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Statement of Respect
Harassment or discrimination of any kind will not be tolerated at OPSEU
functions.
Whenever OPSEU members gather, we welcome all peoples of the world. We will
not accept any unwelcoming words, actions or behaviours against our union
members.
We accord respect to all persons, regardless of age, political affiliation, including
people of colour, women, men, First Nations, Métis and Inuit peoples, members of
ethno-racial groups, people with disabilities, gays, lesbians, bisexual,
transgender/transsexual people, and gender diverse persons, francophones and all
persons whose first language is not English.
In our diversity we will build solidarity as union members.
If you believe that you are being harassed or discriminated against contact
(specify names) * for immediate assistance.

* It is the event coordinator’s responsibility to designate at least two qualified
persons. The names and phones numbers of such persons must be listed. One of
the designated members shall be female.

Revised September 2013

Participant Materials
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IYD Conference Goals and Objectives
Overall Goals:
Participants will leave knowing how they can establish their “voice” in OPSEU, their
workplace, and community.
Build leadership potential within OPSEU.

Specific Objectives:
Participants will:
 Learn how OPSEU works and how decisions are made within OPSEU
 Identify and overcome barriers to getting involved
 Build their leadership skills and knowledge in the areas of negotiation,
public speaking, time management, networking/relationship building,
communication styles, and challenging the employer
 Identify issues that they can address through concrete action in their
regions
 Develop plans to continue building their leadership skills and take concrete
action on the regional issues they have identified
 Recognize their strengths as potential leaders

Participant Materials
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IYD Conference at a Glance
Registration, Welcome 8:30 – 9:30
Session 1: Monday
Getting Started

Session 3: Tuesday
Building our Skills

9:30-12:00
 Introductions
Welcome from 1st Vice President,
Eddy Almeida
 Barriers and avenues to
involvement

9:30-12:00
 Opening activity/energizer
 Leadership Skills Workshops
o Networking and
Relationship Building
o Challenging the Employer
o Public Speaking

 OPSEU: The Owners’ Manual

 Plenary: Feedback from the
workshops (small group work?)
 Panel Discussion: “Getting Involved,
Becoming Leaders”
o Chris Cormier, OPSEU EBM
o Sareh Serajelahi, Workers
Action Centre
o John Anderson, ACORN
12:00-1:00 – Lunch (provided)
Session 2: Monday
Building our Skills

12:00-1:00 – Lunch (provided)
Session 4: Tuesday
Making a Difference

1:00-4:30
 Keynote Speaker: Nora Loreto
“What Makes a Good Leader”

1:00-3:00
 Regional Workshops:
Identifying issues within each
region and developing a plan of
action to address the issues

 Leadership Skills Workshops
o Communication Styles
o Time Management
o Negotiations
 Plenary: Debrief and wrap up

 Plenary Closing Exercise: Next
Steps
 Conference Evaluation

Participant Materials
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IYD Conference Schedule
Monday August 11, 2014
8:30 to 9:30 a.m.

Registration, meet and greet

9:30 to 9:45 a.m.

Conference Opening
Introduction of committee
Welcome from Eddy Almeida, 1st Vice President

9:45 to 10:00 a.m.

Warm-Up Exercise: “Barriers to getting here”

10:00 to 10:30 a.m.

OPSEU: The Owner’s Manual: Avenues to
involvement and decision making in OPSEU

10:30 to 10:45 a.m.

Break

10:45 to 12:00 p.m.

Panel Discussion:
“Getting Involved, Becoming Leaders”
 Chris Cormier, EBM, OPSEU
 John Anderson, ACORN
 Sareh Serajelahi, Workers Action Centre

12:00 to 1:00 p.m.

Lunch (provided)

1:00 to 2:00 p.m.

Keynote Speaker: Nora Loreto
“What Makes a Good Leader”

2:00 to 2:15 p.m.

Break

2:15 to 4:10 p.m.

Leadership Skills Workshops: Split into 3 groups
and rotate through three 30 minute sessions
facilitated by a PYC member and a staff
 Communications Styles
 Time Management
 Negotiations

4:15 to 4:30 p.m.

Debrief on Skills Sessions, summary of the day.
Participant Materials
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Tuesday August 12, 2014
Up to 9:30 a.m.

Breakfast (not provided)

9:30 to 9:45 a.m.

Getting started game

9:45 to 11:40 a.m.

Leadership Skills Workshops: Split into 3 groups
and rotate through three 30 minute sessions
facilitated by a PYC member and a staff
 Networking and Relationship Building
 Challenging the Employer
 Public Speaking
(15 minute break incorporated into this time
between 2nd and 3rd workshops – 10:55-11:10)

11:45 to 12:00 p.m.

