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DUTIES OF THE PRESIDENT

The president of the Association has the primary responsibility of making the association work.  He/she must be willing to seek out volunteers to do the work of the association.  He/she is the supreme advocate for members and employees of the bargaining unit.  He/she must create a relationship with employees, administrators, the board of education, and the public.  He/she should act as coordinator and leader for all the activities of the association, but should not attempt to do the work.

It is the responsibility of the president:

1. To preside over meetings.

2. To appoint and to delegate responsibilities to committees.

3. To organize planning sessions with key members of the organization, who will set the objectives, programs, and meetings of the local association.

4. To develop a relationship among association members and to allow local leaders to take an active role in association activities.

5. To develop a program that will give the Association a presence every board of education meeting.

6. To familiarize himself/herself with the programs, priorities, and communications of the IEA-NEA and the NEA and pass along such programs, priorities and communications to the leaders and members of the organization.
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PRESIDENTS – DO IT NOW!

A new local president should:

· Obtain and study a copy of your local’s constitution and bylaws.

· Discuss with your predecessor the activities of the organization for a smooth transition of leadership.  Direct the appropriate persons to obtain from their predecessors all minutes, correspondence, and records pertaining to their new position.  Review reports and actions of the previous year to be sure that the programs are continued smoothly and that there are no loose ends.

· In the event there are no minutes, correspondence, and records pertaining to your new position make policies that will create such documents for future presidents.

· Call on the local leadership and key members to set the local’s goals, calendar, and meeting dates.  Assess local needs and activities.  Then set in place plans and committees to accomplish the above.

· Check on significant dates ahead – such as the IEA-NEA Summer Leadership Conference, UniServ training for officers, etc. – and plan to attend.  Encourage other leaders to plan to attend as well.

· With your executive board (or executive committee or board of directors), be sure you have in place and functioning your local association committee structure and active association representatives at every work site to carry out the local’s goals.

· Encourage committee chairs to report on the progress of the association’s goals through written and verbal communication.  Evaluate progress toward reaching your local’s goals on a regular basis with the appropriate committee chairs and the general membership.

· Keep the membership informed and involved.

· Find and develop your successor.

President’s Do’s and Don’ts

Do:

· Be accessible to members

· Be inclusive of all members

· Be humble

· Be chief advocate for your association members

· Encourage all groups to participate in association activities 

· New members, minorities, etc.

· Provide training

· Promote your membership

Don’t:

· Be on a “power trip”

· Procrastinate

· Be untimely

· Limit member involvement

· Isolate work to a few people

· Do things yourself

· Allow yourself to be manipulated

· Sell out your membership

· Keep secrets

· Let personal problems interfere with your advocacy

DUTIES OF THE VICE PRESIDENT

The position of vice president is more than a “stand-in” or possible successor for the president.  Specific duties of the vice president will, of course, vary from local to local depending on the local association constitution and bylaws.  For example, some local associations charge the vice president with primary responsibility for membership promotion and for chairing the membership committee or other such responsibilities.

It is the responsibility of the vice president to:

1. Discuss with the president his/her personal goals, priorities, and programs for the local association and offer suggestions and assistance to carry these goals, priorities, and programs out.

2. Be prepared to chair committees if designated by the constitution and bylaws or if requested by the president.

3. Assist in planning the objectives, programs, and meetings of the local association.

4. Stay abreast of all current activities of the local association in case he/she is called upon to act in the absence or unavailability of the president.

5. Help “host” meetings in order to assist the president in carrying out the business of the meetings.

6. Serve as a liaison between members and the president and executive board (or executive committee or board of directors).
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DUTIES OF THE SECRETARY

Accuracy and follow-through make a good secretary!  The bad news is that the indispensable work of the local association secretary is often not recognized by the general membership.

It is the responsibility of the secretary to:

1. Serve as custodian of the records of the association and the source of all official statements of definite action, motions, directives, and assignments.

2. Keep the minutes of all regular and called meetings of the association.

3. Notify/remind officers and other leaders of important dates, assignments, annual reports, etc.

4. Have and maintain a systematic method of filing important association papers and correspondence.

5. Have a responsible substitute properly prepared in case he/she is unable to attend a particular meeting.

6. Send out notices of regular and special meetings of the association (unless that duty is assigned to someone else).

7. Carry out the correspondence of the association.

8. Plan in advance with the president the order of business for each meeting and prepare and distribute the agenda.

9. Maintain an up-to-date list of all committees, committee members, charges/tasks, etc.
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DUTIES OF THE TREASURER

A local association needs money to develop and be strong.  Rich or poor, it’s nice to have money.  It’s also nice to have it handled well.  A good treasurer has a lot more to do than handle money and keep accounts.  Responsibilities of the local association treasurer grow steadily as members realize the advantages of adequate finances and planned budgets.

It is the responsibility of the treasurer to:

1. Receive, protect and care for, and disburse all funds of the association as duly authorized, and maintain an accurate accounting of the funds.

2. Assist in preparing the budget and dues schedule for the year with other officers, and serve as financial advisor to the association.

3. Prepare and submit an annual financial report to the association and prepare other reports as may be required.

4. Verify accuracy of payroll deductions of dues.

5. Forward state and national dues and membership records (where appropriate) to proper authorities.

6. Maintain an accurate record of members and payment of dues in local, state and national associations.

7. Direct or assist the membership committee and notify members of their responsibility regarding payment of dues.

8. Present for audit all necessary records to the proper person.
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TIPS FOR THE LOCAL ASSOCIATION TREASURER

[image: image6.wmf]The following is a set of recommendations and procedures that should be followed by all locals.  We recommend that locals have an annual review or audit of their accounting records by an independent internal committee.

I. Cash Receipts and Disbursements

A. Deposits – Deposits should be made for all receipts.

1) Cash deductions should not be made from deposits.

2) Checks received for deposit should be endorsed by the affiliate upon receipt.

3) Deposits should be made timely.

