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1-01	STATEMENT OF EQUALITY 
As per AUPE Constitution
 
1-02	 INDIGENOUS LAND ACKNOWLEDGEMENT
AUPE will act in the spirit of truth and reconciliation, and all components of the Union shall include acknowledgments of Indigenous land at the beginning of every meeting and function of the Union. The following is the Statement for Local 084:

	Local 084 respectfully acknowledges that we are meeting on Treaty 4, 6 and 7 territory, 	traditional gathering place for diverse Indigenous peoples including the Blackfoot 	Confederacy (comprising the Siksika “Sik-sik-ah”, Piikani “Pe-kan-ee”, and Kainai “Kigh-	nigh” First Nations), as well as the Tsuut’ina  “Soo-teena” First Nation, and the Stoney 	Nakoda (including the Chiniki, Bearspaw, and Wesley First Nations). The City of Calgary 	is also home to Métis Nation of Alberta, Region 3. and many others whose histories, 	languages, and cultures continue to influence our vibrant community. We are grateful 	for the traditional Knowledge Keepers and Elders who are still with us today and those 	who have gone before us. We make this acknowledgement as an act of reconciliation 	and gratitude to those whose territory we reside on or are visiting.
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1-03 - COUNCIL MEETINGS 

	1 – Meetings shall be run in accordance as per Constitution Article 22.09
	2 – Meetings shall be held in Calgary unless otherwise decided by the Local 084 			      executive. 





2-01 ESTABLISHMENT OF LOCAL 084 COMMITTEE’S 

1. Prior to the establishment of any Local 084 committee a committee description shall be developed outlining the following: 
1. Terms of Reference 
2. Definition of Committee 
3. Role of each member of the Committee 
4. Responsibility of the Committee 
5. Frequency of meetings 
6. Communication and recommendations to the Local Executive/Council 
7. Other pertinent information that would allow for better understanding of the committee. 
 
2. The following pertains to any elected committee established by Local 084: 
1. Members of all Local 084 committees shall be elected or be volunteers from Local Council representatives at the Annual General Meeting (AGM) of the Local in an election year. 
2. The term of office shall be two (2) years. 
3. All committee members must be aware that the majority of their time spent on committees is on a volunteer basis. 
 
3.	The following pertains to these AD HOC committees: Local 084 Standing committees 
1. Finance Committee 
2. Policy Committee 
3. Occupational Health and Safety Committee 
 
4. Prior to calling a meeting, the committee Chair shall ensure the following criteria are met: 
1. the Chair and the Treasurer of Local 084 are informed 
2. quorum is available, Committee Chair is counted for quorum. 
3. fiscal considerations are taken into account when setting the time, date and location of the meeting. 
4. Requests for time-offs to attend these meetings will be submitted to the Time off coordinator, via the online form on the Local 084 webpage, a sign off sheet, then will be submitted to the Time Off Coordinator to verify attendance.  

5. The committee shall ensure that minutes are properly recorded for each meeting. 

6. All committees will submit an annual budget to Local 084 Finance Committee 
 
7. Reimbursement for expenses to attend these committee meetings shall be submitted to the Local Treasurer in a timely manner. 
 
8. At the end of the committee term, all materials shall be turned over to the Local to be forwarded to the next Committee Chair  
 
9. All appointed committees of Local 084 stand intact until such time as there is a resignation of committee member, committee becomes redundant or appointed member is proved to be not fulfilling the mandate of the committee. 

10. Committees shall meet prior to the Local Council meeting following the Annual General Meeting. The Committee will submit a report to the Council at the following meeting. 

11. Local executive committee will meet the day before the convention.

2-02 - Occupational Health and Safety Committee 
 
TERMS OF REFERENCE  
A successful committee is reliant on individual members operating in the interest of the committee as a group and consequently the organization as a whole. All members of the committee share responsibility in building group cohesiveness and while respecting confidentiality also promote openness and awareness of committee operations to the internal and external community of Local 084. 
 
DEFINITION OF COMMITTEE  
Review the practices and procedures relating to the Occupational Health and Safety of the members of the Union. 
 
COMMITTEE MEMBERS  
1. Will be comprised of the elected OHS Liaison from Local Council who shall be the 	representative & a minimum of 3 other members from local council. 
2. The OHS Liaison shall be the chair for this committee. 
 
RESPONSIBILITY OF COMMITTEE 
1. Promote the Occupational Health and Safety education of the union members;  
2. Ensure that the membership is informed of all relevant information on 	Occupational Health and Safety; and promote any policy on Occupational Health 	and Safety as adopted by Convention. 
3. Shall meet to discuss matters relating to the Occupational Health & Safety of the 	Local 
4. Shall prepare an annual budget to be presented at the Annual General Meeting 	to be voted on by the Local Council 
5. Report to the Local Council as necessary 
6. Shall keep minutes to be presented at the Local Council Meeting 
 
 FREQUENCY OF MEETINGS  
1. May meet a minimum of three meetings per year, with an option to meet on the 	call of the chair. 
2. If a committee decides to associate with a committee from another Local, they 	will assign a liaison member to attend and bring info/minutes back to their 	committee. 
 
COMMUNICATION 
The committee must report to the Local Council, by means of a written report of issues of Occupational Health and Safety that they are aware of, within our Local or Locals within our geographic location that would affect our members. 

