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Welcome from C.S.U. 52 President, Marion Leskiw 

 
To All Shop Stewards: 
 
To you the Shop Stewards who are elected or volunteer to represent your co-workers, I 
extend a very warm and sincere thank you. 
 
The responsibility you assume is the corner stone of every Union.  The job you have ahead of 
you may not always be easy or a popular one.  Many times Shop Stewards may have to 
compromise their own standing in the work place by having to defend or represent their 
fellow workers, but our Union will only be as strong as our front line members. 
 
I look forward to working with you and together we will build a strong future for our Union 
and all its members. 
 
Once again, I wish to personally thank each of you for participating in our Shop Steward 
training program and I leave you with this poem: 
 

“A Shop Steward knocked at the heavenly gate,  
His face was scarred and old. 
He stood before the man of fate, 
For admission to the fold. 
 
“What have you done, Saint Peter said, 
To gain admission here?” 
“I’ve been a Shop Steward, Sir, he said, 
For many and many a year.” 
 
The pearly gate swung open wide, 
Saint Peter touched the bell.... 
“Come in and choose your harp, he said, 
You’ve had your share of hell.” 

 
Yours truly, 

 
Marion Leskiw  
President 
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Welcome from C.S.U. 52 Chief Shop Steward, Zonia Wuschenny 

 
To All shop Stewards and Senior Shop Stewards 
 
Thank you for accepting the positions that you have been elected to serve in the Union. 
 
Regardless of which Contractual Unit we come from, there is one word that unites and 
bounds us together, a word that expresses the significance of the mystery we contemplate 
today.  The word is:  Compassion 
 
Today we find the world seemingly divided.  Increasingly, it is acceptable to judge harshly, 
criticize, even label. 
 
As Shop Stewards, we face stresses, but virtually every Shop Steward and Senior Shop 
Steward is a teacher.  As Shop Stewards, we have countless opportunities to teach and pass 
on lessons and we have a choice as to what the lesson is, positive or negative. 
 
As your C.S.U. 52 Chief Shop Steward, I am asking all of you to take a positive and 
compassionate approach with the members that you represent and with the other co-workers 
in your work site. 
 
Let us show respect, tolerance and use our wisdom wisely at our work sites, Community 
involvement, with our families and friends. 
 
Thank you, 

 
Zonia Wuschenny 
C.S.U. 52 Chief Shop Steward 
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UNION MOVEMENT 

 
Historical Overview 

 
In Canada, the concept of strength in unity came into existence in the early 1800’s. Through 
collective action, workers formed Unions so they could have a voice in deciding wages, 
hours, working conditions and resolving the many problems that arise at the workplace. 
 
In 1872, Toronto Printers mounted a vigorous campaign for the 9-hour day and 54-hour 
week. In the same year, Prime Minister Sir John A. MacDonald finally introduced a law in 
Parliament; from that time on, Canadian workers had the legal right to form Unions and to 
act through them to achieve better wages and conditions. 
 
More than 100 years have passed. Workers have achieved many of the early goals by 
collective bargaining and by political action. Unions have won legislation ending the 
exploitation of child labour, regulating daily and weekly hours of work, guaranteeing paid 
vacations, providing workers’ compensation for the injured, insurance for the unemployed 
and pension for the elderly. This is an important record of “non-contract” achievement and 
an inheritance which Unions jealously guard and fight for today. 
 
The Canadian Labour Movement began in 1872. Printers working in Lower Canada, now 
Quebec, organized and formed the first labour Union. Soon after, printers in Upper Canada 
organized a Union. One year after Unions were legalized, the first labour candidate was 
“run” by the labour movement. 
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CIVIC SERVICE UNION 52 HISTORY 

 
Civic Service Union 52 has a membership of approximately 4,500 members. C.S.U. 52 
represents technical, professional, administrative and clerical workers, employed by: 
 

a) The City of Edmonton 
b) Edmonton Public Library 
c) TELUS World of Science-Edmonton  
d) EPCOR, Edmonton 
e) EPCOR, Calgary 

 
 
HISTORY OF C.S.U. 52 

 
The Edmonton Civic Service Association was formed in 1909. The Association represented 
clerical, technical and administrative employees of the City of Edmonton. On April 15, 1918, 
the Association, now known as the Edmonton Civic Service Union 52, affiliated with the 
National Union of Public Employees and received its charter from the Trades and Labour 
Congress of Canada. 
 
In 1963, the National Union of Public Employees and the National Union of Public Service 
Employees merged. The new organization was titled the Canadian Union of Public 
Employees or C.U.P.E. At a General Meeting held in 1963, the members of C.S.U. 52 voted 
to maintain the independent affiliation previously held with N.U.P.E. with the Canadian 
Union of Public Employees. With approximately 85,000 members, C.U.P.E. National was 
the largest labour organization in Canada.  
 
In 1965, C.U.P.E. National hired Business Agents under the employment of the affiliates 
Canada-wide. The intent of this re-organization was that the membership would be better 
represented if the business affairs were coordinated by one national office in Ottawa. 
 
In 1969, due to a perceived decline in services provided, C.S.U. 52 restored the self-servicing 
structure previously practiced and once again hired its own Business Agents and Legal 
Representation. Other large Unions in Canada made similar moves. C.S.U. 52 was overtly 
challenged by C.U.P.E. National. 
 
The confrontation resulted in Constitutional amendments passed at the C.U.P.E. National 
Convention in 1969. These amendments recognized the necessity for the affiliates to hire 
local Business Agents. The improved representation of C.S.U. 52 members was, in part, 
resolved and the independent affiliation was maintained. 
 
On March 7, 1978, motivated by concerns over the National office’s interference in local 
political affairs, inadequate training programs and lower per-capita tax payments by Eastern 
affiliates than Western affiliates, C.S.U. 52 severed its affiliation with C.U.P.E.  
 
At this time, the Union was paying in excess of $175,000 per annum to maintain its 
affiliation with C.U.P.E. National and membership in the Canadian Labour Congress. 
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Despite legal challenges and periodic attempts to raid our membership, C.S.U. 52 has 
remained as an Independent Union since March 7, 1978. The dues paid by our members are 
still amongst the lowest in North America. 
 
 
CIVIC SERVICE UNION 52 

 
The Union organization which handles the day-to-day operations and representation of our 
membership, such as negotiations, grievance preparation and presentation, education and 
social functions. 
 
UNION 52 BENEVOLENT SOCIETY 

 
The society administers the “war chest”, which is intended to fund such emergency measures 
as strike pay, Union raids and protection of our contractual units.  
 
Under Canadian law, Unions in Canada cannot hold chattels, land or buildings, because of 
this, Union 52 Benevolent Society was established.  The Society was registered under the 
Society’s Act of Alberta in 1977. 
 
The Executive Board of C.S.U. 52 automatically holds office in the Benevolent Society.  By 
virtue of being a C.S.U. 52 dues-paying member, you are a member of the Union 52 
Benevolent Society. 
 
Members of the Society provides, educational bursaries to dependants of C.S.U. 52 members, 
financial assistance to C.S.U. 52 members, donations to charitable and non-profit 
organizations as per criteria and established formulae. 
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Executive Board 

President 
Vice President (1st and 2nd) 

Treasurer 
Trustee (3) 

Recording Secretary 
Chief Shop Steward  

Contractual Unit Representatives: 
� City of Edmonton 
� EPCOR Edmonton & Calgary 
� Edmonton Public Library 
� TELUS World of Science-

Edmonton 

President 

Union Office Staff 

Legal In-house Counsel 
Business Agent (4) 

Financial Administrator 
Office Administrator 

Administration Support II (3) 
 

Shop Stewards 

Chief Shop Steward 

Senior Shop Stewards 

Standing Committees 

Sergeant-at-Arms 
Grievance Appeal 

Constitution & Bylaws 
Education 

Social 
Discipline 
Building 

Members & Community 
Support 

Sports & Activities 
Public Relations 

History 

Executive Sub-

Committees 

Policy & Procedures 
Membership Services 

Executive Board Liaison 
Union Management 

Complaints 
Hiring & Contract Review 
 

General Membership 

ORGANIZATION CHART FOR C.S.U. 52 

 

WHO MANAGES C.S.U. 52? 

 

The General Membership manage C.S.U. 52.  Through an election process, the members 
elect the administrative body called the Executive Board.  The Executive Board establishes 
policies and procedures for the Union Officers and staff to follow in administering the 
Collective Agreements and Policies of the various employers. 
 