B. Checks

1) Checks should require dual signatures.  Usually the local President and the Treasurer.

2) Each check should be supported by receipts, which have been authorized for payment on the document and the document cancelled after payment.  Receipts, which are created by the local on a standard form, are acceptable but not preferred.

3) Blank checks should not be signed and left in the checkbook.

C. Bank Statements and Checkbook

1) A running bank balance should be maintained in the local’s checkbook with all banking transactions listed clearly.

2) The monthly bank statement should be reconciled with the checkbook balance when received.

3) It is recommended that the checking account used pays interest on the account balance and that the bank returns the cancelled checks.  Usually the Credit Union will not meet this recommendation.  The cancelled checks are important for review purposes.

II. Treasurer’s Report

A. A budget should be approved for each fiscal year.  The budget should include the revenue that is available for the local’s discretion and not include the IEA-NEA and NEA dues.  Normally the bank balance(s) would not be budgeted as revenue. 

B. A treasurer’s report, which compares the budget to the actual revenue and expenses, should be presented at the appropriate leadership meetings.  The actual bank balance(s) can also be presented for additional information. 

C. A final year-end Treasurer’s Report should be presented with reconciled bank balance(s) and/or financial report including a Balance Sheet.  A sample annual financial statement is included in this section.

III. Other Considerations

A. The activity on the check stubs can be recorded in a journal/ledger or spreadsheet to simplify the monthly reporting.  The treasurer’s report can easily be prepared from these records.

B. The local may want to appoint a small review committee to review the annual records after the year-end report.  They would review for proper endorsements, receipts, dual signatures, cancelled check endorsements, etc.

Strong Local

The leaders of an IEA Local once said, “We don’t survey our members because they tell us things that bog down the bargaining process.”

At first glance one can see that this local may be in trouble.  It would appear there is little communication and the members have little input to the operation of the Local Association.

If a local is to be successful representing its members it must have a system in place to maximize member involvement.  The following plan is recommended to achieve member involvement.

Elements of a strong local association:


INFRASTRUCTURE-----The internal communication system of an effective local association.  (Communication is the single most important element of a strong local.)


MEMBER INVOLVEMENT-----A major component of any strong local is making a large percentage of the membership feel ownership and commitment to the local.  This is gained in part by the members being involved in the local.

MULTI-DIMENSIONAL PROGRAM-----The direction of the local and the activities for member involvement.  (Involved members buy into the spirit of UNITY and COLLEAGUIALITY.)


COLLECTIVE LEADERSHIP TEAM-----The people who will carry out the local’s Multi-dimensional program.


INTERACTION WITH OTHER LOCALS-----Developing a policy for sharing successes and failures with other locals to enhance each other’s strength.  (Why should we all reinvent the wheel?)

A local usually gains its power and effectiveness when it has certain components.  It has a strong INFRASTRUCTURE with trained Association Representatives (AR’s) in place, with a manageable ratio of members to each AR, usually 1 to 10.  These reps provide a face-to-face two-way communication system and a mechanism for involving members in activities.  The infrastructure also has communicators who assist AR’s in direct communications with the members.  A strong local involves many members in its activities at various times.  “The right person for the right job” concept is utilized in getting members involved.

The Association Representative
The strength of the local association is its membership.  Responding to what the members want from their local takes effective building level leadership.  This leadership is the Association Representatives (AR’s).  A strong local will have an appropriate number of AR’s in every building or work location.  It has been determined that the best ratio of AR to member is 1 to 10.

Since the AR’s are those closest to the members, they become the most important leaders in a strong local.  Their responsibility is to communicate with the members on a regular basis, even when there is no crisis.    Their communication may be as brief as a “hello, how are things going?” or as specific as “what are your views on the most current issue we are facing?”  In addition the AR must be informed enough to communicate the activities in which the Association is involved.  The information gathered is then taken to the leadership.

To achieve this level of efficiency the local association must develop a plan to educate the AR and provide a means for the communication to occur.  The relationship developed between the AR and the member is one of trust and confidence.

Communicators
A second leadership position in a building that is important to the infrastructure is that of the communicator.  A communicator is the person who personally hands out materials (newsletter, etc.) to a small group of members, usually the ten (10) that a particular AR represents.  They also may deliver messages or verbal information that AR’s want distributed to members.

The AR and the Communicator responsibilities will include assuring member attendance at meetings, getting out the vote, getting opinions on contractual issues, getting an accurate feel from the members about the direction the association is going, and gathering information that will determine the direction of the local association.  It is recommended that the AR and Communicator should not try to resolve member problems, but they should know the resource that will resolve member problems.

MEMBER INVOLVEMENT can be achieved through an effective communication system.  A member who knows that his/her ideas are gathered, considered, and appreciated will want to gain more knowledge about the workings of the association.  They will strive to see action plans through to completion.  Member involvement will make or break a good local association.

Involvement leads to ownership

Ownership leads to commitment and loyalty

Commitment and loyalty leads to strength and power

Conversely, when members believe their opinions are not considered they will tend to express little or no interest in association activities:

No involvement - no ownership

No ownership - no commitment and loyalty

No commitment no loyalty, no strength and power

In turn, widespread involvement reflects a varied, MULTI-DIMENSIONAL PROGRAM because any group of people has a variety of different interests.  A local, whose only program is bargaining, especially if it enters into multi-year contracts, will have a difficult time being effective, even in bargaining.  The local’s program is developed from the input received from members.  The input comes through face-to-face interviews between the AR’s and their ten (10) constituents (members).  The program is based on members’ concerns/needs/priorities.

Many people involved and a varied program also suggest a COLLECTIVE LEADERSHIP TEAM.  A local in which a president does everything or where too few members do too much is a sure sign of a weak local.  Only a local with a number of members taking leadership positions will be able to involve a large percentage of the membership in varied programs.

