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SAMPLE UNIT PROFILE SHEET

EMPLOYEES

A, Job Category
Transportation

| Tot'awlrir

Members -

| Non-Members

Food Service

Health & Student Services

List other categories

B. _J(__)_b_TitI__Q_ 7
Bus driver

Janitor

Office secretary (etc.)

C. Location”
Bus Barn

Cafeteria

Front Office (etc.)

D.Age
17-29

30-39

40-49

50-plus

E. Gender
Male

Female

F. Ethnicity -
African American

White

Latino

Asian

Other

G. Years Service
0-5

6-10

11-20

20-plus

Adapted from Numbers That Count: A Manual on Internal Organizing, AFL-CIO Dept. of Organization and Field Services, 1988
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SAMPLE ORGANIZING COMMITTEE REPORT FORM

Potential Member:

Worksite:

Job:

Name of Committee Member:

(Show date done in the blank.)

Gave literature

Asked for home address [ Refused to give it

Home address

Phone number

Email

Gave membership application and asked to join
O Said Yes
O Said No

Why did he/she say No?

Actions taken by recruiter or reason(s) for refusal to join (for example: answer ques:
tion, solve problem)

Adapted from Numbers That Count: A Manual on Internal Organizing, AFL-CIO Dept. of Organization and Field Services, 1988
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SAMPLE BARGAINING SURVEY

This sample survey iflustrates some principles about survey design. It certainly doesn't cover all the sub-
ject areas a real survey would cover. Obviously, you will have to prepare your own to suit your particular
group of workers. How you structure the questions will depend on your plan for analyzing the answers.

What Do You Want to Bargain For?

Local 000 Contract Campaign Survey
Our local Association has launched our campaign for a new contract.

The first step is to find out what we, the members, want. You can help by returning this survey and by
attending one of the meetings listed below,

As you know, what we win this year will depend on our active involvement as Association members. Qur
bargaining team is only as strong as the membership standing behind them.

That's why the second page of this survey asks you to check those activities you are willing to help with.

Please return the survey to your contract campaign comrmitiee member or the Association office by
Thursday, October 10.

Name

Work Phone Home Phone

E-mail

Job Category Job Title

Full-time? Part-time? Other status?

1.Wages | prefer (check only one)...
O Equal doliar increases for everyone. How much?
0 Equal percentage increases for everyone. How much?

L1 A percentage raise with a minimum or floor (example: 5% or $100 per month, whichever is
greater) What percentage? What minimum?

2.Time Off (check only one)
L1 Not a priority
O More sick leave  How much?

i More vacation How much?
O More holidays?  When?




. 3. Scheduling (Check no more than two)

O Not a priority O Eliminate mandatory overtime

O Eliminate rotating shifts O Increase required notice for overtime from one
day to

O Standardize starting and quitting times [0 Negotiate optional 4day/10 hr.schedules where
feasible

0 Negotiate a voluntary reduced hours option [ More worker choice in starting and quitting
times

4, Priorities The major issue areas are listed below. Mark 1 next to the most important to you, 2 next to
the second most important, and so on.

Wages Health Benefits
Retirement Benefits Scheduling

Contract Length ] Health and Safety Rights
Career Ladders/Training Opportunities Job Security

5. Other Concerns Use the space below to describe any other job-related problems that you think
should be dealt with in contract negotiations. Possible subjects might include inequities or discrimi-
nation, workers’ rights, health and safety, workloads, job classifications, promotional opportunities, or
other working conditions. If you have ideas for possible solutions, be as specific as you can. Use addi-

. tional sheets of paper if necessary.

What We Win Depends on You

The Association cannot win a good contract for us, because we are the Association.

Now that you've thought about priorities for bargaining, please indicate which responsibilities you can
take on to help build our negotiating strength. Your contract campaign committee will be contacting
you with more details.

[0 Serve on contract campaign committee (coordinates bargaining support activities)

O Distribute leaflets when needed to my co-workers

[ Be part of a phone tree to contact 5 other workers when our representatives need to get a message
out quickly

O Attend rallies or special events to show we support our negotiators
Be trained to speak to community groups about our proposals
[0 Help with research to develop and support our bargaining proposals

O

Adapted from SEIU Contract Campaign Manual, 2004




SAMPLE WORKSITE CHART

CENTER CITY MIDDLE SCHOOL  WorkerName - ‘prodation  Asessment. Do We Have Do We Have

Member? of Support Phone#?
Bus Barn Donna Jenkins Yes 2 Yes Yes
Tom Alyor Yes 2 Yes Yes
Claudia Alesso No 0 No Yes
Roger Schmidt Yes 1 Yes Yes
Cafeteria Cindy Thompson  Yes 1 Yes Yes
Pat Graywood Yes 1 Yes Yes
Maintenance Lin Nguyen Yes 2 No No
Harry Phillips Yes 1 No No
Front Office Grace Timmons Yes 2 Yes Yes
Bonnie Kusack No 0 No No .

