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INTRODUCTION

This introduction is meant to give local associations an overall view of what an Option I or Option II UniServ Unit is, how it works and what the benefits and obligations are in forming a UniServ Unit.

Obviously, all questions cannot be answered in print.  It is suggested that, after studying this UniServ Handbook, chapters contact one or more of the following people:


PURPOSE:
The National Education Association and the California Teachers Association have established the Unified Staff Service Program, commonly referred to as the "UniServ" program.  The purpose of UniServ is:

1.
To provide members and locals with professional staff and necessary support staff services and facilities to enable locals to implement, improve and coordinate programs of the United Education Profession.

2.
To guarantee local control in local option units.

3.
To guarantee local participation in the control and implementation of state option programs.

4.
To enable NEA and state associations to provide efficient and comprehensive delivery of service and national, state, and local program priorities to local affiliates and members to strengthen the effectiveness of local associations.

RULES OF OPERATION

1.
A written contract for fund sharing and administration of this program shall be entered into by all parties to this contract.  Said contract shall include provisions for administration, staffing, funding, training, shared staffing, evaluation, arbitration, successor agreements, and termination.

2.
UniServ funds may not be used to fund either program staff or management staff.

3.
A comprehensive written UniServ staff employment contract covering responsibility, fringe benefits, responsibility for supervision, evaluation, replacement, transfer, due process (procedural and substantive) shall be negotiated by each employer with the UniServ representative(s) or their organizational representatives.

4.
Full-time and part-time staff funded under the UniServ program shall provide whatever assistance is deemed necessary by elected local, state and national leadership.  UniServ staff responsibility shall include but not be limited to:  

· Developing and/or executing local association programs and activities to maintain membership, insure membership growth and organize new members;

· Developing and/or executing local association political action, community/public relations, legislative support and professional development activities and programs;

· Developing and/or executing local association programs in member rights and human relations;

· Improving and maintaining the organizational health of the local association through leadership training and development, internal communications, business management, and conflict resolution; and,

· Coordinating and advocating national and state association programs and priorities with local associations and members.

5.
All UniServ staff are to implement a policy of non-interference in the internal political affairs of local and state associations.

6.
A UniServ employee shall not engage in activities on behalf of an organization which is in competition with the NEA or any of its affiliates for members and/or negotiating rights nor any organization which is bargaining against any NEA affiliate(s).  If the UniServ employee does not follow this Rule of Operation and participates in any of the above activities, the NEA UniServ grant to the UniServ unit employing that person may be withheld for one (1) year.

A SHORT HISTORY OF THE DEVELOPMENT OF UNISERV
Although the program to provide field staff has become a National Education Association project called UniServ, local staffing had its origins in the large city urban local associations across the nation.

Some associations, such as Los Angeles, California, began hiring staff as early as 1930.

By the early 1960's, although many large locals hired local staff, they began organizing to influence NEA to buy into this concept.

In June 1966, in Miami, Florida, the National Council of Urban Education Associations NCUEA) proposed a policy that incorporated a minimum of local dues structure and per-member dues rebate for those associations which employed a local Executive Director (staff).

California followed the national trend, as noted, by local staffing which originated in the large city locals such as Richmond, Stockton, and Sacramento in the north, and Long Beach and San Diego in the south.  By 1969, locals such as Fresno, Garden Grove, Anaheim, and Orange had raised their local association dues to allow for the hiring of local staff.

After 1970, with the inducement of NEA financial assistance, many chapters or multi-chapters of 1200 or more raised local dues, made unified dues requirement for association membership and applied for the NEA UniServ rebate, thus enabling the units to hire local staff and provide direct service programs to the membership.  (In Southern Section units of $5.00 per member rebate was also available.)

The Regional Resource Centers were established by some sections in 1968-69 to provide staffing service for chapters which had not chosen to make a local commitment to qualify for a local program.  Both professional and clerical staff were provided, as well as office facilities including the equipment and office supplies needed to function.  This financial commitment exceeded any CTA rebate later made to Option I or Option II UniServ Units in the state.

Option I is a state staffed unit directly responsible to the local unit but employed by the CTA Board.

Option II is a locally staffed unit directly responsible to and employed by the local unit board.

In 1972, CTA initiated a per-member rebate of state dues to the existing UniServ Units.  The original CTA rebate was $7.50 per member.

In 1974-75, in order to provide increased financial resources for CTA and in an attempt to recoup the cost of existing professional field staff in the Resource Centers, CTA grouped all unstaffed chapters into local UniServ Units and applied for NEA funding on the basis of the geographical units.

This staffing pattern co-exists presently along with all the Option I and Option II UniServ Units within California.  The UniServ program was designed as a cooperative effort by which local, state, and national associations could provide members with professional staff at the local level to improve the service of the program at all levels of the association.

The intent was not to duplicate national or state service programs, but to make available equitable distribution of association services regardless of geography or density of the membership.

In a settlement agreement regarding contract for services arbitration on November 5, 1981, CTA (Association) and the Professional Staff Organization (PSO) agreed to the following:


"All chapters and clusters of chapters which as of May 16, 1976, contracted for staff services independently of the Association (that is, those chapters or clusters of chapters commonly known as "Option II" or "Local Option" Units) shall retain the option to continue such contracting status until and unless, by local unit decision, a change is made to Option I status.  In the event that such change is made, and services are provided by members of the bargaining unit covered by the CTA/PSO Agreement, then the chapter or cluster of chapters making the change may not subsequently revert back to "Local Option" status, and the bargaining unit work so encompassed shall remain within the bargaining unit as defined in the CTA/PSO Agreement.


As of the date of the Settlement Agreement and henceforth, no chapter or chapter previously part of a chapter cluster receiving staff services by members of the bargaining unit covered by the CTA/PSO Agreement will be approved by the Association either for local option status or to join with local option chapters or chapter clusters without the express agreement of the Union.


"Except for those chapters or clusters of chapters ('grandfathered' as Option II), the Association shall provide staff services to all chapters or clusters of chapters through employment and assignment of personnel covered by the CTA/PSO Agreement, and the Association agrees that with regard to such personnel no chapter or cluster of chapters may have any authority or responsibility for the conduct of labor relations, including hiring, terminations, wages, and conditions of employment.  This Agreement shall not be construed to prohibit the Association from receiving input from chapter leaders or chapters with respect to the Association's conduct of its labor relations.


"With reference to any new operations in California for which the Association undertakes to provide services to chapters and/or members, the parties agree that such services shall be provided in a manner consistent with the provisions of this Settlement Agreement."

In a separate arbitration award, the arbitrator held that for purposes of local program implementation, the CTA State Executive Director could (and does) delegate supervision authority under the CTA/PSO Collective Bargaining Agreement to local Option I UniServ Boards, while retaining all other contractual authority for administration of state programs and functions.  Functions of supervision and evaluation of UniServ staff are delegated to and carried out by the appropriate Regional Managers.

In 1970, the NEA program and budget provided for only 150 UniServ Units throughout the country.  In actuality, by the end of the first year, the program had actually provided 301 UniServ Units in 32 states.

In 1979-80, its tenth year, the UniServ program provided funding for 1,170 units in the 50 states, Puerto Rico, overseas and the District of Columbia.

As of January 1996, 1,519 units are being funded.

FREQUENTLY ASKED QUESTIONS ABOUT UNISERV

1.
Who evaluates staff?

Option II Units develop their own evaluation instruments and are responsible for evaluation.  Regional Managers evaluate Option I and RRC staff.  Chapters evaluate their programs and offer input to the Regional Managers.
2.
How do Chapters/UniServs "count" the ten days of shared staffing, and who approves these days?

The ten days may be utilized for assistance in chapter crisis, staff training, member training (Asilomar, Negotiations Institute, Political Action Institute, Regional meetings, etc.) and other days deemed necessary by CTA.  Option II Boards give prior approval.  In Option I units, there should be "consensus."  If there are problems, notify the Regional Manager.
3.
Why can't our Option I UniServ become Option II?

A State Council action in January 1976 and an arbitration in November 1981 precluded any future Option II Units.  The wording of both are listed in this Handbook.
4.
How can RRC chapters form a new UniServ?

First, meet with other RRC chapters in the area to determine interest and feasibility.  Then, follow the steps outlined in the process, "Forming a New Option I UniServ Unit," in this Handbook.  Keep your CTA Director and Regional Manager informed.
5.
How does the UniServ funding rebate work?

Option II Units receive direct rebates from CTA and NEA quarterly.  For Option I units, NEA sends the payments to CTA.  This money and the CTA UniServ money is held in an account for each unit.  Professional staff salaries and expenses are deducted from this account.
6.
Who should sign UniServ Unit checks?


The best practice is to have two (2) signatures of elected officers on all checks.
B — DEFINITIONS
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NEA DEFINITIONS

FROM "NEA UNIFIED STAFF SERVICE PROGRAM TO STATE AND LOCAL ASSOCIATIONS"
DEFINITIONS:
1.
Flexible staffing - applied to state UniServ programs in which the staffing patterns required by these policies are not compatible with the efficient and effective deployment of staff for the delivery of service to locals and members.  (Not applicable to California.)

2.
Funding Exceptions
- Density Grant: applies to a single urban affiliate in an area with a population of at least 120,000.  The affiliate's total unified, active educational support members and non-members required to pay a agency fee is less than that which is required for full funding.  Approval may be granted to local and state affiliates for new units on the basis of extensive competition from competing organizations, severe membership problems, community/human relations problems, a high degree of contract and grievance processing or other identified needs.

- Sparsity Grant: applies to a unit with a geographic area of 10,000 square miles or more, which necessitates an inordinate amount of staff travel time in servicing affiliates and members due to the great distances involved.  The unit's total number of unified active, educational support members and non-members required to pay an agency fee is more than 600 but less than 1,200.  In the event that the total area is less than 10,000 square miles, approval may be granted based on consideration of geographic barriers, climatic and road conditions, and/or the number of locals to be serviced or contracts to be administered.

- Development Grant: applies to the establishing of new units specifically for the purpose of organizing new members.  Approval may be granted for up to three years when new member recruitment potential within a defined geographic area or with a specific membership service group can reasonably be expected to reach the number of members necessary to achieve a full standard unit.

- Partial Grant: applies to a UniServ unit in which the membership is less than 1,200.  In such instances, the grant amount will be determined by multiplying the total number of unified active, educational support members and non-members required to pay an agency fee, times the per member amount of the annual UniServ grant.

3.
Membership Unit - the state affiliate's total unified active, educational support members, and non-members required to pay an agency fee divided by 1,200.  

4.
Part-Time UniServ Staff - part-time staff fundable under the UniServ program are individuals employed by the state or local association who function as an essential part of the on-going implementation of the UniServ program purpose.  Their employment by the association is regular, and can be planned for and predicted at least six months in advance.

5.
Shared Staffing - all UniServ staff are available for a maximum of twenty (20) days each year for CTA and NEA (of which ten (10) may be for out-of-state assignments at the request of the NEA)) to assist members and locals involved in extraordinary organizing or bargaining difficulties.

6.
Standard UniServ Unit - applies to UniServ units with a full-time UniServ staff person assigned to a defined geographic or demographic area with at least 1200 unified active, educational support members and non-members required to pay an agency fee.

7.
UniServ Staff - professional staff assigned full or part-time to specific local associations within a defined geographic area or demographic group to carry out the goals and program priorities of the local, state, and national organization.

8.
Vacancy - the vacancy period shall commence on the date that a UniServ staff person ceases to be assigned to service a unit.  A ninety-day grace period will be allowed at full funding after which funding for the new UniServ staff person begins to service the locals in the unit.

CTA DEFINITIONS

Employer:

Option II —
Unit in which the employer is the individual UniServ Unit Board of a single chapter unit; or UniServ Unit Board of a multiple chapter unit. This is sometimes known as the Local Option unit.

Option I —
Unit in which the employer of the professional staff is the California Teachers Association.  The employer of the support staff is the UniServ Unit or UniServ Unit Board.

Regional Resource Center — The employer of the professional staff and support staff is the California Teachers Association.

CTA GEOGRAPHIC ISOLATION FACTOR

Any approved Option I UniServ Unit which qualified as geographically isolated shall be entitled to funding for 1200 members when its actual FTE membership is within 36% of 1400 (i.e., 900 or more).  Any reduction from such full funding shall be calculated on the degree to which the unit falls short of 900 members.

For purposes of qualifying under this policy, the unit must meet substantially the following criteria:

1.
A minimum local UniServ funding support must be established at the statewide average chapter dues level as a basic requirement before any unit can receive a sparsity, density, multiplicity or isolation funding factor from the California Teachers Association.

2.
All chapters within the geographic boundaries of the existing unit, including community college chapters, must be part of the unit.

Actual FTE membership of the UniServ unit must be not less than 85% of potential membership (i.e., the sum of the bargaining units represented by the unit or its constituent chapters).

3.
Any CTA chapter not presently served by an existing UniServ unit and not within 30 minutes driving time of a CTA unit or any of its chapters will be eligible for the Geographic Isolation Factor.

4.
Geographic Isolation Factor Funds may be granted for a one-year period with an annual review to ensure that the unit meets the criteria.  CTA shall notify annually each unit receiving such funds to re-submit its application.

5
Applications for Geographic Isolation Funds should be submitted to the CTA Board of Directors for its approval.

It is the intent of CTA to recognize the financial plight by funding UniServ units which are (a) undersize and (b) have exhausted all reasonable growth potential (by adding chapters to the unit which could reasonably be served by the unit).  One or more small chapters which decline to participate in the unit shall not automatically constitute a bar to the implementation of this policy.  A maximum of three (3) units may be funded from the CTA support for UniServ, such funding not to exceed the actual number of units approved in any given year.

