BUSINESS:

New business is that which is brought up for
the first time at a meeting. It may come from
recommendations in the various committee
reports, from letters, bills or from any
member on any subject.

e [tems will be brought up (if any) and the
Chairperson will deal with them by applying
normal rules of order i.e., dealing with each
item as it is moved and seconded by the
members.

e (Chairperson says “We will now deal with any
new business”.

ADJOURNMENT:

e (Chairperson says “Having completed our
business, | declare this meeting adjourned.”

Or

e (Chairperson says “Having reached the time
for adjournment specified in our Local By-
Laws, | declare this meeting adjourned”.

¢ A motion to adjourn will be considered if
neither of the above circumstances has
occurred.



Consensus Decision-MAkinj

Definition of Consensus:

Consensus has been achieved when everyone in
the meeting can honestly say the following four
statements to every other person:

1. 1believe you understand my point of view.
2. | believe | understand your point of view.

3. I believe the decision has been made in an
open and fair manner.

4. 1 am willing to support the group’s decision,
whether or not it is my preference.

Steps in Reaching
Consensus:

e Rounds will be done for each key decision
(see “Levels of Consensus” below).

e [nthe event a decision cannot be reached by
consensus, we will decide to:

1. continue the discussion in the current
meeting and push back other items;

2. table the item for further discussion in a
future meeting and identify any further

Levels of Consensus:

During a round, each person indicates where they
are with respect to the decision being proposed:

1. Fully support.

2. Support with reservations.

3. Acceptable.

4. Will not block it, can live with it.*
5

. Need more information or more discussion
(identify what information is needed, how
it will be obtained and when)**

6. No, cannot accept it.***

*Any response at #4 or above constitutes
consensus.

** indicates that consensus may be possible
with more information or discussion.

***indicates a fundamental disagreement.

information people will need to facilitate that =

discussion;

3. refer the item to committee for
further discussion and formulation of

recommendations, or to another arena for

resolution;

4. declare that there is no consensus and decide to:
a) continue with modified goals or objectives
b) disband
¢) Seek assistance to reach a resolution.
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Active Lisfeninj

The goal of active listening is that the person speaking not
only sees that someone is listening, but also feels listened to.

e Give non-verbal cues: nod, make eye contact, don’t fuss
with distractions (twirling pens, rusting papers).

e Acknowledge: verbalize your concern (“that must be really
hard”, “I can certainly relate to what you are saying”).

e Paraphrase / summarize: check in to make sure you
understand what’s being said by repeating it in your words
and seeking confirmation.

e Ask open-ended questions — something that cannot be
answered with a yes or a no.

e Be Informed: gather as much information from the speaker
as possible.

e Respond: by offering options, not advice.

The Art of Askinj
Good Ouestions

e Ask questions to clarify.

e Ask questions that deepen the conversation.

e Ask questions that draw people out.

e Ask questions that seek common ground.

e Ask questions that help the speaker become more specific.

e Ask questions that give choices, which help the person
responding explore contradictions or complexities.
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Team Buildinj

What is a team?

Ateam is a group of individuals brought
together in order to accomplish a task that
cannot be effectively or efficiently completed
by an individual. This group may be temporary
or long term in nature. The length of time

that the team will be together has a great
effect on the ability of the individuals to work
together. Ateam may contain individuals with
various areas of interest or expertise in order
to accomplish the assigned task/s in the most
efficient and correct manner.

Why are teams
important?

When trying to complete some tasks, teams may
be more effective than an individual.

They offer the ability for individuals to get to
know their team members and develop working
relationships. Teams allow organizations to
develop a strong culture that incorporates the
needs and expectations of all of its members.

Team dynamics and
characteristics

Group members may exhibit verbal and non-
verbal behaviours that you should be aware

of while working with them. Observing these
behaviours can help you to understand their
points of view, their desires, and their abilities.

Many groups have established roles and norms
for the members of their groups.

Groups may establish or need to establish
decision-making procedures.

To work in a team effectively, it may be necessary
to take into account how each individual member
works best. Some work best in singular tasks
alone, while others work best in groups. How the
tasks of the group are delegated may depend on
how each individual in the group works.

