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This “toolbox” contains some of the forms a local President may find useful.  It is not intended to be an exhaustive compilation, but is more like a “starter” kit.  If you have other forms you typically use, you may want to add them to this document.

There are three other documents you should have at hand at all times:

· Your Contract

· Your Constitution & Bylaws

· Your School Board Policy Manual

Index to Forms

Tools for Effective Meetings:

Meeting Attendance Sheet
Meeting Follow-up


Tools for Local Association Strength Analysis


Analyzing Your Local

Analyzing Your Building

Functional Roles of Group Members
Tools for Committee Appointments:


Executive Committee

Membership Committee

Negotiations Committee

Grievance Committee
Communications Committee
Elections Committee
Political Action Committee
Social Committee

Date of meeting:


Attendance Sheet

	Name:
	School:



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


MEETING FOLLOW UP

Date of Meeting:


	WHO
	WILL DO WHAT
	BY WHEN



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Analyzing Your Local

Introduction:  This instrument should be used by the local’s leadership team to attempt to objectively look at their local and its strengths and weaknesses.  Its purpose is to assist the leaders in determining the areas, which need their attention in order to build a stronger local.

The recommended method is to have each person on the leadership team complete the analyzing form individually, and then discuss and complete it as a group.

I.
Membership



90% or Fair Share



80%



70% or below


Notes and comments:

II.
Association Representatives (ARs)


A.  Ratio to Members



In reality, our overall AR to membership ratio is:



1 per 10 members



1 per 11-20 members



1 per building


Notes and Comments:


B.
Role/Effectiveness of AR

1.  Our ARs play an active role in local program planning 



Heavily Involved

Somewhat involved



Superficially Involved

Hardly Any Involvement

2.  ARs are seen as important leaders in the local



Very Much

Some are, Some are Not



They are not

3.  Check those things that most ARs do in the local



Meet periodically one-on-one with members



Use only mailboxes to communicate



Initially handle member problems/grievances



Regularly get others in building involved to do things

Notes and Comments:


III.
Involvement

A.  Benchmark Criteria:  A sizable number of members are involved in local activities.  More than 50% are doing something in the local.

Check One:



Exceeds benchmark criteria


Lower than benchmark, but more involvement than just a few doing everything


Very little involvement


Notes and Comments:

B.  How to get people involved


Check all those that apply:


Leaders regularly look for new people to get involved.


We make a conscious effort at recognizing/involving volunteers.


We use a nominating system where others nominate who they think would be good for a certain position.


We wait for volunteers.

Notes and Comments:


IV.
Competing Organization(s)

Check One


No competing organization(s) at all.


Some minor activity by competing organization(s), but nothing serious that can’t be contained.


Threat by competing organization(s) and need to be watched.

Notes and Comments:

V.
Program Planning

Check those that apply


Our local’s program is most determined by what the leaders believe.


If asked, most of our members would say they felt ownership in our program.


The only communications we have with most of our members is through our newsletter.

Notes and Comments:


VI.
Decision Making (Leadership Team)

Check those that apply:


Most major decisions are made by our officers.


Our ARs feel they help make important decisions.


Our ARs are not decision-makers, but rather paper and message distributors.

Notes and Comments:

VII.
Interacting With Other Locals

Check those that apply:


Our president meets regularly with other presidents.


Our local utilizes opportunities to meet with other locals over bargaining, evaluation, etc.

Notes and Comments:

Analyzing Your Building

Building Analysis Form

Instructions:
This can be used by ARs to analyze their own building, as well as by local leaders to analyze the strength/structure of their various buildings.  Benchmark criteria is what is measured against what is actually happening in the building.

I.  Association Reps (ARs)

Benchmark criteria:  One active AR per 10-15 members, follows through on actions/activities, gets others involved, attends meetings, interacts/interviews members for input (preferably one-on-one).

Scale  (circle one)

3 - Meets or exceeds benchmark criteria

2 - Generally meets benchmark criteria

1 - Overall, does not meet benchmark criteria

Comments/Explanations:

II.
Membership

Benchmark criteria (either use the percentage offered or write-in percentages that you feel better represents your local situation).

Scale (circle one)

3 - 90% = good

2 - 80% = marginal

1 - 70% = problems

Comments/Explanations:


III.
Involvement

Benchmark criteria:  30-40% of the members in the building are somehow involved (working for) with the Association.  (ARs, communicators, specialists [grievance, legislative, etc.], committees, short-term tasks –- anything that has them working for the Association).

Scale (circle one)

3 - 30-40% of members are somehow involved

2 - less percentage involved, but at least more than 10%

1 - little or no involvement; less than 10%

Comments/Explanations:

IV.
Communications

Benchmark Criteria:  Materials/messages, personally, distributed (no mailboxes!), utilizes others to distribute (communicators), two-way system vs. one-way, member feel their input is wanted and utilized.

Scale (circle one)

3 - meets or exceeds benchmark criteria

2 - generally meets benchmark criteria

1 - overall, does not meet benchmark criteria

Comments/Explanations:


V.
Competing Organization(s)

Benchmark criteria:  A competing organization(s) is in the building

Scale (circle one)

3 - no competing organization(s) is present in the building

2 - some pockets of competing organization(s) members are present

1 - a large pocket (more than 10% of eligible members) is present

Comments/Explanations:


Summary Analysis Total


I.
Association Reps Rating




II.
Membership Rating




III.
Involvement Rating




IV.
Communications Rating




V.
Competing Organizations Rating






Building’s Total Rating



Building’s Classification

(The classification would need to be designed by the local’s leaders to fit their particular circumstance.  A sample is provided below in addition to a place where a local’s own could be placed.)