Large group debrief: How participants will use the
skills developed in the workshops to get involved
and/or overcome barriers to involvement.

12:00 to 1:00 p.m.

Lunch (provided)

1:00 to 2:00 p.m.

Topic Based Workshops: Split up into regions to
identify an issue and develop an action plan to
address the issue

2:00 to 2:10 p.m.

Break

2:10 to 2:50 p.m.

Closing Exercise: Next Steps
 Report back from regions on issues identified
and action planned
 What we are doing moving forward

2:45 to 3:00 p.m.

Conference Evaluation

Participant Materials
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Sample Participation Guidelines
 Electronic devices on silent or off
 Speak for yourself (use I statements)
 Make mistakes/take risks
 Ensure everyone gets an opportunity to speak. If you are always contributing
allow someone else the opportunity.
 Limit side conversations; it takes 2 to talk
 Listen to each other with respect; differences are helpful if we can suspend
judgment (watch for your inner critic as well)
 Look after your needs; move/stand as needed to be physically comfortable
 Observe the no-fragrance policy
 Keep other people’s stories confidential. You can tell your story, but you do
not have the right to tell someone else’s.

Participant Materials
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Task Sheet 1 – Find Three Things
In your table groups, find three things that EVERYONE at the table has in common.
Be creative! These three things can be anything EXCEPT:
 Being an OPSEU member (we’re all members!)
 Having certain body parts (e.g. noses, arms, legs, etc.)
 Wearing clothing (we’re all wearing clothes)
Write the three things in common down on the flip chart paper provided.
The first table to find three things that everyone has in common and posts their flip
chart paper on the wall wins!

Participant Materials
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Barriers to Union Involvement for Young Workers
Barriers

Suggestions to Overcome Barriers

Personal Life
Family commitments Provide day care, a stipend for day care costs, or make
and children
events child-friendly.
Going to school,
taking classes

Consider these time constraints and try to schedule
meetings and events outside of class time

Involved in social
activities

Encourage them to make presentations at local
executive/general membership meetings.

Involved in sports

Sponsor their team, or create sports teams/league

Work
Intimidated by the
employer

Offer union orientations and educational sessions, introduce
members to each other, stewards and local executive
committee members.

Ask for input on issues affecting part-timers. Help create a
Working casual/partsubgroup to put forward their issues. Support and train
time/temporary
them to run for the bargaining team.

Lack of job
security/seniority

Provide information and support, but do not expect members
to take risks during vulnerable periods like probation. Find
ways to get involved during vulnerable periods without
having to challenge management (e.g. information stewards,
trustees). Push for better language during bargaining.

Working more than
one job

Consider the schedule of multiple job holders when
organizing meetings and events.

Wanting to be a
“team player” at
work.

Reinforce that unions are not the enemy of the employer.
Offer a “know your rights” workshop.

Participant Materials
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Suggestions to Overcome Barriers

Union
Offer training, orientations, and skill-building workshops for
members. Make clear that experience is not a prerequisite
Lack of confidence,
to getting involved. Find meaningful union work for
feeling unqualified or
inexperienced members to do that will build their experience
inexperienced
and confidence and help them get to know other members
(e.g. information stewards, event planning, etc.)
Meetings are boring

Try to streamline meetings, schedule discussions of relevant
issues, and avoid long reports.

Union jargon

Explain what terms and acronyms mean, and use clear and
simple language. Provide a glossary of common words and
terms.

Ageism

Challenge ageist comments and encourage discussion of
stereotypes.

No visible peers

Recruit young workers as stewards/LEC members.
Encourage young members to train as OPSEU facilitators.
Help young workers put on a “Know Your Rights” session.

Don’t understand
union procedures

Explain union procedures to new members and provide
ongoing mentoring. Offer parliamentary procedures
workshops. Use OPSEU website and OPSEU Owners’
Manual as introductory materials to how OPSEU works.

“No one asked me”

Run orientations for young workers on a regular basis. Get
to know young workers, establish two-way communication.
Mentor young members to co-facilitate orientation sessions.

Other barriers not mentioned above:

Participant Materials
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Task Sheet 2 – Taking Action in Your Region
In your regional workshop:
Discuss some current issues in your region that need immediate attention.
Pick one that you would like the group to take forward.

Be prepared to share with the rest of the participants:
What is the issue or challenge?

What is the impact on young workers?

What is your expected outcome?

How do you plan to take action in your region on this issue?

How will you measure your success?

You have 5 minutes for your presentation. Be creative.

