
Local 003 
Policies and Procedures 

PREAMBLE 

AUPE Cons*tu*on (2017) – Ar*cle 22.09: 

“The Local Council shall formulate policy for the guidance of the members of the Local and 
shall exercise execu*ve and administra*ve control over the affairs of the Local.”  

Although Local 003 policies and procedures are in place, in the event of any discrepancy, 
the AUPE Cons*tu*on and AUPE policies and procedures shall prevail. 

FINANCES 

a) Local Financial Responsibili>es 

 All Local Council sub commiNees formed by the Local and other related expenses should   
 be based on AUPE Finance Policy 5-1.  

Pulling from investment accounts must be an 85 percent majority of council reps in  
aNendance and 85 percent must be in favour.  

b) AUPE Annual Conven>on 

All expenses aNributable to the AUPE Annual Conven*on, including the three (3) ob-
servers elected at the Annual General Mee*ng of the Local will be based on AUPE Fi-
nance Policy 5-28. 

c) Chapter Financing 

Each Chapter will be provided a budget in the amount of $200.00. Payment will be in the 
form of a cheque made payable to the Treasurer of the Chapter. The purpose of the 
funding is to provide refreshments at the Chapter Annual General mee*ng. Chapter 
funding will be distributed to the respec*ve Council member at the September Local 
Council mee*ng each year.  

If during the course of the year, a Chapter requires addi*onal funding for the purpose of 
holding addi*onal Chapter mee*ngs, the following process shall apply: 



A proposal providing ra*onale for funding shall be submiNed by the Chapter to the Local 
Treasurer not less than seven (7) days prior to the Chapter mee*ng. The Local Execu*ve 
will review the request and shall have authority to approve addi*onal funding to a max-
imum of $200.00. 

d) GiEs and Dona>ons 

All requests for gi[s and dona*on must receive the approval of the Local Council. Pro-
posals for funding will be made in wri*ng to the Local Execu*ve thirty (30) days prior to 
the Local Council mee*ng.  

Where extenua*ng circumstances exist and *meliness of the request is such that a deci-
sion on the maNer needs to be made prior to the next Local Council mee*ng, the Local 
Execu*ve will have the authority to approve an expense up to a maximum of $800.00.  

e) Computers 

For the purpose of conduc*ng Local Union business the Local Execu*ve members shall 
be provided a laptop to a maximum of $800.00 each four (4) years. 

Addi*onal memory can be addressed through purchase of either an external hard drive 
or USB s*ck to a maximum of $100.00. 

Each Council Representa*ve, upon request to the Local Treasurer, will be provided a USB 
memory s*ck to a maximum of two (2) gigabytes for use during their term on Council.  

Any and all electronics purchased by AUPE Local 003 remains the property of AUPE Local 
003, unless purchased by the member a[er use on an agreed upon price. 
  

f) Cell Phones 

The Chair of the Local shall be reimbursed for the purchase and use of Internet service. 
In addi*on, the Local Chair shall be reimbursed for the purchase and use of a cell phone 
exclusively for the purpose of conduc*ng Local Union business. Revenue Canada regula-
*ons shall apply.  

Remaining Local Execu*ve members shall be reimbursed for cell phone and Internet 
charges to a maximum of $100.00 per month. (2001/09/16) 

Any and all electronics purchased by AUPE Local 003 remains the property iof AUPE Lo-
cal 003, unless purchased by the member a[er use on an agreed upon price.  



g) 30 and 40 Year Long Service Plaques 

The Local Execu*ve has commissioned the making of plaques by the inmates at the Fort 
Saskatchewan Correc*onal Centre. However; the same criteria shall apply as that of 
AUPE Policy 10-2 Membership Recogni*on Pins/Cer*ficates including the following: 

-Members aNaining 30 and 40 years of membership in AUPE shall receive a Plaque 
commemora*ng this event at the Chapter AGM. 

-Members must be present at the Chapter AGM to receive their plaque.  