Comments:




o SAMPLE INTERVIEWER RECORD FORM

Name of interviewer

Date of contact

Employee interviewed (name, job category, job title, work location)

Positive perceptions of focal Association (what are Association’s strengths?)

Negative perceptions of local Association {what are Association’s weaknesses?)

Significant problems/concerns about the local Association

Recommendations for local Association

Main issues of concern for interviewee




SAMPLE ASSOCIATION EVALUATION QUESTIONNAIRE

This questionnaire is designed to collect information about members’ attitudes and perceptions
regarding their local Association.
Directions: For statements 1-26, write the approptiate letter in the blank space. Use the following
choices:
A (Strongly agree)
B (Agree)
C (Uncertain or neutral)
D (Disagree)
E (Strongly disagree)
1. There is mutual trust and respect between the school district and my local Association.
2.__ Thereis a lot to be gained from being a member of my local Association.

3.___I'have a good understanding of the collective bargaining agreement between the school dis-
trict and my local Association.

4.___The grievance procedures used by my local Association are effective.
5. lam aware of the goals of my local Association.

6.____in general, | support my local Association goals.

7. My local Association understands ESP concerns.

8.___Thereis a sense of pride in belonging to my local Association.

9

.My local Association has a real voice in identifying/sponsoring professional development
programs.

10.___ My local Association does a good job of representing my interests.

11.___ My local Association does a good job of informing me about Association issues, including
negotiations,

12.__ My local Association does a good job of obtaining broad input from members about negotia-
tion issues.

13._ My local Association is flexible and willing to try out new ideas.

14.___ Mylocal Association seeks to identify new leaders and bring them into positions of
responsibility,

15.___ My local Association is an important political force within the community.

16.___ My local Association reflects my political views.

10




17.___ My local Association provides training for new and current leaders.

18._ My local Association keeps members informed about workshops and conferences.
19.___ My local Association’s representatives do a good job communicating with members.

20._ My local Association has a program through which it keeps the community informed about
Association issues.

21._ My local Association is a leader in the area of school improvement.

22, My local Association involves parents and community members in school improvement
efforts.

23.___ My local Association should change the way it does business.
24.__|have a good understanding of the functions of the state and national Associations.

25.__ Because | pay dues, | should not be asked to participate in political activities, such as lobbying
or letter writing.

26.___ My local Association is/has been actively involved in school board elections.

Directions: For statements 27—34, indicate the extent to which you feel your local Association has
been successful. Use the following choices:

A (Very successful)

B {Successful)

C (Uncertain or neutral)

D (Not very successful)

E {Not successful at all)
27.___ Giving members a real voice in how my local Association is run.
28.___Meeting economic needs of members.
29._  Helping to meet the professional development needs of ESP.
30.___ Protecting the rights of members.
31.___ Promoting a positive image for ESP.
32._ Listening to the concerns of local Association members.
33.___ Improving the working conditions of members.

34.___ Promoting health and safety in the workplace.

n




Directions: For statements 35-39, fill in the appropriate letter. Use the following choices:

A (Yes)

B (No)

C (Don't know)
35.____Fair share members, if any, are contacted annually and encouraged to join the Association.
36.___ My local Association has its own political action group (PAC).

37.___ My local Association has a relationship with, and meets regularly with, its state
Senator/Assembly Representative,

38.___ My local Association has a set of procedures (e.g., a telephone tree or hotline) by which it can
contact all members within a few hours.

39.___ My local Association regularly conducts evaluations of its programs and communicates its
findings to members,

Directions: For questions 40 and 41, select the letter that best expresses your opinion. Use the choices
below.
A (Yes, definitely)
B (Probably)
€ (Uncertain)
D (Probably not)
E (Definitely not)
40 Do you feel that your local Association should advocate increased employee participation
in district/school level decision-making?
41, If individual members of the bargaining unit were not required by law and contract to

pay Association dues (i.e., fair share), would you still join your Association and voluntarily
pay dues?