Participant Materials
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Leadership Skills Workshops
Monday, August 11, 2014
Workshops:
 Communication Styles
 Time Management
 Negotiations

Boardroom A (2nd floor)
Boardroom B (2nd floor)
Boardroom C (2nd floor)

Boardroom A
Communication

Boardroom B
Time Management

Boardroom C
Negotiations

Group A

Group B

Group C

Group A

Group B

Group C

3:00-3:30 pm

Group B

Group C

Group A

3:35-4:05 pm

Group C

Group A

Group B

Time
Introductions
2:15-2:25 pm
2:25-2:55 pm

4:10-4:30 pm

Debrief in the main plenary room (basement)

Tuesday, August 12, 2014
Workshops:
 Networking and Relationship Building
 Challenging the Employer
 Public Speaking

Boardroom A (2nd floor)
Boardroom B (2nd floor)
Boardroom C (2nd floor)

Time

Boardroom A
Networking

Boardroom B
Challenging Empl.

Boardroom C
Public Speaking

9:50-10:20 am

Group A

Group B

Group C

10:25-10:55 am

Group B

Group C

Group A

10:55-11:10 am
11:10-11:40 am
11:45-Noon

BREAK
Group C

Group A

Debrief in the main plenary room (basement)
Participant Materials
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Communication Styles
Workshop
Workshop Objectives
Participants will:
 Identify the basic styles of communication;
 Develop awareness of how gender and culture affect our perception of
people’s communication styles;
 Practice assertive communication techniques.

Workshop Outline
Time

Activities

2 minutes

Intro to course themes and objectives
 Welcome and Workshop Objectives

12 minutes

Why is it important to develop an assertive communication
style?
 Intro activity: Passive/Aggressive/Assertive
 Take-up
 Information:
Passive/Aggressive/Assertive communication styles
How gender and culture affect communication styles

15 minutes

Skill Development: How to adopt an assertive style
 “I” vs. “You” statements
 “And” vs. “But”
 Practice activity
 Large group debrief

1 minute

Wrap Up

Participant Materials
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Change the Statements
Communication Styles Task Sheet
Choose a partner and read over these statements below together. Using your own
words, change each of these to an assertive statement using “I” statements or
“and” statements (or both).
Practice your new statements out loud with each other.
1. She’s a good steward, but she is really inexperienced at grievances.
2. You’re always late and I always have to cover for you!
3. You’re doing fine at your job, but you haven’t got the hang of this yet.
4. You need to quit bugging me so I can get some work done.
5. That’s an interesting idea, but you haven’t considered our tight budget this
year.
6. I like the poster you designed for our local event, but the colours aren’t bright
enough, so people won’t notice it.
7. You’re getting on my nerves – cut that out!
8. You didn’t get your application in on time, so you can’t go to the event.
9. You would be a good fit for the committee, but there are no vacancies right
now.

Participant Materials
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Communication Styles Tip Sheet
Assertive, Passive, and Aggressive Communication Styles

Most people exhibit all three of these communication styles depending on the
situation. No one is always aggressive, always passive, or always assertive. It is
important to label the communication behaviour and not the person. Here are
some common characteristics of each communication style.
Assertive communications:
 Expressing thoughts and feelings clearly and respectfully
 Respectful words and tone (not too loud)
 Listening without interrupting
 Eye contact and body posture that connects but does not intimidate
 Using “I” statements
Passive communications:
 Avoiding expressing opinions or feelings directly or at all
 Speaking softly or apologetically
 Avoiding eye contact and defensive body posture
 Avoiding conflict
Aggressive communications:
 Speaking loudly, interrupting, and dominating the conversation
 Criticizing, attacking, blaming, humiliating, swearing or rude comments
 Not listening to the other person
 Piercing eye contact and intimidating posture (e.g. standing very close,
leaning or stepping forward)
 Using “you” statements
“I” vs. “You” Statements
 When talking to someone about a problem or concern, starting a sentence
with “You” can be seen as accusatory and aggressive, and may elicit a
defensive reaction. Starting the sentence with “I” changes the focus from the
other person to you.
 Example: Instead of saying, “You didn’t call me when you said you would!” try
saying, “I thought we were going to talk, but I didn’t get a call from you.”
Participant Materials
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“And” vs. “But”
 When connecting two thoughts, the word “but” negates the first thought,
whereas the word “and” includes both thoughts. Try replacing “but” with
“and”.
 Example: Instead of saying, “You’re doing well, but you need to work on…”
try saying, “You’re doing well, and you need to work on…”

Perceptions of Assertive Women
It is important to acknowledge that gender plays a role in how a person is
perceived when they adopt an assertive communication style.
According to psychology professor Michele Paludi, “If [women] act traditionally
female, they’re going to be criticized for not being confident. But the comments are
even more severe if people think they’re engaging in behaviours that are
inappropriate for their sex. They’ll use [terms like] “witch” or “bitch”, and this is a
way to put them in their place. It denies their ability, denies their effort, and
denigrates them.”
Women who are assertive are often perceived as too aggressive, even if they
exhibit the same behaviour that is accepted in the men around them.

