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LocAL UNION ADMINISTRATION OVERVIEW

OUTLINE

f your local union is to meet the needs of its members
it must be operated in an effective and efficient
manner. This not only includes the structure of your
local as determined by its constitution and by-laws,
but the performance of its officers in accordance with
the provisions of these documents. Local Union
Administration Overview will help you and your
local in achieving the goals your members have set
for it. You will find information on the duties of each
local union officer, as well as responsibilities of the
executive board and other committeesin your local.
Discussion on how to conduct membership meetings,
operate committees, develop PR programs, organize
political structures, manage union halls, and educate
your members is provided as well.

OBJECTIVES

The objectives of this workshop are to:

« acquaint you with how the internal structure of
your local should operate;

+ familiarize you with how to encourage member-
ship involvement through committees;

+ assist you in your local’s public relations efforts
both internally and externally;

+ familiarize you with how your local can become
more politically active through legislative
involvement;

« assist you in educating your members on issues
important to your local union;

+ familiarize you with how a union hall should be
structured and its uses as a business office and a
meeting place; and

« acquaint you with the various services and assis-
tance available from the |AFF.

COMPETENCIES

At the conclusion of this session, you will have
received training and information to assist you in
accomplishing each of the following competencies.
You will:

« understand why your local union constitution and
by-laws establish the basic organization of your
local;

& be able to identify the duties of alocal union pres-
ident, local union secretary, local union treasurer,
and local union executive board;

« be familiar with the fiscal responsibilities of your
members and your local union;

# know why it isimportant for your local to affiliate
itself with other labor organizations;

« know about your local’s bargaining agent respon-
sibility and “duty of fair representation”;

« know how a membership meeting should be
conducted;

« know the differences between standing committees
and special committees,

+ Dbe able to determine the size and make up of a
committee;

« befamiliar with the rules, rights and responsibili-
ties that govern the committees of your local;

« be ableto effectively use public relations to moti-
vate your members;

& know how to use public relations to help your loca
union present a positive image to your community
and influence decisions that affect your members;

+ be ableto differentiate between federal and non-
federal elections so that your local can make con-
tributions to campaigns appropriately;

+ understand the importance of your union becom-
ing involved in the political process at the local,
state and federal levels,

« be ableto identify grassroots lobbying as the most
effective method of political involvement;
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know of the importance of educating your mem-
bers about the policies and decisions of your local
union;

be able to identify the three different types of
training programs available from the |AFF;
understand the importance of the identity of your
local through the establishment of its union hall;
know that the business office of your local is an
area set aside for the purpose of conducting the
administrative function of your local;

be able to identify the functions and uses of a
union hall;

be able to identify the various services available
from the IAFF on politics, public relations, educa-
tion, safety, negotiations, hazardous materials and
EMS; and

understand the importance of becoming involved
with your state/provincial association.

TEXTBOOKS AND REFERENCES
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Local Secretary-Treasurer’s Informational Manual,
developed by the International Association of Fire
Fighters.

Local Union Administration, developed by the
International Association of Fire Fighters.

An Overview of Membership Services, developed
by the International Association of Fire Fighters.
Palitical Action for Fire Fighters, developed by
the International Association of Fire Fighters.
Public Relations—Putting it All Together, devel-
oped by the International Association of Fire
Fighters.
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LocAL UNION ADMINISTRATION OVERVIEW
INSTRUCTIONAL UNIT

INTERNAL STRUCTURE OF
A LOCAL UNION

Instructor Notes:

+ Begin your presentation by introducing your-
self and briefly stating the objectives of your
presentation (use slide #1).

LocAL UNION CONSTITUTION
AND By=-LAwsS

Instructor Notes:

+ Point out that a local union constitution and
by-laws establishes the basic organization of a
local (use dlide #2).

Through its constitution and by-laws, your local
establishes its basic organization, including the
duties and responsibilities of your local union
officers, executive board and committees, as well
as the various procedures that govern different
types of meetings.

Your local’s constitution and by-laws should pro-
vide the precepts necessary for governing your
members. It should meet their needs, as well as
be flexible for reasonable and future change.

The more definitive responsibilities, objectives
and organizational goals of your local should be
expressed in the preamble of your constitution
and by-laws. It is the duty of all your members to
respect these principles and carry them out while
performing their duties as members of the fire
service.