 

 
 

 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
For further information on any of these Committees, please refer to the Terms of Reference, 
Policy & Procedures Manual, Constitution & Bylaws or our webpage www.csu52.org. 
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C.S.U. 52 STANDING COMMITTEES 
 
 

COMMITTEE NAME NO. OF 

POSITIONS 

COMMITTEE MEMBERS 

Constitution & Bylaws 5 Elected at November General Meeting 
2 year term – (3) elected in odd years, (2) elected in 
even years 

Discipline 5 Chairperson or Designate from each of the following 
Committees: - 1 year term 
Constitution & Bylaws, Education, Social,  
Sports & Activities Committee and 
Member-at-Large – Elected at the November General 
Meeting 
No Executive Board members may sit on this 
Committee 

Education 4 Elected at November General Meeting 
2 year term – (2) elected in odd years, (2) elected in 
even years 

Grievance Appeal 5 Elected at November General Meeting 
2 year term – (3) elected in odd years, (2) elected in 
even years 

History 5 Elected at November General Meeting 
2 year term – (2) elected in odd years, (3) elected in 
even years 

Public Relations 5 Elected at November General Meeting 
2 year term – (2) elected in odd years, (3) elected in 
even years 

Senior Shop Steward Varies Elected by Shop Stewards in each Contractual Unit in 
December in odd years –2 year term 
No Executive Board members may sit on this 
Committee 

Sergeant-at-Arms 2 Elected at November General Meeting 
2 year term – (1) elected each year 

Shop Steward Assembly Varies Elected in their work areas by their members in 
November in odd years - 2 year term  

Social 7 Elected at November General Meeting 
2 year term – (3) elected in odd years, (4) elected in 
even years 

Sports & Activities 3 Elected at November General Meeting 
2 year term – (1) elected odd years, (2) elected in even 
years 

 
NOTE:  Committees may be added or suspended through the yearly budgetary process. 
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UNION 52 BENEVOLENT SOCIETY COMMITTEES 
 
 
 

COMMITTEE NAME NO. OF 

POSITIONS 

COMMITTEE MEMBERS 

Building 2 Elected at the November Union 52 Benevolent 
Society Meeting 
2 year term – (1) elected in odd years, (1) elected in 
even years 

Members & Community 
Support  

7 Elected at the November Union 52 Benevolent 
Society Meeting.  
2 year term – (3) elected in odd years, (3) elected in 
even years.  . The seventh position is the Union 
Treasurer 
 

 
NOTE:  Committees may be added or suspended through the yearly budgetary process. 
 
 
 
 
 
 
 
 

C.S.U. 52 OTHER COMMITTEES 
 

 

 

COMMITTEE NAME NO. OF 

POSITIONS 

COMMITTEE MEMBERS 

Social Justice Open to any 
C.S.U. 52 
Member 

Involvement is voluntary and will not be compensated 
through honoraria. 

 

NOTE:  Committees may be added or suspended through the yearly budgetary process. 
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EXECUTIVE BOARD SUB-COMMITTEES 
(* Committee Chairperson) 

 
 
COMMITTEE NAME 

 

 
NO. OF 

POSITIONS 

 
COMMITTEE MEMBERS 

Complaints 3 * Second Vice President:  
 Trustee:   
 Elected Executive Board Member: 

Hiring & Contract Review 4 * Treasurer:  
 Recording Secretary:   
 Member-at-large:   
 Elected Executive Board Member: 

Liaison  3 * First Vice President:   
 Elected Executive Board Member: 
 Elected Executive Board Member: 

Membership Services 6 * Chief Shop Steward:  
 City of Edmonton Unit Representative:   
 E.S.S.F. Representative:   
 EPCOR Edmonton Representative:   
 EPCOR Calgary Representative:   
 Library Representative:   

Policy & Procedure 4 
 

* First Vice-President:   
 Elected Executive Board Member: 
 Elected Executive Board Member: 
 Elected Executive Board Member: 

Union Management 3 * First Vice-President:  
 Trustee:   
 Building Committee:   

 
 
NOTE:  To be updated and approved at the December Executive Board Meeting. 
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WHY UNIONS? 

 
Unions are groups of working people who join together to talk to employers about wages and 
conditions of work instead of workers talking to employers on an individual basis. Because 
they speak for everybody, Unions can get a better deal for each worker than one employee 
could get negotiating with the employer. This is because an employer may play off individual 
workers and groups of workers against each other. It also gives an equal deal to all members 
not just those who can negotiate a better deal for themselves. 
 
The purpose of any Labour Union is to advance the interests of its members. Unions do this 
by negotiating collective agreements and by lobbying to improve laws that affect the 
membership. Unions also represent their members by seeing that employers do not violate 
their collective agreements or laws (Health & Safety, Human Rights, etc.) that affect the 
members. 
 
Unions force employers to do things that they would not otherwise do. Union members must 
work together to force employers to pay more than the bare minimum, to provide safe 
working conditions, provide us with job security, etc. 
 
Even at a time of cutbacks, wage freezes and contracting-out, unionized workers do better 
than those with no protection. 
 
The difference between members of an effective Union and unorganized workers, or 
members of a passive local, is the difference between bargaining and begging. The difference 
between bargaining and begging is the power to affect change. Unionized workers who act 
together and support one another have more power than individual workers who can not even 
complain about working conditions, harassment by supervisors, racism or being passed over 
for promotions for fear of being labeled a troublemaker. Unorganized workers and members 
of weak locals can only hope their employer will find other ways of saving money besides 
cutting their wages or laying them off. 
 
In short, members of strong locals have a lot more say about what happens at work compared 
to workers with weak or non-existent Unions. 
 
Unions are not insurance policies where you pay your dues and expect someone to solve your 
problems for you. Unions are self-help organizations where the members work together in 
order to solve common problems. 
 
Before Unions were established the word was “NO” 

 

 No seniority 
 No job security 
 No representation 
 No grievance procedure 
 No promotional opportunities 
 No job classification 
 No health & safety programs 
 No protective equipment  
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 No preference of shift 
 No relief periods 
 No work standards 
 No uniform pay scale 
 No guaranteed wage increases 
 No overtime 
 No call-in pay 
 No paid vacations 
 No paid absence allowance 
 No jury duty pay 
 No bereavement pay 
 No life insurance benefits 
 No sickness & accident benefits 
 No short-term disability benefits 
 No long-term disability benefits 
 No medicare protection 
 No supplemental unemployment benefits 
 No early retirement 
 No prescription drugs 
 No dental programs 
 No health & safety committee 
 No paid time off for medical appointments – the TELUS World of Science-Edmonton 

 does not have this benefit 
 No compressed hours of work 

 
Our acquired rights, politically and from the bargaining table, are an inheritance which 
cannot be taken for granted. Governments and employers are prepared to roll back many 
basic collective bargaining and democratic rights unless we defend ourselves through our 
Unions. “Cutbacks”, “Concessions”, “Flexibility”, “Contracting-Out” and Deregulation” 
have all been industrial relations buzzwords in recent years and they are concepts which are 
the opposite of the beliefs of the labour movement. 
 
No Union is an island. Your Union may be one of the biggest and most powerful in the 
country, but it can never be politically secure if Unions become privilege of an organized 
minority of workers. This is why Unions continue to direct their efforts to “organize the 
unorganized” and fight for legislation more favorable to Union organizing, collective 
bargaining, full time employment and a decent standard of living for all workers. 
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WHY I SHOULD BE A CARD-CARRYING MEMBER? 

 
The advantages of having a Union card are: 
 

 You can vote in any election 

   President and other Executive Board positions 
   Bargaining Committee 
   Collective Agreement  
   Special elections, for example on proposed changes to benefits  
  

 You can attend all Union meetings 
 You can take part in all social functions 
 Your children can qualify for Student Bursaries 

 
 

WHY SHOULD I PAY DUES? 

If the Union cost nothing, it probably would not be worth anything. 
 
In some Unions, there are no dues. The employer takes care of running the expenses of the 
Union; sometimes it even supplies recreational facilities. In these Unions, the employer also 
names the officers and Shop Stewards and settles the grievances. The employer sits on both 
sides of the bargaining table and the worker is in the middle getting squeezed and has no 
voice. 
 
In legitimate Unions, the workers pay the cost. They know that they will get out of the Union 
what they put into it. Union dues pay for a variety of services including: operating a local 
Union, costs associated with bargaining, hiring staff, legal services, sending members and the 
Executive Board to Conferences, Strike Funds, Insurance, Education and per capita portions 
to the Coalition. Not all Unions in Canada are part of a Coalition. 
 
A portion of Union dues is spent on organizing the unorganized. About one-third of all 
Canadian workers are represented by Unions. There are literally millions of people with 
protection and employers are able to use these workers to under cut hard-won and decent 
contracts. How much we get in wages and benefits depends on how strongly we are 
organized. In elections, money spent for organizing is spent winning gains for us. 
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ROLES & RESPONSIBILITIES – BUSINESS AGENTS AND SHOP STEWARDS 

Business Agents in the Union office deal with issues where there may be a need for 
clarification or interpretation of the collective agreements from all the contractual units.  The 
Business Agents deal with all grievances and collective agreement concerns and violations.   
They reinforce appropriate interpretation of contract provisions through the dispute 
resolution process so that the rights and interests of all Union members are pursued in a 
consistent and uniform manner.  The Business Agents are the professional staff of our Union 
hired for their expertise and knowledge of labour relations and the administration of 
collective agreements. 
 