Cultural differences in communication styles
Reviewing the communication styles above, the dominant culture in North America
tends to consider the assertive communication style to be most constructive and
desirable. In our increasingly diverse multi-cultural society, it is important to
remember that there will be a variation in communication styles depending on
ethnic and cultural backgrounds, and there is no one-size-fits-all style that
everyone should embrace. Some of these differences are as follows:
Direct and Indirect Communications
 Some cultures (including the dominant culture in Canada) value a direct style
of getting to the point quickly, while some cultures value a more indirect style
of making a point through implication and suggestion. It shouldn’t be
assumed that a person who uses an indirect style is weak or passive. Indirect
communications are considered by many to be conciliatory, face-saving, and
attentive to people’s feelings.
Participant Materials
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Non-verbal body language
 There are wide variations on what is considered to be appropriate non-verbal
communication and body language between cultures. What might seem
appropriate to one person might seem overly aggressive or overly passive to
someone else. Some examples are:
o Direct eye contact establishes trust in some cultures, and in some it is
considered overly confrontational and disrespectful.
o Personal space: What seems like a respectful distance to one person
might be seen as either unfriendly (too far) or intrusive (too close) to
another. The appropriateness of touching also varies by culture, with
some touching often during public conversations and some not at all.
Beware also of ethnic or cultural stereotypes. Everyone who comes from the same
cultural background will not have the same communication style. There are wide
variations between individuals of every culture.
Sources:
“Different Cultural Communication Styles” by Belinda Tucker. http://www.ehow.com/info_8475600_different-culturalcommunication-styles.html
“But vs. And” by Ken Fields. http://ezinearticles.com/?But-vs-And&id=441222
“Why is he ‘Driven’ and you’re a Bitch?” by Jayne Keedle. http://blog.timesunion.com/womenatwork/why-is-he-driven-andyoure-a-bitch/1760/

Participant Materials
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Time Management
Workshop
Workshop Objectives
Participants will:
 Review some basic principles of time management
 Set goals and priorities
 Find time in their schedules for their goals and priorities

Workshop Outline
Time

Activities

2 minutes

Intro to course themes and objectives
 Welcome and Workshop Objectives

8 minutes

Time Management Techniques
 Intro Activity: Sharing our time management techniques
 Reviewing other time management techniques

4 minutes

Setting goals and priorities
 Activity: Sharing our goals and priorities

15 minutes

Skill Development: Finding time in our schedules for our
goals and priorities
 Pie of Life activity
 Large group debrief

1 minute

Wrap Up

Participant Materials
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The Pie of Life - Task Sheet

Adapted from upcoming OPSEU course: Women in Activism: Staying Connected

Thinking of your life as the circle below, divide it into slices and label each slice to
show the various activities you are engaged in on a regular basis.
Reflect on your current life by considering the following questions:
1. Are my priorities and values reflected in the allocation of my slices of the pie?
2. Am I involved in too many activities or too few activities?
3. What needs more attention, less attention? Am I using my time wisely?
4. What changes can I make to optimize the use of my time?