-A plaque shall only be produced upon the wriNen request from the Chapter Chair to the 
Local Treasurer not less than six (6) weeks in advance of the Chapter AGM.  

-If a member believes they were overlooked and missed receiving a membership plaque, 
it shall be the Chapter Chair’s responsibility to forward a wriNen request to the Local 
Treasurer. Only wriNen requests shall be responded to.  

-The appropriate Local Execu*ve member assigned to aNend the Chapter mee*ng shall 
deliver the plaques. 

h) Re>rement Plaques 

The Local Execu*ve has commissioned the making of plaques by the inmates at the Fort 
Saskatchewan Correc*onal Center.  

-A plaque shall only be produced upon the wriNen request from the Chapter Chair to the 
Local Treasurer not less than six (6) weeks in advance of the member’s date of re*re-
ment.  

-If a member believes they were overlooked and missed receiving a re*rement plaque, it 
shall be the responsibility to forward a wriNen request to the Local Treasurer. Only writ-
ten requests shall be responded to.  

i) AUPE Calendars 

Each year the Local will provide an AUPE calendar for distribu*on amongst the mem-
bers. Distribu*on of the calendars will take place at the AUPE Conven*on to either the 
Chapter Chair or Council Representa*ve aNending Conven*on. It will be their responsi-
bility to ensure the calendars are distributed throughout their respec*ve workplace.  

By May 17 of each year, the Chapter Chair of each Chapter must no*fy the Local how 
many calendars they wish to order.  

j) Local 003 Representa>on at AUPE Sponsored Events 



The Execu*ve will represent the Local at AUPE sponsored events (ie. Curling,  Golf etc.). 
In the event an Execu*ve member is unable to aNend, a member(s) will be selected from 
Local Council members by Local Execu*ve to fill the posi*on(s). 

In addi*on, the Local will pay for one addi*onal team for each event. Time off will not be 
covered, however, the Local will pay for travel, accommoda*on and other related ex-
penses. 

k) Local 003 ANendance at Peace Officer Memorial 

When the financial posi*on of the Local 003 is adequate, Local 003 Execu*ve will allow 
for aNendance of Local 003 members at the Peace Officer Memorial Celebra*on in Ot-
tawa.  

The following guidelines will apply: 

-Local 003 Treasurer will update the Local Execu*ve of Local finances at the Execu*ve 
mee*ng prior to the January Council Mee*ng.  

-The Local Execu*ve will discuss and recommend to the Local 003 Council at the January 
Council mee*ng if the financial posi*on of the Local can support sending Local members 
to the Peace Officer Memorial in ONawa. Local 003 Execu*ve will also recommend the 
number of members the financial posi*on supports. The posi*on of the Local Execu*ve 
will be to send five (5) members, unless the Local financial posi*on dictates otherwise. 
The intent is that the five (5) members will be made up as follows: 1 CSW, 1 CPO, 1 CVEB, 
1 Sheriff and 1 Local Execu*ve member.  

-Before the end of January and a[er the January Council mee*ng, the applica*on will be 
posted on the Local 003 website. The applica*on will be required to filled in online. The 
applica*on will be available un*l two (2) weeks before the Local Annual General Meet-
ing.  

-Applica*ons will be brought before Council for discussion. Council Representa*ves will 
voice their support for who they would like to aNend.  

-Applicants will be required to have aNended the Alberta Peace Officer Memorial in Ed-
monton to be selected to aNend the Peace Officer Memorial in ONawa.

- Applicants must demonstrate previous or current ac*ve union involvement to be con-
sidered to aNend. 

-Local 003 Execu*ve will have the final decision on applicants. (In case of cancella*on, 
failure to get *me off approval or other tribula*on).

l) Grassroots campaigns 



Grassroots campaigns where chapters are reques*ng financial support from the Local, 
including but not limited to the par*cipa*on and assistance of the Local Execu*ve, will 
require a vote of the affected membership according to the below s*pula*ons in order 
to ensure the grassroots campaign has sufficient support to be successful and the Local 
is spending members' money responsibly. 