Your constitution and by-laws must mandate the
authority and responsibilities of all of its executive
officers, including your president, secretary,
treasurer, and members of your executive board.
It must also establish how your local will carry out
all of its business and conduct all of its meetings.

B. GENERAL OPERATIONS

1. Basic Organizational Structure
a. Administrative Operations

Instructor Notes:

« Point out that the administrative operations
of alocal are usually performed by a president,
a secretary, a treasurer, and an executive board
(use dlide #3).

+ Discuss the general duties of a local union
president (use slide #4).

+ Discuss the general duties of a local union
secretary (use slide #5).

« Discuss the general duties of a local union
treasurer (use side #6).

+ Discuss the general duties of a local union
executive board (use slide #7).

In most circumstances, local union officers
consist of a president, secretary, and treasurer.
Between membership meetings, all administra-
tive, executive and judicial powers of alocal
are performed by an executive board.

The president of your local union serves as
your local’s executive head. The president’s
general duties include:

« Presiding over all meetings of your local, as
well as over all of its executive board meetings.

« Appointing all committees provided for in
your local’s constitution and by-laws.

« Signing all orders and checks that are
properly and lawfully drawn.

« Enforcing the observance of the Inter-
national’s Constitution and By-Laws and the
constitution and by-laws of your local.

« Supervising the activities of other local
union officers and chairpersons of your
committees.

« Serving as delegate for your local at the
biennial |AFF Convention.



The secretary of your local union acts as your
local’s primary communications specialist. The
secretary’s general duties include:

+ Keeping custody of general documents,
records, books, and papers belonging to your
local, except as otherwise stated in your local
constitution and by-laws.

+ Keeping an accurate record (meeting
minutes) of your local union and executive
board meetings.

+ Attesting al official documents with the
secretary’s signature and seal of your local.

+ Conducting general correspondence of your
local.

« Maintaining and securing accurate and
current lists of members in good standing.

+ Executing and maintaining records of
reports that are filed with federal and state
authorities.

The treasurer of your local union keeps an
appropriate record of al financial transactions
of your local. The treasurer’s general duties
include:

+ Receiving all money due your local and
insuring that all funds are deposited in your
local’s proper account on a frequent basis.

+ Disbursing all money owed by your local
in an approved manner.

+ Maintaining a current record of members
with their dues payments, assessments, and all
financial transactions.

« Exhibiting receipts and vouchers upon
audit of your books.

+ Forwarding your local’s annual audit to the
International Secretary-Treasurer.

Your local union executive board is the gov-
erning body of your local when called into ses-
sion by your local union president. Your execu-
tive board is a standing committee and this
means it must have a chairperson, aswell as a
secretary. In most cases the local union presi-
dent and the local union secretary perform
these duties.

b. Dues/Fiscal Responsibilities

Instructor Notes:
+ Discuss the fiscal responsihilities of each
|AFF member and local affiliate (use slide #8).

The International Constitution and By-Laws
requires that all its members pay dueson a
monthly basis. If a member fails to make his
dues payment by the fifteenth day following
the month that the dues are payable, then it is
the duty of your local to notify the member
that het is delinquent and that he will be auto-
matically suspended if payment is not made
within sixty days following the notification.
You are also responsible for making a monthly
report to the International of any members who
are delinquent in their dues.

Each member of the International is also issued
a membership number that appears on his
membership card. This number is used for
identification purposes and prevents mistakes
when there are several members with the same
first and last names.

It is the duty of your local to be sure that mem-
bership numbers are included in the per capita
tax reports. The per capitatax report is the
only way that the |AFF has of knowing who
the members of your local are. Thisreport is
the basis for issuing membership cards as well
as congtituting the source of representation of
your local at the biennial IAFF Conventions. It
also provides the information necessary for the
mailing of the IAFF magazine, International
Fire Fighter.

Accuracy is essential in making out the per
capitatax report. Thisincludes the spelling of
members' names, addresses, and zip codes. It
is also important to be accurate in reporting
new members, members' address changes,
retired members, active retired members, mem-
bers on military leave, and deceased members.