The application of Geographic Isolation Factor shall be the policy for a one-year period and shall be returned to the Board for review at that time.
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FORMING A NEW OPTION I UNISERV UNIT

1.
Chapters proposing the formation of a UniServ Unit must have a total of 1,200 or more members.  However, CTA records show that a unit should have at least 1,400 members paying full dues in order to support the necessary costs of a productive unit.

2.
Representatives of interested chapters shall consult with the Primary Contact Staff member, the Regional Manager, and the State UniServ Coordinator for advice and assistance.

3.
The purpose, operation, funding, and advantages of a UniServ Unit shall be communicated to the membership of all chapters.

4.
Each chapter's representative council shall take official action to request inclusion in a UniServ Unit.

5.
A Financial Plan shall be prepared.  (Refer to page C-6.)   The chapter dues level must be high enough to sustain a full program.

6.
Bylaws shall be prepared providing for formation of a UniServ Board or Council including number or persons, how selected, authority, officers, etc.   (Refer to page C-5.)    The Bylaws must be ratified by the membership of the chapters.

7.
A Memorandum of Agreement between the chapters shall be prepared.  (Refer to pages C-2, 3 and 4.)  The Memorandum must be signed by the appropriate leader of each chapter.

8.
The following materials shall be sent to the UniServ Coordinator:


A.
Action of each chapter's Representative Council (#4 above)


B.
Financial Plan (#5 above)


C.
Bylaws and evidence of ratification (#6 above)


D.
Memorandum of Agreement (#7 above)


E.
Verification of membership for each chapter.

9.
The UniServ Coordinator shall forward the materials to the CTA Board of Directors.

10.
Formation of the UniServ Unit requires approval of the CTA Board of Directors and a UniServ contract with CTA/NEA, signed by the parties.

NOTE REGARDING DEADLINE DATE:

December 1 is the recommended deadline for notifying the CTA Board member and the Regional Manager of the intention to form a new Unit for the following fiscal year.

SAMPLE UNISERV AGREEMENT

I.
PARTIES:   The parties to this Agreement are         (list association)____________


___________________________________________________________________

II.
PURPOSE:   The purpose of this Agreement is to establish a joint enterprise for the maintenance and administration of a UniServ Unit for the benefit of the membership of the parties.

III.
POLICY CONTROL: The Unit shall be under the policy control of a Board of Directors.  The Board shall be composed of _____members.   Each of the parties shall be entitled to representation on said Board in proportion to the following formula:



No. of Members of Party



_________________   X   No. of Positions on Board



No. of Members of All Parties


A.
Any fraction resulting from the application of the foregoing formula shall be resolved by bringing such fraction which is more than five-tenths to the next higher number and disregarding any fraction less than five-tenths.  Each unit should have at least one representative.


B.
Members of the Unit Board of Directors shall be selected by each party under procedures established by each party.  Members may be recalled at any time in accordance with procedures established by each party for its representatives.  (It is strongly recommended that the President should be one of the members of the Unit Board of Directors.)


C.
The Unit Board shall elect its own officers by simple majority vote.  The officers shall be a chairperson, a vice chairperson, a secretary, and a treasurer.



The funds of the Unit may be disbursed as the Unit Board shall direct.

D. No business of the Unit Board may be conducted in the absence of a quorum.  (A quorum might be a majority of the total delegation on the Unit Board.)

IV.
MANAGEMENT:


A.
The Unit Board shall prepare an annual budget which shall be presented to each party no later than May 1 of each year.  The budget shall provide for the amount of dues to be paid by each party for the support of the Unit and the procedures and schedules to be observed in the transmission of dues by each party to the Unit.  Each party shall transmit its approval of the proposed budget to the Unit not later than June 1.  The Unit Board shall adopt a final budget not later than June 15.  The final budget shall make provisions adequate to discharge all financial obligations of the Unit.


B.
The Unit Board shall:



1.
Provide for an office for its operations and a meeting facility for meetings of the parties which may be individual meetings of each party or joint meetings of the membership or governing boards of each party.



2.
Employ staff in accordance with UniServ guidelines.



3.
Provide for services and programs for the benefit of the membership of each party.

V.
DURATION OF AGREEMENT:   This Agreement shall become effective ________________ and will continue from year to year.  This agreement may be terminated by mutual written agreement providing provision has been made for the discharge of all obligations assumed by the Unit or by sixty (60) day written notice of intent by all parties providing provision has been made for the discharge of all obligations assumed by the Unit.

VI.
PROVISION FOR DISSOLUTION:

In the event this Unit is dissolved, it shall be accomplished by bylaw processes to accomplish this rescission and any residue of property then remaining after payment of all debits, including funds held in the name of the Unit, shall be Distributed to the associations holding membership at that time in the same proportion as they have full-time-equivalent members in the service area.  Any equipment an association brought with it when it was formed will revert back to the association upon dissolution of the unit.

Voluntary Dissolution
The Board of Directors by a vote of its own membership, and under the direction of the participating local association(s) could elect to voluntarily dissolve the unit providing the procedures as outlined under Section V.  (Duration of Agreement) have been followed.

Involuntary Dissolution
An involuntary proceeding for the dissolution of a unit, i.e. (Non-profit Corporation), must be done under the provisions of Sections 4610, 4650, and 4651 of the Corporation Code which requires the filing of a verified complaint in the Superior Court by:


A.
One-half of the Directors of the Unit.

B.
Members of the Unit who have been record holders of membership for a period of not less than six (6) months and who control not less than 33-1/3% of the voting shares.

C.
Any member, if the reason for dissolution is that the period for which the unit was formed has terminated without extension.

VII.
PROVISION FOR ARBITRATION:  Should any dispute arise as to the interpretation or application of any provision of this Agreement, it shall be decided by arbitration in accordance with the commercial arbitration rules of the American Arbitration Association in effect on the date of the demand for arbitration.  The decision of the arbitrator, including an order for specific performance and/or damages, shall be final and binding upon all of the parties and their respective executors, administrators, successors, or assigns.  The parties to the dispute shall share equally the costs of the arbitration proceeding, but each shall bear its own attorneys' fees and witness expenses.  The arbitration of such dispute shall be to the exclusion of any proceeding in a court of law, except that judgment upon the award of the arbitrator may be entered in a court of competent jurisdiction.  The authority of the arbitrator shall include the power to order all parties to pay their proportional share of any expenses or contractual obligations of the Unit which may be outstanding or which may have accrued.  Proportional share shall mean that portion or any expense or obligation incurred by the Unit represented by the proportion which the number of members which a party shall have had as of the time the obligation or expense was incurred bears to the total number of members of all parties which existed at such time or times.


Date: ___________________
__________________________________



President, Association


Date: ___________________
__________________________________



President, Association


Date: ___________________
__________________________________



President, Association

UNISERV BYLAWS CHECKLIST

(
Identify UniServ


(
Purposes


(
UniServ Membership



(
Procedures for Admission



(
Procedures for Withdrawal


(
Parliamentary Authority


(
Process for Bylaw Amendments


(
UniServ Board Composition



(
Functions of the Board


(
Meetings



(
Procedures for special meetings


(
Officers



(
Term of offices



(
Eligibility for offices



(
Roles and duties of officers


(
Elections



(
Who votes


(
Vacancies, How they occur



(
How they are filled


(
Non-discrimination


(
Budget



(
Who signs check (not exec)



(
Fiscal Responsibility of participants



(
Financial Arrangements for withdrawal


(
Guidelines of dissolution


(
Compatibility of bylaws with agreement with NEA and CTA


(
Compatibility with Articles of Incorporation

NAME OF UNISERV _____________________________
Return to:


UNISERV FINANCIAL PLAN
Regional Manager


FISCAL YEAR __________________
CTA Secty.-Treas.,



CTA Exec. Director

INCOME 

No later than October 1.
CTA
($_________ x FTE Members)

$_______

NEA

..

$_______

TOTAL UNISERV FUNDING

$_______

Chapter(s)  ($_______ x FTE Members)

$_______

Other Income

$_______

TOTAL UNIT INCOME

$_______

EXPENSES

1.
Professional Staff

$_______



Salary

$_______



Payroll Taxes and Retirement

$_______



Fringe Benefits 

$_______



Accumulated Vacation and Sick Leave

$_______



Travel Expenses 

$_______

2.
Clerical Staff 

$ ______



Salary

$_______



Payroll Taxes and Retirement

$_______



Accumulated Vacation and Sick Leave

$_______



Fringe Benefit

$_______

3.
Cost of Occupancy

$_______



Rent

$_______



Utilities

$_______

4.
Office Expenses

$_______



Telephone

$_______



Supplies

$_______

5.
Program (Separate line items for meetings, 


conferences, training, committee expenses, etc.)

$_______

6.
Capital Outlay (Purchase of Equipment, Furniture, etc.)

$_______

7.
Audit Expense

$_______

8.
General Reserve

$_______

TOTAL EXPENSE OF UNISERV UNIT 

$_______

Signature: ________________________
_______________________
_________


UniServ Chairperson
UniServ Treasurer
Date

D —  CHANGE  IN  COMPOSITION  OF  UNIT

ADDING CHAPTER(S) TO AN OPTION I UNIT
D – 1

CHAPTER WITHDRAWAL FROM A UNISERV UNIT
D – 2

DISSOLUTION OF UNISERV UNIT
D – 3
ADDING CHAPTER(S) TO AN OPTION I UNIT

CHECKLIST
BEFORE EITHER A CHAPTER OR UNISERV UNIT BEGINS THIS PROCESS, IT IS ESSENTIAL TO COMMUNICATE WITH CHAPTERS, REGIONAL MANAGER, AND STATE UNISERV COORDINATOR.

1.
Meet with chapter(s) Executive Board to explain operation, funding and purpose of a UniServ Unit.

2.
Inform chapter(s) membership of advantages of being a member of a UniServ Unit.  Also explain operation, funding, and purpose of such a unit.

3.
Take official action of the chapter's Representative Council requesting membership in a UniServ Unit.

4.
Take official action by current chapter(s) in the UniServ Unit expressing willingness to accept chapter(s) as a member of their unit.

5.
Revise Bylaws to include new chapter(s).

6.
Prepare a UniServ Financial Plan.  (See sample on page C-6.)

7.
Prepare a Memorandum of Agreement. (See sample on pages C-2, 3 and 4.)

8.
Obtain agreement of all chapters regarding Bylaws, Financial Plan, and Memorandum of Agreement.

9.
Send materials (Items 3, 4, 5, 6, 7) to CTA UniServ Coordinator, California Teachers Association, 1705 Murchison Drive, Burlingame, CA  94010.

10.
Sign a UniServ contract with CTA and NEA if the addition of the chapter(s) is approved by the CTA Board of Directors.

NOTE REGARDING DEADLINE DATE:

December 1 is the recommended deadline for notifying the CTA Board member and the Regional Manager of the intent to add a chapter to the Unit for the following fiscal year.

CHAPTER WITHDRAWAL FROM A UNISERV UNIT

Each UniServ Unit's Bylaws and/or Memorandum of Agreement should set forth procedures for the withdrawal of a chapter from the unit, including binding arbitration of disputes.  However, such procedures should not conflict with the provisions set forth in the Unit-CTA-NEA Contract.

For units not having procedures covering withdrawal of chapter(s), the following is provided:

CHECKLIST
1.
Based upon action of the Representative Council, the President of the chapter desiring to withdraw from a unit shall notify the UniServ Board of its intent.

2.
The Chair of the UniServ Board shall notify the Regional Manager and the State UniServ Coordinator of the chapter's intent.

3.
Within 30 days the chapter membership should be advised of the Representative Council's intent to withdraw from the UniServ Unit and the reasons for that decision.

4.
Withdrawals will be effective only at the end of a fiscal year unless chapter appeals to the CTA Board and is granted an early withdrawal.

5.
Chapter shall give unit 120 days' notice prior to the end of the fiscal year if it plans to withdraw unless a mutually agreeable fiscal arrangement can be made with the UniServ Board for an earlier withdrawal.

6.
An Agreement must be finalized with the unit and CTA and be in writing regarding the chapter's payment of its share of the unit's financial obligation.

7.
Any equipment the chapter brought with it when it joined the unit will revert back to the chapter at the time of its withdrawal, unless covered by written agreement.

8.
The withdrawing chapter is entitled to its share of any surplus funds the unit has in its treasury.

9.
If the withdrawing chapter and the unit cannot reach agreement on any aspect of the chapter's withdrawal from the unit, the matter shall be referred to arbitration with each party sharing equally in the cost of the arbitration and individually responsible for its other costs.

10.
The decision of the arbitrator shall be final and binding on all parties.

NOTE REGARDING DEADLINE DATE:
December 1 is the recommended deadline for notifying the CTA Board member and the Regional Manager of the intention of a chapter to withdraw from a Unit for the following fiscal year.

DISSOLUTION OF A UNISERV UNIT

Each UniServ Unit’s Bylaws and/or Memorandum of Agreement should set forth procedures for the dissolution of the unit, including binding arbitration of disputes.  However, such procedures should not conflict with the provisions set forth in the Unit-CTA-NEA Contract, or with the following guidelines.

1. Based upon action of the Representative Councils involved, the President of the UniServ Unit desiring to dissolve shall notify the CTA Board, State UniServ Coordinator and Regional Manager of the unit’s intent.

