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SEIU LOCAL 503
OREGON PUBLIC EMPLOYEES UNION

ADMINISTRATIVE POLICIES AND PROCEDURES (AP&P)

PURPOSE

This document sets out policies and procedures relating to administration of activities of the
Union, It is intended to supplement, explain, or implement the Union Bylaws and resolutions
adopted by General Councils. The Bylaws and General Council resolutions take precedence.
Upon adoption of this document, its provisions shall supersede and replace all other provisions,
on the same subject, which may have been adopted by eatlier Boards. Copies shall be distributed
to Board members, Assistant Directors, Committee Chairpersons, and Local Presidents.

ARTICLE I (AP&P)
HEADQUARTERS

The principal office of the Union, hereinafter referred to as "Headquarters," is located in Salem,
Oregon. (C&B #5/2010)

ARTICLE II (AP&P)
BOARD OF DIRECTORS

Section 1. Meeting Scheduling. The second Saturday of every other month is reserved for
Union statewide Board meetings. The scheduling of dates, times, and places of Board meetings
is the prerogative of the President who presides at Board meetings. Normally, Board meetings
start at 9:00 a.m. so that individuals not authorized for night-before arrival will have sufficient
travel time. Special circumstances could require a different starting time.

Section 2. Agenda. The President, with the assistance of the Executive Committee and the
Executive Director, schedules items on the agenda of Board meetings. A copy of the agenda
shall be sent to all members of the Board, Assistant Directors, and Committee Chairpersons no
later than ten (10) days before each meeting. The Board, Committee Chairpersons, and
Executive Director shall prepare and distribute outlines and background details of issues that will
bep d for Board ideration and action ten (10) days prior to the Board mecting. When
this cannot be done, every effort will be made to communicate this information to the Board
members prior to the meeting.

Section 3. The usual order of business of the Board in regular and special meetings shall be as
follows:

Call to Order

Roll Call

Reading of Minutes

Communications

Reports of Officers & Directors
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Reports of Special Committees

Open Discussion

Unfinished Business

New Business

(C&B #5/2010)
Section 4. Who May Attend. Board meetings shall be open to attendance by any Union
member. Locals are ged to pay for expenses of their members to attend Board meetings.
On extraordinary occasions, the Board by a two-thirds (2/3) vote may direct that a specific matter
be considered in executive session. Such extraordinary ions include ideration of the
employment of a staff member, the dismissal of, or to hear complaints or charges brought against

an officer, deliberations with persons designated to catry on labor negotiations, consultation with
counsel concerning the legal rights and duties of the Union with regard to current litigation or
litigation likely to be filed, or to review and evaluate criteria and policy directives adopted by the
Board, All executive sessions will have approved recorded mi on file at Headquarters.

Section 5. Voting on Expenditures and Union Policy. All Board votes on Union policy or
unusual expenditure items shall be by voice vote or show of hands and shall be duly recorded.

Section 6. Voting on Political Items. Based on recommendations and information from Citizen
Action for Potitical Education (CAPE) or other appropriate sources, the Board may vote to
endorse or take no position on candidates for statewide elective offices and the State Legislature.
Also, based on recommendations and information from CAPE or other appropriate sources, the
Board may vote to endorse, oppose, or take no position on statewide ballot measures or political
issues. Any such action by the Board on political candidates, ballot measures, or political issues
shall require a roll call vote and approval by a two-thirds (2/3) majority of those voting. The
position taken by the Board shall be communicated to the CAPE Council and the general
membership.

Section 7. Minutes. Detailed minutes of Board meetings shall be taken and transcribed by a
recording secretary. The Secretary-Treasurer or histher designee shall review and certify the
completed minutes and direct their reproduction. Copies shall be mailed to Board members,
Assistant Directors, and Committee Chairpersons, and, upon request, to Local Presidents. One
(1) copy shall be kept permanently at Headquarters and shall be available for inspection by any
‘Union member. Executive Session minutes shall have a restricted distribution determined by the
President and shall be maintained in a secured location at Headquarters.

Section 8, Publicizing Board Motions. Copies of the minutes of the Board meetings shall be
mailed as soon as possible to Board members, Assistant Directors, Standing and Special
Committes Chairpersons, and Local Presidents.

Section 9. Plaques for Statewide Officers. A plaque is awarded to each Statewide Officer at the
time he/she leaves that position.
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ARTICLE III (AP&P)
BOARD COMMITTEE OPERATIONS

Section 1. Meeting Schedules. Committees of the Board shall meet at such intervals and at such
times and places as the Committee Chairpersons feel necessary for performing the duties of their
committees. However, meetings involving more than ordinary expense shall require advance
Board authorization. Committee Chairpersons are encouraged to minimize the number of
meetings by developing a full agenda and by using mail, e-mail and telephone communications.