1. Whenever a male gender is used in this document, it shall be construed to include both women and men.



¢. Organizational Affiliations

Instructor Notes:

+ Discuss the importance of a local union
affiliating itself with other labor organizations
(use dlide #9).

It iswise for your local union to affiliate itself
with other labor organizations. The most com-
mon affiliations would be with other AFL-CIO
bodies such as your area’s central labor council,
your state labor body, and the | AFF state/
provincial association having jurisdiction over
your local union.

By maintaining an active role with other labor
organizations, your local’s sphere of influence
can be greatly broadened in terms of public
relations, political activities, and how organized
labor represents the interests of your members.
As an affiliate of an AFL-CIO labor body, your
local’s issues—poalitical and otherwise—become
the issues of a much broader group that already
has an established support network.

In addition, your local should consider using
the wide range of services that your IAFF
state/provincial association offers. It isimpor-
tant that your local union inquire and then use
these services to help meet the needs of your
membership.

2. Bargaining Agent Responsibility
(Duty of Fair Representation)

Instructor Notes:

+ Discuss a local’s bargaining agent responsi-
bility and the items that each local union should
be familiar with when representing their mem-
bers at the bargaining table (use slide #10).

+ Define “ duty of fair representation” and
discuss the importance of representing all
members of a local indiscriminately and fairly
(use slide #11).

Most local unions are responsible for securing
better wages and working conditions on behalf
of their membership. Thisistrue in both an

unstructured and structured bargaining envi-
ronment. Therefore, because of your local’s
bargaining agent responsibility, the fundamen-
tals of bargaining a collective agreement
should always be applied when appropriate.
This means that your local union should famil-
iarize all the direct participants in this process
with each of the following:

« an understanding of your exact bargaining
environment;

« the purpose of collective bargaining and its
process;

+ aknowledge of the different techniques
used to facilitate the process;

« how to prepare contract proposals and
counterproposals,

+ how to use the strategy of “pressure”; and
« an understanding of the processes at the
bargaining table, including preparation, ground
rules, presentation of proposals, actual negotia-
tion, caucusing, and tentative agreements
(subject to the entire agreement) which in turn
are presented for membership consideration
(ratification).

Your local union is aso responsible for the
protection of the rights of all of its members.
Under the National Labor Relations Act your
local islegally obligated to represent al of its
members indiscriminately and fairly.? This
means that all members of your local are enti-
tled to the same treatment and cannot be
treated differently because of internal political
considerations. It also means that your local
cannot charge a fee to a non-union member if
the other bargaining unit members are not
subject to the same charge.

Obvioudly it is to the advantage of your local
to avoid any possihility of being sued for
breach of “duty of fair representation.” Court
costs are substantial even if your local wins.
Therefore, all officers of your local should
know what standards exist for fair representa-
tion and the duty it imposes. Your local should
also make certain all of its newly elected or
appointed officials receive thorough training
and instruction in “duty of fair representation.”

2. Some IAFF locals that represent state and municipal government workers are not subject to the National Labor Relations Act. These
locals should consult their state statutes or PERB decisions for any requirements concerning “duty of fair representation.” Federal
locals are required under section 7114(a)(1) of Title 5, United States Code, to represent all their members without discrimination.
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C. MEMBERSHIP VMIEETINGS

Instructor Notes:

+ List the items that should be considered when
conducting a membership meeting (use slide #12).
+ Discuss the responsibilities of a presiding
officer at a membership meeting (use dide #13).

In most circumstances, you will find that atten-
dance at your membership meetings is highest
when elections are being held or when your con-
tract is up for ratification. Since it isimpossible
to have an election or contract ratification for
every meeting, it is important to plan an agenda
that will attract the interests of your members.
Your membership meetings should have a pur-
pose and require some sort of action from your
membership. Ideally, issues should be discussed
that your members need to decide on.

Once a decision has been made on the topics to
be presented, an agenda will need to be prepared
and circulated among your membership. This
agenda should serve as a notice and state the pur-

pose of the meeting. It should be distributed three

to five days in advance so your members will
have a chance to consider the topics and make
logistical arrangements.

When conducting the meeting, severa items
should be considered. These include:

+ Starting the meeting on time. Punctuality lets
your membership know that the agenda will be
followed and that their time is respected.

« Introducing the officers. Even if there are
only one or two new people at the meeting, intro-
ductions of the officers and others is appropriate.