Task and goal orientation
of the team

A strong working relationship between members
of a team allows for high quality work. This
results in the best possible results, through
proper team collaboration. Sometimes, the job is
entirely too large for any individual to complete
alone.
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Dealinj with Diffieult Crroup Dt’namics

Some common issves and what Fo do about them

Prevention:

The best way to avoid difficult group dynamics

is to acknowledge the possibility, and
anticipate situations where they might arise.
Any group that plans to spend some time
together discussing issues, making decisions,
and working together, should develop some
group guidelines, or a group agreement for
meeting process and/or decision-making.

For example:

e one person will speak at a time
e we will all listen actively to each other
e we will be respectful of each other

e we will attempt to use consensus in all
our decision-making, etc.

Problem-solving:

Despite best efforts to create a respectful and
productive environment, difficulties are likely
to surface. Periods of misunderstanding and
frustration are normal when a group is under
pressure and dealing with difficult issues in
what can sometimes be a tense and political
environment. After all, the group does consist
of individuals with different styles of working
and different experiences to bring to the table.
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e [tisimportantin a group setting that
participants take responsibility for
identifying a group dynamic problem when
it takes place. This means a shift in focus
from the issue at hand, to looking at the
process for dealing with the issue.

Before choosing “what to do”, the group needs
to analyze the situation then fit their solution
to the specifics of the situation. The following
questions may help.

1. WHY IS IT HAPPENING?
(What do the signals indicate?)

2. ISTHIS A GROUP OR AN INDIVIDUAL
ISSUE?

3. WHO AND WHAT NEEDS OUR ATTENTION?
4. WHAT ARE OUR OPTIONS

® now!
e a little later... maybe?
¢ what option might we choose (and why)

e what option will we not choose (and
why)

e how can we promote group responsibility
for naming and addressing this
problem?

e prevention (for next time)



Tem,olafe for S'oeakinj Notes

Opening paragraph

e outlines the topic or main point of the presentation
e provides an overview of the content of the presentation

e captures the theme of the presentation with a powerful
statement or question

Body

e A series of paragraphs which flow from the opening
paragraph supporting its main point in a logical order. For
example, you can build on your topic with some background
or history, add some information that supports the theme of
your topic, and present an update on the status of your topic
to date. Be sure to let your audience know what, if anything
you want them to do, to support the topic being presented.

e These paragraphs should contain examples and facts to
build support for your topic.

e There should be a minimum of three supporting ideas/
themes that build on the topic of the presentation.

e When flowing from one idea to another it is important to use
a transitional sentence so the audience understands the
shift from one topic to the next.

Concluding paragraph

. briefly summarizes the main points of the presentation

. reiterates the objective of your presentation and what
you want from your audience

. makes concluding remark(s)

The PSAC Local Officers’ Handbook / 2008 g’



T/Ps for Effective Meefinjs

The fo”owinﬁ 'Hrs can be vsed as 3uiielines

for funning effective meeﬁnﬂs.

¢ Be punctual, start the meeting on time
even if everyone is not in attendance.

e Someone needs to be responsible for
chairing / facilitating the meeting (more
formal meeting in which “rules of order”
are being followed will require a “chair”
while less formal meeting can simply be
facilitated; the group should collectively
decide on the approach to be used at the
beginning of its mandate).

e Someone should be responsible for taking
minutes of the meeting.

e Meetings should be planned with a clear
agenda which is reviewed at the beginning
of the meeting and includes who is
responsible for each item and duration
allotted for each item.

e Participants should have an opportunity
to submit agenda items either prior to
the meeting or at the beginning of the
meeting.

e |nformation necessary for discussion at
the meeting should be circulated ahead of
time.

e The chair/ facilitator is responsible to
keep the meeting focused on the agenda.

e The group should agree to the duration of

the meeting before business is conducted; {

the chair / facilitator should keep to this
group commitment.
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Participants should have a clear
understanding about how information
will be shared in the meeting, by whom,
and when there will be opportunities for
discussion and decision-making.

