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GENERAL
The policies and position statements adopted by the Federation shall guide the decisions and actions of the Upper Canada Occasionals’ Local.

SECTION 1 - OPERATIONS

A.   Executive and Committee Expectations


Executive and Committee members are expected to attend all meetings required for their position.  If unable to attend any meeting, notice must be given.  Any expenses occurred (e.g.  registration fees, food, etc.) shall be paid for by the member if notice is not given to the President or Committee Chair, as applicable, prior to the meeting (24 hours, if possible).


All Executive and Committee members shall familiarize themselves and abide by the current UCOL Collective Agreement, Constitution, and the UCOL Policies, Practices and Procedures document.


Any Executive member who is absent for three (3) meetings without reasonable cause shall be considered to have vacated the position.

Committee Chairs are responsible for:

· scheduling meetings

· preparing an agenda for meetings, where appropriate

· submitting a written report, or minutes, of all meetings at the following Executive meeting

· submitting a written report to be received at the General Meetings and the Local Annual Meeting

· submitting detailed expense forms to the Treasurer on a monthly basis or as arranged

· tracking attendance and time spent at each meeting for all committee members and submitting release forms to the President.

· Preparing and submitting a budget proposal to the Budget Committee by April 10 of each year.

B. Forms

Forms for General Expenses, Mileage, Release Claims and Dependant Care  

Expenses are available from the President or designate.


Forms must be filled out completely, with the appropriate signatures, and submitted to the Treasurer with any supporting documents.

C.  Communication

1.   Regular and accurate communication with the membership is the 

responsibility of all members of the elected Local executive.  The official   

spokesman for the Local is the Local President and all official communication    

   must be issued, or approved, by the Local President before release to members  

   or the press.

2.   Members will receive a minimum of three (3) newsletters a year, which will be forwarded to the home address that they supplied to the School Board or to personal email addresses.  The newsletter will also be available on the Local website.

4.   The Local website will be regularly updated with information pertinent to the membership.

5.   The Local office will request email addresses from the membership for the purpose of relaying important information concerning the business of the Local.  Members who choose not to share their email addresses will be directed to check the website on a regular basis.

D.  Signing Officers

1.   Release forms sent to the Upper Canada District School Board shall be signed by  

      the President and included in the monthly report to the Executive.

2.   All cheques shall be signed by two (2) signing officers other than the person to 

           whom the cheque is issued.

3.   Three (3) Signing Officers shall be named at the first meeting of the Executive in 

      September.  One of these Signing Officers must be the President and another must 

      be the Treasurer.

E.  Conflict of Interest

A conflict of interest is a situation in which someone has competing professional or personal interests that would make it difficult for them to fulfill their duties fairly or where someone stands to profit personally from the decision.

Should an Executive / Committee member declare a conflict of interest during the business of the Executive or the Committee, the Executive / Committee member shall withdraw at the inception of the process, or immediately upon becoming aware of the conflict, and not participate in any part of that business.  Specifically, the member will withdraw from voting on the matter, investigating, discussing or reporting on the matter and will not be present at meetings, or portions of meetings, where such matters are on the agenda.

Nominations and Elections

1. Call for nomination to executive positions shall be distributed to the membership in the UCOL newsletter and made available on the UCOL website.  Each nomination must indicate which position is sought and be supported by two members, in good standing, who support the nomination of the member. 
2.   The Chair of the Nominations Committee will receive all nominations for UCOL Executive positions and ensure that all timelines guaranteed by the Constitution of UCOL are kept. 

 3.   An ETFO member, not from UCOL, will ensure that nominations from the floor are received and candidates are duly introduced to the membership.  Each candidate shall be offered an opportunity to address the membership at the Annual Meeting prior to the election of that position.

4.   An ETFO member, not from UCOL, will run the elections according to the procedure outlined in UCOL’s constitution and announce the new Executive to the members present at the Annual General Meeting.

5.   The names and contact information of the newly elected Executive will be posted 

            on the website and published in the next edition of the newsletter.  

G.   Documents

1.   Constitution and Policies, Practices and Procedures   Whenever amendments are made to either of these documents, current copies will be posted on the website within 30 days.
2.   Collective Agreement  A copy of the Collective Agreement will be available on the UCOL website.  A copy is also available through the UCDSB website.
3.   UCOL OT Handbook will be discontinued as of September 2009.  This will be replaced by information communicated via the website and by the on-line OT Handbook available through INSITE.  This common handbook will be individualized to particular schools, printed and given to OT’s when they report to their school assignment.
4.   Copies of the three documents named above will be available to members on the Local website.
5.   Files will be maintained at the Local office.  General files will be culled on a five (5) year cycle.  Financial information will be culled on a seven (7) year cycle.  

      Files related to grievances or Collective bargaining will not be culled.  The 

      Treasurer will keep the financial records.  The Secretary will keep copies of the 

      minutes.

H.   Equipment

1.    A telephone equipped with an answering machine, or service, will be maintained in the Local office.  

2.   The Local office will be equipped with an internet connection and email.

3.   A competitively priced host provider for the website will be engaged.

4.   The Local office will maintain a fax machine, an LCD projector, a shredder and a cell phone. 

5.   The Treasurer and the PD chair will be provided with a fax machine.

     6.    A laptop computer will be maintained at the office.  

7. A laptop computer, loaded with the current Quicken and MS Office programs, will  


be provided for the use of the Treasurer.