2-03 - Finance Committee 
 
TERMS OF REFERENCE 
A successful committee is reliant on individual members operating in the interest of the committee as a group and consequently the organization as a whole. All members of the committee share responsibility in building group cohesiveness and while respecting confidentiality also promote openness and awareness of committee operations to the internal and external community of Local 084. 
 
DEFINITION OF COMMITTEE 
To review the finances and policies of the Local on an ongoing basis, and present changes to the Local Council for approval. 
 
RESPONSIBILITY OF COMMITTEE 
A. Shall meet to discuss matters relating to the finances of the Local 
B. To review chapter budgets on an ongoing basis 
C. To review the finances & policies of the Local yearly 
D. Report to the Local Council as necessary 
E. Shall keep minutes to be presented at the Local Council Meeting 
 
FREQUENCY OF MEETINGS 
Shall meet prior to all Local Council meetings, with an option to meet on the call of the Chair. 
 
COMMUNICATION 
The committee must report to the Local Council, by means of a written report of expenses and/or changes to the annual budget with recommendations. Must submit an annual budget and/or projected expenses. 
 
COMMITTEE MEMBERS 
A. Be composed of the Local Treasurer, Local Chair and a minimum of 5 council 	members and 2 alternates voted on by local council. 
B. The Local Treasurer shall be the chair for this committee. 
 
LOCAL FINANCIAL OPERATIONS 
A. Expense claims for Union activities at Local expense shall be submitted directly to 	the Local Treasurer. 
B. All local expenditures budgeted for and do not exceed the budget amount, are not 	necessary to take to the Finance Committee for approval. 
C. The Local Treasurer makes available the Local financial expenditures for review 	prior to each executive meeting. The Finance Committee will be responsible to do 	an audit on the financial expenditures to ensure that cheques issued have 	supporting documentation. For the purposes of documentation, the Local 084 	Audit Expense Form will be used and placed in the expense form binder 
 
GUIDELINES FOR FINANCE COMMITTEE 
A. There is always a written financial statement and reports from the treasurer at 	every council meeting. 
B. Written financial statements include the financial status in relation to Local 084 ’s 	budget. 
C. Signatories for Local 084 bank accounts shall have all Executive Members as 	signatories. Two signatories must sign all cheques, one of whom must be the 	Treasurer.
 
SIGNATORIES 
	All funds of the Local shall be disbursed by cheque or other bill of exchange. All 		such cheques and Bills of Exchange shall be drawn on the account of the Local 	and maintained by the Treasurer. All cheques shall be signed by the Treasurer, 	and one of the following: the Chairperson or Vice Chairperson
  
 
LOCAL TRUSTEE’S  
A. Financial and Accounting Records 
a. The Treasurer shall act as trustee for all funds of the Local and of all other 	assets of the Local.  They shall administer them in accordance with the 	wishes of the Local Council and AUPE Policies, and be responsible for all 	accounting and financial records of the Local.  
b. The Finance Committee shall review all the accounting from the previous 		meeting, ensuring that all canceled cheques, bank statements and other 	financing matters are accounted for. 
B. Disposal of Financial Records 
a. Local Financial records requiring disposal shall be submitted to 	Headquarters on an annual basis for ultimate disposal as appropriate. 
  
AUDITS AND FINANCIAL REPORTS 
A. Annual review 
a. When the Treasurer is advised by the Union Headquarters of the annual 	review for the Local books, They or Their designee shall ensure delivery 	of the requested information as expeditiously as possible. 
B. Fiscal Year 
a. The fiscal year shall end on the last day of June of each year. 
C. Financial Reports 
a. A financial report shall be presented by the Treasurer or  their designee 	at all regularly scheduled Council Meetings. 
D. Budget 
a. The Finance Committee shall prepare an annual budget for presentation 		and adoption at the Annual Meeting of the Local. This adopted budget 	may be revised at any time before the last day of October, with Council’s 	agreement. The original adopted budget shall be promptly forwarded to 	the Executive Secretary/Treasurer of the Union no later than August 1st. 	Any revision shall also be promptly forwarded after acceptance by 	Council. 
b. A Chapter budget shall be assigned by the Treasurer at the Annual 	General Meeting of the Local.  
E. Approval for Expenditures 
a. All purchases must be mandated and governed by duly passed motions of 	the Local Council to authorize spending within pre-set spending limits. 
b. Where it becomes necessary for the Executive to make a decision 	regarding the expenditure of funds because of timeliness the decision of 	the executive will be placed before the Local at the next regularly 	scheduled meeting.  
c. All purchases shall be properly itemized and include the necessary 	backup information and be kept as part of the finance records of the 	Local. 

2-04 - Policy Committee 
 
TERMS OF REFERENCE 
A successful committee is reliant on individual members operating in the interest of the committee as a group and consequently the organization as a whole. All members of the committee share responsibility in building group cohesiveness and while respecting confidentiality also promote openness and awareness of committee operations to the internal and external community of Local 084. 
 
DEFINITION OF COMMITTEE 
To review the policies of the Local on an ongoing basis, and present changes to the Local Council for approval. 
 