2. Within 30 days the involved chapter(s) membership should be advised of the Representative Council’s agreement to dissolve the UniServ Unit and the reasons for that decision.

3. Dissolution will be effective only at the end of a fiscal year unless the unit appeals to the CTA Board and is granted an early dissolution date.

4. The Unit shall give the CTA Board 120 days’ notice prior to the end of the fiscal year if it plans to dissolve unless a mutually agreeable staffing arrangement can be made for an early dissolution.

5. Agreements must be finalized and be in writing regarding the chapters’ payment of their share of the unit’s financial obligation.

6. Any equipment chapters brought with them when they joined the unit will revert back to the chapters at the time of dissolution unless covered by written agreement.

7. Chapters are entitled to their share of any surplus funds the unit has in its treasury.

8. If the chapters involved cannot reach agreement on any aspect of the dissolution of the unit, the matter shall be referred to arbitration with each party sharing equally in the cost of the arbitration and individually responsible for its other costs.

9. The decision of the arbitrator shall be final and binding on all parties. 
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UNISERV EMPLOYMENT PRACTICES GUIDELINES

1.
Each local UniServ unit and state affiliate funded by NEA shall be an Equal Opportunity Employer.  It shall:


(
Announce all staff vacancies that are to be filled;


(
Recruit, hire, and promote in all position classifications, without regard to race, creed, national origin, color, sex, or age;


(
Establish a process for screening and hiring committees that has, in representation, racial minority and women members;


(
Avoid the use of tests or qualifying test scores, which discriminate against minority groups or female applicants;


(
Screen qualified applicants for staff positions from members of minority as well as majority groups; female as well as male.

2. It is the goal of the NEA and its state and local affiliates that the total number of UniServ employees in each state include a percentage of minority employees that is at least equal to the percentage of minority persons in the total population of the state (as determined for purposes of the NEA's governing documents), and that the percentage of female employees by 50%.


In order to reach the aforesaid goals, and as may be necessary to maintain it thereafter, qualified minority and female candidates, shall be given legally permissible preferential hiring rights in the filling of vacancies.  For purpose of these guidelines, an occupied state or local staff position which is converted to a UniServ position upon initial institution of the UniServ Program shall not be deemed a "vacancy."  A hiring program designed to implement this guideline shall be developed by each state association after appropriate consultation with UniServ units in said state.  A state association that fails to develop a hiring program that is acceptable to the NEA, or a state association or UniServ unit that fails to comply with a program which has been accepted by the NEA may be denied funding.

3.
Local UniServ units and state affiliates are required to consider women on an equal basis with men.

4.
On an ongoing basis, employers shall;


(
Publicize the association's commitment to equal employment opportunity.


(
Establish liaison with minority and women media representatives.


(
Develop a list of consultants who could advise on recruitment of minorities and women.


(
Remind all contacts, from whom applicants are sought, that the association is concerned with and vigorously supports equal employment.


(
Increase the use of recruitment sources, special training programs and referral agencies which specialize in minority group and female assistance.


(
Advise all staff members of the association's equal employment opportunity policy and their need to comply fully with it.


(
Insure that personnel programs affecting compensation, benefits, and other aspects of employment are administered without discrimination.

CTA AFFIRMATIVE ACTION HIRING POLICY

1. When considering candidates for a professional staff position vacancy, Option I and Regional Resource Center UniServ Unit interview committees and the Regional manager shall be guided in their selection process by General Goals 1 to 7 contained in the CTA Affirmative Action Program.


2. Option II UniServ Units are encouraged to do the same.


3. The Regional Manager, at the formation of an interview selection committee, will encourage the committee chair to compose an ethnically diverse committee.  In the event this is not accomplished, an Affirmative Action Advisory Panel member will be asked to participate as a member of the committee.

4. The Human Resources Manager and/or Regional Manager shall provide the interview committee(s) with information regarding the areas of staff under-utilization (race and gender) for professional staff statewide and for professional staff in the region.

5. Department managers, when considering candidates for vacancies, shall also be guided in their selection process by General Goals 1 to 5 contained in the CTA Affirmative Action Program.

The Human Resources Manager shall provide department managers information regarding the areas of under-utilization (race and gender) statewide for the appropriate employment category of the vacancy and the corresponding information for his/her department.

6. All recommendations for hire shall include information on the ethnicity and gender of candidates interviewed.


GUIDELINES FOR IMPLEMENTATION OF 

LOCAL INVOLVEMENT IN THE SELECTION 

OF UNISERV PROFESSIONAL STAFF

1. The CTA Board shall determine whether the vacancy is to be advertised internally to current professional staff only or advertised both internally to current staff and externally to non-bargaining-unit members.

2. The UniServ Unit Board shall establish a selection advisory committee to work in consultation with the Regional Manager responsible for the selection recommendation to the Executive Director. The appropriate CTA Board Member(s) shall serve as an ex-officio member of the selection advisory committee.

For RRC positions, the Regional Manager shall notify the chairperson of the Service Center Council served by the RRC.  The chairperson shall be invited to appoint a selection advisory committee of not more than five (5) members representative of the chapters to be served by the staff member involved.  The appropriate CTA Board Member(s) shall serve as an ex-officio member of the selection advisory committee.  

3. CTA shall recruit and employ staff in consonance with CTA policies regarding Equal Opportunity Employment, Non-Discrimination and Affirmative Action.

4. The Manager of the CTA Department of Human Resources Management and the appropriate Regional Manager shall be responsible for all communications with applicants and with the selection advisory committee.

5.1
If a vacancy is designated to be advertised to internal applicants only, the following shall apply:

A. CTA shall send notification of vacancies to the CTA professional staff. 

B. All applications shall be reviewed by the Regional Manager and the Manager of the Department of Human Resources Management. 

C. The Manager of the Department of Human Resources Management shall send one copy of each application to the local selection advisory committee through the Regional Manager. 

D. Automatic interviews shall be provided to all internal applicants.  The Regional Manager and the selection advisory committee shall conduct the interviews.  The Regional Manager shall develop interview questions with the selection advisory committee in order to ensure that the specific needs of the chapters are reflected in the interview.

5.2
If a vacancy is designated to be advertised both internally and externally, the following shall apply:

A. CTA shall send notification of vacancies to the CTA professional staff prior to general notification in accordance with the CTA/CSO Agreement.

B. The CTA Department of Human Resources Management shall also advertise the vacancy through the NEA.

C. All applications shall be reviewed by the Regional Manager and the Manager of the Department of Human Resources Management.  The local selection advisory committee and CTA Board member(s) shall, at their option, also participate in this review.  As part of the pre-screening process, CTA shall check references with former employers and association sources as appropriate.

D. If the local selection advisory committee does not participate in the pre-Screening process, the Regional Manager shall provide copies of the applications of all qualified applicants selected to be interviewed to the committee.

E. All internal applicants shall be interviewed.  The Regional Manager and the selection advisory committee shall conduct the interviews. The Regional Manager shall develop interview questions with the selection advisory committee in order to ensure that the specific needs of the unit are reflected in the interview.

F. If the Regional Manager, in consultation with the local selection advisory committee, determines that an external applicant is substantially better qualified than any internal candidate, the Regional Manager may recommend the hiring of the external applicant.  If the Regional Manager, in consultation with the local selection advisory committee, determines that no external applicant is substantially better qualified for the position than the internal candidate(s), the Regional Manager must recommend the selection of an internal candidate, in accordance with the CTA/CSO Agreement.

G. Where it is necessary for transportation expenses to be paid for candidates from outside California, the initial number of candidates authorized shall not be more than three (3), and only upon rejection of all three (3) shall additional screened candidates be approved for expenses.

6.
After completing the interviews, the Regional Manager shall make a recommendation to the CTA Executive Director.

7.
The Executive Director shall make a recommendation to the CTA Board of Directors, which shall vote to approve or disapprove the recommendation.

OPTION II UNISERV HIRING PROCEDURES

1.
When a vacancy occurs in an Option II UniServ Unit, the UniServ Board shall determine a process for hiring a staff person.

2.
The UniServ Board shall establish a selection/interview committee.  The committee shall consider NEA and CTA policies regarding Equal Opportunity Employment, Non-Discrimination, and Affirmative Action.

3.
The responsibility for communications will be with the Chair of the UniServ Unit Board.

4.
The Chair of the UniServ Unit Board shall send notification of the vacancy to CTA and to NEA, requesting that the vacancy be advertised.  The notification will specify the name and address of the UniServ Unit so that applications will go to the Unit.

5.
The UniServ Unit Screening Committee will pre-screen all applications and conduct interviews of the most qualified applicants.

6.
The UniServ Unit Board shall make the decision on the person to be hired.

7.
The CTA shall be notified of the decision of the UniServ Unit Board.
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CTA UNIT PROGRAM EVALUATIONS
It is the responsibility of CTA, in cooperation with local affiliates, to assure the evaluation of the program of each UniServ unit on a regular basis.  The State is to conduct an in-depth, on-site evaluation of each Unit program at least once every three years.

The evaluation shall be conducted by the Regional Manager, in cooperation with the leadership of the unit and appropriate CTA and NEA Directors.

CTA POLICY ON UNISERV BOARD TRAINING
Adopted by CTA Board, April 1988

In order to develop and maintain strong UniServ programs, each UniServ Board is strongly encouraged to participate in a training program in management and evaluation of staff.

CTA will provide such training to any local UniServ Board upon request.

UNISERV BOARD TRAINING

FOR OPTION I AND OPTION II 

 MULTIPLE CHAPTER UNITS

I.
Introduction to Program


A.
Purpose of UniServ


B.
Staffing Ratio Requirement


C.
Local/CTA/NEA Contract


D.
Funding Formula


E.
Employing the UniServ Director



1.
Option I, Option II



2.
CTA Affirmative Action Program



3.
Announcement Procedures



4.
Screening Process



5.
Interview Process



6.
Selection Policy

II.
Support of UniServ Program


A.
Establishment of Priorities and Objectives by Leadership


B.
Evaluation of Priorities and Objectives by Leadership


C.
Staff Training Programs



1.
UniServ Coordination Planning



2.
Utilization of CTA/NEA Departments



3.
NEA UniServ Staff Training Program



4.
Statewide Staff Meeting


D.
 Availability of UniServ Board Training


E. 
Responsibility for Elections

III.
Staff Management


A.
Time Management



1.
Day-to-Day vs. Issue by Issue



2.
Office Supervision


B.
Clerical Employees


C.
Professional Employees


D.
Pertinent Staff Contractual Provisions


E.
Shared Staffing


F.
The Evaluation Cycle



1.
Role of the Chapter Leadership in Establishing Program



2.
Responsibility of the UniServ Board



3.
CTA/CSO Contract Evaluation Procedures



4.
Trouble Signs

IV.
Office Management


A.
Property Management


B.
Office Sharing



1.
Secretarial Services



2.
Equipment Shared

V.
UniServ Fiscal Management


A.
Developing a Budget


B. 
Budgetary Projection (3 years)


C.
Internal Accounting Procedures



1.
Expenditure Controls



2.
Executive Director Expense Reporting


D.
External Accounting Procedures
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NEA UNISERV STAFF PROGRAM
(From NEA Guidelines)

1.
UniServ staff shall provide whatever assistance as deemed necessary by the local and state association elected leadership to meet the needs of the membership, including, but not limited to:

· Coordination of state-national resources into the local unit, including professional development and instructional improvements.

· Negotiation services to the local unit.

· Contract administration/grievance adjudication.

· Local unit member consultant and service.

· Local unit organization, business management, and membership promotion. 

· Leadership development skills.

· Public relations and publicity at the local unit level.

· Legislative and political activity at the local unit level.

· Teacher rights and human relations activity at the local unit level.

2.

All UniServ staff are to implement a policy of non-interference in the internal political/governance affairs of local and state associations.

3.
A program of career development for UniServ staff through training and evaluation shall be provided by NEA in accordance with the UniServ Training Guidelines.

GUIDELINES FOR SHARED STAFFING

NEA
The UniServ shared staffing program is specifically designed to assure that local and state associations and the NEA have UniServ staff available to provide direct assistance to members faced with extraordinary organizing and service difficulties.  Each full-time UniServ staff person shall be available for out-of-state shared staffing assignments at the request of the NEA for a maximum of ten days each year.

Each state affiliate shall have guidelines for shared staffing developed in conjunction with local affiliates.

CTA

Tracking sequence for staff utilization in crises and to meet UniServ 10-day obligation:

1.
All assignments to crisis service shall be made by the appropriate Regional Manager.

2.
Regional Managers shall keep a log of staff service in crisis situations.

3.
Approval of Regional Managers, in consultation with appropriate UniServ unit boards, shall be required prior to release of staff for UniServ 10-day obligations.

4.
Utilization of Option II staff in crises and to meet UniServ 10-day obligations shall be reported by local units to the appropriate Regional Manager as a part of and a condition of the UniServ contract.

5.
All utilization of the factors above shall be reported monthly by the Regional Manager to the office of the CTA State UniServ Coordinator.

6.
A composite report from the office of the CTA State UniServ Coordinator shall be issued monthly to the CTA President, Officers, Board, and Management.

7.
The selection of staff for crisis service and the utilization of staff for 10-day obligations shall be adjusted during the year to achieve a reasonable balance between and among the UniServ units and staff statewide.
ONGOING STAFF DEVELOPMENT OPPORTUNITIES
NEA will fund transportation (airfare) and administrative costs for each UniServ staff person to attend one ongoing staff development opportunity per program year.  In addition to the training sessions described earlier in the annual catalogue, the following development options will be considered for funding.