1) All wage, temporary, and permanent Local 3 members who would be affected by the 
proposed change sought by the grassroots campaign would be en*tled and expected to 
vote on the proposal. 

2) A high par*cipa*on rate of at least 85% would be needed. Members on long term leaves 
(WCB, LTD, & GI) would be included in the 15% allowable non-par*cipa*on. 

3) The vote would be conducted over a defined period (i.e. 24 to 48 hours) and would be 
supervised and run by members of the Local Execu*ve. The chapter execu*ve, the em-
ployer, and AUPE will be invited to have scru*neers supervise the vo*ng and the count-
ing of ballots if they so choose.  

4) Ideally the vote would be held on-site and, in worksites that are a con*nuous opera*on, 
will be scheduled over one shi['s Day 6 and another shi['s Day 1. 

5) A high majority of at least 85% in-favour would be required. 

6) As long as each par*cipa*ng member has been given an opportunity to vote and offered 
a ballot, neither an absten*on nor a spoilt ballot shall be counted in the number used to 
determine the 85% majority. 

7) If the vote is successful, the Local Execu*ve will have authority to approve expenditures 
up to $800 to support the grassroots campaign. Any further expenditures towards the 
grassroots campaign shall be submiNed to Local Council within the *melines for consid-
era*on at the next Council mee*ng. Expenditures must be substan*ated by the submis-
sion of receipts and other expense paperwork in compliance with AUPE and Local 003 
policy. 

m) Investment Account 

Local 3 shall maintain investments with AUPE Headquarters with a balance of no less 
than the outstanding *me-off owed to the employer. 

LOCAL COUNCIL MEETINGS 

All Local 003 Council mee*ngs will be at the call of the Chair, as per ar*cle 22.02 of the 

AUPE Cons*tu*on which states: “The Chair shall call mee*ngs of the Local Council at least 
three (3) *mes per year and one such mee*ng shall be the Annual General Mee*ng (AGM) 
of the Council. The AGM shall be held no later than the 31st of May.”  

The first Council mee*ng of the year (usually January) will be held via Video Conference. 



All Council mee*ngs will be held at the AUPE Headquarters in Edmonton star*ng at 
9:00am. 

All Local 003 Council Representa*ves are expected to remain for the dura*on of the meet-
ing except under extenua*ng circumstances. 

Where a Council Representa*ve is unable to aNend a Council mee*ng, they shall immedi-
ately confirm the aNendance of their Council alternate with the Local Secretary.  

It is the responsibility of the Council Representa*ve to provide to their alternate all neces-
sary documents (ie. Minutes) for the Local Council mee*ng. 

ANendance sheets will be aNached to the mee*ng minutes. Late arrivals and early depar-
tures will also be recorded. 

As per Ar*cle 18.01(g) of the AUPE Cons*tu*on, Local 003 Council Representa*ves shall 
submit to the Local Council AGM a wriNen report from the Chapter regarding Chapter ac*v-
i*es which include successes, types of grievances, social events, etc.  

It is the responsibility of the Local Execu*ve to submit a wriNen report for presenta*on at 
each Local Council mee*ng. This report is to include anf ac*vity report outlining descrip-
*ons of the ac*vity, travel, expenses, *me offs and date. 

In accordance with Ar*cle 18.01(h)(iii), it is the responsibility of the Provincial Execu*ve 
(PE) member and PE Alternate to report in wri*ng at least three (3) *mes yearly to the 
members of the Local Council on the execu*on of their du*es. 

All members are welcome to aNend Local Council mee*ngs with prior approval from the 
Local Chair. ANendance is at their own expense; however, aNendees will be included in the 
organized meals provided during the Council mee*ng.  

The Local Treasurer shall book all accommoda*on and required changes. Council Represen-
ta*ves are required to advise the Local Treasurer of their accommoda*on requirements not 
less than thirty (30) days prior to the Council mee*ng. No changes will be made to accom-
moda*on with less than forty-eight (48) hours no*ce.  