RESPONSIBILITY OF COMMITTEE 
1. Shall meet to discuss matters relating to the policies of the Local 
2. To review Local 084 policies on an ongoing basis 
3. To review the policies of the Local yearly 
4. Report to the Local Council as necessary 
5. Shall keep minutes to be presented at the Local Council Meeting 
 
FREQUENCY OF MEETINGS 
May meet prior to all Local Council meetings, with an option to meet on the call of the 	Chair. Must meet at least once per year. 
 
COMMUNICATION 
The committee must report to the Local Council, by means of a written report of changes to the local policies with recommendations, and projected expenses. 
 
COMMITTEE MEMBERS 

1. As of Local AGM 2025 Policy Committee will consist of Finance Committee and Local Executive.
 
GUIDELINES FOR POLICY COMMITTEE 
There will always be a written and or verbal reports from the chair at every council 	meeting.























3-01 - FINANCIAL AGREEMENT

1. No member or elected representative of the Local may lend, borrow or enter into a                	financial agreement with the Local.
2. This DOES NOT include advances for approved expenses

3-02 - CHAPTER FUNDING

A – Each chapter will receive $20 per member based on October 31 twelve-month 	average as provided by AUPE for their yearly chapter budget with a minimum 	of $1500 per chapter.
B. The funds and property of the Chapter are for the benefit of its members and shall 	not be divided in any manner among the members.
C. All funds in the hands of Chapters shall be, and remain the property of Local 084 and 	shall be used solely for the purpose of the Chapter, in accordance with Local 084 policies.
D. No chapter executive officer(s) or members of Chapters who have access to funds 	and assets shall disburse funds, without prior approval by majority vote of the 	Chapter members at a duly called and convened meeting. Chapters do not have 	bank accounts. All funds shall be maintained by the Local. 
E. Chapters will prepare a budget annually which shall be presented at the Chapter AGM 	for approval and to be submitted to the Local Treasurer, a month prior to the 	Local AGM.
F. Items to request in your budget:
a. Supplies ie: stationary, ledgers, binders, staples, paper, cartridges for printers
b. Hall rentals, 
c. Notices & postage
d. Refreshments & food items for meetings excluding Alcohol.
e. Mileage
f. Social events ie: BBQ, Nurses Week, Holiday Party
g. Flowers, cards
h. a Gift for a Union member in good standing with AUPE, in recognition for members who retire. The value of the gifts shall not exceed $100.
i. Door prizes should be kept to a minimum (only at special meetings)
j. Items not to request in your budget:
a. Donations (the Local has a budget for this)
b. Discourage the use of gift cards
c. No paying for advertising, promotions, thank-you’s in local media & 	newspapers
d. Local has the right to amend a Chapter Budget to meet the requirements of the Local Budget.
		
G. All functions/ social gatherings of chapters are responsible for submission of 			original receipts for expenses from registered/ licensed businesses within 30 			days from the event with all required paperwork. No handwritten receipts will 			be accepted.

	a. Failure to submit the above will result in no further funds allocated to the 			chapter. 
		b. Balance of funds returned by cheque made payable to AUPE local 084 or by 			e-transfer to treasurerlocal084@aupe.ca
	H. Chapter funds must be requested a minimum of 14 (fourteen) days prior to event. 

3-03 -FUNDING FOR CHAPTER EVENTS

1. Local 084 & Chapters of Local 084 will only fund for events at the Chapter level where 	the general membership are informed of the event at least two (2) weeks in 	advance.
2. Chapters may plan social events for the members to participate in (i.e.: BBQ’s, Holiday 	events, Nurse’s Week events).
3. When planning these kinds of events they are to be planned at a neutral location, 	preferably at the worksite, hall, outside venue.
4. Local 084 retains the right to suspend funding for these kinds of events if Local 084 	policy is not followed.

SOCIAL GATHERINGS
All proposals for Chapters such as Holiday parties and summers BBQ’s must be submitted by the Chapter Executive to the Local Executive at least 6 weeks in advance of the event. Said proposal shall be submitted on the appropriate request form and shall include:
A. Location (on or off site)
B. Number of members expected to attend.
C. Members only or open to all guests.
D. Detailed costs
E. Type of event
F. Plan for those members who are unable to attend due to work commitments.
G. Liquor will not be included at Local cost.
H. If proper forms are not submitted funds will be denied.
I. The Local Executive may refer to the Finance committee. All reasonable requests will not be denied. If a Chapter wishes the Local Executive or AUPE staff to attend they shall be invited at Local expense and must be included in the proposal.


3-04 - AUPE CONVENTION

Process to go to convention:
A. Local 084 Executive nominated at the Chapter level for convention, will as of right, 	attend AUPE Convention as a delegate for Local 084.
B. Every effort will be made to have every Chapter represented at Convention.
C. The delegate list will be formulated from the Chapter AGM’s according to how they 	were nominated. A record will be kept of how many each Chapter sent to 	Convention so that in a following year the allotted numbers could be adjusted 	fairly.
D. A motion at the Local Council AGM will be put forth to be voted on for the Delegates 	to attend Convention.
E. If a Chapter delegate is unable to attend Convention, the alternate(s) from that 	Chapter will attend in Their place, in order of nomination. If no one from that 	Chapter’s Alternate list is able to attend, then the delegate credential will be 	given to the largest Chapter, then continue to the next largest Chapter until all 	Local alternates have been exhausted.
F. Observers will be given according to the comparison list kept from year to year to 	make effort to give each Chapter the opportunity to send an observer. The 	observer will be chosen from the alternate list.
G. Each year the Local Executive will have the opportunity to vote on a piece of clothing 	or item to help promote visibility of our members, at Convention.
H. Locals may send and cover the expenses of 3 observers to the Convention.
I. Local 084 will encourage the participation of Local members on the Convention 	committees, of Scrutineers and Sergeant of Arms, Convention Credentials.
J. Delegates are required to attend all Convention business, and shall sit in the 	designated Local 084 area. Delegates who do not attend all sessions of 	Convention, without approval of the Chair of the Local; shall be subject to 	corrective action.
K. Caucus at Affiliate Conventions
L. Any Local member attending an Affiliate Convention as an AUPE delegate shall, abide 	by the AUPE Policy 2-15 caucus at Affiliate Convention.
M. Donate to the hospitality suite.

