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LOCAL 97 NURSE’S POLICY HANDBOOK

The Local 97 Policy Handbook is supplied to the executive committee members and the general membership.  Revisions and additions will be distributed from time to time to keep the Policy Handbook up to date.

The intended purpose of the Policy Handbook is:

1. A reference manual to assist the Executive, Committee Members and General Membership in carrying out their duties in keeping with the policies, goals and objectives of the union.

2. To provide a consistent source of information for the present and the future. 

Local 97 represents the following areas in the City of Winnipeg as of February 2010.

Respite Program

Palliative Care Program

CIVP Program

Downtown East, Lion’s Clinic

Downtown West, 

Point Douglas, Mount Carmel Clinic

St. James/Assiniboine South

Fort Garry

River Heights

Seven Oaks/Inkster Leila Clinic

St. Boniface/St. Vital

River East/Transcona – Access Transcona Clinic

Responsibility of all Manitoba Nurses’ Union Members:

· As a member of MNU we all have a role to play in the Union regardless of what level it may be.

· Check your:

· pay stubs regularly, 

· the seniority hours, 

· the vacation entitlement lists……contact the NRC/Team Manager responsible if there is an error,

· MNU Boards/Binders for Union Updates,

· Worksite 97 Website for Updates.

· Read all information put out by your Provincial and Local Union.  Check your MNU board/binder frequently.

· If you have a questions or concern read the Collective Agreement first and try to understand, then if you need clarification check the website at www.mnulocal97.mb.ca to email a question.  You could also phone the union phone message line or talk to an executive member.  In an emergency you can call the President on the Local 97 cell phone.

· Take an active role, attend a general meeting.  Meeting times will be posted in advance on the website and MNU boards/binders.

· Fill out Workload Staffing Reports when the situation arises.

· Fill out Injury Near Miss Forms when the situation arises.

· Fill out Occurrences Reports when the situations arise. 

· Remember to relay your concerns/issues on to your Team Manager not just your union executive.

· Contact your President or other executive members if you have been called to attend a meeting or receive a letter of discipline.

· Contact your President or other executive if you feel that your rights under the Collective Agreement has been violated. Action can only be taken on it in a limited time frame.

· Remember your executive members are just like you, give them a chance to represent you and answer your questions.  They did not write or design the Collective Agreement.  Any problems or disagreements you have with it are not done by them; they are just the messengers and middlemen.

Preamble:

Attendance at general meetings, executive or planning meetings are without compensation unless directed by the Executive to attend during working hours. Should you be unable to attend a meeting it is your responsibility to send your regrets either via email or by calling the local cell phone.

All general meetings and the Local Annual General Meeting will be posted on the website and on MNU boards/binders.

PRESIDENT:

· Shall be the Chief Officer of the Local.

· Shall preside over all special, general, executive, and annual meetings of the Local.

· Shall be charged with the responsibility of carrying out the policies and procedures of the Local. 

· Shall respond to calls from members, management and media in a timely fashion. 

· Shall prepare agendas for all meetings of the Local.

· Shall represent the Local at the Regional Nursing Advisory Committee, Central Workplace Safety and Health Committee, Local Nursing Advisory Committee, Local Union/Management Committee and Regional Winnipeg Long Term and Community Care meetings. 

· Shall communicate regularly with the Vice-President/Executive to update on current/relevant issues.

· Shall attend Board meetings.

· Shall be one of the signing authorities of the Local.

· Shall honor the Local 97 Constitution.

· Shall perform such other duties that the Executive may assign.

· Shall circulate updated committee and executive member lists to the area representatives for MNU boards/binders

· Shall maintain all records of correspondence with the Worksite in a consistent manner in discussion with the President

VICE-PRESIDENT: (2009 AGM it was noted that this position will not being filled any duties are being carried out by the President)

· Shall regularly communicate with the President/Executive Members to update on current/relevant issues.

· Shall preside at all meetings where the President is absent. 

· Shall in the event a vacancy occurs in the office of the President, the Vice-President shall act as President for the balance of the term.

· Shall be a representative on the Worksite Nursing Advisory Committee, Union/Management Committee, MNU Board Meetings  and other meetings or committees as delegated by the President, and the executive.

· Shall accompany President to regular meetings with the management representatives.

· Shall attend all executive and general meetings.

· Shall attend Board Meetings in the event that the President is unable to attend.

· Shall be responsible for answering the union phone message line when designated.

· Shall be one of the Signing authorities of the Local.

· Shall perform such other duties that the Executive may assign.

· Shall honor the Local 97 Constitution.

SECRETARY: (2009 AGM this position was combined with the Treseaurer for 2 years as a Trial Basis)

· Shall maintain all records of correspondence with the Local in a consistent manner in discussion with the President.

· Shall be responsible for taking and circulating minutes of meetings to the Executive Members within ten calendar days of the meeting.

· Shall be responsible for taking and circulating minutes of general meetings for posting on the website and MNU boards/binders within ten calendar days of the meeting.

· Shall circulate updated committee and executive member lists to the area representatives for MNU boards/binders.

· Shall maintain the local membership lists with Provincial MNU.  Ensuring executive members have current lists on a twice a year basis.