All requests for *me off shall be forwarded to the Local Secretary not less than thirty (30) 
days prior to the Council mee*ng. 

All Council Representa*ves are responsible for ensuring *me off requests are sent to their 
respec*ve Management in a *mely fashion.  

At the Annual General Mee*ng in each elec*on year, at least two (2) representa*ves must 
be voted in to sit on the Correc*onal Services Division Uniform CommiNee. 

CHAPTER MEETINGS  

As per 23.09 of the AUPE Cons*tu*on, the Chapter Chair shall, not later than the 30th of 
April in each year, convene an Annual General mee*ng of the members. Where a Chapter 



does not in an elec*on year before April 30th, it ceases to have representa*on on the Local 
Council un*l it holds an Annual General Mee*ng to elect officers.  

The Chapter Chair shall contact the Local Chair prior to confirming their Annual General 
mee*ng to ensure a member of the Local Execu*ve is able to aNend. The Chapter Chair 
must advise the Local Execu*ve of this date on or before January 31. 

Presenta*on of Membership Recogni*on Pins/Cer*ficates shall be provided in accordance 
with AUPE policy 10.2 as follows: 

a) Membership Recogni*on Pins and Cer*ficates shall be awarded at the Annual General 
Mee*ng (AGM) of the Chapter. The agenda for the AGM shall reflect these presenta*ons. 

All mee*ng no*ces shall include the wording “except in extenua*ng circumstances, mem-
bers must be present to receive their Recogni*on Pins/Cer*ficates”. 

b) The cut off date for membership milestones shall be June 1 of every year. Members at-
taining a milestone a[er that date will be recognized in the following year. 

c) A recipient list of all long service awards can be requested through their respec*ve 
Member Services Officer (MSO) or Regional Office Secretary at least six (6) weeks in ad-
vance of the AGM.  

d) The Chapter shall be responsible for contac*ng each member who is die to receive an 
award to inform the member of this honour and to confirm their aNendance at the AGM. 

UNION MANAGEMENT COMMITTEE MEETINGS; CORRECTIONAL SERVICES DIVISION and PUB-
LIC SECURITY DIVISION  

The Local shall pay for all expenses for Union Management CommiNee mee*ngs; however, 
*me off shall be in accordance with the Collec*ve Agreement.

OCCUPATIONAL HEALTH AND SAFETY (OH &S) LIASON 

The Local 003 Occupa*onal Heatlh and Safety (OH &S) Liason is to have Voice and Vote with 
regards to decisions within the Execu*ve. This is to be re-visited and voted on by Council at 
every Annual General Mee*ng that falls within an elec*on year prior to elec*ons being 
held.  

LOCAL EXECUTIVE 

At the discre*on of the Local 003 Execu*ve, Alternate Provincial Execu*ve (PE) Representa-
*ves will be sent to PE mee*ngs (as an observer) for training purposes. 

Outgoing Execu*ve members shall leave any electronic or paper informa*on pertaining to 
Local 003 intact. 



The Local Treasurer will be en*tled to take up to twelve paid union days-off a year to catch-
up on the books and in compensa*on for travel and business of the Local done on days-of-
rest. The other Local Execu*ve members will be en*tled to up to six paid union days-off a 
year in compensa*on for travel and business of the Local done on days-of-rest. Unused 
days that are not taken during the year may not be carried-over or paid-out. 



Local 003 OHS SubcommiNee 
Terms of Reference  (approved May 2017) 

PURPOSE  
The Local 003 OHS SubcommiNee was created to support and advise the Local 003 OHS Liaison 
and the Local 003 representa*ves on the Jus*ce and Solicitor General Department Health and 
Safety CommiNee (JSG Dept H&S CommiNee) and to assist them in the performance of their du-
*es.   