One of the roles of the Shop Stewards is to watch for violations of the collective agreement, 
and inform the Business Agents of perceived infractions so that their advice can be given on 
the most appropriate course of action. 
 
Shop Stewards are duly elected representatives of the Union.  Any advice given to members 
or concerns passed to management are considered to be given from the Union and bind the 
Union to such advice or agreement.  Where advice is incorrect or inaccurate it may damage 
or prejudice the employee’s position in the workplace and the employee may find themselves 
in breach of the collective agreement.  This includes timelines for filing grievances, as a 
critical example, where a failure to properly comply with the agreement would end the 
employee’s ability to grieve.   Shop Stewards giving incorrect or inaccurate advice may find 
themselves, as well as the Union, in front of the Labour Relations Board, responding to 
allegations of a breach of the Duty of Fair Representation.  Shop Stewards giving advice and 
information should, therefore, ensure that the advice they give is accurate and in accordance 
with the interests of the Union.  The Business Agents can give consistent advice and 
guidance to the Shop Stewards that is based on their knowledge of all the collective 
agreements in all the contractual units. 
 
The position of Shop Steward is very important.  Shop Stewards are the cornerstone of any 
Union.  C.S.U. 52 represents four (4) Contractual Units and it is important that consistency 
and professional representation is maintained.  The role of our Shop Stewards in ensuring 
that this is the case is invaluable and appreciated.  
 
We hope to provide information in the future on other topics put forward as being of interest 
to Shop Stewards. 
 

 
Written by Marion Leskiw, President and Zonia Wuschenny, Chief Shop Steward 
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ROLE OF THE SHOP STEWARD 

The Shop Steward is the cornerstone of the Union. The Shop Steward represents the Union 
members in the workplace related to working conditions, job security and fair treatment. The 
Shop Steward is the contact between the employee, management and the Union. 
 
The Shop Steward is primarily a facilitator. “Facilitating” could be talking informally to a 
supervisor, or referring a problem to the Health and Safety Committee, the Contractual Unit 
Representative, a Senior Shop Steward, the Negotiations Committee or one of the Business 
Agents at the Union office. 
 
A Shop Steward builds confidence. A Shop Steward promotes mutual support. Confidence 
and mutual support are achieved when the Shop Steward involves the co-workers in the 
creative resolution of a member’s problem or grievance. The Shop Steward encourages 
members to find solutions together by facilitating problem solving. 
 
The Shop Steward is also the link between the membership and the leadership of the local. 
The Shop Steward should pass on important information about Union activities and 
encourage membership involvement in Union activities. The Shop Steward should also pass 
on complaints about the Union to the Executive Board. 
 
Since effective Shop Stewards have a good understanding of the problems and concerns of 
the members they represent, they should be consulted about things such as proposed dues 
increases, negotiations proposals, political action campaigns undertaken by the local, etc. so 
the concerns of the membership are taken into account before any of these proposed activities 
are adopted. 
 

 

DUTIES OF THE SHOP STEWARDS 

 

Be a Communicator 

 
The best way you can get the members in your department to work together is to build a 
team. The only way you can build this team is by keeping the members informed and letting 
them know what is going on. 
 

 Keep the members informed about what happens at Union meetings, planned Union 
activities and the plans of your employers and inform them about the importance of 
attending Union meetings. 

 Refer your members to the bulletin board but do not use the board as a substitute for 
giving information personally 

 Know and be able to explain the Constitution & Bylaws of the Union. 
 
 
 
 
 
 



__________________________________________________________________________ 
Page 18  C.S.U. 52 Shop Stewards’ Manual June 2008 

Be an Educator 

 
A Shop Steward has the opportunity to build support for the Union because Shop Stewards 
can talk to the members every day, at lunch, during a coffee break, or often on the job. The 
Union counts on you to carry the word about Union activities to the members and to 
encourage them to take part. This means you have to be informed. 
 

 Explain what your Union is doing and why. 
 Give information, distribute Union publications, and explain Labour Legislation and 

its effect on your membership. 
 Attend Union courses yourself and encourage your members to attend. 
 Ensure the membership knows about available support provided by C.S.U. 52. 
 Seek out and introduce yourself to new Union members. Explain what the Union does 

and the contract provisions that have been negotiated. 
 Educate the membership about their rights and obligations under the contract. 
 Ensure that workers get the Union newspaper and publications of the local and Union 

offices. Keep your departmental bulletin board fully posted and up to date. 
 Learn from your membership. Education is a two-way process. Unless you learn from 

your members, from their knowledge, experience and moral strengths, you cannot be 
a good educator yourself. 

 Constantly sell the Union, its benefits and its gains. 
 
 
Be a Leader 

 
The members expect you to have more information about the Union than they have, and they 
respect your judgment. They will listen to your opinions on Union affairs and local problems. 
They may not always agree, but much of what you say will sink in – simply because they 
look upon you as their leader. 
 

 Keep in close contact with your membership and let them know where you can be 
found at all times. 

 Encourage workers to come to you with their problems if the supervisor is unable to 
solve them. 

 Be familiar with basic Union policies and objectives. 
 Work cooperatively and diligently with local Union officers and members of standing 

committees to promote the Union’s program. Remember, “teamwork” in the 
leadership means “solidarity” in the ranks. 

 Work with your department; speak up for them, act promptly and decisively serve all 
members fairly and keep your word. 

 Understand the influence you have on your members. If you are positive about what 
the Union is trying to do, your members will follow your lead. They will also follow 
your lead if you are negative. 
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Be an Organizer 

 
Every time a new man or woman comes to work in the department, you are seeing a potential 
Union member. You will run into new workers who are enthusiastic and some who are 
continual gripers. Whoever they are, you can get them off to a good start if you show a 
friendly interest as soon as they come into the department. 
 
Introduce yourself and offer to help them with any problems they may have. It’s up to you to 
get new workers to become card-carrying members of YOUR Union. Tell them the story of 
what the Union has done and what membership benefits they have. If they lack belief in the 
Union, find out where their differences lie and reason with them in a friendly, courteous 
manner. Patiently explain to them that being a member guarantees them a voice on how the 
Union shall function, by being able to go and voice opinions at Union meetings and 
conventions. 
 

 Work for 100% active Union membership in your department. 
 Introduce new employees to the Union and try to have them sign an oath card the first 

day on the job or as soon as possible afterward. Do not harass members who do not 
wish to become card-carrying members. 

 Know your membership and encourage them to participate in the Union and attend all 
meetings. 

 Set an example and earn the respect that your job deserves. 
 
 
Be Politically Aware 

 
Unions are involved in politics for three reasons: 

1. to protect themselves in the gains they have won through collective bargaining 
2. to promote justice and equal economic opportunity for all Canadians 
3. to elect Politicians who believe in both 

 
There are many issues which Unions cannot negotiate with management, such as rising 
prices, rent and taxes. If there are no doctors, hospitals, playgrounds or schools where they 
are needed, we cannot get management to improve those social conditions. These 
improvements are the job of Municipal Councils, Provincial Legislatures and the Parliament 
in Ottawa. 
In addition, legislation that governs our destiny in the workplace can modify or eliminate 
hard-won contractual and social gains. 
 
We must elect Politicians who believe in the same things we believe in. 
 

 Know the Provincial and Federal Labour laws that affect you, your members and the 
Union. Remember, anti-union worker labour legislation can restrict our organizing 
activities, our bargaining rights and the protection we can give our members. 

 Know how to work for improved labour and social legislation. Support candidates 
who support labour program. 

 Keep up-to-date on political issues by reading Union publications, then discuss them 
with fellow workers. 
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 Take part in local community political activity and encourage your members to do the 
same. 

 Acquaint yourself with special issue material put out by your Union and ensure that 
each member understands how a particular issue will affect them. 

 
 
Be a Problem Solver 

 
 Introduce yourself and explain your functions to all new members. 
 Explain the role of the Union to new members. 
 Facilitate on all complaints made by members and attempt to resolve all 

 complaints. 
 Keep accurate notes of all complaint investigations. 
 If the collective agreement has been violated and no satisfactory solution can be 

negotiated informally, contact one of the Business Agents. 
 Attend grievance hearings and act as an advocate for the griever, if requested to do 

so. 
 Attempt to deal with complaints that are not grievances with informal discussions 

with Supervisors, Union members or members of the Executive Board. 
 Initiate action when the contract has been violated, even where there is no complaint. 
 Keep your Contractual Representative informed about matters in your workplace. 

 
 
Be A Sounding Board 

 
One of the most important responsibilities of being a Shop Steward is “having your ear” 
close to the membership. First, by listening to the membership’s concerns, you can help your 
members and strengthen the Union at the same time by letting them know what the Union 
does. If you are a good Shop Steward and your advice is valued by the members, they will 
come to you about many problems they face outside work. Often, these problems represent 
things that the Union might resolve in the next set of negotiations. You can often help the 
member with a problem by talking to one of your Union Counsellors or Business Agents. 
 