Participant Materials
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Time Management Tips
1. Set goals.
 What are the important things that you want to spend time doing?
 Goals should be “SMART”: Specific, Measurable, Achievable, Realistic,
and Time-bound.
o Example of a vague goal: “Communicate more with union members.”
o Example of a SMART goal: “Spend one hour each week contacting
the members in my department about union issues.”
2. Break your goals down into tasks
 Even a SMART goal can seem overwhelming. Figure out what tasks need
to be done, and in which order, to achieve the goal.
3. Use to-do lists for your tasks
 Make a list of tasks that need to be done to achieve your goal, and check
them off as they are completed.
 Make daily To-Do lists of things that need to be done immediately.
 Use the task function in your electronic calendar as a way of creating to-do
lists.
4. Prioritize.
 Prioritize your goals in order to decide which is most important in case
time constraints prevent you from working on all of them at once.
 Prioritize your tasks and to-do lists to ensure the most important or timesensitive tasks are done on time.
5. Set deadlines.
 Set deadlines for tasks that need to be done to achieve your goal.
Planning deadlines for each task will help you to set a realistic deadline for
achieving the overall goal itself.
6. Delegate tasks.
 You don’t have to do everything. If someone else can do something, let
them do it. If they don’t offer, ask.
Participant Materials
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 Delegating meaningful tasks is also a way of empowering and mentoring
other people. The time you spend showing someone how to do something
you normally do will pay off when they take on the responsibility in future,
lifting it from your shoulders.
7. Organize your time.
 If you are having trouble finding time to do the things you want to do, use a
time log or the Pie of Life exercise to see how much time you are spending
on other things. Decide whether you can cut back the time you spend on
some things to make time for others.
 Use a calendar – electronic, paper, on the wall or in your pocket.
 Schedule your tasks in your calendar.
 Put 15 minutes aside each day to check your calendar and update it with
appointments or tasks.
 Take interruptions into account when scheduling your time. If possible,
plan “do not disturb” time for uninterrupted work, and “drop in” time where
people can come by to consult with you.
 Don’t forget to include socializing and down time in your schedule.
Relaxing and socializing is important too!
8. Avoid procrastination!
 There is always something much more interesting to do than the task at
hand. Avoid obvious time-wasters such as instant messaging, social
media, or visiting with friends and colleagues during task time. Schedule
socializing time and don’t let it encroach on task time.
 If you use social media for your work, ensure the work part gets done
before socializing.
 Be conscious of doing lower-priority work as a way of procrastinating from
doing the high-priority task at hand. Cleaning the kitchen floor is important,
but it is not a good use of time when you need to study for an exam the
next day.
Sources:
“How to Manage Your Time Effectively” http://www.kent.ac.uk/careers/sk/time.htm
“10 Time Management Tips that Work” http://www.entrepreneur.com/article/219553

Participant Materials
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Negotiations Workshop
Workshop Objectives
Participants will:
 Review the basic principles of negotiation
 Use some of those principles to practice preparing for a negotiation

Workshop Outline
Time

Activities

5 minutes

Intro to course themes and objectives
 Welcome and Workshop Objectives
 Opening Video: “How to negotiate like a Pawn Star”

6 minutes

What is negotiating and why do you need to know how to
do it?
 What is negotiation? Who do you negotiate with? How
can you use negotiating skills in your union work?

18 minutes

Skill Development: Preparing for Negotiation
 Review negotiation tip sheet
 Small group activity: task sheet
 Full group debrief
Wrap Up

1 minute

Participant Materials
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Preparing for Negotiation
Task Sheet
Scenario:
You have asked for vacation time, but it has been denied because it is a busy time
of year. Your collective agreement is silent on the matter. You want to talk to your
manager about the request. Answer the following questions in preparation for your
meeting with the manager.
What is your main demand? What is the least you will accept?

What do you think your employer is willing to give?

What are you willing to give in exchange for your demand?

Participant Materials
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Negotiation Tip Sheet
1. Decide what your main demand(s) is/are, and the minimum you are willing
to accept.
 Your main demand is the one (or few) things you want at a bare minimum
from the negotiation. Write it down, but don’t share your bottom line with
the other party.
2. Try to figure out what the other party wants before you negotiate.
 Think about how much you think the other party will be willing to give you
based on their budget or, for non-monetary issues, their time, their
policies, or other factors.
 Think about what the other party might like in exchange for what you want.
 Think about ways that what you want will benefit the other party.
3. Make a list of “extras” or concessions you are willing to bring to the table
before you negotiate.
 Preferably ones that are easier for you to give but have greater value to
the other party.
 These should not be deal breaker items or main demands.
4. Make a list of “extras” or concessions you are willing to accept from the
other party before you negotiate.
 Think about things that are easier for the other party to give but would
have greater value for you.
 These should not be deal breaker items – these should be “nice to haves”
that you will ask for in exchange for any concessions the other party may
request.
5. Start higher than the minimum you are willing to accept.
 This should be somewhere in the realm of reasonable, but high enough
that it will give you some room to negotiate down without going below your
minimum if your first proposal is rejected.
 Explain how your proposal will also benefit the other party, if relevant.
Participant Materials
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 Use both of your “extras” lists (extras you are willing to give and extras you
want from the other party) during the negotiations. If the other party asks
you to accept less than your initial offer, then you can decide to do one of
the following:
a) Hold firm on your initial offer but add in an item from the list of
“extras” you are willing to bring to the table
b) Accept less than your initial offer on the condition that the
other party gives you an “extra” that you want from them in
exchange.
6. Don’t be unreasonable.
 If you get your main demand(s), and feel that any concessions you have
made have been either reasonable or met with appropriate concessions
from the other side, make the deal. You can always negotiate for other
things later and make those your main demands in future negotiations.
7. Know when to walk away.
 If the other party is unwilling to meet even your minimum demand(s), be
willing to walk away from the table without making a deal. At this point, it
is time to strategize about other ways to get your minimum demands met,
or to reassess your demands if necessary.