1.
With appropriate approval, UniServ staff may attend an NEA-sponsored topical conference.  This option will be contingent upon the relationship between the content of the conference and the staff person's current assignment.


Conferences approved include:
(
The annual NEA National Conference;

(
The Membership Constituency Conferences, i.e., ESP and Higher Education;

(
The NEA Bargaining Conference;

(
The NEA Retirement Forum;

(
The National Center for Innovation Annual Symposium;

(
The Organizing Seminar (see description below).


Conferences NOT approved include:
(`
The NEA Regional Conferences;

(

Conferences or membership meetings held in conjunction with the 

(

NEA Representative Assembly;

(

NCUEA;

(

UEDA.

2.
The Organizing Seminar is an opportunity for those interested in strengthening NEA's organizing capacity to meet and exchange ideas and techniques; to challenge and be challenged by colleagues, speakers, and workshop leaders; to discover and explore new concepts in organizing; and to renew energies and ideals.  The seminar is structured to allow maximum dialogue and free exchange of ideas.  Contact your UniServ manager for details.
GUIDELINES FOR PRIMARY CONTACT STAFF 

ACTIVITIES AND RESPONSIBILITIES

The following guidelines will serve as a continuing mechanism for establishing direction for staff activities and responsibilities as well as areas of proficiency, and will be used to establish precedence over any potentially conflicting assignments or activities.

I. CHAPTER ASSIGNMENTS: Normally, each CTA chapter is assigned specifically to a particular Association staff member, who will have the responsibility of primary (though not exclusive) contact with that chapter and will have primary responsibility for the staff functions enumerated below for that chapter.  Current lists of such chapter assignments shall be maintained by the Regional Manager's.

This shall not preclude “teaming” arrangements as long as these are developed with the involvement of the chapters involved and Regional Managers.  Experimentation with teaming is encouraged.  

II. PRIMARY CONTACT STAFF FUNCTIONS AND RESPONSIBILITIES:

In relation to the chapter assignments (“I” above), each primary contact staff will have the primary responsibility of ensuring that the following functions are carried out in, with, by and/or for each chapter:

A.
CHAPTER ORGANIZING

1.
Identification and development of chapter leadership, including existing nominal leadership patterns and emerging leadership patterns in the chapter, and including organization of effective chapter leadership training programs.


2.
Maintenance of positive Association relationship with the chapter, including effective personal liaison with the chapter leadership structure; systematic and effective organization and encouragement of membership participation; and promotion and delivery of priority Association programs in the chapter.


3.
Development and implementation of effective communication systems, including two way communication between membership and leadership; effective and efficient building unit organization for communication of problems; and establishment of effective chapter communication with the community.


4.
Identification and development of issues, including the validation of issues as priorities with which the chapter membership can identify, and organization of chapter program around those issues to produce 

recognizable achievements for the chapter and to produce an effective tactical and strategic base for the chapter's bargaining program.


5.
Provide encouragement and assistance to chapters to organize around educational improvement issues, specifically those found in CTA’s Blueprint for Educational Excellence, utilizing training and consultation resources from appropriate departments.

B.
CHAPTER BARGAINING

1.
Development of chapter contract proposals, including assistance to the chapter in establishing bargaining positions and priorities; development of contract language for proposal to the district; and validation of chapter proposals with chapter membership.


2.
Establishment of effective bargaining procedures, including organization and training of chapter bargaining representatives; consultation and assistance to the chapter bargaining team in the development of tactics and strategies and direct representation on behalf of the chapter in bargaining where appropriate and feasible.


3.
Maintenance of effective relationship between chapter bargaining processes and Association bargaining resource programs, including assistance in and promotion of chapter participation in area coordinated bargaining programs; effective utilization of specialized Association bargaining resources; and timely and consistent reporting of bargaining and contract status to Regional Managers.


4.
Assistance to chapters in dealing with bargaining impasses, including representation of the chapter in mediation, and utilization of Association specialists in administrative procedures; representing chapters in such hearings where appropriate; timely notification and representation of chapter needs and goals to designated Association agencies when appropriate; and consultation and assistance to chapter leaders and members in expeditious and effective resolution of bargaining impasses, including appropriate utilization of CTA crisis assistance procedures.

C.
CONTRACT ADMINISTRATION

1.
Establishment of effective contract monitoring systems, including regular assessment of district compliance with contract provisions; development of communication/reporting systems regarding contract compliance at building unit level; and organization of chapter structures to respond to any instances of contract misinterpretation or misapplication.

2. Establishment of effective grievance representation procedures, including organization and training of chapter grievance representatives; consultations and assistance to chapter representatives in grievance processing; direct representation of the chapter in grievance hearings where appropriate and feasible; and representation of the chapters in arbitration related to grievances where appropriate and feasible.

3. Assistance to chapter in identification and processing of unfair practice charges, including consultation and assistance to chapter leaders; coordination specialist involvement in administrative procedures or hearings; direct representation in such hearings where appropriate and feasible; and timely notification to and coordination with designated Association agencies where appropriate.

4.
Monitoring of chapter recognition status, including tracking of contract duration factors; identification of potential challenges to certification (and, in the case of non-recognized CTA chapters, identification of potential challenges to the established bargaining representative); and recommendation and organization of appropriate procedures to ensure exclusive bargaining status for each chapter.

D.
MEMBERSHIP PROMOTION AND RECRUITMENT
1.
Organization of effective local membership recruiting campaigns, including development of campaign activities and calendars, identification of local campaign leadership, and training of local representatives for effective recruiting for United Education Profession (UEP) membership and, where appropriate, conversion of fee payers to membership status. 

2.
Organization of local participation in statewide CTA/NEA membership projects, including communication of project components and programs to local leadership and establishment of liaison between local planning and project activities.

3.
Assistance to chapters in membership reporting procedures, including coordinating training for local leaders in procedures for effective and timely recording, monitoring, and transmittal of chapter membership status reports and dues transmittal.

E.
POLITICAL ACTION

1.
Development and implementation of effective local political action programs, including organization of local chapter/unit mechanisms for political activity and integration of local political programs with organizing and bargaining priorities of the local unit.


2.
Organization of local chapter/unit participation in CTA/NEA political action programs, including all programs which incorporate legislative advocacy, legislative contact systems and campaigns.


3.
Promotion of and recruitment for individual memberships in CTA/NEA political action arms, including organization of participation and recruitment campaigns for CTA-ABC and NEA-PAC.

F.
PROFESSIONAL ISSUES

1.
Development and implementation of effective site based training programs, including conflict resolution, mediation, budget development and administration.


2.
Monitoring of charter school operations,  including assistance with development of model charters, oversight of charter compliance, and, where appropriate, advocacy on behalf of charter school personnel.


3.
Organization of local site councils, including assistance and training for Association members and chapters in working with parent members of site councils for educational improvement and in developing facilitation skills.


4.
Assistance to chapters in participation on standards and assessment committees, including effective use of Association research and of department personnel.

G.
COMMUNITY RELATIONS


1.
Development and implementation of school-parent-community partnerships, including support and assistance in development of coalitions to generate community-centered school sites and social service agency participation.


2.
Assistance to chapters in formulating alliances with the local business community, including involvement with community representatives to help business leaders define and assume a larger role in the effort to improve schools.
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FUNDING
Funding for Option I and II UniServ Units is derived from three sources - NEA, CTA, and local dues based on 1200 full-time equivalent members. *

NEA
For Option I and II UniServ Units, NEA shall provide an annual grant for each 1200 unified active, and educational support members and non-members required to pay an agency fee.*   Educational support members will be calculated for funding on an active dues basis.

For Option II units, the NEA transmits its contribution directly to the unit in accordance with the following schedule:  September 10, December 10, March 10, and June 10.   The CTA transmits its contribution directly to the unit in accordance with the following schedule: September 30, December 31, March 31, and May 31.

For Option I units, the NEA transmits its contribution to CTA which retains the money and sends an accounting record to the unit on a regular basis.

CTA
For Option I and Option II units, CTA shall provide a sum per full-time equivalent member (FTE).  Such sum is fixed annually as a part of the budget and dues setting process.

Chapters
Chapters shall provide all additional funds necessary to cover employment costs of professional staff, facilities, support services and program for the unit.

*  It should be noted that 1200 members allow a limited program unless there is a substantial contribution from the local units.  1200 members may not be adequate to fund professional staff salary and fringe benefits.  A realistic membership number for adequate support is 1400.

UNISERV UNIT ACCOUNTING PROCEDURES

The following information is excerpted from "Accounting and Reporting Handbook for the Financial Representative” which has been prepared by the CTA Accounting Department.  Units needing further assistance should contact the CTA Accounting Department, 1705 Murchison Drive, Burlingame, CA  94010 and telephone number (650) 697-1400.  Additional information will be provided during the Treasurer’s Workshop given the by the CTA Accounting Department.

RESPONSIBILITIES OF A TREASURER

General

1. To exercise general supervision over the receipt and disbursement of all funds of your organization.

2. To have official custody of all funds and property of your organization.

3. To supervise the preparation of the annual budget and periodic financial reports, and the preparation and distribution of the annual financial report to your organization’s governing bodies.

4. To supervise the preparation of such other financial reports as may be required by your organization’s governing bodies.

5. To perform such other duties as may properly appertain to your office and as may be provided elsewhere in your organization’s by-laws or standing rules.

Budgeting

1. Select a budget committee.

2. Develop a budget calendar.

3. Formulate your organization’s goals and objectives.

4. Develop the budget.

5. Monitor the budget and evaluate the effectiveness as to the programs and allocations.

6. All funds shall be expended in accordance with the UniServ financial plan.

7. The UniServ financial plan needs to be submitted to CTA no later than October 1 for the coming fiscal year.

Accounting Books, Records and Financial Reports

1. Establish and maintain an accounting system for your organization.

2. Ensure that case receipt and cash disbursement transactions are properly safeguarded and controlled.

3. Prepare Treasurer’s Report on a regular basis and distribute to your organization’s governing bodies.

4. Supervise your organization’s annual financial review and audit and submit to CTA no later than January 1of each year, for the prior year.

5. Ensure that the financial review and the Independent Auditor’s Report are performed in accordance with generally accepted accounting standards.

Other Agency Reports

1. Ensure timely preparation and submission of the annual PERB report for units subject to filing requirement.

2. Establish and maintain the UniServ unit’s agency fee procedures and file all required reports in timely manner.

3. File all necessary tax forms on a timely basis.

4. Adhere to Internal Revenue Service (IRS) and Fair Political Practice Commission (FPPC) regulations and reporting requirements under the Political Reform Act of 1974.

PROCEDURES FOR A UNISERV UNIT COMPOSED OF MULTIPLE CHAPTERS

Each chapter in the Unit must follow the procedures for its own chapter as outlined above.

The UniServ Unit must have books, records, and a budget for income and expenditures which are unique to the Unit and not to the chapters.  The Unit is required to file reports of financial records which are unique to the Unit.  The Unit/CTA/NEA Agreement provides that the NEA or CTA may request a final audited statement of financial status, prepared by an independent accounting agency.

POLITICAL REPORTING FOR A CHAPTER WITH A 

POLITICAL ACTION COMMITTEE
Information on requirements for Political Action Committee Reporting is available from the CTA Governmental Relations Office, 1118 Tenth Street, Sacramento, CA  95814, telephone (916) 442-5895.

FINANCIAL PROBLEM-SOLVING POLICY

No later than April 1st of each year, CTA will provide each UniServ Unit with a three-year financial review planning form.

Each Unit shall complete the three-year financial review planning form and submit it to the Regional Manager by April 30.

When a financial problem or potential problem within the UniServ Unit is identified by the Regional Manager or the Unit, the CTA Board Member in the area shall be notified.  In an attempt to resolve the problem, a meeting shall be scheduled within 30 days by the Regional Manager to include the Unit Executive Director, Chairperson, Treasurer of the Unit, the CTA Board Member and the Regional Manager.

If the problem is not resolved at the first meeting, a second meeting will be scheduled by the Regional Manager within 30 days.  This meeting shall include the original participants, the UniServ Board and one or more of the following, depending on the nature of the problem:  CTA Treasurer or designee, CTA President or designee, and other Management personnel as needed.   From this meeting shall come a written agreement which shall include the following:

1.
Plan to solve the problem

2.
Timeline to achieve solution

3.
Procedure to monitor progress

If no agreement is reached at the second meeting, a third meeting shall be held within 30 days with the same personnel.  Each group shall be asked to bring to this meeting recommendations as to how the problem may be resolved.

If agreement is reached, a timeline shall be set to achieve solutions and a procedure to monitor progress.  Said agreement shall be in writing.

If no agreement is reached, the problem shall be remanded to binding arbitration as provided for in the UniServ contract.

COLLECTIONS OF DELAYED RECEIPTS FROM 

LOCAL AND REGIONAL AFFILIATES

1. A reasonably accurate aging schedule shall be prepared monthly and distributed by the treasurer to the board of directors, and by the executive director through management and staff channels, as deemed necessary to implement this policy.

2. Whenever a local or regional affiliate (i.e. chapter, UniServ unit or service center council) shows as being delinquent in transmitting funds to CTA for any reason (examples: dues, payroll service accounts, rentals, and similar accounts receivable),  an initial contact for accounts less than 30 days in arrears shall be made by accounting personnel to inform the unit of the arrearage, obtain acknowledgment of the amount or determine the extent of discrepancy between CTA and unit records, and ascertain, if possible, when/if the unit intends to make payment.