Presidents who do not understand the importance of involvement and ownership is a strong local will be less successful.  Presidents (and other leaders) who say:  “It is easier and quicker to do it myself” are committing a serious organizational development error.  The strength of the local becomes the president and when the president leaves office the association’s strength leaves as well.

Finally, a strong local INTERACTS WITH OTHER LOCALS because it understands that being isolated can lessen its power.  Communication and interaction between leaders spark creativity and exchange of ideas.  As locals work together they build more power in bargaining, in the political arena, and in the pursuit of their members’ needs and priorities.

When locals are interacting with other locals, they are networking for more power.  By sharing ideas and concerns, by exchanging programs and techniques, they are expanding their base of information and options.

A leader should not presume to be an expert in the operation of a local just because he/she has been elected to that position.  The membership should not presume that the election has created an expert either.  The mark of a good leader is one who encourages communication and puts in place those components that meet the needs of the membership.

RECRUITING VOLUNTEERS FOR YOUR LOCAL
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All local association leaders, particularly presidents, have gone through the frustrating experience of trying to get volunteers to work in the association—people to serve on committees, people to work campaigns, people to plan programs, and on and on.  This is designed to assist local association leaders in their efforts to get people involved, to gain more commitment from members, and ultimately to build stronger local associations.

What is a Volunteer?

A volunteer is one who performs tasks or participates of his/her own free will, one whose actions are founded not on any legal obligation but rather on personal choice.  It is obvious then that one cannot force people to become volunteers but rather must determine those factors that motivate people to volunteer and then build a recruitment program around those factors.

Why People Volunteer

The following are some of the primary reasons people choose to give of their time on a volunteer basis:

1. People Like to be involved - Studies show that it is basic human nature for people to desire consciously and subconsciously to be a part of activities and events that involve other people.

2. Issues or Causes - Involvement levels will increase when individuals are presented with an issue or cause with which they can identify.

3. Friend or Peer Influence - Friends and colleagues have substantial influence in motivating individuals to get involved.

4. Social Involvement and Reward - Just as some people will get involved because of an issue or cause, others will do so for the social interaction with others.  In addition, many people are attracted if there are rewards (i.e., recognition, status, etc.).

5. Pride and Ego Gratification - Most people take pride in doing something successfully and in belonging to a group that does things successfully.  This can be a strong motivating factor in getting people involved.

Preparing to Recruit Volunteers

Success in getting people involved will be greatly enhanced if the president and other leaders plan in advance the approach to a potential volunteer.  This is not meant to be a plan to trap the person, but a plan that will yield the best results.

First—Form a diverse group of leaders and members to: (1) brainstorm names of potential volunteers; (2) develop the plan to ask the person.

Second—Locate names by reviewing lists of past leaders (past association representatives, committee members, presidents) and participants in past association activities.  In addition, utilize the group to generate names of people who might be motivated to get involved if approached correctly.

Third—Request association leaders and possibly members to “nominate” people they believe would be good prospects for involvement (see sample nomination form).  NOTE:  This technique should always be used as apart of a total plan.  Never use it alone.

Fourth—Use an application form that would allow the individual to nominate him/herself.  Make the form interesting and emphasize the importance of the job described.  List only specific jobs or activities.  Again, this technique should only be used as part of a total plan.

Recruiting Volunteers  

Personal contact is the only really effective method to use in enlisting volunteers.  A personal, one-to-one meeting will generate far more success than a letter or an announcement put in a mailbox.  The actual contact needs to be planned in advance.

Include:

What the person is being asked to do (be as specific as possible),

Why this individual is being asked to volunteer,

And an approximate amount of time the Association is asking the individual to devote to this task.

Be positive.  Be prepared.  Be sincere.

Use, “I believe you are the right person for this position because . . ..”  In your conversation express the reason you believe the individual should want to volunteer (an issue, cause, pride, etc.).  Tailor your message to the situation.  For a veteran use, “As an experienced association member, your value to the organization is very high.  Will you . . .?”  For a rookie use, “We need new people with new ideas in our organization.  No experience is necessary, just your enthusiasm, energy and commitment.  Will you . . .?”

How to Keep Volunteers

Simply gaining the commitment of volunteers is not enough.  The objective should be to keep them active and interested.  The leader in charge of the task for which an individual is volunteering is a key factor in accomplishing this.

Whether it is the chairperson of a committee or the coordinator of an activity, the leader must be effective.  An effective leader should:

1. Develop timetables and set priorities;

2. Use a planning calendar and keep records;

3. Present the goal and allow the group to develop the strategy;

4. Be willing to delegate and make good use of talent;

5. Be a prodder to get the job done and say “Thank you” often.

The tasks assigned to the volunteer and the priorities set must:

1. Be realistic (evaluate time and resources);

2. Be exact and clear;

3. Be manageable and understandable.

The president of the local association should provide constant reinforcement to the volunteer, emphasizing frequently the importance of the job.  He/she should determine deadlines, be a prodder, thank the volunteer for taking the job and thank her/him again when the job is finished.

Other important elements in retaining volunteers are the maintenance of a good atmosphere and a good working environment; and most important, special recognition for a job well done (pins, newsletter coverage, awards, etc.).

	DO
	DON’T

	1. Consider why people volunteer
	1. Believe volunteers will call you first

	2. Preplan your program
	2. Use mail boxes to recruit

	3. Use various techniques to identify volunteers
	3. Begin until preplanning is done

	4. Use other people to help actually recruit the volunteers
	

	5. Generate ways/incentives to reward volunteers
	

	6. Say, “Thank you.”
	


In Summary

Volunteers, dedicated to improving the working conditions of school employees, built our organization.  All of us benefit from high involvement levels and from members who are motivated to achieve association goals.  Remember, involvement brings ownership and success.  It breeds new leaders and increases membership.  It is vital to the continued success of our organization.