Participant Materials
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Networking and
Relationship Building
Workshop
Workshop Objectives
Participants will:
 Assess the scope of their networks
 Develop a plan for building relationships with people in their networks

Workshop Outline
Time

Activities

2 minutes

Intro to course themes and objectives
 Welcome and Workshop Objectives

9 minutes

What is a network and how big is yours?
 Who is included in your network?
 Why is your network important?

18 minutes

Skill Development: Building Relationships with your
Network
 “Mindshare” and relationship building techniques
 Task sheet: Keeping in touch with your network
 Full group debrief

1 minute

Wrap Up

Participant Materials
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Keeping in Touch:
Relationship Building Task Sheet
1. Think of a time of day when you can commit to spending 5-10 minutes on
keeping in touch with people in your network. (Hint: Think about when you are
most likely to be hanging out on social media and borrow from that time.)
Write that time of day down and commit to it now: ______________________
2. Now, think about seven people you have been meaning to stay in touch with but
haven’t had a chance to connect with in a while. They should be people who
know you, like you, and are generally supportive of you.
3. In the chart below, fill out:
 Their name
 The way you want to contact them (e.g. email, telephone, social media)
 What you want to say to them that is relevant, valuable and meaningful.
Name

Method of contact

Meaningful message

4. Over the next seven days, contact each of these people during your “keeping in
touch” time. Repeat this exercise every week.
Adapted from an exercise by Patrick Ewers, Relationship Management Coach
Source: “The #1 Relationship Building Habit You Should Do Daily” by Michael Simmons, Forbes.com
http://www.forbes.com/sites/michaelsimmons/2013/09/30/the-1-relationship-building-habit-you-should-do-daily/
Participant Materials
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Relationship Building Tips
1. Increase “mindshare” with people in your network by keeping in touch.
 “Mindshare”, a word coined by relationship coach Patrick Ewers, refers to
being at the top of someone’s mind.
 Unless we stay in touch with people in our networks, they don’t think of us
when opportunities arise. This is because being at the top of mind
vanishes quickly unless it is reinforced with reminders.
 Set 5-10 minutes aside every day to get in touch with one person that you
haven’t contacted in a while with a message that is valuable, relevant and
meaningful.
2. Be as positive as possible.
 Being positive will strengthen your relationships; people like being around
positive people.
 It’s impossible (and not even desirable) to be positive all the time, and in
some situations, cheery positivity is inappropriate. But being negative most
of the time is unattractive and will weaken your relationships.
3. Practice active listening.
 Focus on what someone is saying instead of what you plan to say next, or
on who you want to talk to next.
 Don’t hog the conversation; let the other person speak.
 Ask the other person questions that are relevant to what they are saying.
4. Be thoughtful.
 Take time every day to do a favour or something nice for someone, or to
offer praise to someone.
 Send a note, message or card on special occasions or difficult times.
 Pay attention when someone is going through a difficult time and offer
help before it is requested. Make your offer specific instead of “Anything I
can do to help”.
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5. Be Thankful.
 When someone helps you or does something nice for you, say thank you,
or, when appropriate, give a token of your appreciation such as a thankyou card.
6. Apologize when necessary.
 We all mess up sometimes. When it happens, give a sincere apology that
includes taking responsibility. “I’m sorry if you were offended” or an
apology that includes blame towards the other person (“I’m sorry but you
did such-and-such”) is not an apology because it does not take
responsibility.
7. Don’t be a status-climber.
 Don’t concentrate all your energy on people you perceive to have higher
status than you. This behaviour is transparent, and is usually a turn off to
both the people you are trying to impress and the people you perceive to
be beneath you. Value all of the people in your network and treat them
accordingly.
8. Don’t gossip.
 Whenever possible, take Bambi’s mother’s advice: “If you can’t say
something nice [about someone], don’t say anything at all.”
 Gossip may be fun and interesting in the moment, but those who are
known to gossip often are less trusted by others. People know that “who
gossips with you will gossip about you.”
9. Be genuine.
 When following the above tips, don’t just do them to “build your network”
or to “increase mindshare”. Try to build genuine friendships instead of just
networking contacts.
Sources:
“The #1 Relationship Building Habit You Should Do Daily” by Michael Simmons, Forbes.com
“9 Habits of People Who Build Extraordinary Relationships” by Jeff Haden, Inc.com
“Building Good Work Relationships”, MindTools.com
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Challenging the Employer
Workshop
Workshop Objectives
Participants will:
 Build their confidence in facing management
 Identify common issues and management tactics when challenged
 Strategize for meetings with management