Pre-convention Meeting:
A. Prior to convention a meeting will be scheduled for pre-convention training and to go 	over resolutions and new policies being presented on the convention floor from 	the AUPE Convention package.
 

Code of conduct for Convention:
A. Be aware that, as a delegate, you are at a convention representing “100 of your 	colleagues and members”.
B. Be on time for sessions.
C. Once you are in the convention hall stay until the planned break.
a) breaks are permitted within reason in session time
b) please limit cell phone use until breaks, may have on but please keep them silent and do not “PLAY” on them during sessions.
c) members are discouraged from going to vender fair during session time
d) hotel check out should be done prior to morning session on the last day, as to not miss any business of the convention

Donations to Hospitality suite 
A) A gift(s) up to a maximum amount of $500 to be pledged to the hospitality suite when funds available. 


3-05- REIMBURSEMENT FOR EXPENSES

1. A member is entitled to reimbursements for authorized expenses incurred in 	connection with their official activities while on business or on behalf of the 	Local.
2. Any member of the Local 084 Executive, and any two (2) members of Local Council 	with prior approval of the Executive, who wants to attend the Provincial 	Executive Meeting, when held in Calgary, may claim mileage at Local Expense.
3. Social Events at the Chapter level where the Chapter Executive is required to attend 	for maximum exposure to the membership, time off shall be reimbursed by the 	Local, to the maximum of three (3) social events per chapter per year, with 	approval from the Local Chair. When Chapters combine social events, the 	Chapters will be limited to three (3) Chapter Executive per social event, to be 	reimbursed for time off from the Local.
4. All claims for reimbursement for expenses incurred shall be submitted on the 	appropriate expense claim form provided on the website.
5. All expense claims shall be submitted to the Treasurer within thirty (30) days of the 	expense being incurred.
6. All expense cheques issued by Local 084 should be cashed within thirty (30) days of 	receipt. Stale dated cheques will NOT be replaced.
7. The Local shall be responsible for all travel and subsistence claims for any 	members going to a Convention, Seminar or other meeting approved by Council. 	The only exception to this is the AUPE Annual Convention.
8. Where prior approval of the Local Chair is not possible, approval shall be obtained 	from the Local Vice Chair or Treasurer.
A. The expense claim form shall bear the claimant’s signature and be accompanied by receipts and vouchers. Claims shall contain all substantiating information including dates, details of expenses incurred, explanations, etc.
B. Reasonable advances on expenses to be accounted for in the usual manner are available upon request and subject to the approval of the treasurer.
9. Any claim for extraordinary or unusual expenses not otherwise provided for must be 	receipted and accompanied by full explanation and substantiating details. Such 	expenses must receive the prior authorization of the Treasurer before being 	incurred.

3-06- PERSONAL EFFECTS/EXPENSES

Personal Effects
No reimbursement shall be made for the loss or damage to personal effects unless 	approved by Executive.


3-07 - Policy on Equipment:

1. Each Local Executive Member shall be required to have a computer to conduct the work of the Local

2. When purchasing a computer for the Local, the sum is not to exceed twelve hundred dollars ($1200.00), with the understanding that the Local is the sole owner of the computer & will be turned over to the Local when the executive member no longer holds a position in office. If the executive member wishes to purchase the computer from the Local, they will not be unreasonably denied.

3. Local 084 will depreciate computer & Printer equipment by fifty percent (50%) for the first two (2) years, and when the computer or printer is four (4) years old it will be deemed not worthy of cash value and given to the Local Executive member.

4. Local/Chapter funds will not be used to purchase computers at the Chapter level.

PRINTER MACHINES:
1. A printer machine will be supplied to each Local Executive member, the sum not to exceed three hundred dollars ($300.00) with the understanding that the Local is the sole owner of the printer & will be turned over to the Local when the Executive member no longer holds a position in office. If the Executive member wishes to purchase the printer from the Local they will not be unreasonably denied.


INTERNET
Where a member of the Local Executive must utilize a network provider due to geographical location, Authorized internet/ cell phone use for Local business will be covered up to $50.00 per month and will be reassessed annually.
Local executive to submit expense /receipt every month and or to a maximum 	every 3 months.


PHOTOCOPYING AND MAILING COSTS
 Executive members may have printers, however if you are doing large number of copies this method proves costly.
Only direct costs associated with keeping the Local Executive and Chapter executive informed will be reimbursed.
All receipts must be attached to the expense claim.