Nomination Letter/Form to Get Volunteers
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TO:

All Members
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FROM:

Your Local Association Leadership

RE:

Increasing Our Effectiveness and Building a Stronger Local Association

We need your assistance in identifying people we can recruit for the many important jobs necessary to the functioning of a good local.  Please take a few minutes of your valuable time to complete the nomination form below.  Include the name of any individual you believe can make a positive contribution to our local.

All of us benefit when more people are involved.  The future strength of our local depends on your helping identify people!
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Membership Recruitment
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As important as it is to initially recruit members through a “membership drive” it is equally important to maintain that membership once it has been successfully completed.  It would be a shame to go to all the work of getting bargaining unit members to join only to lose them because they didn’t care to pay Union Dues, or because they perceive the Union to be a do nothing organization.

The purpose of the successful organization is to provide sufficient activities to maintain member interest.  Listed below are several ideas that will help to maintain member activism.  Of course the local will develop their own activities in conjunction with the following as well as any follow-up activities resulting from these activities.

1. Maintain several active committees to work for the member.  Staff these committees with different people.  Member involvement develops ownership of the organization.

· Bargaining Committee

· Grievance Committee

· Social Committee

· Membership Committee

· Newsletter Committee

· ETC.

2. Provide training to the membership relative to their job security.  An educated membership knows what they are protecting with their member involvement.

· Trainings relative to rights guaranteed through the contract.

· Grievance procedure

· Just Cause

· Sick Leave

· Vacation

· Insurance

· ETC.

· Trainings relative to rights guaranteed by Law

· Teachers Retirement System

· Illinois Municipal Retirement Fund

· State University Retirement System

· Family Medical Leave Act

· Commercial Drivers License

· Illinois Education Labor Relations Act

· Wage Payment Act

· ETC.

· Trainings relative to Organizational Development

· Communications

· Officers Training


· Association Representative Training

· ETC.
3. Schedule activities for fun and business.

· Executive Board Meetings

· General Membership Meetings

· Welcome to the New Work Year Party

· Thank God It’s Friday Party(s)

· Thanksgiving Party

· Member Appreciation Dinner

· Winter Party

· Year Ending Party

4. Develop organization assessment plan

· Formal Assessment Plan (This plan could be a paper assessment or an assessment through interview [face to face is always preferred].  It is taken once a year and should involve every member.)

· Informal Assessment Plan (This assessment should be done by interview only and taken ad hoc from different members.  There is no time frame with the informal plan but should be done sporadically throughout the year.  This is an ideal activity for the AR.)

· General Assessment Plan (Done by observation of the Executive Committee.)
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COMMITTEE APPOINTMENTS

The president, or his designee, should make personal, face-to-face invitations to committee service.  The president may choose to personally recruit the people to chair the various committees and then solicit volunteers to serve as committee members.  Once interested and willing members have been identified, the president and/or committee chair should follow-up by asking the individuals to serve on the committee.  (See “Recruiting & Organizing Volunteers” Section to assist in recruiting committee members.)

It is important that committees have something to do.  Make sure prospective committee members know what their task is so they can know when it will be completed.  Don’t form a committee just for the sake of having one!  The president should make sure standing committees are functioning and ad hoc committees are attending to their specific task.

It’s a good idea to establish continuity on standing committees with staggering terms.  Former committee members can often make good suggestions for new committee members.

A president with a good functioning committee structure will be a successful president.  Use the “Right Person for the Right Job” concept (see information in “The Association Representative” section) to fill your committees and they will be good committees! 

Local Association Committees

Standing Committees

· Executive

· [image: image13.wmf]Membership

· Negotiations

· Grievance

· Communication

· Elections

· Political Action

· Constitution and Bylaws

· Social

Ad Hoc Committees

· Insurance

· Budget

· Scholarship

· Professional Development

· Others
Executive Committee

Consists of:

· President

· Vice President

· Secretary

· Treasurer

· Council and Association Representatives

· Committee Chairs (Optional and, unless elected by members, without voting rights)

Duties:

1.
The oversight committee responsible for keeping the overall operation of the association in compliance with its governance documents.

2.
Facilitates and enforces decisions made by elected leaders 
(local, state, national).

3.
Responsible for making decisions in between regularly scheduled governance meetings of the elected leadership and in the case of an emergency.

Membership Committee

Charge:

1.
Establishes a membership recruitment and retention plan.  Updates the plan so that it is ongoing.

2.
Develops membership material tailored to the local.

3.
Updates the membership roster, keeping it current.

Negotiations Committee

Charge:

1.
Responsible for developing a survey to be distributed to the Membership in obtaining information for bargaining.

2.
Decide what members will be the composition of the bargaining team at the table for negotiations.

3.
Responsible for the information meetings conducted with the general membership regarding negotiations.

4.
Responsible for preparing the information and conducting the meeting for ratification of the negotiated agreement.

Grievance Committee

Charge:

1. Know and understand the Collective Bargaining Agreement

2. Determine what is a grievance.

3. Representative of the association to a grievant through the grievance process.

4.
Determines whether to proceed to the next grievance step if a grievance is denied.

Communication Committee

Charge:

1.
Develop and publish newsletter.

2.
Responsible for disseminating all internal and external communication under the direction of the elected leadership.

Elections Committee

Charge:

1.
The oversight committee for all of the association elections so that they are conducted in compliance with the governance documents.

2.
IEA-NEA’s only requirements are:  that the one-person, one-vote concept be used and that elections for officers and state and national delegates be conducted by secret ballot.

3.
Responsible for establishing a slate of candidates for governance elected positions – (officers and delegates).

4.
Responsible for distributing the election ballots to every member.

5.
Responsible for counting the election ballots and reporting out the results to all of the membership.

Political Action Committee

Charge:

1. Oversight committee responsible for all external elections at the local, state, and national levels.

· Local – school board elections

· Referenda

2. Tracking and communications with members regarding all legislative efforts at the local, state, and national levels.

3. Organizing all lobbying efforts.

4. Develop legislative contacts to each legislator within the local districts.

5. Coordinate efforts with the IEA Government Relations Department and the Grassroots Political Activist.

Social Committee

Charge:

1. Assess the needs of the local association with regard to social activities and spearhead the organization of those activities.