+ Using the parliamentary procedure adopted
by your local union. The |AFF suggests using
“Atwoods Rules for Meetings.”

As an elected officer of your local, your presi-
dent will serve as the presiding officer at your
membership meetings. Running the actual meet-
ing requires the presiding officer to accomplish
severa different tasks simultaneously, including
the following items.

« Maintaining Order—Your members may
address the meeting only after the presiding offi-
cer has given them the floor. Never forget that
the presiding officer decides WHEN a member
will speak, not WHETHER a member will speak.

+ Debates—The presiding officer must never
allow debating to result in personal abuse or the
guestioning of members’ motives. It is his
responsibility to see that a debate is orderly and
on the issue.

& Setting an Example—The presiding officer
must always set an example for all your members
by obeying the International’s Constitution and
By-Laws and he must refuse any motions made
contrary to any provision of this document.

« \oting—As a member of your local, the
presiding officer has the right to vote. However,
no member, including the president, can be
forced to vote.

II. COMMITTEES

Instructor Notes:

« Point out that a local union functions through
its standing and specially designated committees
(use dlide #14).

Your local union as an organization functions
through its standing and specially designated
committees. Under the direction of your local
union president, these committees perform the
investigative and research work on motions and
policies prior to a vote by your membership.

STANDING COMMITTEES

I nstructor Notes:
+ Define standing committees (use slide #15).

Standing committees can either be elected by your
membership or appointed by your president to serve
for adefinite term as described by your local’s
congtitution and by-laws. The foremost standing
committee in your local isyour executive board.
The authority of your executive board is set forth in
your locd’s by-laws and its quorum is established
with your president as chairperson of the board.



SpPpEcIAL COMMITTEES

Instructor Notes:
+ Define special committees (use slide #16).

Special committees are also elected or appointed
as required by your local’s by-laws. They are
established to accomplish a specific task then
dissolved when their final reports are submitted
(unless discharge requires a membership vote.) A
special committee is created by a motion that
should include the selection process of its mem-
bers, the number of members and the date its
final report isto be given. Your local union presi-
dent oversees the work of each special committee
and provides specific directions to each chair-
person. It is the responsibility of the local union
secretary to transfer all necessary materials to
each special committee chairperson. Upon receipt
of these materials, the special committee chair-
person is responsible for these materials until the
final report is submitted, with all materials then
transferred back to the local union secretary.

S1ZzE AND MakeE UP oOF
COMMITTEES

Instructor Notes:

+ Point out that a committee can consist of one
or more members, but that it is best if a commit-
teeisheld to a small number.

A committee can consist of one or more members.
However, care should be taken that the commit-
teeis held to a small number. Committees for
action usually consist of one to three members,
while committees whose objective is to deliberate
usually consist of five or more members.

GoaLs, CHARGES AND
AUTHORITY OF COMMITTEES

Instructor Notes:

+ Discuss the general rules, rights and respon-
sibilities that govern the committees of a local
(use dlide #17).

Some general rules, rights and responsibilities
that govern the committees of your local include
the following items:

+ Committee meetings are much more informal
than your local union meetings. Committee
members have the right to speak as many times
as they want on a subject and if he chooses, the
committee chairperson can make motions while
presiding. Also, many motions made during a
committee meeting do not require a second.

# Unless they are committee members, mem-
bers of your local do not have the right to attend
a committee meeting. The only exception to this
mandate is if the member isinvited to address
the group and then is excused for the commit-
tee’s discussions and voting activities.

+» Committee meeting minutes are only read
before the committee and never before the local
union membership. Members of a committee
should also refrain from discussing the proceed-
ings and actions taken by their committee with
other members of your local until the final report
of the committee is delivered.

« A committee has the option of creating a sub-
committee. A subcommittee consists of members
of the committee appointed by the chairperson.
The chairperson’s responsibilities to his subcom-
mittees are the same as that of alocal union
president and secretary to their committeesin
that the chairperson must provide specific direc-
tions and delivery of necessary materials for the
assignment.

« Inthe event a committee does not function
and fails to submit areport, your local union
membership has the authority to dissolve the
committee by a motion and avote. A voteto dis-
solve a committee requires a two-thirds vote
unless your membership has received an advance
notice concerning the committee’s discharge. In a
case such as this, a mgjority vote is required to
dissolve the committee.
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III. PuBLIiIC RELATIONS,

COMMUNICATIONS, AND
MEMBERSHIP
MOTIVATION

A. INTERNAL

Instructor Notes:

+  Give examples of how to motivate members
through the internal use of public relations (use
slide #18).

One of the best ways for a union member to keep
informed and motivated is by attending union
meetings. However, due to a variety of reasons,
there are a number of members who do not
attend all meetings, and as such are not as
informed and motivated as you might want them
to be. One of the best ways to overcome this
problem is with the publication of alocal
newsletter. A newsletter gives your local the
opportunity to maintain contact with all of its
members concerning important issues. A news-
letter will also help to establish an openness and
credibility for your organization as well.

While a newsdletter is probably the most effective
way to foster good member relations and motiva-
tion, it does not have to be the only way. There
are an assortment of other items that can help
promote your union’s image of brotherhood and
sisterhood among your membership, while at the
same time be of public relations value. For exam-
ple, you can issue memos, use bulletin boards,
and allow members to access information via
their computers.

You should also use your steward as much as
possible. Every steward has a special relationship
with the fire fighters he represents. In some of
the larger local unions the average fire fighter
may not even know his own union president. Not
only is the steward a key person in your local,
but in some instances he is the first-line of lead-
ership for the majority of your local’s members.
His ability to transmit information and motivate
your membership should not be overlooked.

B. EXTERNAL

Instructor Notes:

# Discuss some of the various methods of con-
ducting an effective and on-going PR campaign
(use slide #19).

Public relations is an important key to the suc-
cess and future of your loca union. A well-
managed PR operation can help your local union
present a positive image to your community and
influence decisions that affect your members as
professional fire fighters and emergency medical
technicians. By conducting an effective and on-
going PR campaign, your local can have direct
access to the public and better present your side
of the story on important issues.

Everyday and in everything you do, your local
should be reaching out to paliticians, business
leaders, community groups, and the general pub-
lic. One such way of accomplishing this objec-
tive is through community relations. Generally,
community relations activities include projects
that might not be a direct benefit to your mem-
bers, but will benefit the community in which
they live and work. These types of activities help
the community remember that your members are
dedicated public servants. Some examples of
community relations activities your local may
want to consider include: assisting boy scout
troops, sponsoring little league teams, setting up
blood donor visits for the Red Cross, performing
CPR demonstrations, operating blood pressure
screenings, or conducting fire/burn prevention
demonstrations for homeowner and business
associations.

Another important aspect of your PR operation is
public education. Due to the drama of fire fight-
ing your career is a highly salable item to the
public. However, many people do not fully
understand all of the techniques, procedures,
operations and problems associated with fire
fighting. It is up to your local to communicate
and inform your citizens to help alleviate these
inaccuracies.

13
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IV.

Your union’s relationship with your employer is
also vital to the success of your local. The overall
public opinion regarding your fire department is
formulated largely on the quality and quantity of
the services it provides. However, in terms of
public relations, the manner in which these
services are performed is often more important
than the actual service itself. In order to establish
good relations with your employer and the
public, your members must not only be effective
in performing their duties in atechnical and pro-
fessional manner, but must also perform their
duties in a manner that earns citizen approval and
confidence.

POLITICAL ACTION
AND LEGISLATIVE
INVOLVEMENT

Instructor Notes:

« Poaint out that the worst time to organize a
political structurein alocal isin atime of crisis
(use slide #20).

The key to political successis being organized.

If you don’t aready have a political operation in
place in your local—develop one. The worst time
to begin organizing a poalitical structure in your
local isin atime of crisis.

PoLITICAL ACTION
CommiTTEES (PAC’S)

Instructor Notes:

+ Discuss how the funds and organizations of
PAC's are different on the federal, state/provincial,
and local levels (use slide #21).

1. Funds

There are two types of elections: federal and
non-federal (state and local). Before making
any contributions to a candidate or political
party, it is first necessary to determine the type
of election. Federal elections include presiden-
tial, U.S. Senate and U.S. House races.
Candidates seeking these offices are allowed to
accept money only from individual contribu-
tors and federal PAC's, such asthe IAFF's
FIREPAC. These funds are raised from indi-

vidual voluntary contributions. Federal candi-
dates are not allowed to accept money from
corporations or labor union treasury fund
accounts. These restrictions are detailed in the
Federal Election Campaign Act (FECA) of
1975 and subject to regulations by the Federal
Election Commission (FEC).

State and local campaign laws have the same
general purpose as the federal law (FECA) and
apply to non-federal elections, such as state
judicia offices, state legislature and
city/county offices. These laws vary from state
to state and are subject to frequent change.

2. Organization

For your local to remain palitically active at
the state and local level, you should consider
creating a non-federal PAC to assist in your
efforts. In establishing a non-federal PAC, you
will have to refer to your state’'s campaign
finance laws. You can do this by contacting
your state’s agency responsible for governing
non-federal PAC's.

B. INVOLVEMENT IN LocaL,

STATE AND FEDERAL
LEGISLATION AND CANDIDATES

Instructor Notes:

« Discuss the reasons for becoming involved
in politics at the local, state and federal levels
(use dlide #22).

Your local has aright and obligation to speak out
and participate in the political process when
issues affecting your members are raised by can-
didates seeking office. Your local aso has aright
and obligation to seek out the support of candi-
dates on those issues that affect your members
and their livelihood. Political involvement is
important and your local must take an active part
in the political process at al levels to protect
your member’s jobs, pensions, health, and safety.
If not, your local will witness an erosion of its
influence in your community.

Even though nationa legidation helps fire fighters,
your members are, and will be more directly



affected by legislation adopted at the state/
provincial and local levels. When focusing on
political activities, keep in mind that politicsis a
“two-way street”. Your local cannot only be
interested in, and work for legislation that only
affects your members. It must be attuned to the
problems and needs of your community as a
whole and work towards meeting and correcting
them as well.

Always remember that your right to speak out on
political issues that affect the daily lives of your
members is guaranteed and should be exercised
often. Asfire fighters, your local can make a dif-
ference by participating in the political process.

METHODS AND TYPES OF
PoLITICAL ACTIVITIES AND
INVOLVEMENT

Instructor Notes:

+ Discuss the importance of grassroots lobby-
ing and how to use this particular form of politi-
cal involvement to impact votes cast by elected
representatives (use side #23).

Grassroots |obbying by constituents is the most
effective political involvement today. In recent
years, grassroots lobbying has become the most
important and prevailing means of actualy
impacting the votes cast by elected representatives
on pending issues. The more of your members
that get involved in grassroots |obbying, the more
successful the legislative efforts of your local

will be. Your members should be encouraged to
participate in this process by writing letters,
making telephone calls, sending telegrams and
participating in meetings with elected representa-
tives to discuss issues important to fire fighters.

In general, your local’s political activities should
be directed towards the following areas:

& monitoring activities in your state/provincial
legislatures that affect your community and
membership;

« promoting local issues that advance the pres-
tige and working conditions of your membership;
« protecting the interest of your membership
against legislation detrimental to their welfare;

« endorsing candidates on the national,

A.

state/provincial, and local levels who have
demonstrated concern for the good and welfare
of your community and membership;

# involvement in voter registration drives with
a special emphasis on your own membership;
and

« raising funds because without adequate
financing it is unlikely that any of the above
activities could be successfully carried out.

Remember, elected representatives always have
one eye focused on their re-election. They want
to make sure that the actions they take are popu-
lar and that their constituents are supportive of
these activities. If your local fails to communi-
cate its positions on issues your member’s voices
will go unheard and your agenda will face certain
defeat.

EDUCATION

INTERNAL

Instructor Notes:

« Stress the importance of educating the mem-

bership of alocal on policies and decisions made
by their local union officers and committees (use

slide #24).

Many decisions are made by your local that can
affect your members. It isimportant that your
local be prepared to educate its membership by
clarifying policies determined by your executive
board and explaining any decisions made by your
committees.

Itisalso vital that your local be responsible for
having the following documents:

« your local union’s constitution and by-laws;
# your contract;

# any department rules, civil service laws, etc.
that affect your working conditions;

& copies of state and federal laws pertaining to
your employment conditions; and

« local ordinances covering your fire depart-
ment.

At the very least, your local union officers should
be familiar enough with the contents of these
documents to find any requested information
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quickly and easily. Ideally, all of your members
should be familiar with them as well.

B. TRAINING PROGRAMS

Instructor Notes:

+  Discuss what each of the three |AFF spon-
sored education and training seminar programs
offer (use dide #25).

The IAFF is responsible for the overall coordina-
tion and implementation of various |AFF spon-
sored education and training seminar programs.
Some of the educational seminar programs spon-
sored by the International and available to your
local include:

« 1AFF Jointly-Sponsored Seminars. IAFF
Jointly-Sponsored Seminars are conducted by
state/provincial associations in cooperation with
the International. The |AFF ensures that these
seminars are properly approved and conducted in
accordance with IAFF policy.

+ IAFF Mini-Seminars. IAFF Mini-Seminars
are conducted by |AFF Staff Representatives and
are tailored to meet the needs of three to six
IAFF locals at one time. Working in cooperation
with IAFF Staff Representatives, the International
provides the educational materials and supplies
necessary for these seminars.

+ |AFF Educational Seminars. IAFF
Educational Seminars are held across the United
States and Canada and are designed to provide

| AFF members with the opportunity to partici-
pate in ‘hands-on’ workshops conducted by |AFF
staff. |AFF Educational Seminars provide mem-
bers the opportunity to attend specialized training
workshops conducted by International Staff from
all of the different IAFF Departments.

VI. OrrFrice—UNION HALL

Instructor Notes:

+  Discuss the importance of a union hall and its
functions as a business office and social gathering
place for members (use slide #26).

A permanent location or base of operation is impor-
tant to the stability, function and productivity of your
local union. Many locals are still trying to run their
unions from afire station, somebody’s home, or even
out of the trunk of someone’s car. While these loca-
tions may be convenient, they certainly are not the
most ideal place or manner in which to conduct union
business. Your membership needs its own place.

If your local does not already have its own office or
building, then it should make finding one a project or
goal to achieve. Your local can begin this process by
appointing a building committee that is charged with
the responsibility of finding away to raise funds for
such an effort, as well as scouting for buildings
and/or property.

When scouting for property, your local must never
place itself in an unreasonable financia situation. In
most cities you can find older buildings or homes at
very reasonable costs and with some repair, your

local can turn them into attractive and functional
facilities. Sometimes, simply leasing office space,
perhaps at an area labor hall, is the best way to obtain
an office. Through good management, even the small-
est locals can build or buy their own union halls.

A. LocaL IDENTIFICATION

The members of your local must see your union
as asingle entity instead of as a club for a select
group of persons. To help establish thisview, it is
important that your membership meetings be
held at aregular site, such as a union hall.
Nothing gives your membership more pride than
to have their own building or office space. An
attractive facility where your local union’s logo
and name is prominently displayed, with an ad or
listing in the local telephone or business direc-
tory, is very beneficial for membership morale.
Your members not only need a place that clearly
makes then an identifiable part of the community,
but a place where they can meet, bring their
grievances, gather information, do research, and
conduct union business.

B. BUSINESS OFFICE

Asaunion that has the responsibility of repre-
senting dues paying members, it isimportant that



your local carry out this duty in a businesslike
manner. The best way to do so is by setting aside
an area of your union hall for the purpose of
conducting the administrative functions of your
local. Your business office should have the
proper equipment including a telephone with
answering machine, a typewriter or computer, a
fax machine, and a copier. All of these items can
be purchased over time.

Another important aspect of your business office
isthat it should securely keep all of your local’s
documents, records, books, accounts, minutes,
and business papers. Only with good reason and
executive board approval should these items be
temporarily removed from this area.

FuNcTIONS AND USES OF &
UNION HALL

Your loca’s union hall is a place that each member
of your local can identify with. Besides serving as
your local’s business office, it is a place for
fraternal and social functions as well. These types
of activities are important so that your members
have the opportunity to interact and network with
your local’s leaders and other members.

Your local’s union hall may also be used for
public relations activities or to help supplement
your local’s treasury . This can be accomplished
through:

« community projects (CPR classes, fire pre-
vention, and scouting);

+ political meetings (candidate debates, block
parties, and voter registration);

« raising funds (garage sales, cake sales, and
other community or union fund raisers);

« public rentals (weddings and parties); and
+ recreational use for members and their
families.

However, before embarking on any type of a
profit making venture for your union hall, your
local should consult with a certified public
accountant with nonprofit organizational
experience.

VII. ErFrrecTIVE USE OF THE

IAFF AND
STATE/PROVINCIAL
ASSOCIATIONS

A. SERVICES AVAILABLE FROM

THE IAFF

Instructor Notes:

# Discuss the services available from the dif-
ferent departments and programs of the |AFF
(use slide #27).

The IAFF always stands ready to provide a com-
plete range of servicesto its professional mem-
bers and their local and state/provincial organiza-
tions throughout the United States and Canada.
Some of the many services that the |AFF can
make available to your local include assistance
with politics, public relations, education, safety,
negotiations, hazardous materials, and emergency
medical services.

All of the services that the International provides
come from the direction of the IAFF Convention
and Executive Board through the activities of the
IAFF General President, IAFF Genera Secretary-
Treasurer, IAFF District Vice Presidents, through
the activities of IAFF Staff Representatives
assigned by the IAFF General President, and
through the various Departments at | AFF head-
quarters.

To obtain assistance, your local union president
or secretary needs simply to contact one of the
nine departments at | AFF headquarters. These
departments include:

« Technical Assistance and Labor |ssues—pro-
vides local affiliates with customized reports,
arbitration assistance, negotiation assistance and
analysis of financial documents.

« Education and Information Resources—
works with regard to the research, development
and implementation of educational programs,
materials, computerized information, resource
information and services for IAFF members.
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& Occupational Health and Safety—assists
|AFF members in recognizing and controlling the
safety and health hazards associated with fire
fighting and emergency medical response.

+ Hazardous Materials Training Grant
Program—develops and distributes training
materials and provides direct training for haz-
ardous materials emergency response personnel.

+ Governmental Affairs and Political Action—
oversees the coordination and implementation of
the IAFF federal legidative agenda by initiating,
monitoring and promoting federal legislation
beneficial to |AFF members.

+ Public Relations and Communications—
communicates the | AFF's successes, objectives,
and efforts to the public.

+ Emergency Medical Services—promotes the
effectiveness of fire-based emergency medical
services systems by assisting local affiliates with
the tools necessary to develop, enhance or protect
their EM S systems.

+  pecial Events—organizes and ensures the
smooth running of the various meetings and
charity events that the IAFF involvesitself in.

+ Legal Department—provides advice to the
|AFF General President on all legal matters of
concern to the International.

Other services are available from the following
offices and programs:

+ |AFF Canadian Office—serves as the centra
clearinghouse for member services and informa-
tion in Canada.

+ |AFF District Vice Presidents—serve as
representatives of the IAFF in their respective
districts and advise local unions regarding |IAFF
policy and procedure.

+ |AFF Saff Representatives—provide profes-
siona service and advice to |AFF affiliateson a

number of issues including, organizing, collective
bargaining, arbitration and internal assistance.

+» |AFF Sate Representatives Program—uwith
their knowledge of state laws, provide more spe-
cific assistance to locals in their jurisdiction at
the request of the IAFF District Vice President.

SERVICES AVAILABLE
FROM STATE/PROVINCIAL
ASSOCIATIONS

Instructor Notes:

« Poaint out the importance of being a part of a
strong state/provincial association.

« Discuss the various services available from
state/provincial associations (use slide #28).

While the organization and functions of
state/provincia associations vary, many of these
organizations provide services and information to
local unions that are second only to the
International . An effectual state/provincial associ-
ation is avital link between your local and other
local unionsin your state/province, as well as
other state/province-wide labor organizations. It
also makes your local stronger and more
respected. If your state/province does not
presently have a strong and active association,
then your local union should become a leader in
striving to build one.

A strong state/provincial association isamust in
passing bargaining laws, protecting your pen-
sions and making your work environment safer,
as well as playing an important role in grassroots
lobbying, creating PAC funds and helping to get
persons elected that are sympathetic towards
your Causes.

Your state/provincial association can also provide
your local union with a number of other services,
including assistance in contract negotiations and
arbitration, as well as internal and other prob-
lems. It is because of these many factors that
your local union should become an active partici-
pant in its state/provincial association.
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