 Encourage workers to come to you with their problems or comments 
 Listen to your members 
 Follow-up on their problems; keep them informed 
 Squelch all rumors – follow-up to get the facts 
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TOOLS TO DO THE JOB 

 
BECOME FAMILIAR WITH: 

 

 Your Collective Agreement 
 Letters of Understanding 
 Alberta Employment Standards 
 Alberta Labour Relations Law 
 Important Labour Laws 
 Working Conditions 
 Supervisors 
 The Membership 
 Your Union 
 Yourself 

 
Although the Shop Stewards should learn the basic information about the various 
Labour laws, if they think the laws are being broken by their employers, they are to 
contact the Union office first for guidance, before they contact the particular agency. 
 

YOU NEED: 

 Your Collective Agreement 
 A current list of all department members 
 A current list of all committees and the committee members 
 A current phone list of all C.S.U. 52 staff 
 Employer’s rules and regulations 
 Your Union’s Constitution & Bylaws 
 Union oath cards  
 Membership information update sheets 
 Shop Steward absentee forms 
 Union notice board 
 Laminated sign to state where Union meetings are held and what time 

 
 
SOURCES OF ADVICE AND ASSISTANCE 

 Chief Shop Steward 
 Senior Shop Stewards 
 Other Shop Stewards 
 Former Shop Stewards 
 Your Contractual Unit Representative 
 Members of the Executive Board 
 Your C.S.U. 52 Business Agents 
 Your C.S.U. 52 Office Staff 
 Former Shop Stewards
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Shop Stewards Assembly 

 
(a) The Shop Stewards shall: 

(i) ensure that the provisions of the Collective Agreement are adhered to; 
(ii) know the personnel under the Shop Steward’s jurisdiction and encourage those 
 members who are not, to become card-carrying members; 
(iii) notify the Union Office, in writing, of changes to personnel within the Shop   
  Steward’s jurisdiction; 
(iv)  notify the Union office, in writing, of any changes in temporary/permanent   
  job location; 
(v) distribute and post all written literature received from the Union office; 
(vi) keep members informed relative to Union Business and Workplace Policies; 
(vii) attempt to resolve issues before a grievance occurs; 
(viii) represent members in grievances brought to the Shop Steward’s attention; 
(ix)  attend or arrange for alternate to attend all General, Special and Shop Steward   
  Meetings; 
(x)  encourage members to attend General and Special Meetings; 
(xi) encourage card-carrying members to vote in Union Elections and Contracts; 
(xii) attend all Union related Seminars offered on the Shop Steward’s behalf and   
  approved by the Shop Steward’s Assembly; 
(xiii) maintain confidentiality pertaining to a member’s concerns, personal affairs and 
 employee/employer relations. 
(xiv) ensure all members have convenient access to the latest copy of their collective   
  agreement and Constitution & Bylaws. 

 
CORRESPONDENCE POLICY – SHOP STEWARD ASSEMBLY 

 

a) The Chair should always have prior knowledge and see the correspondence. 
b) The Chair should never be surprised by any correspondence or contents of the 

correspondence. 
c) If there are any questions or discrepancies regarding the contents of the 

correspondence then the following should always apply: 
 

1) Contents of correspondence should be investigated. 
2) Correspondence referred to Executive Board for their perusal and action. 
3) Correspondence referred to appropriate area(s). 
4) If contents or correspondence refers to a person(s), the named person or 
 person(s) in the correspondence should be made aware of the correspondence 
 and its contents and be given an opportunity to respond. 
5) After items 1 to 4 have been completed, then the correspondence, if required, 
 can be dealt with and put over to future meetings.   
 

d) Correspondence that is of a general benefit or a benefit to the General Membership 
should ONLY BE READ and attached to the minutes for circulation. 

e) Correspondence will not be read or attached to the minutes if the correspondence 
bears no signature. 
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EXPECTATIONS AND DUTIES OF SHOP STEWARDS 

 
 
Know your collective agreement 
 
Encourage all the members in your workplace to be card-carrying members 
 
 
Distribute and post any written literature from the Union office 
 
Keep the Senior Shop Steward informed of any changes in membership in their workplace, 
e.g. name change, staff changing location 
 
Encourage all members to attend Union meetings 
 
Attend or arrange for an alternate to attend all Union meetings 
 
Encourage all members to vote in Union elections and contracts 
 
Maintain confidentiality pertaining to a member’s concerns, personal affairs and 
employee/employer relations 
 
Ensure all members have convenient access to the latest copy of their Collective Agreement 
and Constitution & Bylaws 
 
Have a Union board in your work location for posting Union information 
 
Attend discipline sessions with members if the member requests your presence. Any Union 
official (including another Shop Steward) can take your place, if the member feels more 
comfortable with an “outsider.” Don’t feel slighted if this happens, it is a common occurrence 
 
Represent all members equally, regardless of their position or your personal relationship with 
them 
 
Phone the Union office to order flowers/fruit basket for baby birth, illness or death or a 
donation can be requested if bereavement of family member occurs 
 
Attend Union sponsored training sessions 
 
Encourage members to try and resolve any issues directly with Manager/Assistant Manager 
before contacting the Contractual Unit Representative or the Union office. [Remember that 
Assistant Managers are our members]. 
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For items a, b and c below: 
Always check with the Union office (Business Agent) to determine the appropriate course of 
action and what role, if any, you should play 

a) Attempt to deal with complaints that are not grievances with informal discussions with 
Supervisor, Union members or members of the Union Executive Board 

 
b) Initiate action when the contract has been violated even when there is no complaint 
 
c) Use the Dispute Resolution Process in your Collective Agreement to resolve any 

disputes 
 
Pass member concerns to the Senior Shop Steward(s) or Contractual Unit Representative so it 
can be directed for the attention of the Negotiating Committee, Labour Management Team, 
Health & Safety team or other team for appropriate solution 
 
If you have an issue, contact the Contractual Unit Representative before communicating your 
concern to others, including sending out Union mailout emails 
 
When members have questions/problems with their pay, refer them to the Human 
Resources/Payroll Section, unless the Collective Agreement has been violated 
 
When members have questions/problems with their vacation allotment, refer them to the 
Human Resources/Payroll Section, unless the Collective Agreement has been violated 
 
When members have questions regarding their retirement, refer them to the Human Resources 
Division 
 
Inform the Contractual Unit Representative or the Senior Shop Steward(s) of any formal 
separate meetings 
 
For interpretations of labour laws, violations of the Collective Agreement and employment 
standards contact the Business Agents 
 
Make sure members fill out negotiations surveys and bring forward any concerns directly to 
the Negotiation Committee in their Contractual Unit. The Committee deals directly with the 
membership through surveys and updates etc. 
 
 
Special note:- If a member comes to you with a concern ALWAYS ask if the member has 
discussed this with anyone else. Some member’s shop around for the answer they want.  
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Honorariums for Shop Stewards 

 
The amount a Shop Steward will receive is based on how many meetings they attend.  
 
A Shop Steward receives an annual honorarium in the month of December. If the Shop 
Steward has attended or been credited for six (6) General Membership meetings out of ten 
(10) they are paid a “per meeting” honorarium as approved by the Board of Trustees. For 
example a Shop Steward who attended at least six (6) General Membership meetings in 
2008, would receive an honorarium of $55.00 per Shop Steward’s meeting (maximum = 
$550.00). A Shop Steward who does not attend or been credited for six (6) General 
Membership meetings, would receive an honorarium of $35.00 per Shop Stewards’ meeting 
(maximum = $350.00).  A Shop Steward who does not attend any Shop Steward meetings 
will be compensated at $24.00 per month (maximum = $288.00).  A Shop Steward who does 
not attend any Shop Steward meetings will be compensated at $10.00 per month (maximum 
= $120.00), the same as a Mailout Representative. 
 
 
Credit for attendance 

 
According to Bylaws Article 6.03, Credit for Attendance, Shop Stewards will be given credit 
for attendance for the following reasons: 
 

1. Union Business 
2. Vacation 
3. Sickness 
4. Bereavement Leave 
5. Jury Duty 
6. Military Call 
7. Religious Holiday 
8. Duty at work 
9. Special circumstances approved by the Executive Board 
 

This means if any of the above occur on the night of a General Membership meeting or a 
Shop Steward meeting, you need to fill out an absentee form and send it to the Sergeant-at-
Arms within thirty-one (31) days and you will be given credit for that meeting. The credit is 
for calculation of honorariums only, not for eligibility for office. If you want to apply for any 
positions on various committees, you have to have attended four (4) out of the last six (6) 
General Membership Meetings. 
 