2. Arrange for any awards or presentations to be given on behalf of the local education association.

BUILDING YOUR LOCAL CALENDAR
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The difference between being organized and disorganized is, many times, as simple as having a calendar.  A calendar is important to the president because it will keep him or her on schedule and aware of important events.  It is important to the members because it keeps them informed of meetings and activities important to the member.  It is suggested that each year the president or his/her designee produce a LOCAL CALENDAR and distribute it to each member before the beginning of the next contract year.  This calendar can be as simple as a list of important dates on a single sheet of paper, or as complex as making a computer generated calendar to hang on the wall with pictures of local members or past events.  In either case this calendar works as communication to the member that the local is doing things and that it wants the membership involved.  This simple document gives the member a sense of comfort that his dues dollars are being spent wisely.

Of course each local will determine its calendar, but some essential dates to be listed on the LOCAL CALENDAR are:

1.
Dates of General Membership Meetings. (Suggest at least 3 per year.)

2.
Dates of Executive Board Meetings. (Suggest at least 1 per month.)

3.
Dates of Standing Committee Meetings. (Grievance, Bargaining, Newsletter, Social, etc.)

4.
Dates of Local Training Programs.

5.
Date contract expires.

6.
Summer Leadership Academy. (Typically last week in July in Bloomington, IL; 3-day commitment.)

7.
State ESP Professional Conference. (Typically in October in the Western Suburbs of Chicago; Friday night and all day Saturday commitment.)

8.
National ESP Day.  (Typically the Wednesday during National Education Week.)

9.
Collective Bargaining Conference. (Typically first weekend in December in Springfield, IL; Friday evening and all day Saturday commitment.)

10.
Illinois Education Association Representative Assembly (Typically first full week in March in Rosemont, IL; a 4-day commitment.)

11.
National Education Support Personnel Conference. (Held in April, location different from year to year; a 3-day commitment.)

12.
Any Regional training held during the year.  Check with the Region Office for these dates.

13.
National Education Association Representative Assembly.  (Typically held during the week of July Fourth, location different from year to year.)

14.
First and last day of school.

15.
Year-beginning or -ending activities for members sponsored by the local.

16.
Date for leadership recognition.

SAMPLE MEETING REMINDER NOTICE

Just a reminder that the next (name of group) meeting will be held on (date of meeting) at (place of meeting).  We will begin at (beginning time) and should be done by (ending time).

[image: image15.wmf]Below is the tentative agenda.  (If you wish to call attention to any agenda items or remind them of any materials they need to bring, do it here.)
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LOCAL EDUCATION ASSOCIATION

Date of Meeting

Time

Location

AGENDA

*
I.
Call to Order – Time

II.
Roll Call
*
III.
Approval of Minutes


IV.
Building/Constituent Concerns
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V.
Officers’ Reports



A.
President’s Report



B.
Vice-President’s Report



C.
Treasurer’s Report



D.
Regional Council Rep’s Report


E.


VI.
Committee Reports



A.



B.


VII.
Old Business Items



A.



B.

*
VIII.
New Business Items



A.



B.


IX.
Announcements


X.
Program


XI.
Adjournment

Items in italics are optional.  Items marked with * are mandatory.  Other items are conditionally required (i.e. “Old Business” is required if there is any unfinished business from the preceding meeting).

LOCAL EDUCATION ASSOCIATION

Date of Meeting

Time

[image: image18.wmf]Location

AGENDA


I.
CALL TO ORDER – Time


(You may put the starting time of the meeting either here or above.)


II.
ROLL CALL
(Attendance may be taken by secretary, but it could be by sign-in sheet rather than a formal roll call.)


III.
APPROVAL OF MINUTES
(Minutes of the previous meeting need not be read if printed copies have been distributed.  The chair should ask for additions or corrections to the minutes.  When there are no [further] additions or corrections, the chair should declare the minutes approved “as read”, “as printed”, or “as corrected”, whichever is appropriate.)


IV.
BUILDING/CONSTITUENT CONCERNS
(This allows time for AR's or members to raise issues and concerns.  The chair refers such items to the appropriate committee or leader.)


V.
OFFICERS’ REPORTS



A.
President’s Report



B.
Vice-President’s Report



C.
Treasurer’s Report



D.
Regional Council Rep’s Report



E.

(Any officers’ reports to be given are listed here.)


VI.
COMMITTEE REPORTS



A.




B.




(Any standing or ad hoc committee reports to be given are listed here.  Standing Committee reports are given first.)


VII.
OLD BUSINESS ITEMS



A.




B.



(Any items of business carried over from the preceding meeting are listed here.)


VIII.
NEW BUSINESS ITEMS



A.



B.



(New business items to be discussed or acted on at this meeting are listed here.)


IX.
ANNOUNCEMENTS


X.
PROGRAM


XI.
ADJOURNMENT

It is usually a good idea to make the last item under Committee Reports, Old Business, and New Business, “Other” just in case something was inadvertently left out.

Effective Meetings/Do’s and Don’ts

DO:

· Seek member participation

· Be neutral

· Be positive

· Be clear with issues and solutions

· End meeting on positive note

· Compliment participation

Don’t:

· Preach

· Take positions on issues

· Get personal

· Be a stone wall

· Dwell on an issue

· Ignore members who want to contribute

· Tell war stories

SIMPLIFIED PARLIAMENTARY PROCEDURES

A very useful paperback guidebook is “Parliamentary Procedure at a Glance” by O. Garfield Jones.  (Hawthorne Books, Inc., Publishers, 70 Fifth Avenue, New York, N.Y. 10011.)  It contains a handy index-tabbed center section, which enables the user to find out the salient facts about any motion quickly.