MINOR EQUIPMENT:
All minor equipment with short life expectancies will be purchased by the Executive Member/Chapter Chair and reimbursed from the Local. i.e.: staplers, tape dispensers, staple removers, paper shredders, etc. Prior approval of the Treasurer shall be obtained for component mail outs if costs exceed $50.00

LOCAL 084 ASSETS
The Local Treasurer shall maintain an inventory of all equipment purchased by the Local and where it is located.
Equipment shall be returned to the Local upon completion of term(s) in office.


3-08 -TIME OFF PROCESS

In order to easily facilitate requests for time-off when the time off is at Local 084 expense, the following will be the policy that will be followed:
1. Time off forms to be submitted via online at AUPE website/ local 084 forms
2. The Designate of the Local will forward to the AUPE Staff Secretary in the Calgary Office who will process the request.
3. With the current management profile, the time-off form should be submitted at least fourteen (14) days prior to the event. Late submission of this form may delay the processing and may, in turn, delay the form getting back to the member in a timely fashion.
4. Local Executive members will receive their time off forms via email, unless other arrangements have been made with the Time-Off Coordinator.
5. Local 084 will only pay for time off for chapters of Local 084. If you are unable to attend union business due to employment with another Local/employer, please utilize your alternate to attend. 

TIME OFF REQUIREMENTS FOR MEETINGS
Members that live 150km or more away from the meeting space and are scheduled to be working an Evening shift the day prior they may request the shift off.
Any member working a night shift the day prior to a meeting may request the night shift off.
Any member working a shift scheduled for the day of the meeting, may request that shift off. All approved requests are paid by the Local.
1. Local 084 Executive may require time off prior/following meetings for preparation time or completing the business of the Local.
2. The following members of Executive may receive the day off prior to a meeting with approval of the Local Chair:
Local Chair, Local Vice Chair, Local PE Representative, Local Secretary, Local Treasurer

3-09 - ABSENCE/NO SHOW

1. Any member that has registered to attend or is attending an AUPE event, seminar, conference or AUPE Convention and has to cancel or leave, must give notification to the appropriate event coordinator & Local Chair.
2. If you are a no show for an AUPE event, seminar, conference or AUPE Convention the appropriate Chapter will be notified.
3. If you are in attendance at an AUPE event, seminar, conference or AUPE Convention and leave prematurely, without giving notice or explanation of your absence, the appropriate Chapter will be notified.
4. Should this situation arise, all members involved will be consulted by a member of the Local Executive. The Local Executive will be the body to decide.
5. Consideration will be given to extenuating circumstances.
6. If the Local Executive decision is that this was not an excusable in nature the following action will be taken:
a. When applying to attend an event, seminar, or conference the member would get less consideration to attend in the future.
b. During your chapter AGM information will be given to the members if the member were to be nominated for convention.


3-10 - REIMBURSEMENT OF SALARY
1. A member who is on approved leave of absence with pay in order to carry out authorized Local 084 business shall have his/her salary reimbursed in accordance with his/her collective agreement to include shift & weekend premium.
2. Union Headquarters will issue T-4’s annually.
3. All Local/Chapter Executives must provide AUPE with their SIN. Honorariums will not be provided until SIN is received by AUPE.
4. Wherever possible members may submit a “Time Off for Union Business” directly to their employer who will pay their normal wages and bill the time back to the Union. The head office will then bill back the Local for the cost of this time off and this amount will be deducted from the monthly revenue rebate cheques. Notice should be given to the Local Treasurer of when members submit this form to their employers to facilitate validating the expenses. If not covered by the Collective Agreement the Local shall reimburse the member for lost wages.
5. Chapter Executive members should try to plan their Annual General meeting for a time where they are not scheduled to work. If it becomes necessary, the Chapter Executive may request time-off for the First or second Call of their chapter Annual General Meeting. The request must have the approval of the Local Chair and will apply to the shift where the member would actually be working. Further, documentation may be required, i.e. rotation form.

3-11 - TRAVEL REIMBURSEMENTS
1. When a member is required to use Their own vehicle for approved Local business, a claim for mileage at the rate as per headquarters expense policy, may be submitted.
2. Local Executive & members are strongly encouraged to use the least expensive mode of transportation, carpool whenever possible.
3. When a member is required to travel by air related to weather conditions, economy airfare will be paid. Prior approval must be obtained from the Local Executive and/or Finance Committee of Local 084.
4. Where Local members travel by air, transportation to and from airports:
a. parking - if automobile is parked at the airport is reimbursed.
b. if renting an automobile - car rental & expenses will be reimbursed.
5. A receipt must accompany all claims for taxi fares.
6. Parking cost will be reimbursed upon presentation of receipt. Whenever possible parking at hotels will be submitted by the hotel on the accommodation bill.
7. No reimbursement shall be made for any expense incurred where the appropriate prior authorization has not been obtained.
8. Any inquiries as to expense claims shall be directed to the Treasurer.
9. Any disputes as to expense claims shall be directed to the Finance Committee