 
Number of Staff in Dept./Branch/Division 

 
It does not matter how many C.S.U. 52 members you have in your dept., branch or division, 
you can have a Shop Steward for as few as two staff members. You cannot be a Shop 
Steward for yourself, when there is already a Shop Steward in your work location. 
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TERMS OF REFERENCE - SHOP STEWARDS ASSEMBLY 

 
PURPOSE: 

 

1. To increase the knowledge, skill and proficiency of the Shop Stewards and the General 
Membership of C.S.U. 52. 

 
OBJECTIVES: 

 

1. To assist the Shop Stewards and Mailout Representatives of C.S.U. 52 to perform the 
duties outlined in Bylaw Article 3.03 (a), and Bylaw Article 3.04, Shop Steward 
Assembly, of the Constitution & Bylaws. 
 

RESPONSIBILITIES: 

 

1. The Assembly meeting minutes shall be submitted to the C.S.U. 52 office on a monthly 
basis or as frequently as the meetings occur. 

2. The Assembly budget shall be presented to the Union Treasurer by the 1st of November.  
For additional Assembly funding, requests must be submitted to the Executive Board for 
approval. 

3. The Chairperson shall submit a report to the Executive Board on a monthly basis, or as 
frequently as the meeting(s) occur. 

4. Changes to the Terms of Reference shall be submitted to the Policy & Procedure 
Committee for review.  The Policy & Procedure Committee shall forward the terms of 
reference to the Executive Board for approval. 

 
MEMBERS & TERMS OF OFFICE: 

 

1. The Assembly shall consist of all elected Shop Stewards of C.S.U. 52. 
2. Term – Two (2) years. 
3. The Assembly shall elect two (2) members of which the Chief Shop Steward is chosen in 

the odd years and the Recording Secretary is chosen in the even years at the November 
Shop Steward Meeting. 

4. The Chairperson shall be the Chief Shop Steward. 
 
MEETINGS: 

 

• Regular meetings for all elected Shop Stewards shall be called monthly, on the third 
working Tuesday and additional meetings may be called by the Chief Shop Steward as 
required. 
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SENIOR SHOP STEWARDS COMMITTEE 

Conception 

In the year 2000, C.S.U. 52 embarked on a new vision for the Union regarding the Shop 
Steward program. The position of the Assistant Chief Shop Steward was dispensed with and 
in its place a Senior Shop Steward system was implemented. 
 
The Union had to look forward and spend some time to envision and chart a course for the 
future goals and direction of the Shop Stewards Program. There was a need for better 
communications for the members from the Union office and the Shop Stewards and a closer 
working relationship for all parties involved was necessary. 
 
The Senior Shop Steward program was first implemented in the Edmonton Public Libraries 
in January 2000, followed by EPCOR in January 2001 and the City of Edmonton Bargaining 
Unit and TELUS World of Science-Edmonton in April 2001. 
 
The purpose of the Senior Shop Stewards is to assist the Chief Shop Steward and the 
Contractual Unit Representative. The objectives of the program is to be a liaison between 
other Shop Stewards and Mailout Representatives, the Union office and the Executive Board. 
 
Senior Shop Stewards, along with the Chief Shop Steward, are expected to implement a 
training program for the Shop Stewards. The Union office is expected to call upon the Senior 
Shop Stewards whenever possible to be involved in the Alternate Dispute Resolution 
process. The Senior Shop Stewards are expected to meet and communicate with each other 
so that they have a better understanding of what is happening in other collective bargaining 
units. If appropriate, Senior Shop Stewards relieve the Contractual Unit Representative in 
their duties and functions. 
 
The Senior Shop Steward participants voluntarily brought their names forward or were 
suggested by Shop Stewards for appointments. 
 
The achievements of the Senior Shop Steward program tells a story of vision for the Union. 
As with any organization there have to be leaders, organizers, workhorses and helpers and 
C.S.U. 52 needs all of us, with our different skills and talents to address the many issues and 
needs of the members. 
 
Zonia Wuschenny 
Chief Shop Steward 
 
Please refer to your Shop Steward Minutes for a current list of Senior Shop Stewards.  The 
breakdown for each Contractual Unit is as follows: 
 

• City of Edmonton –   8 Positions 
• EPCOR -    3 Positions 
• Edmonton Public Library -  2 Positions 
• TELUS World of Science -  1 Position 
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(b) Senior Shop Stewards Committee 

 
(i) Shall consist of all Senior Shop Stewards of C.S.U. 52 and the Chief Shop Steward 
(ii) The Senior Shop Stewards shall be elected by all the Shop Stewards in the Contractual Unit 

provided the members represented total four hundred (400).  In the event there are less than 
four hundred (400) members in the Contractual Unit, the Senior Shop Steward shall 
represent 100% of those members. 

(iii) Requirements 
 1. must be a full-time or part-time permanent employee 
 2. must have attended six (6) General and six (6) Shop Steward Meetings in the last 

 twelve (12) months 
(iv) The Senior Shop Stewards shall: 
 1. assist the Chief Shop Steward and the Contractual Unit Representatives 
 2. assist the Shop Stewards and Mailout Representatives to perform their duties as 

 outlined in Bylaw Articles 3.04 and 3.05 
 3. familiarize themselves with the Shop Stewards and Mailout  Representatives in their 

 Contractual Unit 
 4. communicate regularly with other Senior Shop Stewards and the Chief Shop  Steward 
 5. be available to participate in the Alternate Dispute Resolution Process 
 6. meet or communicate with other Senior Shop Stewards in their Contractual Units 
 7. meet with the Chief Shop Steward and other Senior Shop Stewards on a regular 

 basis 
 8. be familiar with their respective Collective Agreements 
 9. maintain a working relationship with the Union office staff and all parties involved 
(v) The Senior Shop Stewards are to be elected by mail in ballot, by all the Shop Stewards in 

their Contractual Unit. 
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TERMS OF REFERENCE - SENIOR SHOP STEWARDS COMMITTEE 
 
PURPOSE: 

1. The purpose of the Senior Shop Steward is to assist the Chief Shop Steward and the Unit 
Representative. 

 
OBJECTIVES: 

1. To be a liaison between other Shop Stewards and Mailout Representatives in your Contractual 
Unit and the Chief Shop Steward. 

2. To promote interest in the Union and encourage Members/Mailout Representatives to become 
Shop Stewards. 

 
RESPONSIBILITIES: 

1. The Chairperson shall submit the meeting attendance records to the Financial Administrator by 
December 1st. 

2. The Committee meeting minutes shall be submitted to the C.S.U. 52 office on a monthly basis or 
as frequently as the meetings occur. 

3. The Committee budget shall be presented to the Union Treasurer by the 1st of November.  For 
additional Committee funding, requests must be submitted to the Executive Board for approval. 

4. The Chairperson shall submit a report to the Shop Steward Assembly with a copy to the Executive 
Board on a monthly basis, or as frequently as meetings occur. 

5. Changes to the Terms of Reference shall be submitted to the Policy & Procedure Committee for 
review.  The Policy & Procedure Committee shall forward the Terms of Reference to the 
Executive Board for approval. 

6. To assist the Shop Stewards and Mailout Representatives with the membership list in their work 
location. 

7. To work closely with the Chief Shop Steward and the Contractual Unit Representative. 
8. If appropriate, to relieve the Contractual Unit Representative in the Representative’s duties and 

functions. 
9. To attend or arrange for an alternate to attend all General, Special and Shop Steward meetings. 
10. To meet or communicate with other Senior Shop Stewards and the Contractual Unit 

Representative on a regular basis in your Contractual Unit. 
11. To meet with other Senior Shop Stewards and Chief Shop Steward on a regular basis. 
12. To familiarize yourselves with the Shop Stewards and Mailout Representatives in your 

Contractual Unit. 
13. To keep the Sergeant-at-Arms informed of all new and retiring Shop Stewards and Mailout 

Representatives. 
 

BOUNDARY POLICY: 

1. The Chief Shop Steward shall have the authority to appoint Senior Shop Stewards to 
unrepresented areas. 

2. No Executive Board Members shall be appointed as a Senior Shop Steward. 
 

MEMBERS & TERMS OF OFFICE: 

1. Should have a minimum of two (2) years experience as a Shop Steward. 
2. Must be a full-time, permanent employee. 
3. The number of Senior Shop Stewards will vary within each Contractual Unit.  The Chief Shop 

Steward can review this number. 
4. Must have attended or received credit for a minimum of six (6) General and six (6) Shop Steward 

meetings in the last twelve (12) months. 
5. Term - two (2) years. 
 
REMUNERATION: 

• The Senior Shop Steward will receive remuneration. 
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GENERAL/MISCELLANEOUS INFORMATION FOR SHOP STEWARDS 

 
Eligibility 

 
Anyone is eligible to become a Shop Steward as long as they are a C.S.U. 52 member. It does 
not matter what level they work at. They can work part-time or full-time. The staff member 
must have passed the probation period. It does not matter how little experience one may 
have, it is a position where you learn on the job. 
 
Shop Steward or Mailout Representative in the Same Location 

 
There can only be either a Shop Steward or a Mailout Representative in one work location.  
A Shop Steward has priority over a Mailout Representative. 
 