Workshop Outline
Time

Activities

2 minutes

Intro to course themes and objectives
 Welcome and Workshop Objectives

15 minutes

12 minutes

Challenging issues and employer reactions
 Activity: Identifying challenging issues
 Anticipated management reactions
 The “Deadly D’s”
Skill Development: Preparing for meetings with
management
 Small group activity: Preparing strategies for dealing with
management before the meeting
 Full group debrief

1 minute

Wrap Up
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Union Responses to the Deadly D’s

Source: OPSEU Orientation for Local Presidents course materials

Management

Union

Key Management Tactics to:
* increase management power
* increase member hopelessness
* increase union fatigue and
irrelevance

Key union tactics to:
* increase management respect for union
* increase member respect for union
* increase local unity and influence

Deny responsibility

Identify impacts of management action
and keep posing questions

Delay problem solving by
stalling and inaction

Initiate alternatives which expose
management incompetence

Distract attention from management

Interest people in keeping the focus on
management

Divide activists, opposition and
challengers

Involve people in something that
highlights common interests

Discredit activists, opposition and
challengers

Insist on the facts, and on face to face
discussions rather than gossip and
rumours

Discourage individuals and the union
by withholding information,
intimidation, silence, continued
incompetence

Invite people to play at management’s
expense. Use activities which provoke
laughter, participation, raise questions,
increase member entitlement to hold
management accountable

“Management Rights” include the
right to be incompetent

“Management Rights” include the
responsibility to be competent
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Tips for Facing Management

Adapted from OPSEU course:
Advancing Union Issues through Labour Management Committees

Remember, you are their equal.
On a Daily Basis:
1.

Develop an ongoing process for dealing with problems.
Do what you can to keep your relationship with the employer functioning and
constructive. If there’s no process, try to get one established.

2.

Maintain a strong union presence in the workplace
That way, management has to think twice about trying to isolate individual
members.

3.

Be friendly, but “business-like” or “union-like” with management
whenever you meet them in the hallway or a meeting. Sometimes a
joking or conciliatory relationship can backfire.

4.

Watch for power plays that trivialize the union. Your union leadership is
equal to management and should be treated that way.

5.

Watch out for favouritism – and challenge it whenever possible.

6.

Challenge disrespectful, bullying, or discriminatory actions without
attacking the manager as an individual. It is possible to say things like,
“That comment is not appropriate and is in conflict with our workplace
discrimination policy,” without calling the manager names.

7.

Be as consistent as possible. Challenging discriminatory and disrespectful
behaviours is key to establishing the union’s presence in keeping
management accountable. If you let one issue or comment go, it will be
harder to challenge next time, and you will lose credibility with your
membership.

8.

Challenge inconsistent management practices. While there may be
different styles of managing, there have to be consistent rules applied.
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At Meetings with Management:
9.

Maintain a calm, formal presence when managers are communicating
anger through their words, voice tones, gestures.

10.

Speak firmly, clearly, loudly enough for everyone to hear you at the
table. A confident speaking voice helps establish you as an equal voice to
management.

11.

Don’t hesitate to call for a break to caucus as a union. It’s extremely
important to maintain unity.

12.

Develop guidelines for respect, if necessary, and monitor them.

13.

Develop active listening skills. Often management representatives are not
disciplined and the union can gather information, and identify openings for
action.

14.

Make sure to take very clear and detailed notes at all meetings with
management.

15.

Summarize agreements and who will do which next steps.

If your discussions with the employer are going nowhere…
16.

Keep the members informed and expose management’s inaction.

17.

Organize an activity in the workplace that builds solidarity and gets
management’s attention.

18.