Name of your focal Association:

Years as a public education employee;

Work Site:

Job category:

Gender (Female) {Male)

Source: WEAC

12




SAMPLE ISSUES SURVEY QUESTIONNAIRE

Name Home phone number

1. Where do you work?

2. What is your job?

3. How long have you worked here?

4. What things about where you work would you like to change if you could?

5. What issues do you think are most important? (Pick the top five)

O Pay [0 Health Insurance

O Sick Leave O Annual Leave

O Promotions O Job Security

O Improved Working Conditions (1 Respect

O Fairer Treatment O Professional Development

O To have a say in what happens at work
O Other

] Retirement

Ol Parental Leave
O Heaith & Safety
O Job Appraisals

6. What do you think the Association should do to work on these issues?

7. How can you help us work on these issues (i.e. making telephone calls, writing letters, serving on

committees)?

PLEASE PROVIDE YOUR MAILING ADDRESS SO WE CAN KEEP YOU INFORMED

Source: Numbers That Count: A Manual on Internal Organizing, AFL-CIO Dept. of Organization and Field Services, 1988
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SAMPLE MEMBER COMMUNITY INVOLVEMENT SURVEY

Members of our local Association are interested in sponsoring various community services. We know
that many of our members are already active in the community and may have ideas about how we
can work together with other organizations.

Please take a few minutes to answer these questions. By answering them you are not committed to
any action, we are just gathering information.

1. To which community organizations do you belong? (PTA, historical, society, church, ethnic club,
women’s rights groups, etc.)

2. Are you a volunteer for any community organization? Please describe briefly:

3. Do you have any special interest that you would want to share with or teach to other members of
our locai or to the community? (For example, sign language, CPR, photography, self-defense, etc.)

4. Are there special topics that you'd be interested in hearing about at a local meeting? (alcoholism,
financial planning, choosing child care, etc.)

5. Do you have any ideas about ways our local can work with community organizations you are
involved with?

(Please print)
NAME:
ADDRESS:

TELEPHONE: (WORK)

(HOME) .

Adapted from Numbers That Count: A Manual on internal Organizing, AFL-CIO Dept. of Organization and Field Services, 1988

14
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SAMPLE CHECKLIST FOR POTENTIAL COMMUNITY CONTACTS

*This list suggests possible contacts and is not meant to be an exhaustive fist.

1. Unions
State Federations
Centraf Labor Bodies
[ndividuat Unions

2. Religious Organizations
Individual Clergy
State/Local Council of Churches &
Synagogues
Interfaith Conferences
Ministerial Associations

3. Women's Groups
Coalition of Labor Union Women
National Organization of Women
Business & Professional Women
American Assn. of University
Women

4. (ivil Rights Organizations
Coalition of Black Trade Unionists
NAACP
Urban League
Southern Christian Leadership
Conference

7. Politicians/Political Parties
City Coundl Members
State Legistators
County Commissioners
School Board Members

8. Groups affected by or actively interested in identified
issues

Health Planning Agencies
Social Service Agencies
Low-income Groups
University Professors
Professional Organizations
Student Groups

9. Groups with whom we have been traditional aligned

10. Groups Affected Economically
Local Business People
Association of Small Businesses

11. Civic Groups

League of Women Voters
5. Senior Citizens Groups Lions Ciub
National Council of Senior Citizens Yeterans (fub
Union Retirees Ethics Clubs
Shriners
6. Advocacy Groups
Consumer Groups 12. Public Figures
Citizen Action Media Personalities
Neighborhood Organizations Sports Stars
Low-Income Coalitions Musicians
Environmental Groups
National Farm Organizations
Tenants Unions
. Remember to consult member surveys, telephone books, and community directories for potential contacts.

Source: Numbers That Count: A Manual on Internal Organizing, AFL-CIO Dept. of Organization and Field Services, 1988
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SAMPLE CHECKLIST FOR INFORMATION-GATHERING STAGE

PERSON(S) RESPONSIBLE

DUE DATE

Membership mailing/phone/email list

Mailing/phone/email list for allies

Database maintenance

Budget drafted, approved

Plans for funding

Who will account for funds

Who will approve spending

Space for headquarters

Space for committee meetings

Space for materials production

Who will prepare materials

Place for wall charts

How/where to keep files

Extra phone lines

Computers

Copying machines

Projection equipment/VCR

Enough secretarial support

Staff assignments reviewed




SAMPLE TIME COMMITMENTS FOR MEMBER INVOLVEMENT

Which of the following would you be willing to participate in?
J0B

O

O

New Employee Welcome Committee—meet with new hires,
give packet, discuss Association

Benefit/insurance expert—Ilearn about insurance programs
and answer employee questions

Internal Communications Committee—
O Write articles for newsletter

O Design or locate art work

O Lay-out and editing

O Distribute newsletter

O Design website

O Maintain website

Bulletin Board Committee
O Update items, solicit art work, posters, etc.