COMMITTEE RESPONSIBILITIES 
• Provide assistance and support to the Local 003 OHS Liaison; including: 

o Providing input on the annual report to the AUPE OH&S Standing CommiNee on the 
health and safety concerns of the local 

o Maintaining communica*on with Local 003’s OH&S worksite contacts, advocates and 
worksite commiNees  

o Reviewing the mee*ng minutes of worksite commiNees to iden*fy common trends and 
high-priority issues 

o Providing advice, support, and educa*on to Local 003 members on the GoA OHS Pro-
gram and the Issue Resolu*on Process 

o Circula*ng informa*on, posters, and brochures to Local 003 worksites on OH&S issues 
and AUPE-sponsored OH&S courses / seminars / conferences / events 

• Provide assistance and support to the Local 003 representa*ves on the JSG Dept H&S Commit-
tee;  including: 

o Iden*fying hazardous ac*vi*es or condi*ons that affect employee health and safety 
across Jus*ce and Solicitor General’s  business opera*ons 

o Iden*fying opportuni*es for improvement in the implementa*on and opera*on of the 
Government of the Alberta OH&S Program within Jus*ce and Solicitor General 

o Iden*fy, research, and provide recommenda*ons on health safety issues and concerns 
affec*ng Local 003 worksites 

• Iden*fy prospec*ve future OH&S worksite contacts and OH&S commiNee members  
• Promote safe and healthy employees within Local 003 workplaces  
• Plan and coordinate events 
• Report and make recommenda*ons to Local Council on the ac*vi*es and mandate of the sub-

commiNee, on current health and safety concerns of the local, and on current trends and issues 
related to OH&S  

COMMITTEE MEMBERSHIP 
Local Council will determine the number of subcommiNee members needed to effec*vely repre-
sent the occupa*onal make-up within Local 003. 

The following individuals will automa*cally be members of the subcommiNee:
o Local 003’s OHS Liaison (elected by Local Council every two years) 
o The representa*ve for Correc*onal Services Division on the JSG Dept H&S CommiNee 

(appointed by AUPE)
o The representa*ve for Public Security Division on the JSG Dept H&S CommiNee (ap-

pointed by AUPE) 

The other representa*ves of the subcommiNee will come from the following occupa*onal 
groups: 

o 2 representa*ves from Adult Correc*ons
o 1 representa*ve from Community Correc*ons



o 1 representa*ve from Youth Correc*ons
o 1 representa*ve from Sheriffs
o 1 representa*ve from Commercial Vehicle Enforcement 

Posi*ons on the subcommiNee from the above occupa*onal groups will be filled according to 
the following process: 

o Nomina*ons and elec*ons will occur from amongst Local Council members in elec*on 
years during the Local AGM.

o If a posi*on goes unfilled from because of a lack of interested and qualified volunteers 
on Local Council from the relevant occupa*onal group, a subcommiNee representa*ve 
for that occupa*onal group shall then be recruited from amongst members of the Work-
site Health and Safety CommiNees represen*ng that occupa*onal group.

o Appointments to the subcommiNee of non-Local Council members shall be confirmed 
either by a vote of Local Council or by a vote of the Local Execu*ve (if between Council 
mee*ngs). 

o If a posi*on is vacated, the replacement member shall come from the same occupa*on-
al group that was represented by the depar*ng member. 

The chair of the subcommiNee shall be the Local OHS Liaison.   The responsibili*es of the chair 
include: 

o Scheduling mee*ngs and no*fying commiNee members
o Invi*ng guests to aNend mee*ngs
o Arranging for mee*ng agendas
o Leading mee*ngs according to agenda and *me
o Ensuring all discussion  items end with decision, ac*on or definite outcome
o Reviewing and approving dra[ minutes before distribu*on
o Providing regular reports to Local Council and to the Local Execu*ve on the ac*vi*es of 

the subcommiNee, the current health and safety concerns of the local, and on current 
trends and issues   

A vice-chair will be selected by the subcommiNee from its membership.  The vice-chair shall as-
sist the chair in the execu*on of the chair’s responsibili*es.  The vice-chair shall chair mee*ngs 
and assume the other responsibili*es of the chair when the chair is unavailable. 