For joint committees, keep using the employer’s money to build skills
of union-side members.
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Public Speaking Workshop
Workshop Objectives
Participants will:
 Build confidence in speaking publicly
 Practice body language and vocal delivery
 Practice giving an impromptu speech using the “5 Magic Phrases” technique

Workshop Outline
Time

Activities

2 minutes

Intro to course themes and objectives
 Welcome and Workshop Objectives

3 minutes

Check in: Measuring comfort with public speaking, and
identifying fears
 Large group discussion

6 minutes

Tips on speech presentation
 Vocal delivery: pitch, pace, volume and tone
 Body language: posture, gestures, movement, facial
expression, eye contact
 Large group practice: Starting posture

4 minutes

What is the purpose of the speech?
 3 elements of a strong purpose: thoughts, feelings, and
actions

13 minutes

Skill Development: Giving an impromptu speech using
Five Magic Phrases
 Task sheet and practice speeches in pairs

2 minutes

Wrap up
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Five Magic Phrases
Task Sheet
Situation:
You are at your local’s General Membership Meeting, where a motion has come to
the floor to spend $1,000 on a social event for members of the local and their
families. You would like to speak to this motion. (You can take any stand on the
motion that you like.)
On your own: Using the Five Magic Phrase prompts below as lead-in lines, write a
one-minute (no longer) speech that you would like to make at the mic. You have
five minutes to write your speech below.
1. Greeting: “Good…________________________________________________
2. State the event: “As we all know… ___________________________________
________________________________________________________________
________________________________________________________________
3. Establish common ground: “We all… ________________________________
________________________________________________________________
________________________________________________________________
4. Who are you and why are you speaking: “I’ve… _______________________
________________________________________________________________
________________________________________________________________
5. Call for action: “So let’s all… _______________________________________
_______________________________________________________________
_______________________________________________________________
With a partner: Deliver your speeches to each other, paying attention to your
vocal delivery and body language. You have three minutes to deliver your
speeches to each other.
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Public Speaking Tips
Purpose of your speech

Having a strong purpose is critical to successful public speaking. Before your open
your mouth, always consider the following three goals and how to achieve them
with your speech:
 Thoughts: What is the most important thing you want to add to their
thinking?
 Feelings: What is the most important thing you want them to feel?
 Actions: What do you want them to do?

Five Magic Phrases for Impromptu Speeches

Here are five steps which, when followed in order, will allow you to deliver an
impromptu speech on any occasion with confidence:
1. Greeting
2. State the event
3. Establish common ground
4. Who are you and why are you speaking?
5. Call for action
Here are five magic phrases you can use as “lead-in lines” that will make the above
five steps easier to remember:
1. “Good…” (morning, afternoon, evening)
2. “As we all know…” (we’re here to celebrate; we’re here to elect; etc.)
3. “We all…” (have seen John grow into a young man; are aware of the
Employer’s recent actions regarding; etc.)
4. “I’ve…” (learned so much from my co-worker Mary over the years)
5. “So let’s all…” (raise a toast; support the motion; send an email to; etc.)

Vocal Delivery Tips

The best way to improve vocal delivery is to be aware of the following four
elements of vocal delivery. There is no “right level” of these elements – they will
vary person by person. Add variety by changing these elements where appropriate
because it keeps your speech interesting.
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 Volume: is how loudly or softly you speak. Always speak loudly enough that
people can hear you. Then modulate your volume appropriate to the situation
or section of your speech.
 Pitch: is how high or low your voice is. Everyone has their own vocal pitch
range – some people have high voices, and some have low voices. Ensure
that you use a variety of pitches within your vocal range so that your voice
does not come across as monotone.
 Pace: is how fast or slow you are speaking. Sometimes it is appropriate to
speak quickly, and other times it is appropriate to speak slowly and
deliberately. Tailor your delivery to the situation, and always ensure that your
pace is easy for your audience to follow.
 Tone: is the mood or spirit that you want to create. For example, you can set
a serious, somber tone or a light-hearted tone that’s cheerful and upbeat.
Keep your tone appropriate to the situation.

Body Language Tips

How you carry yourself is important. Paying attention to the following five elements
of body language will help you improve your public speaking.
 Posture: Find your “home base” position (have your body aligned and erect
(whether sitting or standing), and have a place to put your hands and arms
that feels natural (e.g. hands resting on stomach as a “home base” position).
 Gestures: Avoid “closed” gestures like arms crossed, hands in pockets, or
hands crossed in front or behind. Use arms and hands symbolically (e.g.
thumbs up or three fingers to show the number 3), descriptively (showing
length, shape, movement), or emotionally (hand on heart, clenched fist, etc.)
 Movement: Avoid standing stock still during your presentation. Move your
body naturally, and feel free to walk around a bit while you are speaking. It
adds variety to what people see visually during your speech.
 Facial Expression: Vary your facial expressions and make them appropriate
to the subject of your speech. Avoid allowing your face to “freeze” in one
expression while speaking.
 Eye Contact: Briefly make eye contact with a variety of people throughout
the room during your speech. Focusing on the back of the room or on no one
makes it hard to connect with the audience. Focusing too long on one person
makes the person feel uncomfortable and the rest of the audience feel
ignored.
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