Alternative Shop Steward or Mailout Representative 

 
Current Shop Stewards and Mailout Representatives should always ask for an alternate 
contact person to distribute Union information if they are on vacation or away from their 
work area for longer than a few days. The alternate does not have to assume the full roles of 
the Shop Steward. 
 
Term in Office 

 
Shop Stewards are elected for a two-year term.  
 
Election Procedures 

 
Shop Stewards are elected in November of odd years, which means the next election will be 
in 2009. A nomination sheet is sent out in October to the current Shop Steward or Mailout 
Representative and has to be posted. If there is more than one nominee, there has to be an 
election. The position starts on December 1st. 
 
Positions Left Vacant 

 
If a Shop Steward or Mailout Representative resigns from the department/work location or 
transfers to another department, or resigns from their Union position, then anyone who is 
interested can apply for that position. If there are a few C.S.U. 52 members interested there 
will be a vote or a staff member can temporarily take over the position until the next official 
election. There should always be a Shop Steward or Mailout Representative in every area of 
the Contractual Unit. 
 
Union Meetings Time & Location 

 
There are two Union meetings held twice a month. The General meeting is held on the first 
Tuesday of each month and the Shop Steward’s meeting is held on the third Tuesday of each 
month, excluding July & August. The meetings are held at the Norwood Legion on 82 Street 
and 111 Ave. They start at 5:30 p.m. and usually last for 1 ½ to 2 hours, depending on the 
business discussed. 



__________________________________________________________________________ 
Page 31  C.S.U. 52 Shop Stewards’ Manual June 2008 

Attendance at Union Meetings 

 

It is the responsibility of all Shop Stewards to attend as many Union meetings as possible. If 
a Shop Steward is unable to attend any meetings, they should become a Mailout 
Representative or look for a replacement. 
 

Minutes for Union Meetings 

 

Shop Stewards are expected to bring their copies of their minutes to all Union meetings. If 
they need another set of minutes they can always phone the Union office for another set to be 
sent to them. 
 
Shop-Steward Temporarily Working in Another Area 

 

There is not really a provision for this in the C.S.U. 52 Constitution & Bylaws. It is up to the 
workplace affected. If a Shop Steward is only going to work in another area for 
approximately three months, then the Shop Steward can ask another staff member to open the 
Union mail and keep the Shop Steward appraised of any problems in their area. If the Shop 
Steward is going to be away for longer than 3 months, then the staff might want to elect 
another Shop Steward. 
 
Membership Information Forms 

 

When you have a new member in your workplace, you should either give them a member 
information sheet to fill out or ask the Union office to send them one. The Union would like 
this information about each member:  

a) in case they have to get in touch with them if we are on strike 
b) to send out fruit/flower baskets for bereavement, birth or illness 
c) so members are on LTD or STD they can be notified of upcoming events 
d) so if our Union is raided by another Union, we can send out correspondence 

through the mail 
e) because the Human Resources departments are no longer allowed to give out 

any personal information about workers because of the F.O.I.P. Act. 
 
Membership Card Application 

 

Always ask new members if they want to receive a Union membership card, there is no 
charge for membership cards.  You should always have some oath cards handy or they are 
available from the Union office. If a membership card is lost, contact the Union office for a 
replacement card.  Ask a member only a couple of times about getting a Union membership 
card, if they do not want a card, do not harass them. 
 
Membership Updates 

 

It is the Shop Steward’s responsibility to keep the Senior Shop Stewards and the Union office 
informed of any changes in the membership in their area. 
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Assistance List – Who Do You Call? 

 
There seems to be some confusion regarding the roles and responsibilities of the Contractual 
Unit Representative, Senior Shop Steward, Shop Steward and the C.S.U. 52 Office Staff. 
This chart may be able to eliminate any confusion. 
 

TOPICS 

 

UNION 

OFFICE 

(780) 448-

8900 

Toll Free 

1-888-578-

4043 

CONTRACTUAL 

UNIT 

REPRESENTATIVE 

 

SENIOR 

SHOP 

STEWARD 

 

BUSINESS 

AGENTS 

Michelle Strong 

Audrey Tosh 

Amber Andersen 

Kyle Smith 

(780) 448-8900 

YOUR SHOP 

STEWARD 

Membership cards 
 

X  X  X 

Membership changes 
(home address/work 
location) 
 

X  X  X 

New Shop Stewards 
or Mailout 
Representatives 
 

X  X   

Benefits 
 

   X  

Classification/ 
Reclassification 

   Audrey Tosh   

Collective Agreement 
Issues 

   X  

General Inquiries X X 

 
X  X 

Grievances 
 

 X  X X 

Discipline problems 
with management 
 

 X  X  

Flowers/fruit baskets 
for staff on sick 
leave, bereavement or 
birth of baby 
 

X  X  X 

Negotiation issues 
 

 X  X  

Roles and 
responsibilities of the 
Shop Stewards and 
Mailout 
Representatives 
 

  X 

Chief 

Shop 

Steward 

X  
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TOPICS 

 

UNION 

OFFICE 

(780) 448-

8900 

Toll Free 

1-888-578-

4043 

CONTRACTUAL 

UNIT 

REPRESENTATIVE 

 

SENIOR 

SHOP 

STEWARD 

 

BUSINESS 

AGENTS 

Michelle Strong 

Audrey Tosh 

Amber Andersen 

Kyle Smith 

(780) 448-8900 

YOUR SHOP 

STEWARD 

Members Assistance 
 

Members & 
Community 

Support 
Committee 
479-3835 

    

Bursaries/ 
Reimbursements/ 
Inquiries 
 

Members & 
Community 

Support 
Committee 
479-3835 

    

Health and safety 
matters  

Health & 
Safety 
Committees 
of each unit 

X  X  
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MAILOUT REPRESENTATIVES 

 

Duties 

 

The Mailout Representative shall: 
 

(a) distribute and post all written literature received from the Union office 
(b) notify the Union office in writing, of changes to personnel within the Mailout 

Representative’s jurisdiction 
 
Honorarium 

 

Mailout Representatives are compensated at $10.00 per month, 
(maximum = $120.00 per year). 
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COLLECTIVE AGREEMENTS 

 
Unions fight for written contracts to specify the working conditions, wages and benefits and 
as the symbol of the acceptance of the Union as the bargaining agent for workers. 
 
The collective agreement is a set of rules that says, “This is the way things should be.”  Like 
traffic laws, the agreement is not always followed. The collective agreement does not enforce 
itself. It requires people to make sure that it is followed and to take the proper steps when it is 
not followed. 
 
It is important to remember that contracts are not copied out of some textbook and signed 
after a casual reading. They are hammered out by representatives of the employer and the 
Union committee, usually after weeks, months or even years of negotiations. The elected 
negotiation committee doing the fighting is helped by Union staff experts who know how to 
negotiate and know current bargaining trends. The collective agreement is a compromised 
agreement between the employer and the Union. The stronger party during negotiations tries 
to make the contract as specifically favourable to its interest as it can. The other side hopes to 
make favourable inroads with general and limiting language. 
 
Many bitter disputes and strikes have been fought to force employers to sign contracts. After 
the contract is signed, it is only a piece of paper – unless the members make it effective. 
 
There are no unimportant clauses in the contract. If you disregard one clause, let the 
employer break it at will, you will have a much tougher job trying to enforce the sections you 
want enforced. 
 
This is where the Shop Steward comes in. It is your job to watch for violations of the 
collective agreement and to speak on behalf of workers who are affected by those violations. 
If you do not enforce the provisions of the contract, then it is worthless. The means by which 
you enforce your collective agreement is called the grievance procedures. Enforcing the 
contract provisions through the grievance procedure is important because the rights and 
interests of the Union members are protected and guaranteed. Grievances grow out of 
problems, dissatisfaction, complaints and hopes of the membership. 
 
Please visit the C.S.U. 52 website at www.csu52.org to view all four (4) Contractual Unit 
Collective Agreements. 
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BASIC PARLIAMENTARY PROCEDURE INFORMATION 

 
 

Basic Definitions: 

 

Constitution and Bylaws: The basic regulations governing the organization.  The 
Constitution identifies the name of the organization, establishes its purposes or “objects”, 
defines who can be a member and identifies who its officers are and their term of office.  The 
Bylaws provide more detail with respect to dues and fees, duties of officers, election 
procedures, meetings, and discipline.  These documents also contain demanding provisions 
for their amendment (e.g., only at certain meetings, require notice, 2/3 majority required). 
 
Standing Rules:  These are the regulations that relate of the details of the administration of 
the organization and its meetings.  An example of a standing rule for C.S.U. 52 are the 
various committee terms of reference.  Standing rules can be amended readily without notice 
and by a simple majority. 
 
Quorum: This is the minimum number of members required to be present to transact 
business and make decisions.  It is defined in Bylaw 4.05  as 30 members for general 
meetings and a majority for committees. 
 