Section 2. Coordination of Meeting Dates. The President shall arrange for the coordination of
dates used for meetings by the various Board committees. The President shall designate
"committee weekends". Committee Chairpersons will endeavor to coordinate meetings with
other committees to allow for sharing of rides and lodging.

Section 3. Advisory Members. Persons serving as advisory members on a comumittee shall have
the right to vote on all issues coming before the committee.

Section 4. Committee Publicity. Space shall be provided in the Union newspaper for reporting
the highlights of committee activities.

Section 5. Expense Review. Committee Chairpersons should review expense claim forms of
committee members prior to submission. When expense vouchers are identified by date,
committee activity, and are signed by the Committee Chairperson, they will be processed for
payment. Ifnot, they will be returned to the person completing the expense voucher with proper
notation for completion.

Section 6. Reports to the Board. Committee Chairpersons shall make all reports to the Board in
written form, unless invited by the President to appear in person. Oral committes reports will be
scheduled so that committee representatives can leave home and return on the same day.

Section 7. Executive Committee. The Executive Committee meets on the call of the President.
Minutes shall be taken at each meeting. These minutes shall be included in the next Board
meeting packets and an oral report shall be p: d at that Board ting. The Secretary-
Treasurer or his/her designee shall review and certify the completed minutes.

Section 8, Committees. Within the Board structure there are two (2) types of committees:
Standing and Special. The Board also has Special Councils.

(a) Standing committees of the Board are: Member Benefits, Staff Screening, Civil &
Human Rights, Member/Local Union Organizing, Hardship, Committec to Protect
Injured Workers (CPIW), Pension and Thrift, and the Fight Contracting Out
Committee. (C&B #6/2008, C&B #5/2010)

These committees are established to respond fo special interests of the Union;

i.e., overseeing member benefits/insurance programs, filling staff positions, retirement

benefits, monitoring equal employment opportunities, designing a structure to organize

non-represented workers, providing a structure for hardship assistance, overseeing
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Ieadership training, monitoring and educating on workplace health/safety/rights of injured
workers, setting policy for the staff pension plan, and to develop expertise in fighting
contracting out efforts.

Any committee with a corresponding Union conference (i.e., Civil & Human
Rights Conference) will be responsible for recruiting participants to attend.

1. MEMBER BENEFITS COMMITTEE.

a) The committee shall make recommendations to the Board for action in
the following areas:

1. Membership benefit programs;

2. Policy positions on insurance programs in general; and
3. Maintenance, betterment and promotion of workers'
compensation benefits.

b) No advertising through the Union newspaper or other Union media,
paid or otherwise, that implies a discount to Union members or others
shall be accepted for publication unless the matter has been approved by
the Member Benefits Committee or other appropriate committee and the
Board.

"2, STAFF SCREENING COMMITTEE.
a) For program staff positions, the Committee shall:

1. Review all applications;

2. Contact all applicants chosen to be interviewed;

3. Conduct all initial interviews; and

4. Make recommendations to the Executive Director of person(s)
to be hired. When ible, the committee shall r d two
(2) people at least for each available position. The committee shall
try to maintain a list of eligible applicants for any future openings.

b) For support staff positions, the Committee shall:

1. Interview finalists submitted by the Department Supervisor, for
all support staff position;

2. Screen applicants for Union values; and

3. Make recommendations to the Department Supervisor of
person(s) to be hired. When possible, the committee shall
encourage hiring of Union members.

¢) The ittee shall, for t staff positions, with the exception
of the Executive Director and Assistant Executive Director positions:
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1. Announce all openings.

2. After initial screening by the Executive Director, the staff’
screening committee shall be represented on a special committee to
interview all applicants submitted by the Exccutive Director.

3. Make recommendations to the Executive Director, in order of
preference, of the person(s) to be hired.

d) Assistant Executive Director applicants shall be screened and
interviewed by a special committee comprised of the Executive Director
and members of the Board of Directors, appointed by the President. The
final hiring decision will be made by the Executive Director.

3. CIVIL AND HUMAN RIGHTS COMMITTEE,
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a) The Civil and Human Rights C ittee will make dations to
the Board for action in the following areas:

1. Creating public and Union awareness of the Union's
commitment to Equal Employment Opportunity (EEO) policies;
2. Developing and providing EEO training programs; and

3. Promoting of Civil Rights in all areas that affect members.

b) The Civil and Human Rights Committee will oversee the Latino
Caucus which promotes the leadership and organization of Latina/o
members.