3-12 -HOTEL ACCOMMODATIONS
1. When Local 084 is responsible for payment, members are encouraged to stay in mid-range hotel with a maximum of $150 per night plus applicable taxes. A justification for expenses in excess of these amounts will be required on the claim.
● Members are encouraged to inquire with facility for corporate discounts
● Members may be asked to produce proof of membership with AUPE
2. Rooms paid for at Local 084 expense will be booked by the member. The member will be responsible to pay for the room up front and shall be reimbursed upon submission on the personal expense form. 
3. All convention delegates (no Executive) will be in shared accommodations wherever 	possible.
4. Wherever a member is away from their regular domicile:
a) Make arrangements other than hotel accommodations, they may claim fifty dollars ($50) per night.
b) Members may claim ten dollars ($10) per overnight, for miscellaneous 	expense.
c) Except for Convention accommodations, unless previously approve by HQs or Local, members must reside 150 kms or more away from the event location in order to qualify for reimbursement of accommodation expenses.
d) Accommodations will be provided for the night before Local 084 business only, unless preapproved by Local Executive. 
5. The Executive of Local 084 will have private accommodations booked for meetings, as to protect the FOIP issues, and extra work that is involved in their positions 	required after hours.

3-13 - MEAL ALLOWANCE

1. As per AUPE Policy 

3-14 - REIMBURSEMENT FOR CHILD CARE EXPENSES
The Local reserves the right to examine any and all claims with respect to this guideline. 	FINANCES 5-20
Amended by the Provincial Executive 2019.


3-15 REIMBURSEMENT FOR ELDER CARE

As per AUPE policy 

3-16 – DONATIONS

1. Donations should be made by a way of a motion at the Local Council Meeting or to 	the Local Executive.
2. Donations made from Local 084 funds for more than $200.00 must be approved by majority vote of the Local Council. A Local Council vote may take place by phone or email. Donations under $200.00 may be approved by a majority vote of Local 084 Executive.
3. A $50 (fifty) donation from the Local on behalf of each chapter paid from interest on local funds, will be given to a local food bank/charity during the winter Local Council meeting. Submission of request shall be sent to Local Secretary prior to meeting date. 
4. Donations may be made to the following:
a. Registered charities where a AUPE member is involved.
b. AUPE events where a silent auction or donation is required (maximum to spend is $200.00), whenever possible use of Local 084 memorabilia should be considered
c. Rallies/Strike lines of AUPE membership (up to $500.00)
d. Rallies/Strikes to non AUPE memberships must be voted on by the Local Council (max to spend $100.00)
5. Exceptions to this policy is:
a. A maximum amount of $100 can be pledged at convention for donating to various organizations, without prior approval of the Local Council. A vote will be taken by the convention Delegates for the set amount.

3-17 - Gifts, Awards, & Presentations

(A) When a chapter chooses to purchase gift cards for their members. The following will 	be required.
a. Gift cards may only be used as door prizes, draws, or rewards.
b. A maximum of 6 gift cards may be purchased for each event.
c. Individual gift cards may be purchased for a maximum of $50.00 each. 
d. excludes all prepaid Visa, MasterCard or any gift card with an activation fee. 

(B) All gift cards dispersed by the chapter must be signed on the gift card acknowledgement form. Each member to receive a gift card, they must sign for their own card.
(C)  Local Executive members (Chair, Vice chair, Secretary, Treasurer and PE rep) will receive an honorarium of $800 per year.

3-18 - PROMOTIONAL PRODUCTS

Any requests for AUPE promotional products received by Headquarters will be referred to the Executive of Local 084.
Regardless of the actual size of a Chapter or the actual number of members who attend Chapter meetings and AGM’s, Local 084 shall treat all Chapters in an equal manner in the number of promotional products supplied to the Chapter to use as giveaways for Chapter meetings, functions and AGM’s.
Local 084 will supply to each Chapter door prizes for the Chapter AGM’s, Meetings, and social functions as requested and available.

3-19- LOCAL 084 LIFE MEMBERSHIP
1. To recognize members of our Local who have contributed to support the Local, its membership and its goals.
2. Members who meet the following criteria may be nominated for Local Life 	Membership in Local 084:
a. A member who has retired from the workforce but may remain part of the workforce but not working more than 15.5 hrs. per week.
b. Have been a AUPE member for a minimum of ten (10) years.
c. Have been Local 084 member for at least eight (8) years
d. An active Union Steward for at least 5 years
e. Was an observer or delegate to AUPE’s Annual Convention on at least 5 	occasions
3. The application process is:
a. A nomination form shall be submitted to the Chapter Executive
b. the Chapter Executive will review & then submit application to the Local Chair
c. Nominations must be submitted to the Local Chair by March 1st of each year, if the member meets the criteria, the member will be formally presented at the Local AGM in that year.
d. The Local Executive will review nominations.
e. By way of a motion the Local Executive shall forward nominations to Local Council for final consideration.

Local 084 Life Member:
1. Local shall formally recognize and grant Official Local Life Membership by inviting recipients to attend, with significant other, to the Local Annual General Meeting, at Local expense
2. The Local Life Member shall be presented with an official plaque recognizing them as Local 084 Life member
3. LOCAL LIFE MEMBERSHIP MEMBERS shall be granted the privilege of attending any Local 084 meeting or function, as an observer. They will be required to provide notice of attendance to the Local Chairperson

3-20 - OBSERVER STATUS

1. The requirement to obtain observer status is: the member must make a request to attend a meeting from the Chair of the Local, and this request may be made via email, phone call, and may go through a Council member. Submission to be provided to the Chair no later than two weeks prior to the meeting.
2. Observers are there only to observe and will have no voice or vote unless they are recognized by the Chair.
3. Observers will be required to sit in an area designated, in the room, as to allow the council reps to conduct business of the Local, but to also allow the observing member the ability to hear and see the business of the Local.
4. All approved guests who attend local council meetings/ functions will do so at their own expense.