Usual Order of Business:

1. Call to order (by the Chair)

2. Approval of minutes

3. President’s Report (if any)

4. Treasurer’s Report (if any)

5. Reports of Committees


A.
Standing Committees


B.
Special Committees or Task Forces

6. Unfinished (“Old”) business

7. New business

8. Adjournment

Essential Steps in the Progress of Motions:

1. Presenting the motion (by any member of the assembly after recognition by the Chair)

2. Seconding the motion (by any other member of the assembly)

3. Stating the motion (by the Chair immediately after the second)

4. Discussing the motion (except when motion is not debatable)

5. Voting on the motion

6. Announcing the result (by the Chair immediately after the vote)

Table of Precedence of the More Common Motions (in order of precedence:)

	
	Debatable
	Amendable
	Vote Required

	1. To adjourn*
	No
	No
	Majority

	2. To recess immediately*
	No
	No
	Majority

	3. To lay on table
	No
	No
	Majority

	4. To close debate
	No
	No
	2/3

	5. To postpone until definite time
	Yes
	Yes
	Majority

	6. To refer to committee
	Yes
	Yes
	Majority

	7. To amend
	Yes
	Yes
	Majority

	8. To postpone indefinitely
	Yes
	No
	Majority

	9. Main motion
	Yes
	Yes
	Majority


*Motion to adjourn is highly ‘privileged” (i.e., non-debatable, not amendable, and requires immediate consideration) only if made while other business is under consideration.  If made when no other motion is pending, the motion to adjourn is treated like any main motion (i.e. it is debatable and may be amended).  The same rules apply to the motion to recess immediately—except that the motion to recess immediately while not debatable is amendable as to the length of the recess.

Miscellaneous Considerations:

1. The correct form for presenting a motion is as follows:

A.
Seek recognition from the Chair,

B.
Once recognized, present your motion (e.g., “I move that ”).

2. When making the motion to close debate, the traditional form is: “I move the previous question . . .” although it is just as proper and more readily understood to “move to close debate and vote immediately.”

3. The motion to postpone the question until a definite time later should, of course, mention the specific time proposed.

4. In order to be most efficient, the motion to refer to a new committee should specify the number on the committee, how the committee is to be selected, and when the committee should report.

5. The more common methods of amending motions are by striking out certain words, by inserting certain words, by adding certain words, or by any combination of the above.

6. The Chair should rule out of order any amendments which do not pertain to the pending motion and any amendments whose effect would be to reverse the intent of the original motion; obviously, members who oppose the original motion will have an opportunity to defeat it, by voting against it.

7. Similarly the Chair should rule out of order any amendment which would so expand or substantially change the original motion as to deprive its make of a fair chance to have that motion considered.  Such an amendment may be accepted as a Substitute Motion, however, if it represents a different way of dealing with the subject being considered in the Original Motion.  (See below.)

8. The proper way to handle Substitute Motions is probably the area of Parliamentary Procedures where most presiding officers feel they have met their nemesis.  The proper handling is as follows:

A.
An original Main Motion is being considered by the group, when someone who thinks he/she has a “better idea” offers a Substitute Motion, and receives a second.

B.
The Chair restates the Substitute Motion, and announces that debate can now focus on the relative merits of both the Main and the Substitute Motion.

C.
Once both motions have been discussed and “perfected” (i.e., amended) to the satisfaction of their respective proponents, the Chair first puts the Substitute Motion to a vote, saying, “The question is, ‘Shall the Substitute Motion replace the Original Motion as the main item under consideration?’  Those favoring replacing the Original with the Substitute, please say ‘Aye’ . . . etc.”

D.
A second vote is always necessary.  If the majority has voted to replace the Original with the Substitute, the Original automatically dies and the next vote is on the question, “Shall this substituted motion be adopted?” (There may be some who voted for the Substitute as the “lesser of two evils” – but who will vote “No” the second time, in hopes of killing both undesired motions.)  On the other hand, if the substitution was defeated, the second vote is on the question, “Shall the Original Main Motion be adopted?”

9. When members of the assembly call out informally, “Question!  Question!” the Chair should understand that they as individuals are ready to vote on the pending question or motion.  To obtain an immediate vote, a member must first be recognized by the Chair, and then must “move the Previous Question” or “move to close debate and vote” – and that motion must be seconded, and carried by a 2/3 majority.

10. Without security recognition from the Chair or even without waiting for a speaker to yield the floor, a member may rise to a point of order, to a point of information, or to a question of privilege.  No second is necessary.  The Chair must immediately take care of such “privileged questions.”

11. After an oral vote, any member who believes that the vote is too close to be announced accurately may demand a counted vote, merely by calling out “Division!” before the Chair has made a final ruling on the vote.

IEA RESOURCES

The Illinois Education Association offers many services to its member locals.  As a member local you should know what resources are available to you and how to access those resources.  It is recommended that the member local contact its UniServ Director for the bulk of these resources.

Some of the resources in which the member local may be interested are:

	IEA Advocate
800-252-8076
	IEA ESP Specialist
800-252-8076

	Illinois Education Labor Relations 
Board (IELRB)
UniServ Director
	Illinois Municipal Retirement 
Fund (IMRF)
800-275-4673

	Legal Services
UniServ Director
	Membership Processing
800-252-8076

	Research
UniServ Director
	Special Services
800-252-8076

	Springfield HQ
800-252-8076
	Training
UniServ Director

	UniServ Directors
Regional Office
	State University Retirement 
System
800-ASK-SURS

	Illinois Teachers Retirement System 

800-877-7896
	Higher Ed Specialist     800-252-8076
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	Bloomington
309-663-6400
	