· Shall be responsible for answering the union phone message line when designated.

· Shall attend all executive and general meetings.

· Shall be one of the signing authorities of the local. 

· Shall perform such other duties that the Executive may assign.

· Shall honor the Local 97 Constitution.

· Shall be responsible for assembling orientation packages.

TREASURER: (2009 AGM this position was combined with the Secretary for 2 years as a Trial Basis)

· Shall record all transactions involving funds of the Local.

· Shall prepare a quarterly financial statement which shall be available at the appropriate executive and/or general meeting.

· Shall be responsible for monitoring submitted expense forms and to clarify with the Executive any unusual expenditure.

· Shall be responsible for prompt payment of all bills of the Local.

· Shall forward dues to the Regional Nurses Local biannually in June and in December

· Shall be a member of the Finance Committee of the Local.

· Shall attend all executive and general meetings.

· Shall prepare December yearend financial statements and deliver to the Auditor mid-January.

· Shall be responsible for answering the union phone message line when designated.

· Shall be one of the signing authorities of the local. 

· Shall perform such other duties that the Executive may assign.

· Shall honor the Local 97 Constitution.

AREA REPRESENTITIVES:
· Shall ensure their area’s MNU board/binder is kept up to date.  

· Shall encourage members to seek information from the website and MNU boards/binders.

· Shall attend all executive and general meetings.

· Shall be charged with the particular responsibility of establishing and maintaining the flow of communication between the union and its members who are employed in the respective areas of the local.

· Shall be responsible for answering the union phone message line during their designated week.

· Shall write monthly area reports and distribute them over email prior to the executive meetings.

· Shall problem solve with members and communicate unresolved concerns to the President/Executive for follow up.

· Shall perform such other duties that the Executive may assign.

· Shall honor the Local 97 Constitution.

· If there is no Workplace Safety and Health Representative for the area, the area representative shall be charged with the particular responsibility to cover the Workplace Safety and Health Representative

WORKPLACE SAFETY AND HEALTH REPRESENTATIVES:

· Shall write an email report on their quarterly worksite meetings to the Executive.

· Shall communicate with their Area Representatives monthly.

Provincial Collective Bargaining Committee:

· Shall be the responsibility of the Local President to work with the elected PCBC Representative and report back to the Executive and/or members as needed.

The Nominating Committee, Finance Committee, and Education Committee will be voted on each year at the AGM, between AGMs any unfilled positions will be appointed and/or voted on in compliance with the MNU Constitution by the Executive on a Term basis

Nominating Committee:

Minimum of two members.

· Shall prepare a list of candidates who are suitable and willing to hold each elected position,

· Shall forward such list, if possible, to the Executive at least four weeks prior to the Annual General Meeting,

· Shall add to the list of candidates all members nominated at the Annual General Meeting,

· Shall ascertain that all nominees have given consent to be a candidate for a vacancy,

· Shall conduct the elections as herein required and report the results to the Secretary.

· Shall in the event that proxy votes are utilized they shall ensure that this is done in a manner consistent with the Local 97 Constitution.

Finance Committee:

Membership includes President/Vice-President, Treasurer and a minimum of two Area Representatives.

· Shall report to and make recommendation regarding the financial policies of Local 97.

· Shall be responsible for the preparation of the budget for the next Annual General Meeting and review current budget with areas of concern and highlights.

· Shall present current budget with Year to Date totals during the general meetings, through the Treasurer’s position. Quarterly Treasurer Report to include Year to Date totals compared to budget.

Education Committee:
Minimum of three members.

· Shall be involved in the planning, implementation and evaluation of educational sessions for general members.  All education sessions are subject to approval by the Executive.

· Shall be involved in planning educational updates for the website and MNU boards/binders.

Financial Policies:
Membership Dues:

As a condition of employment, every nurse must pay dues to cover the services and benefits provided in the Collective Agreement, whether they become signed-up members or not.  Your currently dues are $32.00 dollars biweekly.  Of this amount, the Local receives $6.  Dues for casual nurses are paid only in the pay period in which they have worked.  Any proposed changes in the amount of dues will be voted on by the membership. The Worksite Treasurer will forward to the Regional Nurses Local biannually in June and in December .50 per member.

Expenses:

· Shall be paid for the President's separate phone line, cell phone, fax number and internet. Costs shall be covered by the Local. This phone is available for the Provincial MNU office, the employer, and the members to communicate with Local 97 as need.

· Shall be paid out once the total is $50 or more.  Executive Members will fill out a Local 97 Expense Claim Form with receipts if applicable and give this to the Treasurer. The check will be issued at the next executive meeting. Executive Members who carry a locally attainted master card shall give their portion of the receipts and the master card bill to the Treasurer.

· Shall be paid for mileage to all executive meetings at 0.40 cents per km from home and/or the nursing office/last client to the meeting then back home or to the nursing office/next client. The mileage fiscal year is from May 1 to April 31.

· Shall be for paid for food/refreshments served at local or area meetings. Receipts are required.

· Shall be paid for parking at meetings or education sessions. Receipts are required.

· Shall be paid for office supplies used for Local 97. Receipts are required.

▪ Printer cartridges 2 - 4 per year.

▪ Other office expenses as reasonable.

Donations:

· The Finance Committee will allocate funds each year to donate to various programs, groups or individuals as recommended by the Executive and within the current budget

Honorariums:

· President – .4 EFT Nurse 2 Secondment

· Vice President – $500 dollar honorarium per year paid at the end of April

· Secretary –  250/500  dollar honorarium paid at the end of April

· Treasurer – 500 dollar honorarium paid at the end of April

· when the positions are combined the following will be applied:

· Secretary/Treasurer - 9 paid days per year to be taken at 1 per month of business ($2024.84 per year)

· Area Representatives – 250 honorarium paid at the end of April

If the executive member leaves the position the honorarium will be prorated for the amount of months worked.

Salary Replacement:

· Salary Expense Forms and Salary Continuance Forms are to be completed, signed by an Executive Member and given to the MNU office for compensation and or reimbursement of the employer.  The Executive Member shall inform the Treasurer when salary replacement has been applied for. 

· Salary Replacement can be applied for by any Executive Member for doing special projects/extra duties.  The Executive Member needs to approach the Executive regarding their special project/extra duties proposal.  The Executive will approve salary replacement for special projects/extra duties on an individualized basis.

· Subject to Collective Agreement 2409 union leave will be granted for the purpose of attendance at Manitoba Nurses Union, Canadian Federation of Nurses Union and Canadian Labour Congress meetings or seminars. When a nurse is regularly scheduled to work on a weekend they may receive union leave for travel time when attending the above meetings or seminars.

· The President, Vice President, Secretary, Treasurer and Area Representatives may have the opportunity to attend Labour School, Provincial AGM and other education days.  Education days will be approved by the Executive on an individualized basis.

Vacancies of the Officers:

Removal of Officers:

In the event that an Executive Member vacates their position - One month notification shall be required unless otherwise mutually agreed. Vacancies may be filled through the process of a bi-election in a manner consistent with the Executive policies, and process used at the AGM re: nomination/election process.

In the event that an Executive Member is not fulfilling their duties without reasonable explanation, this may be cause for removal from the Executive, and a bi-election shall be held as noted above. Example: failure to attend two consecutive meetings without reasonable explanation.

Addition of Executive Members:

In the event that a union representative is needed he/she needs to state their interest to an Executive Member.  The Executive Member will bring their name forward at the next executive meeting for discussion.  If all parties are in agreement the nurse can be acclaimed at the executive meeting. If approved, the member will be in a "term position" until next Local AGM where the nomination/election process will be used.

Provincial Annual General Meeting:

Provincial Annual General Meeting Representatives will be determined by the Executive annually. 

Educational Funds:

Local 97 will seek other funding alternatives for labour programs such as the Keith Lambert Fund and the WRHA Recruitment and Retention Fund.

Worksite 97 Education Fund: 

Members: Treasurer, Education Committee Members, and automatic inclusion of the President.

The Education Committee whose decisions are final will award the funds.  Funds will be awarded to successful applicants prior to year -end.  The Education Committee and Treasurer will decide how many Applicants per year will be remunerated for costs incurred to attend education sessions.  Individuals selected by the Education Committee will receive a maximum of $250 per dues paying member per calendar year.

Eligibility and Criteria for accessing funds:

· Course must be Nursing or Union Related in order to be eligible for reimbursement

· Casual employees are eligible for this fund

· Applications are accepted after attendance only

· Applications must be submitted within 60 days of completion of the course or education session

· All receipts must be provided

· Incomplete or illegible forms will not be considered and will be returned if possible

· Expenses listed without receipts will not be reimbursed

This fund is completely separate and apart from any R&R Funds, Continuing Education and the $200.00 available through the Collective Agreement.  Therefore, your entitlement to the above should not be decreased if you have not used them up.  You are not obligated to disclose what you have/have not used in your Education Fund from Worksite 97 to the employer.

The Blue Ribbon Award: 

The Manitoba Nurses’ Union Worksite 97 each year recognizes those members who have throughout the year exemplified the spirit of the Blue Ribbon.  The Blue Ribbon is a symbol of solidarity and commitment to Worksite 97 and the willingness to stand together in support of each other.

The Award is presented at the Annual General Meeting each year.

In selecting the recipients of the award, the Nominations Committee will take into account the following:

· The nominee must, through their actions, exemplify the spirit of the Blue Ribbon.  That is, the willingness to stand up and support  nurses of Worksite 97;

· The nominees should have clearly demonstrated a special initiative in commitment for standing up for the nurses of Worksite 97;

· The nominee should be an active member of the MNU – Worksite 97

Nominations should be received by December 1 of each year.  The Nominations Committee will review the nominations and select recipients. Those receiving the award will be notified prior to the AGM unless nominators specifically request otherwise. The MNU President will present the Blue Ribbon Award recipients with symbol of appreciation at the Annual General Meeting.

To nominate a member for the Blue Ribbon Award a written submission with an explanation of why this person should receive the Blue Ribbon Award must be sent to Worksite 97 by the deadline indicated.
