A secretary will be selected by the subcommiNee from its membership.  The responsibili*es of 
the subcommiNee secretary include: 

o Preparing agendas and issuing no*ces for mee*ngs, and ensuring all necessary docu-
ments requiring discussion or comments are aNached to the agenda

o Distribu*ng the agenda one week prior to the mee*ng
o Taking notes of proceedings and preparing minutes of the mee*ng
o Distribu*ng the minutes to all subcommiNee members
o Ensuring that mee*ng minutes are checked by all subcommiNee members and accepted 

as a true and accurate record at the commencement of the next mee*ng
o Maintaining subcommiNee records and mee*ng minutes for a period of at least 3 years 

AUPE Health and Safety Representa*ves shall have a standing invita*on to aNend all mee*ngs of 
the subcommiNee as guests and resource persons. 

The chair of AUPE’s OH&S Standing CommiNee shall have a standing invita*on to aNend all 
mee*ngs of the subcommiNee as a guest and resource person.  

Guests shall have voice but no vote and may be asked to leave the mee*ng at any*me deemed 
appropriate by the chair. 



MEMBERSHIP TRAINING 
All subcommiNee members shall take the AUPE Introduc=on to OH&S course within one year of 
appointment to the subcommiNee or will have taken the previous OH&S Advocate Level 1 & Lev-
el 2 courses.  

CommiNee members are encouraged to complete the AUPE OH&S for Stewards course and to 
complete the Government of Alberta’s OH&S Cer*ficate Program.   
  

COMMITTEE MEETINGS 
Mee*ngs shall be held a minimum of three *mes per year.  Mee*ngs may be held in-person or 
by video conference.   In order to minimize costs and travel, mee*ngs shall generally be held in 
conjunc*on with the Local Council mee*ngs in September and January; with the January sub-
commiNee mee*ng being conducted by video conference.  

A quorum of members must be present in order to vote on issues.  Quorum shall be defined as 
50% plus one of the current subcommiNee membership. 

SubcommiNee members shall endeavor to aNend all mee*ngs but in the event that a mee*ng 
cannot be aNended, the member shall no*fy the chair or the subcommiNee secretary.  The chair 
will have a discussion with subcommiNee members who are absent, or who are an*cipa*ng be-
ing absent, from consecu*ve mee*ngs regarding their ability and commitment to aNend meet-
ings going forward.  SubcommiNee members may be replaced if they miss three or more consec-
u*ve mee*ngs.  

Travel and *me-off costs to aNend mee*ngs are paid by the Local.  Time-off requests will be 
submiNed through:  hNp://local003.aupe.ca/.  Travel costs and allowances will be according to 
AUPE and Local 003 policy.  Members with ques*ons about their travel and expense en*tle-
ments shall direct their ques*ons to the subcommiNee chair.  Extraordinary costs or special 
arrangements must be preapproved by Local Council or by the Local Execu*ve. 

Mee*ngs will be conducted in accordance with the AUPE Cons*tu*on; including the Statement 
of Equality and the Ar*cle 31 - Rules of Order.  If a ques*on arises as to the interpreta*on of the 
Cons*tu*on as it relates to the affairs of the subcommiNee, the chair shall give an interpreta*on 
which shall be final and binding on all affected par*es unless and un*l reversed by Local Council.  
Any member may appeal an interpreta*on of the Chair to Local Council, who shall make a deci-
sion at its next mee*ng. 

AMENDMENTS 
The Terms of Reference shall be reviewed and revised when changes occur affec*ng the occupa-
*onal make-up of the local or, at least, every two years in AUPE elec*on years prior to the Local 
AGM. 

The Terms of Reference shall be superseded and, to the extent that they are inconsistent, be 
amended by the AUPE Cons*tu*on, by AUPE policy, and by Local 003 policy. 

The Terms of Reference, and amendments to it, shall be approved by a vote of Local 
Council.    

SIGNATURES 

http://local003.aupe.ca/


___________________________________  _____________________________ 
Local 003 Chair      Date 

___________________________________  _____________________________ 
SubcommiNee Chair / Local OHS Liaison   Date 