Presiding Officer:  This is the person or leader who conducts the meeting and is responsible 
for seeing that the rules (both the Bylaws and the Standing Rules) are observed.  Who can be 
the presiding officer (or “chair”) is defined in Bylaw 9.01 as firstly, the President; secondly, 
the Vice-Presidents; and thirdly, a President pro tem (i.e., someone elected for the purpose of 
that meeting only). 
 
Parliamentary Authority:  This is the set of rules that the organization operates under to 
facilitate the conduct of business and is defined in Bylaw 9.29 as Bourinot’s Rules of Order.  
If there is a discrepancy between the Bylaws and Bourinot’s, the Bylaws take precedence.  
All parliamentary authorities respect the fundamental principles of a democracy - justice and 
courtesy for all, the majority rules; the minority is heard and is protected from arbitrary 
action; and discussion is limited to one issue at a time. 
 
Parliamentarian:  This is the person who advises the President, the officers and the 
members on matters of parliamentary procedure.  The role during the meeting is strictly 
advisory  and consultative as only the presiding officer has the right to make rulings. 
 
Motion: The Main Motion is a formal proposal made during a meeting that an action be 
taken.  There are six steps to making a decision on a main motion: 

1. A member rises, and after being recognized by the chair, states the proposal 
beginning with the words “I move that …….” 

2. The motion is seconded by another  member. 
3. The chair states the motion, thereby transferring ownership of the motion to the 

assembly.  Before doing so, if necessary, the chair may consult the mover to 
ensure that the wording is as clear, complete, and concise as possible. 

4. Discussion or debate ensues with the mover having the privilege to speak first.  
Amendments may be proposed and decided upon during debate.  When proposing 
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an amendment, it is best if you use the phrase “I move an amendment to (i) delete 
the following words …. (ii) insert the following words….. or (iii) substitute the 
following words…for…..” 

5. Put the question to the vote, asking first for the affirmative vote and then for the 
negative vote.  The negative vote must always be asked for even if the affirmative 
vote appears to be unanimous. 

6. Announce the results and  direct any follow-up action that is necessary. 
There are other types of motions as well (see attached table).  Subsidiary Motions affect the 
substance of the main motion and will either dispose of the proposed action, delay taking 
action on it or amend it.  Privileged Motions deal with matters of immediate urgency and 
Incidental Motions deal with the process being used.  In order to adhere to the parliamentary 
principle of discussing only one thing at a time, there is an order of precedence among these 
various motions to facilitate the efficient conduct of a meeting. 
 
Reports:  An Executive Board Member or the chair (or a member) of a committee  often 
presents a report to the assembly.  They do this by either rendering the report orally or 
reading it if it is written.  When the assembly hears the report, it receives the report.  Most 
reports are of a routine nature and should be received merely for information.  In some 
instances (e.g., audit reports, Trustee’s Report), the assembly may have reason to adopt or 
accept the entire report by motion.  An affirmative vote on such a motion has the effect of an 
assembly endorsing every word of the report and accepting responsibility for any actions 
taken - including the indicated facts, reasoning and expenditure of funds.  Adoption of a 
report is seldom wise except where it is to be published in the name of the whole 
organization. 
 
Unanimous Consent: It is acceptable in cases where there seems to be no opposition in 
routine business or on questions of little importance to use the procedure of general or 
unanimous consent.  Examples, would include adoption of agenda, adoption of minutes, 
adjournment, minor (friendly) amendments to motions involving corrections of grammar or 
spelling, mover requesting permission to withdraw a motion, etc.  This is done by the Chair 
stating “If there is no objection to ….”.  After a suitable pause, the Chair announces “Since 
there is no objection, …..”.  In the event that opposition is raised, then the Chair would 
indicate that a motion is required to resolve the issue. 
 
 

Compiled by 
R.  Lanny Coulson 

C.S.U. 52 Parliamentarian 
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CHART OF MOST COMMONLY ENCOUNTERED MOTIONS 

 
 Type of 

Motion 
Interrupt 
Speaker 

Require 
Second 

Amendable Debatable Required 
Vote 

Purpose 

1. Adjourn Privileged No Yes  No No Majority to close the 
meeting 
 

2. Recess Privileged No Yes Yes No Majority to interrupt the 
meeting 
 

3. Raise a 
question of 
privilege 

Privileged Yes No No No --------- to request a 
personal privilege 

4. Call for 
orders of the 
day 

Privileged Yes No No No ---------- to require 
adherence to the 
agenda 
 

5. Lay on the 
Table 

Subsidiary No Yes No No 2/3 to interrupt 
business for some 
urgent reason 
 

6. Close 
Debate 
(Previous 
Question) 

Subsidiary No Yes No No 2/3 to end debate 
immediately 
 

7. Limit 
Debate 

Subsidiary No  Yes Yes No 2/3 to limit the length 
of debate and/or 
the number of 
participants 
 

8. Postpone Subsidiary No Yes Yes Yes Majority to deter 
discussion to 
another specified 
time 
 

9. Refer to 
Committee 

Subsidiary No Yes Yes Yes Majority to send to a 
committee for 
further study 
 

10. Amend a 
Motion 

Subsidiary No Yes Yes Yes Majority to change the 
wording  of a 
motion 
 

11. Postpone 
Indefinitely 

Subsidiary No Yes Yes Yes Majority  to avoid a direct 
vote on a motion 
 

12 Main 
Motion 

Main No Yes Yes Yes Majority to introduce new 
business 
 

13. Point of 
Order 

Incidental Yes No No No --------- to require 
adherence to the 
rules 
 

14. Point of 
Information 

Incidental No No No No ---------- obtain answers to 
questions or seek 
information 
 

15. Appeal Incidental Yes Yes  No No Majority to challenge a 
ruling of the Chair 
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CHART OF MOST COMMONLY ENCOUNTERED MOTIONS 
 

 Type of 
Motion 

Interrupt 
Speaker 

Require 
Second 

Amendable Debatable Required 
Vote 

Purpose 

16. Suspend 
the Rules 

Incidental No Yes No No 2/3 to temporarily set 
aside the standing 
rules (not the 
Bylaws) 
 

17. Rescind Main No Yes No Yes 2/3 to nullify a motion 
previously passed 
 

18. 
Reconsider 

Main No Yes No Yes Majority to bring back a 
motion for further 
debate 
 

19. Amend 
the Bylaws 

Main No Yes Yes Yes 2/3 to amend the 
bylaws per Article 
8.01 
 

20 Amend an 
Executive 
Motion 

Main No Yes Yes Yes 3/5 to amend an 
executive motion 
per Article 8.02 
 

        

In order of precedence through #12; Incidental Motions are in order if a situation exists in which they can be introduced. 

        

 
 
 
 
 
 
 
 
 
 
 
 

Compiled by: 
R. Lanny Coulson 

C.S.U. 52 Parliamentarian 
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Parliamentary Quiz for Members of C.S.U. 52 
 

How Much Do You Know About The Conduct Of A Union Meeting? 
 

Parliamentary procedure has two primary purposes.  Firstly, it makes it possible to 
determine and execute the will of the members.  Secondly, it saves time by providing 
an orderly and expeditious manner of transacting business. 
 
It is not necessary that every person be an expert on the details of procedure, but a 
general knowledge is most desirable so that everyone can participate effectively in 
meetings and protect his or her interests.  At some point in time, you may also be 
called upon to chair a committee or hold an executive position.  It is important, 
therefore, that you be prepared to save time and expedite the business by 
observance of the rules commonly followed. 
 
Check up on your knowledge of parliamentary procedure by completing the following 
quiz.  Seek to know the “why” as well as the “how” for every point. 
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1. Parliamentary procedure is based on fundamental principles.  Choose three 

fundamental principles from the following list. 
    
 (a) _____ All voting must be by secret ballot. 
 (b) __X__ Justice and courtesy for all. 
 (c) _____ Every motion must be seconded. 
 (d) __X__ The majority rules. 
 (e) __X__ The minority has the right to be heard. 
    
2. Match the class of membership (as defined in Article 3 of the Constitution) 

with its description: 
    
 (a) Active (1)  May be conferred upon any Union member who has 

made outstanding contribution to the Union. 
 (b) Honorary (2)  Must be offered to new Union office staff. 
 (c) Honorary 

Life 
(3)  A person on whose behalf the Union bargains, who 

has paid the initiation fee and pays dues. 
 (d) Associate (4)  May be conferred upon any person who has made 

outstanding contribution to the Union. 
    
3. The standard agenda for a regular meeting (as required by Article 4.02 of 

the Bylaws) consists of 10 items, listed below.  Match the items with their 
definition. 