I.  Professional Development

1.   Professional Development activities will be scheduled a minimum of three (3) times each school year.

2.   Professional Development will take place only where full accessibility to rooms and washrooms is present.
3.   The Professional Development Committee will recommend a publication, CD or video to be added to our Member Resource Library by the end of each fiscal year
J.   Local Awards
     1.    Excellent Schools

UCOL is committed to celebrating those excellent schools and staffs who treat Occasional Teachers in professional ways and who welcome and support them throughout their assignment(s).  To this end, we will include a survey of schools in the spring newsletter and tabulate results in May.  Schools winning from each of the four (4) regions will receive a plaque and a tray of goodies delivered on the first day of school in September.  The names of these schools, and those who receive honorable mention, will be published in the UCOL newsletter, faxed to all schools and sent to Human Resources staff, all Trustees, Superintendents and the Director.  Regional Superintendents also receive a personal call from the President.

       2.   Excellence in Occasional Teaching

Call for nominations shall go out in the spring newsletter and be faxed to all 

            schools.  Nominations should take the form of a letter which outlines the 

 accomplishments of the exemplary Occasional Teacher.  Some of the attributes of                this teacher might include:

· Knowledge of the Collective Agreement; their rights and responsibilities

· Commitment to student learning

· Commitment to the school team

· Commitment to the school community

· Dedication to professional development through courses, workshops and/or reading

 An adhoc committee, appointed by the Executive, will choose the teacher.  A plaque and $50 will be awarded to them at the Upper Canada Teacher Local Annual Dinner.  The recipient of the award will have their dinner paid for by the Local.


No member of the Executive will receive this award in his or her term of office.
      3.   President’s Award

From time to time, the President may choose to recognize a member for particular 
efforts made in the area of education, unionism, or social justice. 
SECTION 2 - FINANCIAL BUSINESS
A.   Banking
1.   A primary account will be set up by the three (3) signing officers to finance the business of the Local.

2.   A secondary account will be set up by the signing officers to cover the cost of release days granted which are over and above those provided by the province.

B.   Release and Honoraria Not Stipulated in the UCOL Constitution
1.   Release may be for a full day or a half-day during school hours.

2.   Release time processed through the UCDSB requires a timesheet signed by the President.

3.   Honoraria may be paid on a half-hour or hourly basis.  The rate for members will be calculated using the daily basic rate stated in the Collective Agreement divided by eight (8) hours.  Non-members will be paid at a rate determined by the Executive.

4.   A full day is defined as eight (8) hours.

5.   Release time or honoraria is given for committee meetings, Board meetings, ETFO training, ETFO called meetings, Representative Council, Eastern Regional Meeting and any other activity pertaining to the business of the Union, as authorized by the President.  

6.   Release time or honoraria is not given for attendance at meetings normally held outside the school day, General meetings, the Annual General Meeting, ETFO Annual General Meeting and PD activities where is member is not a presenter.

7.   Observers at Representative Council shall be fully funded to attend if sanctioned by the Executive prior to the meeting.

8.   The President will be released to attend the fall meeting of POTS and all delegates and alternates to the Annual Meeting will be released to attend the June meeting of POTS.  Additional members may attend if funds allow and if the Executive sanctions such a move.

8. All release time will be reported to the Executive at the monthly meeting.

C.   Mileage & Parking

      1.  The mileage rate set by the ETFO Annual General Meeting will be used to 

           Calculate the mileage of the Local.  The Treasurer may forward a motion to the  

  Executive to reduce this rate in times of financial hardship.  Such a motion must  

  be reviewed every three months and the provincial rate restored at the earliest 

  possible opportunity.

 2.   Mileage will be paid for UCOL Executive and Committee meetings but not for 

       General or Annual meetings.

3.   Mileage will be paid for Eastern Region meetings, GHOTS meetings, 

      Representative Council Observer, ETFO Annual Meeting Alternates, and other 

      meetings authorized by the President.

4.   All mileage claims shall specify the point of origin, destination, and return 

destination.

5.   Mileage is paid from your home or work location, if working, to the site of a UCOL function, Board function or any activity authorized as pertaining directly to the business of the Local.  Return mileage is paid to your home or workplace, if working. 

6. Parking expenses will be paid by the Local when they are necessary.  Only regular parking expenses will be accepted unless the exception is presented to the Executive and pre-approved.  Valet parking is acceptable only in extraordinary circumstances. 

D.  Rooming Arrangements

By custom, the President, or President designate, will be provided with a single room with the single room supplement charged to the Local.  All other members of the Local are expected to share accommodation or, should they request a single room, to cover the single room supplement themselves.
E.  Meals

The meal rate set by ETFO will be used.  Meals are paid, or provided, for all union business that has been pre-authorized by the President.  
F.   Hospitality

From time the Local may participant in events where hospitality, in the form of food and beverage, is covered by the Local.  Approval is required by the President for such hospitality (e.g.  POTS, Annual Meeting dinner, Local meetings).
G.   Dependent Care

         
The full cost of dependent care will be paid by the Local when a member 

          
is asked to undertake the business of the Local. A signed receipt must be submitted

It is understood that dependent care expenses will be covered for voluntary work 
and for meetings held outside the instructional day.  Dependent care is not 
reimbursed for paid work during the instructional day without prior approval of the 
executive.

 H.  Expenses
Any one-time expense greater than $100.00 must be pre-approved by the President and the Treasurer.

I.  Donations
     1.   Strike/Lockout Donations
           The UCOL shall donate funds to any ETFO Local, whether Teacher Local or 

           Occasional Teacher Local, that is on strike or locked out for ten (10) days or more.  

           The Executive shall determine the initial amount.  In the event of a 

           prolonged labour dispute further financial support may be given.  

           In the event of a province-wide strike, lock out or walk out, no donations will be 

           considered.

     2.   Charitable Donations
UCOL will endeavour to make a charitable donation to a group or organization working on behalf of children and pertaining to elementary education or children’s health.  Preference for this donation will be given to a group or organization working within the area covered by the UCDSB.

3.   Other Donations

      The Executive shall determine other donations.
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