3-21 - Webpage Content and Submissions

In order to maintain communication within the Local, Local 084 shall maintain a 	webpage.
9.01 Webmaster
Local Council shall in an election year, appoint a local 084 member to the position of Webmaster. The webmaster will be responsible for data entry to the site and shall ensure submissions are to the Local and AUPE standards. The webmaster will not enter any submissions to the webpage without first having approval from the Chair of the Local.
9.02 Webpage Content and Submissions
Any submissions to the Local 084 Webpage MUST have the approval of the Chair / Executive of the Local prior to being included on the site.
Approved content may include but is not limited to the following.
i) Chapter events and Meetings
ii) Area Council Events
iii) AGM information Chapter and Local
iv) Local minutes
v) Chapter minutes
vi) Committee Reports
vii) Executive contact information
Offensive content will not be permitted.

3-22 – Multi Health
	
Minimum of 2 Local executive members to attend Multi Health meeting in person or virtual.  
a. Time offs to be approved at the discretion of the Local Chair or designate 
b. Local will cover expenses for mileage, hotel, meals, etc. as required

























4-01 - LOCAL CHAIR

1. The Chair will call and chair all meetings of the Local and Local Executive.
2. The Chair may sit as an ex officio member of all Local committees.
3. The chair will act as chief spokesperson for the Local and shall receive and direct a reply to all correspondence on behalf of the Local and take on the role of the Communication Coordinator for the Local.
4. The Chair may delegate duties to the Local Executive as necessary.
5. Will attend convention as a delegate of right.

Further:
1. The Local Chair will also be a member of the Finance Committee as of right and shall assist in developing new policies and the annual budget for the Local.
2. Receives all correspondence and relays relevant information to the Chapter Chairs.
3. Shall Coordinate Convention, including but not limited to; delegate credentials, hotel room booking (with HQ), time off’s, and pre-convention meeting.
4. Shall be informed of changes to the local website.
5. Works within the Local Policies and AUPE Constitution.
6. Provides orientation for new members of Local Executive & Local Council.
7. Will submit all reports to the secretary for all committee’s & positions that they are assigned to within ten (10) days prior to next Council meeting
8. Forwards all Local records to the successor, ensuring records are up to date and 	accurate.

4-02 - LOCAL VICE-CHAIR

1. The Local Vice-Chair will assist the Local Chair in execution of Their duties, carry out duties delegated to them by the Local Chair and may act in the Local Chair’s stead in the event of incapacity or absence.
2. The Local Vice-Chair will also take on the position of a Coordinator reporting directly 	to the Local Chair.
3. The Local Vice Chair will chair the Policy Committee.

Further:
1. In the absence of the Local Chair, could assume the duties of the Local Chair as outlined and such duties assigned to Them by the Local.
2. Responds to other related duties assigned by the Local Chair
3. Will submit a point form report to the Local Chair following committee meetings 	within ten (10) days
4. Will submit all reports to the secretary for all committee’s & positions that they are assigned to within ten (10) days prior to next Council meeting

4-03 - LOCAL SECRETARY

1. The Local Secretary shall receive and reply to correspondence as directed by the Local Chair on behalf of the Local.
2. The Local Secretary shall give due notice of all Local meetings to the Local Council and the Local Executive.
3. The Local Secretary shall keep accurate minutes of the business transacted, motions, resolutions passed, and elections held at each meeting of the Local.
4. The Local Secretary shall provide all Local meetings with an agenda, minutes, correspondence, and other records pertinent to the business of the meeting.
5. The Local Secretary shall send a copy of the minutes a minimum of 30 (thirty) days before the Local meeting to the Local Council reps. 
The Local Secretary will also take on the position of a Coordinator reporting directly to the Local Chair.

Further:
1. In the absence of the Local Chair, could assume the duties of the Local Chair as outlined and such duties assigned to them by the Local.
2. Presents the minutes at the Local meetings.
3. Maintains the Local records (the previous seven years of records must be retained for 	audit purposes)
4. Forwards all Local records to their successor, ensuring that all records are current and 	up to date
5. Maintains a listing of the Chapter Profile’s and forwards on to the Local Chair
6. Responds to other related duties assigned by the Local Chair
7. Will submit a point form report to the Local Chair following committee meetings 	within ten (10) days.
8. Will submit all reports for all committee’s & positions that they are assigned to within ten (10) days prior to the next Council meeting.

4-04 - LOCAL TREASURER

1. The Local Treasurer will keep a true, accurate and up to date account of all financial transactions of monies received and paid out on behalf of the Local.
2. The Treasurer will maintain an account in the name of AUPE Local 084 at a bank, credit union, or a trust company as directed by the Local Executive and ensure that all funds received by the Local or on its behalf are promptly deposited into that account.

NOTE: Whenever possible the services of the Alberta Treasury Branch should be 	considered.