Discussions should allow for a range of
opinions to be shared respectfully.

For decision-making a predetermined
process (majority, consensus, etc) should
be agreed upon.

Decisions should be documented and a
record of responsibilities made.

Meeting process should be assessed at
the end of each meeting, checking in with
all participants with a view to making any
necessary improvements.

The room should be set up in a manner
that is appropriate for the group: small
group discussions may require a round
table set up; larger presentation-type
meetings may require a theatre-style set
up with a front podium and rows of chairs.




'T/}os for 'Takinj Concise Notes:

Skills of good note takers

60od note takers have the following skills: qood listening skills,
and ‘cnow’edﬂe of note +0J<in3 +ec;hniqpes.

Note taking methods

Sentence Method - Write each thought/
issue in a full sentence. Each new sentence
should be on a new line. This is a method for
those who are quick writers.

Point Form Method — write each thought/
issue in point form on a new line. This
ensures key issues are documented but is less
demanding on the note-taker.

White Spacing - Leave a 1 inch to 1 1/2 inch
column on the left side of your note pad. Use
this space to identify who is speaking, add
information about a concept or the speaker,
and summarize concepts as they become
clear, and so on.

Use different symbols, colours, fonts,
etc. to highlight your notes. For instance
— each new topic could be written in capital
letters, underlined, and numbered:; all
decisions could be highlighted or boxed in red
ink; a large red box (for checking when follow-
up is completed at a later date), could be
inserted before each issue requiring action or
follow-up. Whatever system you choose, make
it one that is consistent, easy to remember
and easy to incorporate into your notes.

Capturing information

Be sure to title and date each set of notes you
take.

Write the full names of each party attending a
meeting and/or the names of speakers, guests,
resource persons, etc at the top of the page for
each new session.

Do not write verbatim notes. Capture key
discussion items, contentious issues,
decisions, and follow-up items in your notes.

If there are portions of a discussion that you
missed, indicate this in your notes so that you
can follow-up with someone else later.

Accuracy

Review your notes as soon as possible

after each meeting/session. You may want to
incorporate additions to your notes to ensure
they will be fully understood at a later
date. Alternatively, you could re-write/type your
notes, weeding out unnecessary information
and ensuring all relevant information,
decisions, and follow-up are clearly captured.

The PSAC Local Officers’ Handbook / 2008 93



94

Tips for Presenfm
'oea.kmj a Meezmjs

Know the room. Be familiar with the place in
which you will speak. Arrive early, ensure
it is set-up so that everyone can easily see
and hear you, and where possible, each
other. Make yourself accessible to the
people you are speaking to. If applicable,
set up a table with support materials in
advance of the meeting and put posters up
that reinforce your topic.

Know the audience. Consult with the
meeting organizer in advance to familiarize
yourself with who will be in attendance;
classification breakdowns, gender and
equity representation, work environments
and particular issues at the workplace
that may effect discussion at the meeting.
Tailor your presentation to the group of
members you will be talking with. Use
language, examples and stories that make
sense to your listeners. Know what level
of experience they have with your topic.
Relate your topic to what they care about.

Know your material. What do you want to
accomplish by speaking to this group?
What key information do you want to
provide? Decide on a few main points you
want people to remember. Repeat them
often. Say them in different ways. If you
use numbers or statistics, interpret them or
make them part of a story so that they are
meaningful.
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Organize your speaking materials in point
form. Make sure there are clear spaces
between each point, and that your written
materials are in large print so you can find
your place after looking up to engage with
participants. Have all support documents
copied in advance and organized for
distribution or display.

Practice your presentation so you are not
dependent on your notes all the time.

Know your limitations. If you are asked to
answer a question or explain something you
are not sure of, be honest. You can follow-up
after the meeting. If the question/issue is not
related to your presentation, let people know
where they might be able to go for assistance
—don’t get caught up in non-related issues.

Build democracy into your presentation.
You are there to share important information
with a group of members. Focus on the
points you want to make not how you look
making them. Allow time for questions
and discussion. Acknowledge and address
concerns raised by participants, where
possible. Try to integrate membership input
into your concluding statements so they know
they have been heard. Don’t take offence,
and always remain calm and in control of
your emotions.