¢) The Civil and Human Rights Committee will oversee the Lavender
Caucus which promotes the leadership of Gay, Lesbian, Bisexual, and
Transgendered members.

d) The Civil and Human Rights Committee will oversee the
African/American (AFRAM) Caucus which is charged with meeting the
following organizational goals: (ESP #7/1998)

1. Build a strong power base for fighting unique

issues of cultural diversity;

2. Develop unity and a sense of solidarity within the
membership of African American descent to build power within
the Union as a whole;

3. Develop a systematic forum to identify and develop, train and
organize African American leadership;

4. Draw on the perspective and experience of African

American members to expand our awareness of multi-cultural and
multi-racial issues; and

5. Work in partnership with the SEIU International

AFRAM caucus,

4, MEMBER/EOCAL UNION ORGANIZING COMMITTEE (MOC).

a) The Union will maintain a Member/Local Union Organizing Committee
to design and support the structure necessary for members to work on
behalf of the Union for periods of up to one (1) year while on leave or
release from their current employment. The Board of Directors.will fund
a regularly scheduled training session for MOC/LUOQC members to be
done by organizing staff, Member/Local Union Organizers (on paid time)
who have had the training previously, and SEIU resources when and
where available. (MA #8/1990, C&B #3/2000)

b) This committee will include Union leadership as well as rank-and-file
members. (M4 #8/1990)

©) This committee will develop a of purpose, a ti ble, and a
proposed funding base necessary for the operation of an ongoing
Member/Local Union Organizing C ittee through which Local

members can work to organize non-represented people in the labor force.
(MA #8/1990)

d) This committee will have the following goals:

1. To recommend Local union organizing goals, subject to Board
approval;

2. To develop a strategic organizing plan for the Union;

3. To assist in creating member organizing committees so that the
‘Union has trained volunteer organizers to support its organizing;
4, To work with members to set up organizing teams that can be
called upon to help in external organizing activities around the
state. Team members will have at least one organizing opportunity
per quarter to take part in exteral organizing activities and
training;

5. To maintain a current list of trained members, schedule
trainings, and a record of members' participation be presented to
the Board quarterly; and

6. To evaluate and revise an organizing plan on a regular basis.
(MA #16/1992)

5. HARDSHIP COMMITTEE.

a) A Statewide Hardship Committee is maintained for the purpose of
setting standards and criteria for Local Hardship Committees for providing
limited and short-term assistance to members.
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and health.

b) The committee shall develop a packet for injured workers to be
distributed to new workers and made available to members. This
information shall also be added to new orientation packets. (ER #7/2004)

¢) The committee shall work legislatively for positive
change in these areas.

d) The committee shall investigate, advise, consult with other unions

and affiliates and other interested parties, and educate Union members and
the public with regard to workpiace health, safety, and the rights of injured
workers.

7. PENSION AND THRIFT COMMITTEE.
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a) The Union Retirement Plan and Trust Agreement is a defined
contribution 401K plan for Union staff members, which includes plan
implementation and investment of pension funds.

1. Oversight for the plan is provided by the Plan Administrator,
the Union's Executive Director.

2. There will be six (6) Trustees, two (2) members from

the Union's Board of Directors, and four (4) staff representatives
who are Plan participants: two (2) administrative staff members
and two (2) bargaining unit staff members.

a) This committee is charged with development of expertise in how to
fight contracting out; and acting as a rapid response team to assist in
fighting any contracting out efforts. The committee will:

1. Produce a leaders’ “toolkit” available to all Local officers;

2. Actively develop a campaign to spread our message to public
officials through their publications and meetings, lobby days, and
whatever means necessary that privatization is not acceptable;

3. Cultivate research on privatization and make said research
available to all members as well as legislators;

4. Advocate for state and Local legislation that would raise public
accountability standards;

5. Advocate for political and legislative action that promotes
policies which discourage privatization;

6. Aggressively defend public services that are under attack,
including activating an “early waming system™ to spread the word
about important contracts up for bid or renewal and widely
publicizing contracting problems;

7. Develop training for activists, Local leaders, and union staff
about this issue including, but not limited to, feasibility training,
warning signs, motivating members, and waging a campaign
against privatization;

8. Foster alliances with others in our state and nation who share
our concemn about defending and improving public services.

9. Include and increase protections in all collective bargaining
agreements;

10. Explore and encourage opportunities for organizing workers
who provide similar services in the public, private, and non-profit
sectors so that private companies cannot compete on the basis of
low wages and benefits;

11. Develop a website linked to the SEIU 503 website, with
information about how to fight contracting out, including

links and information about what other states have done; and

12. Identify where contracting out has failed by costing more
money or providing poor quality services.

b) Regional duties may include, as determined by the Board of Directors:

1. Providing a list of activists willing to help SEIU members in
Oregon and nationally;

2. Developing action plans with feedback of what worked and
what dido’t;






















