3. When an arrearage becomes more than 30 days delinquent, but not greater than 60 days, the Regional Manager shall have responsibility for making contact with the staff person providing primary service to the unit in an effort to resolve the problem.  Whenever possible, a written payment agreement shall be secured, subject to approval by the Treasurer, within parameters established by the Board of Directors as contained elsewhere within this handbook, or any other specific Board action.

4. Arrearages greater than 60 days, but less than 90 days, where the Regional Manager reports that further productive progress pursuant to the foregoing steps is not possible, become the property of a special committee consisting of the Regional Director, the Executive Director or his designee(s), and an Executive Officer for handling.  The Committee shall attempt to arrange a payment schedule on the outstanding obligation and determine a solution to prevent further build-up of debt.

5. If the arrearage is not resolved within 90 days, the matter shall be reviewed by the Executive Officers and Executive Director, who shall make a recommendation to the Board for further action to be taken.
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UNIFIED STAFF SERVICE PROGRAM

(UNISERV AGREEMENT)

AGREEMENT entered into this 1st day of _________________, _____ by and between the:

National Education Association

(hereinafter referred to as the “NEA”)

and

California Teachers Association

(hereinafter referred to as the “CTA”)

and

_____________________________________

(hereinafter referred to as the “Unit”)

Term of Agreement: ___________________

PREAMBLE

In order to provide members and local associations with professional staff and necessary support staff services and facilities to enable local associations to implement, improve, and coordinate programs of the United Education Profession, the NEA, the CTA, and the unit, have established the Unified Staff Service Program (hereinafter referred to as the “UniServ” Program).  CTA and its local associations desire to participate in the UniServ Program and have fulfilled all of the necessary requirements for such participation as set forth in the UNIFIED STAFF SERVICE PROGRAM TO STATE AND LOCAL ASSOCIATIONS, attached hereto as Appendix A.

I.
ADMINISTRATION
The CTA Executive Director shall be the administrator of the UniServ program in California and shall be accountable for the overall operation of the program.  The Local UniServ Unit Board shall have responsibility for the direction of the UniServ field representatives and the design of specific program implementation, and the Regional Manager shall have the responsibility as immediate supervisor.
II.
FULL-TIME STAFFING

A.
EMPLOYMENT

The parties have established a UniServ unit of Active (including Educational Support Personnel members) and non-members required to pay an Agency Fee, serviced with a full-time UniServ field representative.  The employment of said UniServ field representative is on-going having commenced prior to the signing of this Agreement.


B.
EMPLOYMENT CONTRACT
The UniServ field representative shall be employed by the CTA pursuant to a comprehensive, written, collectively bargained agreement, one (1) copy of which is hereto attached as Appendix B of this Agreement. 


C.
VACANCY
If during the term of this Agreement, a position of UniServ field representative becomes vacant, CTA shall notify the NEA immediately.  CTA shall employ or assign a successor UniServ field representative within ninety (90) days in accordance with the UniServ Employment Practices Guidelines or agree on an otherwise mutually acceptable procedure to be followed pending employment or assignment of a successor.  If said vacancy is not filled within ninety (90) days, the NEA funding for the UniServ field representative will cease until CTA notifies the NEA that the position is filled.


D.
EMPLOYMENT PRACTICES
All employment of UniServ field representative shall be in accordance with the UniServ Employment Practices Guidelines and the collective bargaining agreement between CTA and the exclusive representative of the professional staff unit.  It is the goal of the NEA and its state and local affiliates that the total number of UniServ field representatives, both full-time and part-time, include a percentage of minority employees that is at least equal to the percentage of minority persons in the total population of the state, and that the percentage of female UniServ field representatives be at least 50%.

III.
FUNDING


A.
CONTRIBUTIONS

The parties agree to contribute funds in support of UniServ Program operations as follows:

The NEA shall transmit its contributions to CTA during each year of the agreement in accordance with the following schedule:

September 10, December 10, March 10, June 10.

No later than September 1 of the fiscal year, the NEA and the CTA shall agree upon the amounts of the quarterly contributions.

CTA shall make its contributions as of August 31, for the fiscal year, in accordance with the plans outlined in the approved CTA budget.

The Unit shall provide all additional funds necessary to cover employment costs of the professional staff, facilities, support services and program for the Unit.

Contributions by each party for the fiscal years beginning September 1 shall be determined and announced prior to these dates.

Nothing in this section shall preclude the addition of supplementary funding pursuant to action of the NEA Board of Directors.
B.
EXTENT OF OBLIGATION

The contribution specified for each party in Paragraph A above represents the complete and sole financial obligation to the UniServ Program.  Failure of any party to make its contribution in accordance with the terms of Paragraph A shall not shift the financial burden of such deficit to the other parties.


C.
UTILIZATION OF FUNDS
All funds contributed to the parties shall be expended in accordance with the UniServ financial plan, which shall be submitted to CTA no later than October 1 of each year during the term of this Agreement.

UniServ annual financial review or audit as described in the “Accounting and Reporting Handbook for Financial Representation” must be submitted to CTA no later than December 1, for the prior year.

The NEA and CTA may request a final audited statement of financial status, prepared by an independent accounting agency, and CTA shall provide said audit within sixty (60) days of the request.  Should such a special request be made by the NEA or CTA, the NEA and CTA will reimburse the Unit two-thirds the cost of said audit.


D.
UNEXPENDED FUNDS

Upon termination of the Agreement, this right to all unexpended funds advanced by the NEA and CTA, including both contributions and interest earned, shall revert to the NEA and CTA in proportion to the time remaining on the term of this Agreement.


E.
FINANCIAL OBLIGATION UPON TERMINATION OF THE UNIT

At the termination of the Agreement, at any time, any costs not covered by the CTA/NEA rebates to the UniServ Unit become the obligation of the chapter(s) on a per member basis.

Funds to settle such obligation shall be remitted to CTA within sixty (60) days following the termination of the UniServ Unit.

Upon termination, if a surplus of funds existed after meeting the Unit’s financial obligations to CTA, these funds shall be retained by the chapter, or in the case of a multi-chapter unit, be refunded to the chapters in proportion to their respective contribution.

IV.
TRAINING


A.
AVAILABILITY OF UNISERV FIELD REPRESENTATIVES
The NEA may use each UniServ field representative for up to twenty (20) working days each year for purposes of training.  Up to ten (10) of these days may, at the request of the NEA in consultation with the unit be utilized for other purposes appropriate for an association UniServ field representative.  CTA shall have guidelines for such staff utilization developed in conjunction with unit associations and/or the unit.


B.
COST AND TYPE OF TRAINING

The costs of the training provided for in Paragraph A above for UniServ field representatives shall be borne by the NEA in accordance with the NEA UniServ Training Guidelines.

The costs for the utilization of UniServ field representatives for other appropriate purposes shall be borne by the NEA.

The NEA may consult with CTA and/or the unit regarding the nature and content of training, but the NEA reserves the right to make the final determination in regard thereto.

V.
EVALUATION
CTA shall conduct an in-depth, on-site evaluation of the program of each UniServ unit at least once during the term of this Agreement.  This evaluation shall result in a written report which shall be maintained in the permanent file of CTA.

VI.
MISCELLANEOUS


A.
ENTIRE AGREEMENT
This Agreement incorporates the entire understanding of the parties with respect to the subject matter contained herein.


B.
AMENDMENT OR WAIVER
Any amendment to or waiver of any of the provisions of this Agreement shall be effective only if made in writing and executed with the same formality as this Agreement.  The failure of any party to insist upon strict performance of any of the provisions of this Agreement in the event of a default shall not be construed as a waiver of any subsequent default of the same or a different nature.


C.
NON-ASSIGNABILITY
This Agreement is personal and none of the parties shall, without the written consent of the others, assign or transfer this Agreement, or any rights or obligations arising under it, except that is provisions shall, at the option of the other parties, be binding upon any employee organization resulting from the reorganization, consolidation or merger of any of the parties.


D.
PARTIAL INVALIDITY

If any provision of this Agreement, or any application thereof, is held to be contrary to law, then such provision or application will not be deemed valid and subsisting except to the extent permitted by law, but all other provisions or applications will continue in full force and effect.  The parties shall meet not later than ten (10) days after such holding for the purpose of renegotiating the provision or provisions affected.  Such time may be extended by mutual agreement.


E.
ARBITRATION

Should any dispute arise as to the interpretation or application of any provision of this Agreement, it shall be decided by arbitration in accordance with the commercial arbitration rules of the American Arbitration Association in effect on the date of the demand for arbitration.  The decision of the arbitrator, including an order for specific performance and/or damages, shall be final and binding upon the parties and their respective successor or assigns.  The parties to the dispute shall share equally the costs of the arbitration proceeding but each shall bear its own attorney fees and witness expenses.  The arbitration of such dispute shall be to the exclusion of any proceeding in a court of law, except that judgment upon the award of the arbitrator may be entered in the highest court of the forum, state or federal, having jurisdiction.


F.
GOVERNING LAW

This Agreement shall be governed by, and all of its provisions construed in accordance with, the law of the State of California.


G.
ASSISTANCE AND NON-INTERFERENCE
UniServ field representatives shall provide whatever assistance is deemed necessary, by the local and state association’s elected leadership, to meet the needs of the membership.  Further, all UniServ field representatives are to implement a policy of non-interference in the internal political affairs of the local, state, and national associations.


H.
PUBLICITY
The parties shall use all appropriate means to publicize the fact that services provided under this Agreement are provided as a part of the NEA’s UniServ Program.


I.
RESEARCH
Upon reasonable request, the UniServ field representative, CTA, and the Unit shall provide information to the NEA and/or CTA when requested by the NEA or CTA.  The field representative shall submit a Staff Activity Report to CTA on a weekly basis, following CTA guidelines.


J.
NOTICES

All notices and other communications required by this Agreement shall be in writing and shall be deemed given if delivered personally or mailed by registered or certified mail, return receipt requested, to the parties at the following addresses, or at such address for the party as shall be specified by notice given pursuant hereto:

NEA
NEA Regional Director


Pacific States Regional Office


1350 Bayshore Highway, Suite 730


Burlingame, CA 94010

CTA
State Executive Director


California Teachers Association


1705 Murchison Drive


Burlingame, CA 94010

UNIT
President


Unit Name


Unit Street 


Unit City, CA Zip 

VII.
TERM OF AGREEMENT

A.
DURATION

This Agreement shall become effective as of the first day of September, _____ and shall remain in full force and effect unless any one of the following is initiated, except that the funding from the NEA shall be subject to an annual application by CTA and review and approval by the NEA.

1. At any time upon written notice of at least thirty one hundred and twenty (120) days and agreement of all of the parties. 

2. Pursuant to Section VI, Paragraph D above.

3. Upon ten (10) days written notice by any of the parties if any of the parties fail to comply with the terms of Section II, Paragraph B above.

4. Upon ten (10) days written notice by the NEA or CTA if a local fails at any time to meet the standards for participation in the UniServ Program, as set forth in the document entitled “UNIFIED STAFF SERVICE PROGRAM TO STATE AND LOCAL ASSOCIATIONS,” which is attached hereto as Appendix B to this Agreement.

5. If the Unit evaluation shows a failure in the duties of representation or failure to conform to the reasonable standards, policies, rules, and regulations for affiliates adopted by the NEA and/or CTA, the Agreement may be terminated as follows:


5.1
Notice of intent to terminate shall be given in writing not less than 120 days in advance, together with a specific description of the alleged deficiencies and the actions required to make corrections.


5.2
The Agreement shall terminate unless the Unit makes the indicated corrections or files an acceptable plan for correction within the 120-day period.

6.
MULTIPLE CHAPTER UNITS:  No individual chapter within a multi-chapter UniServ Unit may terminate its obligations to the Unit except as provided by policies of the CTA, governance document of the Unit or by mutual agreement.  If disputes or disagreements between chapters in a multi-chapter UniServ Unit exist, such disputes or disagreements shall be resolved by the arbitration process referred to in Section VI.


Attest:

Executive Director, CTA


Attest:

President, UNIT








(Print President’s name.)


UNIFIED STAFF SERVICE PROGRAM

(UNISERV AGREEMENT)

AGREEMENT entered into this 1st day of _________________, _____ by and between the:

National Education Association

(hereinafter referred to as the “NEA”)

and

California Teachers Association

(hereinafter referred to as the “CTA”)

and

________________________________

(hereinafter referred to as the “UNIT” or “Local”)

PREAMBLE
In order to provide members and local/unit associations with professional staff and necessary support staff services and facilities to enable local/unit associations to implement, improve and coordinate programs of the United Education Profession, the NEA, California Teachers Association and UNIT have established the Unified Staff Service Program (hereinafter referred to as the “UNISERV” Program).  The State and the Local/Unit desire to participate in the UNISERV Program and have fulfilled all of the necessary requirements for such participation as set forth in the UNISERV Policy Guidelines, attached hereto as Appendix A.

THEREFORE, in consideration of the mutual promises contained herein, the parties agree to establish and maintain a UNISERV Program on a coordinated basis designed to benefit members through the deployment of UNISERV staff and services.

I

ADMINISTRATION
The State Executive Director shall be the administrator of the UNISERV Program in California and shall be accountable for the overall operation and financial administration of the program.  The UNIT shall have supervisory authority for the direction of the UNISERV staff and the design of specific program implementation.