External Communications Committee—

O Get acquainted with local journalists, tour facilities, learn
about deadlines, etc

O Keep reporters informed about Association events

Social/Recreation Committee—

O Organize softball or bowling
league

O Bring refreshments to social events

Workers' Compensation Committee—
O Attend training on law
O Assist employees in your area who are injured

Community OQutreach Committee—
O Participate in community coalitions
O Develop and produce community connection newsletter

O Help at booth at state fair and other community events
O Organize outreach activity, such as fundraising drive

Political and Legislative Action Committee—

O Follow proposed legislation, keep in contact with legislator, keep

local informed on progress
[0 Attend a legislative hearing
O Attend a breakfast meeting with legislator

Administrative Roles—
O Help keep undated list of members and non-members,
with addresses, phone numbers

TIME REQUIRED
1-4 hours per new employee

1 hour per week

1-2 hours per month
1-2 hours per menth
2-3 hours per month
1/2 hour per month
10 hours initial set-up
1/2 hour per week

1 hour per week

3 hours per newspaper
TV or radio station
1 hour every fwo weeks

4 hours start-up time
plus participation
1 hour per event

4 hour program
2 hours per incident

2 hours per menth
12 hours initially,
then 2 hours per month
2 hours per event
12 hours per event

1 hour per week

4 hours per year
2 hours per meeting

1 hour per month

Adapted from: Numbers That Count: A Manual on Internal Organizing, AFL-CIO Dept, of Organization and Field Services, 1988
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SAMPLE ACTION PLAN — 1
Long-Term Goal: To improve communications with the Local Association membership

Intermediate Goal: Set up Newsletter Committee that will develop at least four Local Association
newsletters for the school year.

Short-Term Goal: First newsletier

Tactics:

WHAT WHEN WHERE WHO COST
Brainstorm areas of Sept. 10 School Newsletter —
content for newsletter Committee

and assign sections

Choose article topics Sept. 10 Schoal Newsletter —

Committee
Research & write articles By Sept.24 Schocl Jim, Ann, —
using materials from UniSery, Home Carol, Jack
Association Websites
Discuss articles and revise Sept. 24 School Newsletter —
if needed Committee
Decide on any other Sept. 24 School Newsletter —
materials to include in Committee
newsletter
Assign typesetting and Sept. 24 School Ann, Jack $500
printing/copying
Distribute to members Oct. 1 School News|etter —
Committee

18




SAMPLE ACTION PLAN — 2

Long-Term Goal: To elect pro-public education school board members

Intermediate Goal: Establish School Board Election Committee to identify and coordinate support
for pro-public education school board candidates

Short-Term Goal: Identify pro-public education candidates
Tactics:
WHAT WHEN WHERE WHO COST
Brainstorm list of pro-public ~ Now. 1 School School Board —
education people to run Election
for school board Committee
Develop a candidate Nov. 1 School School Board —
survey Election

Committee
Informal discussions with By Dec. 1 Various Jane, Dick —
possible candidates locations
Meet and discuss informal Dec. 1 School School Board —
responses. Add and delete Election
candidates, if needed Committee
Informal discussions with By Dec. 10 Various Sally, Tim —
more possible candidates, locations
if needed
Send candidate survey Jan.1 School School Board $25

to selected candidates

Election
Committee

Compile results of surveys, Jan, 20 School
make recommendations of
candidates to the membership

19
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SAMPLE ACTION PLAN — 3

Long-Term Goal:

Intermediate Goal:

tions with the Local Association and community groups

Short-Term Goal:

"Adopt a Highway" section

To increase visibility of and respect for the Local Association in the community

Establish Community Outreach Committee to identify and coordinate interac-

Tactics:

WHAT WHEN WHERE WHO CosT
Get application form to “Adopt Sept. 1 School Community —
a Highway" from the state Outreach

highway department and fill out Committee

at first committee meeting

Produce posters and sign-up Sept. 1 School Community $15
sheets for each worksite Outreach Committee