Possible Classification
Classification


12-15=
Strong Building

 = Strong Building


8-11=
Marginal Building

= Marginal Building


7 - 0=
Weak Building

= Weak Building


FUNCTIONAL ROLES OF GROUP MEMBERS

	TASK FUNCTIONS:  When your behavior helps the group get a job done, accomplishes its tasks, you are filling task functions.  If a group is to function effectively, these roles must be filled properly.  Study the list below, placing a check in the box which best describes your behavior in this group.


	WHAT I DO MOST OFTEN
	WHAT I DO LEAST OFTEN
	WHAT I SHOULD PRACTICE

	1.
Initiating:  Proposing tasks or goals defining a group problem; suggesting a procedure or ideas for solving a problem; setting time limits or targets.
	
	
	

	2.
Information seeking:  Requesting facts; seeking relevant information about a group concern.
	
	
	

	3.
Information giving:  Offering facts; providing relevant information about group concerns.
	
	
	

	4.
Opinion seeking:  Asking for the feelings and opinions about a proposal; giving suggestions; clearing up confusions.
	
	
	

	5.
Opinion giving:  Offering your own feelings and opinions about a proposal; giving suggestions; clearing up confusions.
	
	
	

	6.
Clarifying:  Stating or paraphrasing an idea; interpreting or reflecting suggestions; clearing up confusions.
	
	
	

	7.
Elaborating:  Building on an idea and enlarging it; indicating alternatives and issues before the group; giving examples.
	
	
	

	8.
Summarizing:  Pulling together related ideas; restating suggestions after group has discussed them offering a decision or conclusion for the group to accept or reject.
	
	
	

	9.
Consensus testing:  Sending up trial balloons to see if group is nearing a conclusion; checking with group to see how much agreement has been reached.
	
	
	


	MAINTENANCE FUNCTIONS:  When you help the group patch up damages relationships, or minimize initial tendencies for relationships to become damaged, you area filling maintenance functions.  These functions help a group survive.  Check below in the box that best describes your behavior in this group.


	WHAT I DO MOST OFTEN
	WHAT I DO LEAST OFTEN
	WHAT I SHOULD PRACTICE

	1.
Encouraging:  Being friendly; warm and responsive to others; accepting others and their contributions; regarding others by giving them an opportunity or recognition.
	
	
	

	2.
Expressing group feelings:  Sensing feeling, mood relationships within the group; sharing your own feeling with other members.
	
	
	

	3.
Harmonizing:  Attempting to reconcile disagreements; reducing tension through “pouring oil on troubled waters”; getting people to explore their differences.
	
	
	

	4.
Compromising:  When your own ideas or status is involved in a conflict, offering to compromise your own position; admitting error, disciplining yourself to maintain group cohesion.
	
	
	

	5.
Gate-keeping:  Attempting to keep communication channels open; facilitating the participation of others; suggesting procedures for discussing group problems.
	
	
	

	6.
Setting standards:  Expressing standards for the group to achieve; applying standards to evaluating group function and production.
	
	
	

	7.
Testing standards:  Checking out with the group to see how people feel about norms that the group may have accepted or considered, its method of operating.
	
	
	


	SELF-ORIENTED FUNCTIONS:  When you are primarily meeting some personal need or goal with little regard to the group’s problems, you are filling “self-oriented” functions.  These hamper and retard the progress of the group and should be avoided, or at least openly acknowledged by you.  Check below in the box that best describes your behavior in this group.


	WHAT I DO MOST OFTEN
	WHAT I DO LEAST OFTEN

	1.
Aggressor.  Deflates the status of other; expresses disapproval of their values or acts; attacks the group or the problem it is working on; shows envy toward another’s contribution by trying to take credit for it.
	
	

	2.
Blocker.  Resists stubbornly; disagrees unreasonable; or attempts to maintain or bring back an issue after the group has rejected or passed beyond it.
	
	

	3.
Recognition-seeker.  Calls attention to himself by boasting; reports on personal achievement, struggles to prevent his being placed in an “inferior position.”
	
	

	4.
Self-confessor.  Uses the audience opportunity which the group provides to express personal non-group-oriented feelings, insights, etc.
	
	

	5.
Playboy:  Makes a display of his lack of involvement in the group’s processes.  This may take the form of cynicism, nonchalance, or horseplay.
	
	

	6.
Dominator.  Tries to assert authority or superiority in manipulating the group or certain members of the group.  Makes use of flattery; asserts a superior status or right to attention; gives directions authoritatively; interrupts the contributions of others.
	
	

	7.
Help-seeker.  Attempts to get sympathy from other group members by expression of insecurity, personal confusion, or unreasonable depreciation of himself.
	
	

	8.
Special interest pleader.  Speaks for the “small businessman,” the “grassroots,” the “community,” the “housewife,” “labor,” which usually cloaks his prejudices or biases in the stereotype which best fits his individual need.
	
	


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.

Members:

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.

Members:


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.

Members:


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.

Members:

Communication Committee

Charge:

1.
Develop and publish newsletter.

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

Members:


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.

Members:


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. Educate and/or lobby school board members, administrators, PTA, local business, churches, organizations etc. to understand and support strong policies which develop and promote good public education.

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

4. Organizing all lobbying efforts.

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

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

Members:


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.

Members:

