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Notes to Facilitator on preparation for this session 
 
Materials for each participant: 
• Know your Rights participant materials with filled in Local Contact List 
• Copy of participants’ current collective agreement 
• New Member Orientation brochure 
 
Materials for Facilitator: 
• Copy of these notes 
• Copy of current collective agreement 
• Issue headings (at end of these notes) 
 
Supplies: 
• Markers 
• Masking tape 
• Flipchart paper 
• 2 pads of large sticky notes 
 
 
Facilitator preparation for this 1-hour lunch and learn: 
1. Collective Agreement. Ensure you have a copy of the collective 

agreement for everyone.  If you have copies of their actual collective 
agreement, just photocopy the first 10 pages of the Participant Materials. 
In case you don’t have a current collective agreement, a sample has been 
provided in participant materials, pages 10-30, for you to work with.  

 
2. Fill in the Who’s Who in your Local sheet, page 9 ahead of time. 

(Consult your LEC for this) 
 
3. Get copies of the New Member Orientation brochure which are 

available from your regional office 
 
4. Review the workplace issue headings (1.5 below and at the end of 

these facilitator notes in large print) to see if they’re the most relevant 
ones for your workplace. If they’re not, change them to ones that suit your 
situation better, and for which there is collective agreement language to 
consult. 
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Facilitator’s Session at a Glance 
 
Learning objectives: 
1. Identify common issues you and your co-workers face in this workplace 
2. Use the collective agreement to find out your rights on these issues 
3. Build connection between co-workers and with your steward 
4. Know where in the union to go for help if your rights are being violated. 
 
Session outline 
Time Activities Materials 
15 min Identify the issues 

• Introduce yourself 
• Have volunteers read the Statement of 

Respect 
• Get people into issue groups 
• Small groups talk and report back 
 

Issue headings posted 
on wall 
Your workplace issues 
task sheet 

10 min Your Collective Agreement 
• Brief interactive talk, to clarify what a 

collective agreement is and isn’t; how it’s 
organized 

 

Collective agreement 
 
What is a collective 
agreement 

10 min Find your rights in your collective 
agreement 
• Pairs/groups find relevant C.A. articles on 

identified issues  & prepare to teach the full 
group 

Find your rights task 
sheet  
Collective agreement 
(sample C.A. provided 
in Part. Mat. if 
necessary) 

15 min Full group discussion of C.A. articles 
• Each pair/group reports, with discussion & 

recording of key points 
• Summary of rights on these issues 
 

 

10 min What to do if your rights are violated 
• Review what a steward does 
• Review info on Local contact sheet 
• Refer to what the grievance form looks like 
• Refer to New Member orientation brochure 

for information to questions 
• Thank people for their participation 
 

Who’s who in your 
union local? 
Roles of your steward 
New member 
orientation brochure 
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Detailed Facilitator Notes 
 
15 Minutes 1. Identify The Issues 
 
1.1 Welcome people and introduce yourself 

 
1.2 Statement of Respect: ask for volunteers each to read a paragraph, page 3 Part. 

Mat. Say that all OPSEU functions begin with the reading of this statement to remind 
us of the diversity of our membership, and the importance of everyone’s contribution. 

 
1.3 Review the agenda for the session, page 4, and ask if there are any questions. 
 
1.4 Explain that we’ll be introducing ourselves to each other through an activity that 

also gets at some of the issues we’re facing together in this workplace. 
 
1.5 Read aloud the issue headings that you’ve posted around the room (large print signs 

at end of these notes)  
Note: if these are not the most relevant issues for your participants, change them to 
headings that are, but ensure that there is some collective agreement language on 
each issue you choose. 
• temporary/contract worker rights  
• job postings 
• harassment 
• sick leave & benefits 
• pay 
• hours of work  
• grievance procedure 

 
1.5 Review Your Workplace Issues: Task Sheet, page 5, and ensure that people know 

what they’re supposed to do. 

 
1.6 People walk to their issue & have a conversation (5 min) 
 
1.7 People introduce themselves & their issues  

Keep it moving – people just need to say their first names & why this issue is important 
to them. 
 

1.8 People sit down in their new groups 

Workplace Issues Task Sheet 
 
Look at the signs posted on the wall, headlining workplace issues. 
1. Walk to the one that most interests you. 
2. Introduce yourself to whomever else walks to that sign, and talk to each other about why 

this issue matters to you. 
3. Be prepared to introduce yourselves and your issue to everyone else. 
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10 minutes 2. Your Collective Agreement 
Note: hopefully you’ll be using your own collective agreement. If you’re a new unit and don’t 
have one, excerpts and a table of contents of a sample c.a. are included in the participant 
materials, pages 10-30, to use for this exercise. 
 
2.1 Use these questions to have a brief conversation with people about what a 

contract is: 
• How many have ever read a contract? (e.g., credit card, mortgage, employment, 

car loan, etc)   
• What kinds of things does a contract cover? (e.g. duration, your rights, what the 

other party will do under what conditions, etc) 
• How do you benefit from signing a contract with someone? (e.g. you know what the 

other party is accepting responsibility to do, and under what conditions they have to 
do it...i.e. your rights) 

 
2.2 Briefly present the key points about a collective agreement 

• Review key points in What is a Collective Agreement (page 6, in their materials) 
• Answer any questions 
• Briefly review the table of contents of their Collective Agreement to show them the 

kinds of things that are covered in a collective agreement. 