Write short script and schedule  Sept. 1 School Community —
times for committee members to Qutreach

speak at each worksite to promote Committee

project and sign-up volunteers

Establish schedule for highway ~ Sept. 15 School Community —
cleanup, distribute to volunteers, Qutreach

and post in each building Committee

Write a press release about Oct.1 School Linda, Dave —
activity, give to local press, and

use in Local Association newsletter

Call volunteers to remind of Oct. 14 Home Jan, Tony —
commitment two days before

highway clean-up

Do first highway clean-up Qct. 16 Highway Volunteers —
Send thank-you notes to Oct. 18 School Community

volunteers

20
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ANSWERING THE HARD QUESTIONS

There always seems to be a few individuals who traditionally refuse even to consider joining their
professional organizations. They come up with a multitude of reasons, all logical to them.To do a suc-
cessful “selling” job on membership, you need responses to these reasons. Here are some of the
responses you can use to statements frequently given by individuals for not joining. Feel free to use
them as you talk to people about becoming Association members.

“There isn’t any reason for me to join. | will get all the negotiated salary and benefits
anyway.”

Maybe. School boards want to know how many employees the Association represents. Representing
some of the workforce isn't enough. Sixty percent isn't enough. Is the negotiations team representing
the overwhelming majority, if not all, of the employees? If not, we all might lose in negotiations.
Joining shows the school board that empioyees are together behind our negotiators.

Secondly, don’t you feel a little guilty about being a freelcader? Yes, | said a freeloader. You know how
much work some of the leadership puts in on negotiations and on representing you at meetings.
What do you give them in return? Isn’t it about time you pulled your own weight?

“My wife/husband also works in the school system. Why should we pay double
dues?”

Both of you need to join because you're guaranteed double benefits if you do. Membership isn't
unlike an insurance policy. If one of you has an accident, it doesn'’t help if the other is covered.The
same thing applies if one of you needs assistance from the Association. Membership benefits come
with membership only. Unless both of you join, you are only giving half of your support to your own
cause.We need strength and numbers to be successful. Both of you have a big stake in the success of
your Association. Both of you should support it.

“] don’t agree with a lot of things that the Association does.”

Fine! That’s your privilege. But can you honestly say that you agree 100% with every activity of every
organization to which you belong? If not, do you withhold your membership or do you give up your
voting rights? Why don't you get active and help change the things you don't agree with?

“] don’t see what the state Association or the national organization does that the
local Association can’t do... and I'd rather spend my money for a local Association.”

A great deal of the information used by local Associations is obtained (without charge) from your
state and national organizations. Presumably someone could be employed to gather these statewide
statistics, but | doubt that many would want to foot the bill.

21




If the local Association were to attempt to provide legislative contacts, local dues would be much
higher—and just “writing letters to your legislative representative” does not produce legislation. It
takes a powerful legislative lobbying effort, which is provided by your local, state, and national organ-
izations. And then there are field services, publications, special services, and more.

“I haven’t got a voice in what the Association does.”
Wrong. You have a voice and a vote every time your Local takes action. This Association prides itself
on being democratic, and ensures fair representation for all its members,

“I just don't believe in joining anything.”

If that were how everyone felt, we'd still be paying taxes on tea from England. Until employees organ-
ized, how many were dismissed for unfair reasons? Until employees organized and negotiated locally,
where were salaries and benefits going? Until employees organized and entered the political arena,
how many “letter writing campaigns”ended up in legislative wastebaskets?

While many people philosophically don't like to join organizations, not too many people want to turn
back increases that Association negotiations and lobbying have won. In short, most people would
prefer to have it both ways — get the benefits without the membership fee.

Maybe it's time you gave some thought to supporting the organization that supports you in almost
everything that affects your career.

] can't afford it.”
Most occupational groups pay dues that are more than twice ours, even when employees earn con-
siderably less. They do it because they realize that dues are an investment in their future welfare.

As a matter of fact, dues for the entire year are more than paid for by the salary increase won by
Association action the first month of employment. Association dues are less than $XX per day — for
free legal protection, negotiations service, discount economic services, and many other services.
That's a pretty small investment.

In fact, many members who take advantage of the Association's special service programs are making
up all or most of the cost of their dues in money savings, not mention higher salaries and better
fringe benefits. They can't afford not to join.

“Why are dues so expensive?”

“You get what you pay for” and members are getting a good program. Specifically, the program pro-
vides services to its members—such as legal assistance, negotiations assistance, retirement consulta-
tion, and special service programs.
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