	Morris
815-942-6220

	Carterville
618-733-4472
	
	Mt. Vernon
618-244-0015

	Champaign
217-384-2906
	
	Naperville
630-369-1555

	Decatur
217-875-9353
	
	Palatine
847-359-0300

	Edwardsville
618-656-0010
	
	Peoria
309-691-2288

	Effingham
217-342-2187
	
	Rockford
815-398-0995

	Elgin
847-742-2334
	
	Rushville
217-322-2101

	Libertyville
847-295-5740
	
	Skokie
847-329-7756

	Lombard
630-495-3250
	
	Springfield
217-787-7060

	Matteson
708-957-5511
	
	Sterling
815-626-3884

	Moline
309-797-4126
	
	Urbana
217-384-2906


ACRONYMS

	AAA
	American Arbitration Association

	AFT
	American Federation of Teachers

	AR
	Association Representation

	BOD
	Board of Directors

	BR
	Building Representative

	CAPE
	Committee to Combat Attacks on Public Education

	CB
	Collective Bargaining

	CEI
	Center for Education Innovation

	COBRA
	Consolidated Omnibus Budget Reconciliation Act

	COLA
	Cost of Living Adjustment

	EI
	Education International

	ESP
	Education Service Personnel

	FICA
	Federal Insurance Compensation Act

	FLSA
	Fair Labor Standards Act

	FMCS
	Federal Mediation and Conciliation Service

	FMLA
	Family and Medical Leave Act

	FR
	Faculty Representative

	GR
	Government Relations

	HB
	House Bill

	HIPAA
	Health Insurance Portability and Accountability Act

	IASB
	Illinois Association of School Boards

	IBHE
	Illinois Board of Higher Education

	IEA
	Illinois Education Association

	IEA RA
	IEA Representative Assembly

	IEASO
	Illinois Education Association Staff Organization

	IELRA
	Illinois Educational Labor Relations Act

	IELRB
	Illinois Educational Labor Relations Board

	ILP
	Illinois Learning Partnership

	IMIN
	Illinois Mutual Interest Negotiations

	IMRF
	Illinois Municipal Retirement Systems

	IPACE
	Illinois Political Action Committee for Education

	IPD
	Instruction and Professional Development

	ISBE
	Illinois State Board of Education

	NEA RA
	NEA Representative Assembly

	NEA-PAC
	NEA Political Action Committee

	PR
	Public Relations

	RC
	Representation Certification

	RIF
	Reduction in Force

	RISE
	Renewal for Illinois Schools in Education

	SB
	Senate Bill

	SLA
	Summer Leadership Academy

	SURS
	State University Retirement System

	TA
	Tentative Agreement

	TRS
	Teachers’ Retirement System

	UD
	UniServ Director

	ULP
	Unfair Labor Practice

	VR
	Voluntary Recognition


SELECTING A BARGAINING TEAM

Success in negotiating your first or most recent collective bargaining agreement depends upon the preparations you make and the bargaining team you select.

Getting Started

Before you select a bargaining team, you need to assess the concerns and needs of your members.  If your association contains more than one job classification, then those needs and concerns are likely to vary from group to group and possibly within the group.  Bargaining surveys and one-on-one visits with members help you know what people want in a contract.  If your local is bargaining its first agreement, your first mission is to learn what good benefits, policies, and rights presently exist and to incorporate those in the contract.
Selecting a Bargaining Committee and Team

The results of surveys and visits will determine your next step.  If there are many issues, a “bargaining committee” should be appointed by the association president in cooperation with the executive board.  A bargaining committee is a working group that researches and prepares your proposals; and from the bargaining committee will likely come the “bargaining team”, those individuals who will do the actual negotiating with the employer’s bargaining team.

Members of the bargaining committee and team should be selected by your association president and approved by your executive board but definitely not elected at large because you must try to represent the different interests in your local, which elections fail to do.  If your local includes general different job classifications (such as, transportation, food service, aides and assistants, secretarial-clerical, and custodial-maintenance), you need to make certain each of those has a voice on the committee and team.  If the committee and team have an individual from each general job classification, this insures that the diverse issues, needs, and concerns of each group is known and reflected in the bargaining proposals.  If it is impossible to have a person from each general job classification serve on the committee and team, at least have those individuals present at each bargaining sessions as “observers” who can assist your team.  If the distance between work sites is a major factor, consider diversifying representation so that the various geographical locations are represented.

In addition to balancing the interests of the different groups represented by your association, you want the best available person, who 

· Is respected by their co-workers,

· Will take the time and work hard for all members and the general welfare, is willing to take risks when necessary for a cause or principle,

· Can communicate with others,

· Can work under pressure,

· And has a high level of knowledge about your workplace.

Refining and Maintaining the Bargaining Team

The members of a bargaining team should be chosen from the bargaining committee.  Committee members have already been working on contract proposals, know the issues, and know each other.  Establishing a comfort level and then trust is critical for your team’s chemistry.

The size of a bargaining team is between three (3) and seven (7) persons.  If your local association has many different job classifications, then your team may fare better with seven (7) people.  If your association includes only one general job classification, a team of three (3) persons may work.  Generally speaking, a team of five (5) is best; and a rule of thumb is to have alternates who can replace any absent team member.

From contract to contract there is turnover on bargaining teams and committees.  While it is important to insert “new blood” into the team, it is equally important to maintain some continuity so that the new team pursues key bargaining goals.  

Determine the roles for your team.  You need a primary spokesperson to handle the dialogue with the employer bargaining team.  As spokesperson, this individual controls the flow of bargaining from the association’s side and should be your best “team” player.  Since tape recording chills bargaining, your team will need a person to (a) serve as recorder so that most of what is said at the table is also written into the association’s notes and (b) keep copies of all proposals and counterproposals.  Notes will be critical later if a grievance arises.  Salary is always the biggest membership issue; therefore, the team needs to have someone whose job is to be the “numbers” person.  The last role for all team members is to observe the other side.  The employer’s reaction or non-reaction to any association proposal can be helpful to your team in planning strategy.

Finally, just as there are people you want, there are those whom you will not want on the bargaining team – a person unable to do the job, a hot-tempered person, the president of the association, or someone with an ax to grind.  Have your team take the time to get to know each other, to learn to work together, and to be able to debate issues with each other without drawing blood.  Training in these skills can make a major difference during the process and produce better results in your finished contract.