Set the mood. Don't tell your audience how to
feel. Show them through your words, your
body language and your enthusiasm and
commitment to the issue(s). Use stories,
memories and examples to bring out that
feeling in them.



Tif)s for Developinj a Sfrafeﬂ

Be clear about your issue

e Nameit
e What are we building for?
e What other gains can be made in the process?

Identify your goals

Short Term —What do we want to accomplish
right now? What is achievable? What is the
minimum we can accept in the short term?

Mid Term — Are we trying to gain new ground or
protect what we already have? What can we
anticipate in the mid term that will help us
meet our long-term objectives?

Long Term —What does this mean; what period
of time are we looking at? What specifically
are our long term objectives? What is the
minimum we can accept in the long term?

Possible allies /
anticipating the opposition
Who's on our side?
Who's not?

[
[ ]
e Who's a fence sitter?
o Why?

The message:

e Who are we trying to speak to?

e How will we frame our message to garner
support and be successful?

e s positive media coverage critical to our success?
e |f so, how do we achieve it?
¢ How can we respond to anticipated opposition?

e What is our message to our supporters? To the
fence sitters?

Assessing the situation:
Openings

What opening or opportunity exists now that
makes this a good time to take action?

How long is this window of opportunity open to us?

If we don’t take advantage of this opening
now, when will we get another chance?

Are we (or our group) the leader on this issue,
or are we joining a larger struggle?

Are we reaching out to groups who could be
standing with us?

Possibilities

Are we trying to defend what we have or gain
new ground?

Can we turn the tables and put our opposition
on the defensive?

Can we for them to defend and indefensible
position?

Is our issue ambitious enough?
How will we measure our success?

Who else does this issue touch? How do we
involve them?

Who amongst those with power and influence
over our issue(s) might be convinced to help
us influence others?

Do we need total support to achieve our goal?

Building Activism Course - CAW
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Six Practical T/}o

s on How to

Lobb\' Vow Elected 04ficial

1. Establish your agenda and  °

goals.

Know what subject you are going to address.
Don’t overload with issues -- stick to no more
than two or three.

Decide what you would like to get out of the
visit, i.e., a commitment to vote for your issue,
leadership on the issue, or you may decide the
visit is simply informational.

Allow time for small talk at the outset, but not
too much. Remember, it’s your visit.

If it is a group visit, decide who will start the
discussion and put your agenda on the table.

2. Listen well.

Much of lobbying is listening, looking for
indications of the elected official’s views,
and finding opportunities to provide good
information.

If you are meeting with a “silent type,” draw °

her/him out by asking questions.

If you are confronted with a “long-winded
type,” look for openings to bring her/him back
to the point.

Be prepared, but don’t
feel that you need to be an
expert. .

Most elected officials are generalists, like
many of us. Do your homework, but don’t feel
that you need to know every little detail of an
issue. Air personal feelings and experiences
where appropriate. Relate the concerns of
your friends and members of the community.

Know when to admit “I don’t know,” and offer
to follow up with the information.

Be open to counter-arguments, but don't get
stuck on them. Don’t be argumentative or
confrontational.

4. Don’t stay too long.

Try to get closure on your issue. If you hear
what you had hoped for, express your thanks
and leave. If you reach an impasse, thank
her/him, even if disappointed, and say so.
Leave room to continue the discussion at
another time.

5. Remember you are there to

build a relationship.

If the elected official is good on an issue you've
been involved in or has supported your position
in the past, be sure to acknowledge your
appreciation during the course of the visit.

If the opposite is true, think of the phrase, “No
permanent friends, no permanent enemies.”
Some day, on some issue of importance to
you, s/he may come through. In the meantime,
your visit may prevent the official from being
an active opponent. In other words, you may
help to turn down the heat on the other side.

6. Follow-up is important.

Be sure to send a thank-you note after the
visit. If commitments were made in the
meeting, repeat your understanding of them.
If staff members were present, write to them
too. They can often be important allies.

Source: Common Cause 1989
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