II

FULL TIME STAFFING
A. EMPLOYMENT

The parties have established six (6) UNISERV unit(s) of approximately _______ Active Members and Non-Members required to pay an Agency Fee, serviced with six (6) full time UNISERV staff.  The employment of said UNISERV staff is ongoing having commenced prior to the signing of this Agreement.

B. EMPLOYMENT CONTRACT
The UNISERV staff shall be employed by the UNIT pursuant to a comprehensive, written employment contract, two (2) copies of which are hereto attached as Appendix B of this Agreement.  The representative of the UNIT.

C. VACANCY
If during the term of this Agreement, a position of UNISERV staff becomes vacant, the UNIT shall notify the State immediately and the State shall in turn immediately notify the NEA.  The UNIT shall employ a successor UNISERV staff within ninety (90) days in accordance with the UNISERV Employment Practices Guidelines.

If said vacancy is not filled within ninety (90) days, the NEA funding for the UNISERV staff will cease.  Funding entitlement will resume beginning the quarter subsequent to the employment of the new UNISERV staff.  

D. EMPLOYMENT PRACTICES
All employment of UNISERV staff shall be in accordance with the UNISERV Employment Practices Guidelines.  It is the goal of the NEA, and its state and local/unit affiliates that the total number of UNISERV staff, both full-time and part-time, include a percentage of minority employees that is at least equal to the percentage of minority persons in the total population of the state, and that the percentage of female UNISERV staff be at least 50%.

III

FUNDING
A. CONTRIBUTIONS
The parties agree to contribute funds in support of UNISERV Program operations as follows:

1. The NEA shall contribute $_________ during the fiscal year ________.  The contribution shall be transmitted to the UNIT in accordance with the following schedule:

September 10, December 10, March 10, June 10

2. The CTA shall contribute $________ in accordance with the plan outlined in its approved budget, two copies of which are attached hereto as Appendix C.

3. The UNIT shall contribute in accordance with the plan outlined in its approved budget, two copies of which are attached hereto as Appendix D.

4. Contributions by each party for the fiscal years beginning September 1, _____ and September 1, ____ shall be determined and announced prior to these dates.

B. EXTENT OF OBLIGATION
The contribution specified for each party in Paragraph A above represents the complete and sole financial obligation to the UNISERV Program.  Failure of any party to make its contribution in accordance with the terms of Paragraph A shall not shift the financial burden of such deficit to the other parties.   

C. UTILIZATION OF FUNDS
All funds contributed to the parties shall be expended in accordance with the budget(s) which are attached hereto.

It shall be a requirement for all local option UniServ units to have an annual audit or financial review conducted by an independent audit firm or state association.   A letter from the auditing firm or state association attesting to the completion of such audit or review for the previous program year must accompany the unit’s application.  Applications that do not include such letters will be considered incomplete and funding approval will be withheld until such attestation is provided.

D.
UNEXPENDED FUNDS
Upon termination of this Agreement, the right to all unexpended funds advanced by the NEA including both contributions and interest earned, shall revert to the NEA in proportion to the time remaining on the term of this Agreement.

IV

AVAILABILITY OF UNISERV STAFF
The NEA may use each UNISERV staff for up to ten (10) working days each year for purposes set forward in the “shared staffing” section of the NEA Policy Guidelines.  The State shall have guidelines for such staff utilization developed in conjunction with local associations and/or the Local.

The travel and expense costs related to the utilization of UniServ staff under this provision of the agreement shall be borne by the NEA in accordance with the NEA UniServ Staff Travel Guidelines.

V

UNISERV STAFF CAREER DEVELOPMENT

NEA shall contribute to the costs related to UniServ staff career development activities in a manner consistent with the UniServ Staff Career Development section of the NEA UniServ Policy Guidelines. 

The State and/or the Local/Unit shall consult NEA regarding the nature and content of UniServ staff career development activities for which NEA UniServ funding assistance will be requested.  The NEA reserves the right to make the final decision in regard to those activities toward which NEA will provide financial support.

VI

EVALUATION
The State shall assume the responsibility for an annual review and evaluation of the program of each UNISERV unit.  The operational conduct of the evaluation may either be shared between the State and the Local/Unit or may be the sole responsibility of the leadership of the Unit.

The State shall conduct an in-depth, on-site evaluation of the program of each UNISERV unit at least once during the term of this agreement.  This evaluation shall result in a written report which shall be maintained in the permanent file of the State.

The NEA shall, with the cooperation of the State, conduct a review of the total statewide UNISERV Program at least once every three years.  The next scheduled evaluation will be during the _______-_______ program year.

VII

MISCELLANEOUS
A. ENTIRE AGREEMENT
This Agreement incorporates the entire understanding of the parties with respect to the subject matter contained herein.

B. AMENDMENT OR WAIVER
Any amendment to or waiver of any of the provisions of this Agreement shall be effective only if made in writing and executed with the same formality as this Agreement.  The failure of any party to insist upon strict performance of any of the provisions of this Agreement in the event of a default shall not be construed as a waiver of any subsequent default of the same or a different nature.

C. NON-ASSIGNABILITY
This Agreement is personal and none of the parties shall, without the written consent of the others, assign or transfer this Agreement, or any rights or obligations arising under it, except that its provisions shall, at the option of the other parties, be binding upon any employee organization resulting from the reorganization, consolidation or merger of any of the parties. 

D. PARTIAL INVALIDITY
If any provision of this Agreement, or any application thereof, is held to be contrary to law, then such provision or application will not be deemed valid and subsisting except to the extent permitted by law, but all other provisions or applications will continue in full force and effect.  The parties shall meet not later than ten (10) days after such holding for the purpose of renegotiating the provision or provisions affected.  Such time may be extended by mutual agreement.

E. ARBITRATION
Should any dispute arise as to the interpretation or application of any provision of this agreement, it shall be decided by arbitration in accordance with the commercial arbitration rules of the American Arbitration Association in effect on the date of the demand for arbitration.  The decision of the arbitrator, including an order for specific performance and/or damages, shall be final and binding upon the parties and their respective successor or assigns.  The arbitrator of such dispute shall be to the exclusion of any proceeding in a court of law, except that judgment upon the award of the arbitrator may be entered in the highest court of the forum, state or federal, having jurisdiction.  

F. GOVERNING LAW
This Agreement shall be governed by, and all of its provisions construed in accordance with, the law of the District of Columbia.

G.
ASSISTANCE AND NONINTERFERENCE

UNISERV staff shall provide whatever assistance is deemed necessary, by the Local/Unit and State Association’s elected leadership, to meet the needs of the membership. Further, all UNISERV staff are to implement a policy of noninterference in the internal, political affairs of the local/unit, state and national associations.

H.
PUBLICITY
The parties shall use all appropriate means to publicize the fact that services provided under this Agreement are provided as a part of the NEA’s UNISERV Program.

I. RESEARCH
Upon reasonable request, the UNISERV staff, the State, and the Unit shall provide information to the NEA when requested by the NEA.

J.
NOTICES
All notices and other communications required by this Agreement shall be in writing and shall be deemed given if delivered personally or mailed by registered or certified mail, return receipt requested, to the parties at the following addresses, or at such address for the party as shall be specified by notice given pursuant hereto:

UniServ Program Manager

NEA Affiliate Capacity Building

1201 16th Street, NW

Washington, DC 20036-3290

CTA, State Executive Director

1705 Murchison Drive

Burlingame, CA 94011-0921

President

UNIT Name

UNIT Street

UNIT City, CA Zip

VIII

TERM OF AGREEMENT

A. DURATION
This Agreement shall become effective as of the 1st day of September _____ and shall remain in full force and effect until August 31, _____, subject to earlier termination as provided in Paragraph B below, except that the funding from the NEA shall be subject to an annual application by the State and review and approval by the NEA.

B.
EARLY TERMINATION

This Agreement may be terminated prior to August 31, _____, as follows:

1. At any time upon written notice of at least thirty (30) days and agreement of all of the parties.

2. Pursuant to Section VI, Paragraph D above.

3. Upon ten (10) days’ written notice by any of the parties if any of the parties fail to comply with the terms of Section II, Paragraph B above.

4. Upon ten (10) days’ written notice by the NEA or the State if a local/unit fails at any time to meet the standards for participation in the UNISERV Program, as set forth in the document entitled “UNIFIED STAFF SERVICE PROGRAM TO STATE AND LOCAL/UNIT ASSOCIATIONS” which is attached hereto as Appendix A to this Agreement.


C.
SUCCESSOR AGREEMENT
Upon the written request of any party sent to the other party, not later than June 1, _____, the parties shall enter into negotiation for a successor agreement.

IN WITNESS WHEREOF, the parties have executed this Agreement on the date first above written.

ATTEST:

___________________________

National Education Association

___________________________

California Teachers Association

___________________________

Unit

J – CTA POLICIES

CTA POLICY STATEMENT ON 

SEXUAL HARASSMENT
J – 1

CTA POLICY ON STAFFING RATIOS
J – 2

CALIFORNIA TEACHERS ASSOCIATION

POLICY STATEMENT ON SEXUAL HARASSMENT
The California Teachers Association recognizes that sexual harassment is but another form of discrimination based on sex.  Accordingly, it is just as undesirable as other forms of sex discrimination within the Association’s work environment.

Even though the association has made clear its adversary position with regard to sex discrimination as stated in the Association’s Affirmative Action Program, this policy sets forth CTA’s position on sexual harassment in particular.

The California Teachers Association forbids acts of sexual harassment, verbal or physical, in any form, by any person in its employ, or by any person within the bounds of its workplace.  Sexually derogatory remarks are as offensive as racial, religious or ethnic slurs and are equally unwelcome.  Also, it should be clearly understood that acceptance of sexual advances is not a condition of employment, advancement or access to training opportunities within the California Teachers Association.

Staff members found to be in violation of this policy shall be subject to appropriate disciplinary measures.


CTA POLICY ON STAFFING RAFIOS

The State Council, on May 16-17, 1981, adopted the following long-term objectives on staffing ratios:

1.
Establish goal of RRC – minimum ratio 1:1600
(To accommodate differential costs between RRC and local units)

2.
Establish goal of Option I (local) minimum ratio 1:1400


A.
Put unit fiscal relations with CTA on “pay as you go” basis.

B.
Establish cooperative *flexible) staffing arrangements (where feasible and needed and where 1:1600 RRC ratio can accommodate).

3.
Option II – put unit fiscal relations with CTA on “pay as you go” basis.

4.
Option I/II – withdraw eligibility or payroll service if payment (dues and/or unit expenses) are behind sixty (60) days or more.

5.
Utilize department staff where possible to fill critical spots internally.

6.
Phase in new ratios over three-year period.

The State Council also approved a policy that the long-term objective for staffing ratio of specialist staff be established at 1:4000, such specialist staff to be deployed so as best to meet the needs of the Association in such areas as Bargaining, Legal Services, Governmental Relations, Human Rights, Communications, Instruction and Professional Development, and Finance and Research.

APPENDIX “A”

UNISERV/RRC

PROGRAM EVALUATION

[image: image1.png]



CALIFORNIA TEACHERS ASSOCIATION

UNISERV/RRC PROGRAM EVALUATION

It is the responsibility of CTA, in cooperation with local affiliates, to assure the evaluation of the program of each UniServ unit on a regular basis.  The NEA Guidelines call for an evaluation of each unit on an annual basis.  The State is to conduct an in-depth, on-site evaluation of each Unit program at least once every three years.

For Option 2 units, the operational conduct of the evaluation of the unit is the responsibility of the leadership of the unit, in conjunction with the appropriate CTA Regional Manager and appropriate CTA and NEA Directors.

For Option 1 units and the RRC units, the evaluation shall be conducted by the Regional Manager in cooperation with the leadership of the unit, and appropriate CTA and NEA Directors.

This unit evaluation instrument is provided to assist units in making the evaluation process a meaningful one.  It is the intent that the unit leaders complete the instrument prior to the meeting to discuss components in the instrument.

The CTA Board has adopted the following policy on UniServ Board Training in April 1988:

In order to develop and maintain strong UniServ programs, each UniServ Board is strongly encouraged to participate in a training program in management and evaluation of staff.

CTA will provide such training to any local UniServ Board upon request.  This training may also be provided at the CTA Presidents Conference, Regional Leadership Conference, and/or Service Center Councils.

Training requests should be sent to the CTA President or Regional Manager.
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CTA/NEA UNISERV/RRC EVALUATION


Date 


NAME OF UNISERV UNIT/RRC 


Street Address 


City 

Zip


Telephone (_____) 


UniServ Chair (if any) 


Executive Director/Primary Contact Staff 


NAME OF CHAPTER(S) IN UNISERV:



# of
# of
# of

Name of Chapter
Barg.Unit
Members
Fee Payers

DESCRIBE HOW YOUR UNIT/CHAPTER PARTICIPATED OR PROVIDED INPUT INTO THIS EVALUATION:

I.
UNISERV STRUCTURE:
A. Does your UniServ Unit have a Representative Board Structure?

B. If “Yes” describe the UniServ Board Representative Structure:

II.
BUDGET (not applicable to RRC UniServ Units)

A. Who prepares the UniServ Budget?

B. How is dues structure determined?

C. Sources of income:

$_______________ per members:

$_______________ per chapter:

$_______________ other.  Please specify. 