Model Contract Overview


The following topics simplify the absolute basics for your first negotiated contract. The following topics and accompanying contract language are a model created to be a starter.  Confer with your UniServ Director to modify this language to fit your new local’s specific needs and concerns.  If you have an existing contract, use the following to check that your contract is current. 

The topics are divided into two groups.  Group A contains those items that are absolutely necessary to present to management for a first contract.  It serves as a checklist of items not to be overlooked.  In some instances it is important just to get your “foot in the door”, so that the language can later be renegotiated and improved.  Group B contains items that add value to your contract.  If you do not attain them in the first contract, you can pursue them in future bargaining.  Please refer to the Model Contract for language items.

	Group A - Basic
	Group B - Optimum

	Recognition

Illinois Education Labor Relations Act requirement
	Definition of terms used in Recognition Clause

	Printing Agreement and Distribution of Contract
	Time limit for completion of printing.

School District pays for all printing costs

	Grievance Procedure
Illinois Education Labor Relations Act requirement

Definitions; Procedural Steps; Bypass; Class Grievance; Non-Reprisal Clause; Release Time; Settlements & Withdrawals 
	Failure To Respond

	Employee Rights

Right to Organize and Participate; Rules and Regulations Governing Employees; Non-Discrimination; Employee Representation; Employee Notification of Assignments.
	Include minimum time limit if there is a modification in employee’s Assignment 


	Group A - Basic
	Group B - Optimum

	Association Rights

Subcontracting

Association Leave

Use of Facilities: Meeting Space; Equipment; Mailboxes; Bulletin Boards; Electronic Mail Dues Deduction

Fair Share

Board of Education New Employee List; Labor-Management Meetings
	Work Preservation; Generous Association Leave. 

Use of Facilities: Storage; Office Space; Announcements

Board of Education Agenda; Minutes; Consultation

	Employer Rights

Avoid ambiguous language
	

	Calendar – Work Load

Standard Work Week

Breaks and lunches

Open Campus

Part-Time Employees

Work Year; Twelve vs. Ten Month Employees

Holidays

Overtime: Regular; Holidays and Weekend Work; Call-Back Work

Overtime Procedure

Day/Night Shift Assignment

Bus Drivers Hours & Overtime
	Holidays: Paid for twelve month employees; Some paid holidays for ten month employees

	Working Conditions

Safety: unsafe or hazardous conditions; first aide kits; Hepatitis B injections; Insecticides or poisons; Safety gear

Restrooms & Break Rooms

Control & Discipline of Students

Administering Medication

Employee Responsibility
	Working in extreme cold

Reimbursement for Personal Property

	Emergency School Closing

Notification

Inclement Weather

Bomb Threat

Labor Dispute
	

	
	In-Service Training


	Group A - Basic
	Group B - Optimum

	Leaves

Sick Leave

Immediate Family-definition

Personal Leave

Bereavement Leave – for Immediate Family

Jury Duty

National Guard

Assault Leave

Sick Leave Bank

Unpaid Leave- 1 year

FMLA Leave
	Training and Development Leave

Accident or Injury Leave

Bereavement Leave – for non immediate family

Religious Holidays

Sick Leave Bank – Total days; donation for a co-worker

Unpaid Leave – 2 years

	Personnel File

Placement of materials in File

Right to Respond

Right to Examine File
	

	Employee Evaluation

Orientation

Probationary Employee Evaluation

Non-Probationary Employees

Pre & Post Evaluation Conference

Right to Respond

Recommendations

Public Complaints
	Observation

Public Complaint Procedure

	Employee Protection

Assault upon an Employee

Assault Accusations Against Employees

Employee Protection
	Bus Aide

	Discipline or Dismissal

Progressive Discipline
	Just Cause

	
	Maintenance of Standards

	Seniority

Definition

Seniority List

Loss of Seniority

Seniority Classifications
	

	Staff Reduction & Recall

Procedure

Recall Rights
	


	Group A - Basic
	Group B - Optimum

	Vacancies & Transfers

Definition of vacancy

Definition of transfer

Posting of vacancies

Voluntary Transfers

Involuntary Transfers
	Filling Vacancies

Trial Period

	Compensation & Benefits

Insurance: Term Life/Accidental Death & Dismemberment

Health Insurance

Mileage

Pay Periods

Wages: Salary Schedule 
	Income Protection Plan

Personal Property Insurance

Physical Examination

Wages: Temporary duties; Shift Differential; Miscellaneous Pay Schedule



	Employee Retirement
	Retirement Bonus

Retiree Medical Insurance

	Continuity of Operations

No Strike/No Lockout

Emergency Shutdown Days


	

	Effect of Agreement

Contract Amendments

Application of Agreement

Savings Clause

Statutory Changes
	

	Job Description & Classification
	

	Vacations

Full year employees


	Vacation time for school year employees

	Duration of Agreement
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The nomination technique can be used to find volunteers for most every position.  For a specific job, like finding an Association Representative for a school, send it only to the members in the school of those nominated!  Make the nomination project look important (because it is).  It will boost the ego of those nominated!!!





Involvement Nomination


I believe the following people could make a positive contribution to my association if they become involved:


�
�
(�
(�
�
Name�
School�
Member�
Nonmember�
�
Comments:
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�
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Name�
School�
Member�
Nonmember�
�
Comments:
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Name�
School�
Member�
Nonmember�
�
Comments:
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WEINGARTEN RIGHTS


If this discussion could in any way lead to my being disciplined or terminated, or affect my personal working conditions, I respectfully request that my Association representative be present at the meeting.  Without representation, I choose not to answer any questions.











This can help you remember the critical information to be included in a meeting reminder notice:





Does your meeting notice have D-SNAPS?





Date of meeting


Starting time


Name of group


Agenda


Place


Stuff to bring
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