3. The Treasurer will make all of the Local accounts and financial records available for inspection on request by the Local Executive or Local Council, auditing committee or any other member of the Local.
4. All records of the Local will be turned over to the next duly elected Local Treasurer when they take office.
5. The Treasurer will prepare a financial report for each Local Council Meeting and prepare an annual report to be submitted to the Local Council Meeting following year end.
6. The Local Treasurer will also take on the position of a Coordinator reporting directly to the Local Chair.
7. The Local Treasurer is the Chair for the Finance Committee and shall be the sole keeper of the financial records.
8. Claim forms that are incomplete, incorrect, unsigned or unauthorized will be returned for completion. Properly completed claim forms, accepted by Finance, will be processed for Payment within 7-10 business days.
9.The Local Treasurer may also take 1 extra day a month to do the Treasurer work for the Local or may request for extra days off to the chair for approval.

Further:
1. In the absence of the Local Chair, could assume the duties of the Local Chair as outlined and such duties assigned to Them by the Local.
2. The Local Treasurer participates in developing new policies and the Local budget.
3. Obtains signing authority at a bank with the other duly elected signatories. Two elected members must sign all cheques. One of whom shall be the treasurer. It is Local 084 policy that all Local 084 executives have signing authority over the accounts however only two need to sign at any one time. No cheques should be pre-signed.
4. Will submit a point form report to the Local Chair following committee meetings 	within ten (10) days
5. Will submit all reports for all committee’s that they are assigned to, within ten (10) days prior to next Council meeting
6. Submit annually the records to AUPE upon request.
7. Maintains the Local financial records (the previous seven years must be maintained for audit purposes)

4-05- PROVINCIAL EXECUTIVE MEMBER

1. The Provincial Executive Member shall attend meetings of the Provincial Executive of 	the Union.
2. The Provincial Executive Member shall report at least once a year to the President & Provincial Executive the concerns of the Local or on an ad hoc basis.
3. The Provincial Executive Member will attend the union convention as a delegate as of 	right.
4. The Provincial Executive Member will also take on the position of a Coordinator reporting directly to the Local Chair.
5. The Provincial Executive Member will sit on Policy Committee as of right. 

Further:
1. In the absence of the Local Chair, could assume the duties of the Local Chair as outlined and such duties assigned to Them by the Local.
2. Responds to other related duties assigned by the Local Chair
3. Will submit a point form report to the Local Chair following Provincial Executive meetings within ten (10) days
4. Will submit all reports to the secretary for all committee’s & positions that they are assigned to within ten (10) days prior to next Council meeting.
5. Will submit a report to the local council following each P.E. meeting.

4-06- ALTERNATE PROVINCIAL EXECUTIVE MEMBER

1. The Alternate Provincial Executive Member shall attend meetings of the Provincial Executive of the Union when the Provincial Executive member is unable.
2. The Alternate Provincial Executive Member may attend meetings of the Provincial Executive of the Union when meetings are held within the boundaries of Local 084 as an observer with permission of the President of AUPE.
3. The Alternate Provincial Executive Member may attend union convention as a delegate as of right in the absence of the Provincial Executive Member. (as per the AUPE constitution)
4. The Alternate Provincial Executive Member will also report to the Local Provincial 	Executive Member.

Further:
1. Alternate Provincial Executive Member give a report to the Provincial Executive Member of Local 084 and that all information and copies given from the meeting then be forwarded to the Provincial Executive Member Rep.
2. Alternate Provincial Executive Member will report to the Local Council for all 	meetings They attend.


4-07 - OCCUPATIONAL HEALTH AND SAFETY LIAISON

1. The Occupational Health and Safety Liaison (OHS Liaison) shall attend meetings of the Local OHS Committee.
2. The OHS Liaison shall Chair the Local OHS Committee and will be elected from the members of the Local Representative Council. This individual will represent the Chapter from which they originate on the Local OHS committee, with full voice and vote.
3. Shall report in writing to the members of the Local Council on the execution of their duties.
4. Shall report in writing at least once per year to the AUPE OH&S Standing Committee, the health and safety concerns of the Local.
5. Shall provide OH&S support to the Local.
6. Shall communicate Local OH&S issues, i.e. Educational needs, resourcing requirements to the AUPE OH&S Standing committee.
7. Identify existing work site health and safety committees and contact information.
8. Communicate OH&S courses/seminars/conferences/updated OH&S information (i.e. AUPE OH&S website).
9. Circulate OH&S/WCB posters, brochures to the membership.
10. Promote OH&S education.
11. Represent the interests of all members of the Union.
12. Be a worksite contact

4-08– LOCAL COUNCIL REPRESENTATIVE 

2. The Local Council Representative shall represent the best interest of their members from their Chapters at Local Council
3. The Local Council Representative as of right, attend all meetings of the Local Council
4. The Local Council Representative shall be a worksite contact or Steward at the Chapter level
5. Local Council Expectations
A. Arrive on time for meetings
B. Read over any handout/minutes/agenda sent out prior to the meeting
C. To be at the entire meeting or have the time coded differently with the employer (vacation, medical appointment, etc..) if you requested a time off you are paid from Local for the whole shift
D. If you carpool only the owner of the vehicle claims the milage.
E. To be listening and participating and not visiting with your neighbor during the meeting
F. To take relevant information back to your members
G. To help in Chapter/Local events as required
H. To know your collective agreement and Constitution
I. In the event you are unable to attend Local Council meeting contact your alternate, your Chapter chair and your Local chair. 
J. Send a chapter report to Local Secretary prior to Council meeting. 
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