CTA/NEA UNISERV/RRC EVALUATION

D.
How is budget approved?


E. How would you characterize the financial condition of your UniServ?


(  Strong
(  Adequate
(  Borderline
(  In Difficulty

F. If “Borderline” or “In Difficulty” have you a plan to improve the situation?

· Program to increase membership

· Seek additional chapter (s) for UniServ

· Increase local contribution to UniServ

· Cut costs

· Other:


G.
Do you have an annual certified audit?     Yes  (     No  (
III.
GOALS. (Section A deals with UniServ; Section B deals with Chapter)

A1.
Does UNISERV establish goals?     Yes  (     No  (

If not, please explain:

A2.
Who sets goals?


A3.
When are they set?


A4.
How often are they set?


A5.
Are goals evaluated?


A6.
How often are goals evaluated?


A7.
What were goals for the period of evaluation?  (These may be attached.)


A8.
What further effort(s), if any, is needed to meet goals?


B1.
Does CHAPTER establish goals?     Yes  (      No  (

If not, please explain:

B2.
Who sets goals?


B3.
When are they set?


B4.
How often are they set?


B5.
Are goals prioritized?


B6.
How often are goals evaluated?


B7.
What were goals for the period of evaluation?  (These may be attached.)


CTA/NEA UNISERV/RRC EVALUATION

B8.
What further effort(s), if any, is needed to meet goals?

IV.
TRAINING
A. CTA/NEA training was provided in the following areas during this evaluation period (i.e. Bargaining, Contract Maintenance/Grievance; Instruction and Professional Development; Human Relations/Affirmative Action; Political/Legislative Action; Membership Promotion; Internal/External Communications; Community Action; Public Relations; UniServ Board Training/Management; Other)


Nature of Training
Group Trained
Trainer
Sponsor*

*Chapter, RRC, UniServ, Service Center Council, Other

V.
COMMUNICATIONS:
A. Describe the internal/external communication methods used by your Chapter/UniServ (please attach samples).

VI.
STAFF
A. Do you have suggestions as to how staff services to your chapter can be improved?

B.
Have you utilized CTA staff specialists?     Yes  (      No  (

Name

Title



    In what matter?



Name

Title



    In what matter?


C.
Have you utilized NEA staff this past year?     Yes  (      No  (

Name

Title



    In what matter?



Name

Title



    In what matter?


CTA/NEA UNISERV/RRC EVALUATION

VII.
CHAPTER-STAFF RELATIONS
(See attached Summary of Staff Responsibilities)

A. What CTA programs/services have been of greatest use to your chapter this year?

B. If any CTA services/programs have been ineffective and/or counter-productive for your chapter this past year, please describe the problem:

C. Please rate or describe the over-all quality of staff services to your chapter:

1.
Primary Contact Staff


2. 
Support Staff Services


3.
What staff services have been particularly useful?


4.
What staff services, if any, have been unsatisfactory?


F. What suggestions would you make for changes or improvements in staff services to your chapters?

NAME OF CHAPTER: 


YOUR NAME AND POSITION: 

SUMMARY OF STAFF FUNCTIONS AND RESPONSIBILITIES

1. Chapter organizing

A. Leadership development and training

B. Membership promotion

C. Liaison and consultation with chapter leaders on chapter management and chapter programs

D. Communications systems and skills

E. Building representative organization

F. Community relations

G. Issues identification and development

2. Chapter bargaining

A. Contract development and construction

B. Table skills and organization and training of chapter bargaining representatives

C. Bargaining strategies and tactics

D. Coordinated bargaining

E. Resolution of bargaining disputes, impasses, etc.

F. CTA procedures in crisis situations

3. Contract maintenance and administration

A. Compliance monitoring

B. Member communication systems and response mechanisms

C. Grievance processing organization and systems

D. Dispute resolution procedures and alternatives

E. Arbitration preparation, processing and representation

F. Identification, preparation, and processing of unfair practice charges

4. Maintenance of, defense of, and/or challenge of organization recognition status

A. Monitoring of contract term status

B. Identification of potential challenge

C. Assessment of chapter strength in elections

D. Procedures, organization, and leadership (management) of elections

E. CTA procedures in elections

5. Ability to write and speak effectively, effectiveness with groups, emotional stability and decision-making in crisis situations, cooperation with colleagues.

6. Maintain a pattern of effectiveness with clients, including acceptability to leaders, credibility and effective program delivery.

7. Understanding, promotion and coordination of CTA legislative/political action programs with chapters and membership groupings.

8. Understanding of, and consultation/training of chapter representatives in, applicable state labor law and administrative agency procedures and precedent (e.g., PERB actions).

9. Understanding and consultation with chapters/members on teacher rights and Education Code of other protections of rights.
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UNISERV POLICY GUIDELINES

PURPOSE

1. To provide members and locals with professional staff and necessary support staff services and facilities to enable locals to implement, improve and coordinate programs of the United Education Profession.

2. To guarantee local control in local option units.

3. To guarantee local participation in the control and implementation of state option programs.

4. To enable NEA and state associations to provide efficient and comprehensive delivery of service and national, state and local program priorities to local affiliates and members to strengthen the effectiveness of local associations.

PROGRAM

The program will be provided to local affiliates within state affiliates or to local affiliates through state affiliates.  Where there is no state affiliate, the program may be provided by NEA directly to local affiliates.

DEFINITIONS

1. Flexible staffing – applies to state UniServ programs in which the staffing patterns required by these policies are not compatible with the efficient and effective deployment of staff for the delivery of service to locals and members.

2. Funding Exceptions:

Density Grant: applies to a single urban affiliate in an area with a population of at least 120,000.  The affiliate’s total unified active, educational support members and nonmembers required to pay an agency fee is less than that which is required for full funding.  Approval may be granted to local and state 

affiliates for new units on the basis of extensive competition from competing organizations, severe membership problems, community/human relations problems, a high degree of contract and grievance processing or other identified needs.

Sparsity grant – applies to a unit with a geographic area of 10,000 square miles or more, which necessitates an inordinate amount of staff travel time in servicing affiliates and members due to the great distances involved.  The unit’s total number of unified active, educational support members and nonmembers required to pay an agency fee is more than 600 but less than 1,200.  In the event that the total area is less than 10,000 square miles, approval may be granted based on consideration of geographic barriers, climatic and road conditions, and/or the number of locals to be serviced or contracts to be administered.

Development grant – applies to the establishment of new units specifically for the purpose of organizing new members.  Approval may be granted for up to three years when new member recruitment potential within a defined geographic area or when a specific membership service group can reasonably be expected to reach the number of members necessary to achieve a full standard unit.

Partial grant – applies to a UniServ unit in which the membership is less than 1,200.  In such instances, the grant amount will be determined by multiplying the total number of unified active, educational support members and nonmembers required to pay an agency fee, times the per member amount of the annual UniServ grant.

3. Membership Unit – the state affiliate’s total unified active, educational support members, and nonmembers required to pay an agency fee divided by 1,200.

4. Part-time UniServ Staff – part-time staff fundable under the UniServ program are individuals employed by the state or local association who function as an essential part of the ongoing implementation of the UniServ program purpose.  Their employment by the association is regular, and can be planned for and predicted at least six months in advance.

5. Shared Staffing – at the request of the NEA, all UniServ staff are available for a maximum of ten (10) days each year for out-of-state assignments to assist members and affiliates involved in unique organizational or programmatic difficulties.

6. Standard UniServ Unit: applies to UniServ units with a full-time UniServ staff person assigned to a defined geographic or demographic area with at least 1,200 unified active, educational support members and nonmembers required to pay an agency fee.

7. UniServ Staff – professional staff assigned full or part-time to specific local associations within a defined geographic area or demographic group to carry out the goals and program priorities of the local, state and national organization.

8. Vacancy – the vacancy period shall commence on the date that a UniServ staff person ceases to be assigned to service a unit.  A ninety-day grace period will be allowed at full funding after which funding for the unit will end, until such time as the vacancy is filled and the new UniServ staff person begins to service the locals in the unit.

RULES OF OPERATION

1. A written contract for fund sharing and administration of this program shall be entered into by all parties to this contract.  Said contract shall include provisions for administration, staffing, funding, training, shared staffing, evaluation, arbitration, successor agreements, and termination.

2. UniServ funds may not be used to fund either program staff or management staff.

3. A comprehensive written UniServ staff employment contract covering responsibility, fringe benefits, responsibility for supervision, evaluation, replacement, transfer, due process (procedural and substantive) shall be negotiated by each employer with the UniServ representative(s) or their organizational representatives.

4. Full-time and part-time staff funded under the UniServ program shall provide whatever assistance is deemed necessary by elected local, state and national leadership.  UniServ staff responsibilities shall include but not be limited to:

· Developing and/or executing local association programs and activities to maintain membership, insure membership growth and organize new members;

· Developing and/or executing local association political action, community/public relations, legislative support and professional development activities and programs;

· Developing and/or executing local association programs in member rights and human relations;

· Improving and maintaining the organizational health of the local association through leadership training and development, internal communications, business management, and conflict resolution; and,

· Coordinating and advocating national and state association programs and priorities with local associations and members.

5.
All UniServ staff is to implement a policy of noninterference in the internal political affairs of local and state associations.

6.
A UniServ employee shall not engage in activities on behalf of an organization, which is in competition with the NEA or any of its affiliates for members and/or negotiating rights, nor any organization, which is bargaining against any NEA affiliate(s).  If the UniServ employee does not follow this Rule of Operation and participates in any of the above activities, the NEA UniServ grant to the UniServ unit employing that person may be withheld for one (1) year.

PART-TIME STAFF

State affiliates may incorporate into the UniServ application, a plan to supplement the service delivery and organizing efforts of full-time UniServ staff through the utilization of a part-time staffing program.  In order to qualify for funding under the UniServ program, the part-time staffing plan must meet all of the requirements set forth in these policies.  In addition, the following criteria must be met:

1. Part-time staff may be employed solely in a supplementary capacity to carry out specified local, state and national program priorities.

2. No person holding a governance position at the national level, except that of delegate to the NEA Representative Assembly shall be employed by the state or its local affiliates.

3. No part-time staff person shall serve on the governance body that employs him or her.

4. Part-time staff shall not be used to eliminate current full-time staff positions.

5. Part-time staff may be assigned full UniServ service responsibilities only after the locals involved have been consulted and a majority concur.

6. No part-time UniServ employee shall be assigned to service his or her own local.

7. The hiring entity shall have a written agreement with all part-time staff establishing the terms and conditions of the staff person’s employment.

UNISERV STAFF CAREER DEVELOPMENT

A program of career development through training and evaluation shall be provided by NEA in accordance with the UniServ Staff Development Funding Policy.  NEA financial support for UniServ staff career development shall be assigned in the following manner:

Full Time UniServ Staff

Staff Development – Core Curriculum

Within three years of initial employment, the NEA will fully fund training in an identified core curriculum of basic skills and knowledge for each UniServ staff person.

Staff Development – Ongoing

The NEA will fund transportation and training program administrative costs for one development opportunity per program year for each UniServ staff person.

NEA will fund either a core training experience for qualifying staff or an ongoing development experience during each year of UniServ employment.

Part Time UniServ Staff

The NEA will fund in-state transportation for one skill training opportunity per year for part-time staff funded under the UniServ program.

FUNDING

1. A UniServ unit may qualify for one grant for every 1,200 unified active, and educational support members and nonmembers required to pay an agency fee.  Educational support members will be calculated for funding on an active dues basis.  The funding shall be for the specific purpose of employing full-time and part-time UniServ staff in accordance with these policies and the UniServ Employment Practices Guidelines.

2. In the event that it is not possible to cluster 1,200 members as outlined, exceptions may be granted to units qualifying as described in the definition of funding exceptions.  These exceptions are: sparsity grants, density grants, development grants and partial grants. (See definitions.)

3. The UniServ grant for individual UniServ units shall be determined on an annual basis by the NEA Board of Directors.  The grant will be based on a minimum of 1,200 unified active, and educational support members and nonmembers required to pay an agency fee per unit.

4. The UniServ grant for each part-time staff person shall be up to 10% of the full UniServ grant.  The actual amount of the funding for each part-time staff person will be contingent on the factors set forth in this policy under part-time staff and shall be determined by the NEA.  In no case will the funding available for a state affiliate with part-time UniServ staff exceed the product of the number of membership units (see definitions) times the annually fixed UniServ grant amount.  State or local affiliates must demonstrate a level of financial commitment to the part-time staff program.

FLEXIBLE STAFFING

In the event that the staffing patterns required by these policies are not compatible with the efficient and effective deployment of staff for the delivery of service to locals and members, the state affiliate may apply for a flexible staffing exception.

· The state affiliate must submit a comprehensive rationale for this exception describing the proposed staffing pattern and how it will result in more efficient and effective service delivery.

· The NEA reserves the right to approve or disapprove the request for exception based on the rationale provided.

· The rationale must identify the specific locals to be serviced by specific UniServ staff together with actual and potential membership in each local association in the UniServ unit.

In no instance shall the funding for the state affiliate be greater than the product of the number of membership units (see definitions) in the state affiliates times the fixed annual UniServ grant.

SHARED STAFF

The UniServ shared staffing program is specifically designed to assure that local and state associations and the NEA have UniServ staff available to provide direct assistance to members and affiliates faced with unique organizational or programmatic difficulties.   Each full-time UniServ staff person shall be available for out-of-state shared staffing assignments at the request of the NEA for a maximum of ten days each year.

Each state affiliate shall have guidelines for shared staffing developed in conjunction with local affiliates.