 

What is a Collective Agreement 
 
A collective agreement is a book of rules negotiated by the employer and the union, which 
specifies our rights as workers, and the limits on the employer’s power in the workplace. If we don’t 
write in language covering wages, vacation, job postings, seniority, or protection from unjust 
discipline, then we have no defined processes or rights on these issues, except minimum 
standards required by the Employment Standards Act. 
 
Labour laws say very little about what must be in a collective agreement.  It’s a very short list: 
• a recognition clause (that the union is the only bargaining agent for the workers); 
• a term (examples: one, two, three years); 
• a grievance and arbitration procedure (so that there will be a way to settle disagreements 

over the interpretation of the contract without a strike or work stoppage while the contract is in 
force); 

• and a dues check-off (an automatic payment of union dues by all workers covered by the 
collective agreement - and considered an important part of union security). 

 
A collective agreement is a legally-binding agreement. If either the employer or the union violates 
the agreement, there is a grievance and arbitration process to use to settle the dispute. 
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10 minutes 3. Find your Rights in your C.A. 
 
3.1 Assign their topics back to each of the groups 

Note: If three people chose “compensation” in exercise #1 above, “compensation” is 
their topic now. 

 
3.2 Review instructions on Find your Rights Task Sheet, page 7 in their materials. 

 
 
3.3 Small groups work 
 
 
15 minutes 4. Full Group Discussion of Collective Agreement  
  Language 
 
4.1 Each group reports (about 2 minutes each) 

Note: the time does not permit an in-depth exploration of each of the issues. The main 
point is to create a chance for people to use their collective agreements to find 
information, and to talk about it to other people. 
• Group 1 reports its 3-5 points (about 1 minute) 
• Congratulate them on what they’ve done. Supplement what they say with one other 

point they may want to think about. 
• Repeat this process for each of the groups, so that everyone gets the same 

amount of time. 
 
4.2 Summarize some key points: 

• we now know how to read and find information about our rights in our collective 
agreement 

• we should carry around and consult this document often, and never assume we 
know what it says 

• there is often loophole language that benefits the employer and limits our rights; 
this is language we may seek to improve in the next round of bargaining 

• we need to pay attention to the precise language, not what we think or hope it 
says. 

 

Find your Rights Task Sheet 
 
Work as a group. 
 
1. Find your assigned issue (e.g. compensation, grievance procedure, etc), in your collective 

agreement. It may be in more than one place. 
2. Review, together, what the collective agreement says are your rights on this issue.  Choose 

the top 3-5 points you think are most important for you to know 
3. Be prepared to teach the rest of us in a two-minute presentation, what you’ve found out .   
You only have 10 minutes to prepare. 
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10 minutes  5. What to do if your Rights are Violated 
5.1 Introduce by saying 

• We’ve been talking about our rights under the collective agreement 
• We even looked at the grievance procedure which we use to settle disputes with 

the employer that violate this collective agreement 
 
5.2 Ask  

• What would you do if you had a problem with overtime, or vacation pay? (They 
might say, talk to my supervisor, ask the union, etc) 

• How many know what a “steward” is?  
 
5.3 Introduce their steward (if you haven’t already) 

Note: if there is NO steward, say that electing a steward is very important for 
protecting our rights in the workplace, and specify when the elections will occur. 

 
5.4 Review Roles of your Steward, page 8. 
 Stress: 

• the steward is there to help you with any workplace problem, whether it’s a 
violation of the collective agreement or not. 

• the steward is the equal of the manager when wearing his/her union hat, and has 
an official role in representing you when you need it. 

 
ROLES OF YOUR STEWARD 

 
Stewards are elected by the members they represent.  Candidates for steward must be a signed-up 
OPSEU member in good standing 
 
A steward is responsible for and to a small group of specific members. Core responsibilities include: 

• Listen for and identify members’ diverse issues and carry these to the Local Executive Committee 
(LEC) or unit committee for decision 

 
• Communicate union information to members, including LEC decisions affecting members 

 
• Bring together diverse members to build solidarity and seek support for workplace actions 

authorized by LEC/unit 
 

• Attend LEC/unit committee meetings to participate in decision-making 
 

• Do basic preparation and investigation on grievances arising from members 
 

• Represent members in step 1 and other meetings with management. 
  
 
Stewards may expand their core responsibilities to other areas including health and safety, bargaining, 
Labour Management Committees, union counseling, building links outside the local, etc. 
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5.5 Review Who’s Who in the Local, page 9, that you filled out before this session. This 
enables people to: 
• know how to contact their steward 
• know something more about their local 
• know when the next union meeting  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
5.6 Review the key headings in the New Members Brochure and encourage people to 

read it and share it with others in their worksite 
 
5.6 Invite people to the next union meeting 
 
5.7 Thank everyone for their participation. Ask people to sign the sheet being passed 

around, with their contact information if they would like to be informed about other 
sessions the union is holding in the workplace. 

Who’s Who in your Union Local 
 
Title Name Contact Number 

 
Cell Phone  

President:    
Vice President:    
Secretary:    
Treasurer:    
Chief Steward:    
Your Steward (s)    
    
    
    
    
    
    
Local Web Site    
OPSEU Web Site http://www.OPSEU.org    
 
Local #    ________ 

 
Number of Members  Permanent Full-Time & Part-Time:  ________ 
    Contract/Temporary:   ________ 
Next General Membership Meeting:  
Contract Ends:  
Demand Setting Meeting Date:  
Successes During the past 10 years: 
Charities supported: 

http://www.opseu.org/
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Rights of 
temporary 
workers 
 
 
Grievance 
Procedure 
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Job Postings 
 
 
 
Harassment 
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Sick Leave & 
Benefits 
 
Pay 
 
Hours of Work 
 
 


	Who’s Who in your Union Local