AFFIRMATIVE ACTION EMPLOYMENT

It is the goal of the NEA, and its state and local affiliates that the total number of UniServ staff, both full-time and part-time, include a percentage of minority employees that is at least equal to the percentage of minority persons in the total population of the state, and that the percentage of female UniServ employees be at least 50%.

PROGRAM EVALUATIONS

It is the responsibility of the state affiliates, in cooperation with local affiliates, to assure the evaluation of the program of each UniServ unit on an annual basis.  The operational conduct of the evaluation can be either shared with the state affiliate or be the sole responsibility of the leadership of the local(s) within the unit.

The state affiliate shall conduct an in-depth, on-site evaluation of each UniServ unit program at least once every three years.

The NEA shall, with the cooperation of the state affiliate, conduct a review of the total statewide UniServ program at least once every three years.

APPLICATION AND ALLOTMENT PROCEDURE

Upon request, units and states participating in this program shall submit administrative and operational guidelines for review by NEA.  In the event of a loss of membership exceeding five percent within a UniServ unit, that unit shall submit with its application a plan for overcoming the membership loss in the following fiscal year.  The NEA shall with the cooperation of the state affiliate, conduct a joint NEA/state review, including local option units, of the UniServ program in each state every three years.  The review shall include participation by governance and staff representatives from the national, state, and local affiliates.

Units failing to submit an approved plan will not be eligible for any grant increase in the next fiscal year.

It shall be a requirement for all local option UniServ units receiving UniServ grants to have an annual audit or financial review conducted by an independent audit firm or state association.  A letter from the auditing firm or state association attesting to the completion of such audit or review for the previous program year must accompany the local option unit’s application.  Local option unit applications that do not include such letters will be considered incomplete and funding approval will be withheld until such attestation is provided.

Official review of applications and allotment of funds shall be according to the following schedule.

1. Applications for funding as of September 1 must be received no later than May 1 of the same year.

2. Notification of action will be given by June 1.

3. Funds till be allocated on a quarterly basis with payments no later than September 10, December 10, March 10, and June 10 of the approved UniServ unit year.

CONTRACTUAL ARRANGEMENTS

1. Contract Guidelines will be available to all parties who wish to apply for this service.  Consultation service shall be made available to those parties seeking guidance during contract preparation.  The administration of this program will reside with the NEA Executive Director or his/her designee.

2. The NEA shall provide, as attachments to these Guidelines, the following:

A. Application and Approval Procedure

B. Administrative Checklist

C. UniServ Employment Practices Guidelines

CONFORMITY

Nothing in the operation of the UniServ Program shall be inconsistent with or contrary to the NEA Constitution, Bylaws, Standing Rules, or programs adopted by the NEA Representative Assembly.

ADMINISTRATIVE

GUIDELINES

ADMINISTRATIVE GUIDELINES

GENERAL CONTRACT REQUIREMENTS

Each state and/or local affiliate participating in the NEA UniServ Program shall have a written agreement with the NEA outlining the specific purpose of the program’s operations in the state and/or local affiliate.  The standard agreement shall be for no more than three years with a provision for annual application review.  Termination rights are guaranteed for each party on at least thirty days notice.  Each contract shall contain a termination or renewal date.  Failure to maintain unification will nullify the agreement.

FINANCIAL ARRANGEMENTS

To commence the funding of newly approved UniServ units and/or to the resume funding for units that have been vacated for more than 90 days, the following shall apply:

1. An affiliate shall notify the appropriate NEA Regional Office in writing of the employment of a UniServ staff person to fill either a newly approved unit position or an existing unit position vacated for more than ninety (90) days.  Notification shall include the date of employment and the other required demographic information pertinent to the staff person.  Payment to the affiliate for the unit shall commence with the next regular quarterly payment that follows notification.

2. When a UniServ staff person is employed to fill a newly approved unit position, the unit shall be entitled to funding commencing the month following employment.  Payment for the portion of that fiscal quarter, to which the unit is entitled, if any, shall be added to the next regular quarterly payment.

3. Funding will be adjusted when a staff vacancy occurs for more than ninety (90) days.  Entitlement to resumed funding will occur in the next quarter, subsequent to the employment of a UniServ staff person.

UNIT DEFINITION AND DESIGNATION

Each UniServ staff person shall be assigned to identified local associations in a discernible unit.  The state affiliate shall provide a map plotting the geographic definition of each individual unit with a rationale for the grouping.  Units must have a geographic and/or demographic relationship.  No individual unit assigned to an individual staff person may exceed 3,000 members.  Locals within a unit must meet and agree to standards established by the NEA Executive Committee as outlined below.

STAFF REQUIREMENTS – FULL TIME

Every possible consideration shall be given to the state and national associations’ affirmative action objectives in the employment of UniServ staff.  The employment selection shall include all parties to the UniServ contract.

Each UniServ staff person shall have a written job description.  His/her title must contain UniServ or the Unified service concept; e.g., UniServ Representative or Unified Service Director.  The job responsibilities of the UniServ staff person shall be clearly defined and consistent with UniServ program policies.

Each UniServ staff person shall be employed at a salary corresponding to the state association staff salary schedule.  Fringe benefits and travel allowances shall be provided.

The state association or UniServ unit shall have the management structure necessary to effectively supervise and evaluate UniServ staff.  This supervision of UniServ staff shall be clearly identified.  Provision shall be made for a regular, written performance review, with evaluation accountability defined.  Due Process shall be provided through association policies or contract provisions for discipline and/or dismissal of staff.

STAFF REQUIREMENTS – PART-TIME

State affiliates or local UniServ units requesting funding under the UniServ program for part-time UniServ staff must meet all of the requirements set forth in the Policy Guidelines.  Only staff whose employment is regular, predictable and whose work is of the same nature as full-time UniServ staff shall qualify for funding.

In applying for funding for part-time staff, the state and/or local UniServ unit must provide the following:

1. a statement of the specific job responsibilities of the part-time staff;

2. the number of part-time staff to be employed and the duration of employment or the anticipated number of days of employment.  The state or local unit shall notify the NEA immediately of the employment of part-time staff;

3. a statement of the specific locals and/or units within which the staff person will work;

4. a detailed estimate of the affiliate or unit’s cost including salary and benefits related to the employment of each part-time staff person.  In-kind services provided by the affiliate will not qualify as the financial commitment required for NEA funding.

No new or additional part-time staff will be approved for funding subsequent to June 1 of the application cycle.

Funding for part-time staff employed shall be made in two payments – on or before December 10 and on or before June 10.  Verification of the affiliate or unit expenses may be required.

FLEXIBLE STAFFING

A state affiliate must submit a comprehensive rationale for any request for a flexible staff exception.  This rationale must include:

1. a statement of need and demonstration of how the requested staffing pattern will more equitable, efficiently, and effectively provide for service delivery to locals and members;

2. a description of the process and criteria used in determining the staffing pattern;

3. the name of each full-time UniServ staff person with his/her ethnic and gender identification.  The official address of the UniServ unit serviced;

4. a listing of each local in the Unit with the total actual and potential active and ESP members and non-members required to pay an agency fee as of January 30 for the current and previous year;

5. a map plotting the geographic definition of each individual unit.

Application for a flexible staffing must be made according to the same timelines established for standard applications.  NEA will notify the state affiliate on or about 

June 1 of the application cycle of the approval or disapproval or of the need for additional information.

LOCAL AFFILIATES WITHIN THE UNISERV UNIT

1. Membership is unified.  A member may not join the local association without simultaneously joining the state and national associations.

2. The constitution, bylaws and standing rules of the local, state and national are compatible.

3. The local association assumes the responsibility to represent its members before all official bodies and boards and attempts to be recognized as the official representative of the members.  Where negotiation laws do exist, the association will attempt to gain recognition as the exclusive negotiating representative of the members and to negotiate a comprehensive contract.

4. The local association shall actively support state and national program priorities in political action, legislative support, professional development, and affirmative action.

5. The local association transmits all dues collected on behalf of the state and national association as soon as possible.  Dues shall not be held up for annual, semiannual or even quarterly accumulation.

6. The local association shall maintain a set of books and shall record the income and disbursement of funds by the association.

7. The local association develops and implements a membership growth and maintenance program.

8. The local association shall maintain a level of dues which allows for the operation of a full program of services to the membership and is able to fund an organizational structure without the financial sacrifice of one leader or a small group of leaders.

9. The local association shall vest all policy-making power in either the membership or an elected representative body.

10. The local association shall maintain adequate, permanent files in a location reasonably accessible to the membership.

11. The local association shall maintain an effective communication system.

12. Within the defined UniServ Unit, no school district will have more than one NEA affiliate to which a member is eligible to join.

UNISERV

APPLICATION

AND

APPROVAL

PROCEDURES

UNISERV APPLICATION AND APPROVAL PROCEDURES

The following application and approval procedures will be used in the administration of the UniServ program.

APPLICATION PROCEDURES

All applications for participation in the UniServ program shall be by the official designated by the state affiliate.  The forms should be mailed to the appropriate NEA regional office no later than May 1 for the fiscal year beginning September 1.

The application shall contain the following information:

1. Total number of units requested.

2. Each unit clearly defined by name or number and designated as full, partial or exception type.

3. A breakdown of each requested unit, listing all of the locals within the unit, the name and official business address, ethnicity and gender of the UniServ staff person(s) servicing the unit.  If a position is vacant, a statement of the anticipated date for filling the vacancy.

4. Total active and educational support members and nonmembers required to pay an agency fee in each local and unit as of the January 30 membership report. The same total numbers for each local and unit for the previous year as of that year’s January 30 membership report.  The total number of potential members in each local and each unit.

5. A map of the state identifying the geographic boundaries of all UniServ units.

6. Applications requiring appropriate forms, rationale and necessary supporting documentation for approval for exception units accompanied by appropriate forms, rationale and necessary supporting documentation.

7. A plan for overcoming a membership loss in any UniServ unit that experienced a decrease in membership exceeding 5% from January 30 of the previous year.

After consideration of the application by the NEA, the applicant shall be informed of the decision of the NEA in writing no later than June 1.

APPROVAL PROCEDURES

All applications and renewals are subject to approval by the UniServ Administrative Committee.  This committee is made up of the applicant affiliate’s NEA Regional Director, the Special Assistant to the NEA Director and the Assistant Director of the NEA State Relations.

Criteria for approval will include the Policy and the Administrative Guidelines of the UniServ program.

APPEAL

Appeal from the decision of the Administrative committee shall be made to the NEA Executive Director.  The appeal shall be made in the form of a written statement.  After review of the appeal, the Executive Director may respond in writing or may provide a hearing.

Appeal from the decision of the Executive Director may be made to the NEA Executive Committee in writing and shall be made by the president of the affiliate.  After review of the complaint, the Executive Committee may respond in writing or may provide a hearing.  In either event, the decision of the Executive Committee shall be final and the appellant shall be informed in writing.

UNISERV

EMPLOYMENT

PRACTICES

GUIDELINES
UNISERV EMPLOYMENT PRACTICES GUIDELINES

1. Each local UniServ unit and state affiliate funded by NEA shall be an Equal Opportunity Employer.  It shall:

· Announce all staff vacancies that are to be filled;

· Recruit, hire and promote in all position classifications, without regard to race, creed, national origin, color, sex or age;

· Establish a process for screening and hiring committees that has, in representation, racial minority and women members;

· Avoid the use of tests or qualifying test scores, which discriminate against minority groups or female applicants;

· Screen qualified applicants for staff positions from members of minority as well as majority groups, female as well as male.

2. It is the goal of the NEA and its state and local affiliates that the total number of UniServ employees in each state include a percentage of minority employees that is at least equal to the percentage of minority persons in the total population of the state (as determined for purposes of the NEA’s governing documents), and that the percentage of female employees by 50%.

In order to reach the aforesaid goals, and as may be necessary to maintain it thereafter, qualified minority and female candidates, shall be given legally permissible preferential hiring rights in the filling of vacancies.  For purpose of this guidelines, an occupied state or local staff position, which is converted to a UniServ position upon initial institution of the UniServ Program, shall not be deemed a “vacancy.”  A hiring program designed to implement this guideline shall be developed by each state association after appropriate consultation with UniServ units in said state.  A state association that fails to develop a hiring program that is acceptable to the NEA, or a state association or UniServ unit that fails to comply with a program which has been accepted by the NEA may be denied funding.

3. Local UniServ units and state affiliates are required to consider women on an equal basis with men.

4. On an ongoing basis, employers shall;

· Publicize the association’s commitment to equal employment opportunity.

· Establish liaison with minority and women media representatives.

· Develop a list of consultants who could advise on recruitment of minorities and women.

· Remind all contacts, from whom applicants are sought, that the association is concerned with and vigorously supports equal employment.

· Increase the use of recruitment sources, special training programs and referral agencies which specialize in minority group and female assistance.

· Advise all staff members of the association’s equal employment opportunity policy and their need to comply fully with it.

· Insure that personnel programs affecting compensation, benefits and other aspects of employment are administered without discrimination. 
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Adopted by CTA Board of Directors


November 14, 2000
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Manager, Department of Human Resources Management


1705 Murchison Drive


Burlingame, CA 94010


650.697.1400


CTA Regional Managers:


Region I   — 1705 Murchison Dr, Burlingame, CA 94010	650.697.1400


Region II  — 5959 Greenback La, #500, Citrus Heights, CA 95621-4757	916.969.4700


Region III — 11745 East Telegraph Rd, Santa Fe Springs, CA 90670	 562.942.7979


Region IV — 281 North Rampart St, #A, Orange, CA  92868-1850	714.978.3509
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