    
 (1) Call to order (a) Updates from officers and committees. (7) 
 (2) Welcome to all 

members present 
(b) Identification of errors or omissions in the record of 
proceedings of the previous meeting. (4) 

 (3) Additions or 
corrections to the 
agenda 

(c) Important mail that has either been received by the 
organization or sent out on behalf of the organization. 
(6) 

 (4) Consideration of 
the minutes 

(d) Formal start of the meeting by the chair after 
determining (informally) that a quorum is present. (1) 

 (5) Business arising (e) Adoption of the order of business for the meeting. 
(3) 

 (6) Correspondence (f) Introduction of new motions. (8) 
 (7) Reports (g) Opening ceremonies; identification of guests and 

their participation privileges. (2) 
 (8) New business (h) Announcements. (9) 
 (9) Good and welfare (i) Formal ending of the meeting. (10) 
 (10) Adjournment (j) Special Orders. (5) 
    
4. A quorum at any General or Special Meeting of the Union (as defined in 

Article 4.05 of the Bylaws) consists of: (Choose one) 
    
 (a) _____ 5% of active members 
 (b) _____ 50% of Executive Board 
 (c) __X__ 30 active members 
 (d) _____

_____ 
50 active members 
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5. An item of new business is dealt with by following six steps as listed 
randomly below.  Mark them 1 to 6 in the proper order. 

    
 (a) ___3_ The chair states the motion. 
 (b) ___2_ Another member seconds the motion. 
 (c) ___1_ A member rises, is recognized by the chair and proposes a 

motion. 
 (d) ___5_ The vote is called for by the chair. 
 (e) ___6_ The chair announces the result of the vote. 
 (f) ___4_ The assembly discusses the motion. 
    
6. Can an amendment to a motion be made in any of the following forms? 
    
 (a) __YES Strike out a word or words. 
 (b) __YES Insert words or add words at the end of the motion. 
 (c) __YES Delete words and insert others. 
 (d) __NO Restate the entire motion. 
    
7. A vacancy may occur on the Executive Board, Shop Stewards Assembly or 

Committees through death, resignation, suspension or other cause.  Match 
the means of filling the vacancy with the position.  

    
 (a) President (1) By election of the Members in that section or 

department (e) 
 (b) Board of 

Trustees 
(2) By the Shop Stewards in that Contractual Unit by 

mail-in ballot (f) 
 (c) Standing 

Committees 
(3) By election of the Members at a General Meeting 

(b) or (c) 
 (d) Chief Shop 

Steward 
(4) By election of the Members at a General Meeting 

(b) or (c) 
 (e) Shop 

Steward 
(5) By election of Shop Stewards at a Shop Stewards 

Assembly meeting (d) 
 (f) Senior Shop 

Steward 
(6) By the First Vice-President (a) 

    
8. Match the type of meeting (as defined in Article 4 of the Bylaws) with its 

description: 
    
 (a) General (1) 

 
A separate meeting of the Union, requested by any 5 
Active Members, to consider only those items of 
business specified in the notice for the meeting. (b) 

 (b) Special (2) A separate meeting of the Union, called by the 
President, to consider only those items of business 
specified in the notice for the meeting. (d) 

 (c) Annual (3) 
 

A regular periodic meeting of the Union, usually the 
first Tuesday of each month. (a) 

 (d) Emergency (4) A specially designated general meeting to conduct 
items specified by the Bylaws be done once a year. 
(c) 
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9. In conducting the business of the organization, the chair is guided by a 
number of ruling documents and authorities, listed randomly below.  Mark 
them in their order of precedence, with #1 being the highest. 

     
 (a) __5__ The Parliamentary Authority 
 (b) __7__ Direction of the Members 
 (c) __2__ The Constitution of the Union 
 (d) __4__ The Union’s Policies and Procedures 
 (e) __3__ The Bylaws of the Union 
 (f) __1__ The Laws of Canada and Alberta 
 (g) __6__ Tradition 
     
10. The parliamentary authority for the Union (as defined in Article 10.29 of the 

Bylaws) is: (Choose one) 
    
 (a) _____ Beauchesne’s Rules of Order 
 (b) _____ Robert’s Rules of Order 
 (c) __X__ Bourinot’s Rules of Order 
 (d) _____ The Union Constitution and Bylaws 
    
11. Answer the following true or false. 
    
 (a)  __T__ The Constitution and Bylaws of the Union can only be amended at 

the October general meetings but notice of a proposed 
amendment can be given at any time (Bylaws Article 9.01(a)). 

 (b)  __F__ Ex Officio  (e.g., the President) members of committees are 
considered when determining quorum. 

 (c) __T__ The President has a second vote to break any tied votes of 
motions (Bylaws Article 10.16). 

 (d) __F__ The President has a second vote to break any tied votes of 
elections (Bylaws Article 5.09). 

 (e) __F__ An Executive Board decision can be overturned by a 3/5 majority 
vote at the next general meeting (Bylaws Article 9.02(c)). 

 (f) __T__ The membership can direct the Executive Board to reconsider one 
of its decisions by a simple majority vote at the next general 
meeting (Bylaws Article 9.02(d)). 

 
 
Q.1,2,4-11: SCORE TWO POINTS FOR EACH CORRECT ANSWER  
Q.3: SCORE ONE POINT FOR EACH CORRECT ANSWER 
          MAXIMUM 100 POINTS 
    
    
   Prepared by R. Lanny Coulson, April 2002 
   Revised January 2005, January 2006, February 2007 
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ALTERNATE DISPUTE RESOLUTION 

 

An alternate dispute resolution process has been adopted in each of C.S.U. 52’s four 
bargaining units.  This new process involves two internal steps:  a Consultation Stage and a 
Formal Review Stage.  The interest-based approach to problem solving is encouraged at both 
of these stages.  This approach means that the parties will be encouraged to determine exactly 
what the issue or problem is, explore interests (or needs), generate as many options as 
possible, and then attempt to reach a resolution that meets as many of the interests of both 
parties as possible.  If unresolved at either of these two levels, the issue may still be advanced 
to the Arbitration Stage.  These stages replace the three-step grievance process in our 
collective agreements. 
 
The new process was designed to be open, respectful and fair, and to minimize the costs of 
all parties involved in resolving disputes.  It does not expect either party to “give in” to the 
other side and it does not guarantee an agreement in all cases on all issues.  It does encourage 
problem solving at the front line level – by the parties directly affected and within the 
Department in which the dispute arises.  The new process also calls for a new role for the 
H.R. generalist and the Union representative, particularly at the Consultation Stage.  These 
two individuals will take the lead towards facilitating a resolve using the interest-based 
approach rather than coming into a traditional grievance hearing armed with the “position’ of 
management or the employee. 
 

C.S.U. 52 Business Agents 
 
INTEREST BASED PROBLEM SOLVING 

 

In conjunction with the adoption of alternate dispute resolution processes, an interest based 
approach to problem solving has been introduced.  This approach is intended to deal with 
issues and interests as opposed to positions.  The underlying principle is for the process to 
result in a win-win situation where all parties involved can come to a mutually agreeable 
resolution as opposed to one party being the “winner” with the other party feeling they are 
the “loser”.  Whereas “positions” are specific proposals or solutions designed to satisfy 
interests and can be satisfied in only one way, “interests” are the underlying needs which 
must be addressed and may be able to be satisfied in more than one way.  The approach helps 
to build collaborative relationships between the parties in order to more effectively solve 
problems, resolve conflicts or negotiate collective agreements.  The outcome of this 
successful collaboration is an agreement to work together and produce results that are valued 
by all the parties involved. 
 
 
C.S.U. 52 Business Agents 
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GRIEVANCES/COMPLAINTS 

 

 

C.S.U. 52 employs Business Agents to deal with the day to day administration of the 
collective agreements.  The Business Agents deal with all grievances and collective 
agreement concerns and violations.   They reinforce appropriate interpretation of contract 
provisions through the dispute resolution process so that the rights and interests of all Union 
members are pursued in a consistent and uniform manner.  The Business Agents are the 
professional staff of the Union hired for their expertise and knowledge of labour relations and 
the administration of collective agreements. 
 
One of the roles of the Shop Stewards is to watch for violations of the collective agreement, 
and inform the Business Agents of perceived infractions so that their advice can be given on 
the most appropriate course of action.  If a member brings a concern to a Shop Steward, the 
Business Agents are also available to provide advice and direction on how to most 
appropriately deal with the situation. 
 
Shop Stewards are duly elected representatives of the Union.  Caution must be exercised if 
Shop Stewards provide advice to members.  Where such advice is incorrect or inaccurate it 
may damage or prejudice the employee’s position in the workplace.  This includes timelines 
for filing grievances, as a critical example, where a failure to properly comply with the 
agreement would end the employee’s ability to grieve.   Shop Stewards giving incorrect or 
inaccurate advice may find themselves, as well as the Union, in front of the Labour Relations 
Board, responding to allegations of a breach of the Duty of Fair Representation.  Shop 
Stewards giving advice and information should, therefore, ensure that the advice they give is 
accurate and in accordance with the interests of the Union.  The Business Agents can give 
consistent advice and guidance to the Shop Stewards that is based on their knowledge of all 
the collective agreements in all the contractual units. 
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MEETINGS 

 

The GENERAL MEMBERSHIP meeting is held on the first Tuesday of each month 
(excluding July and August). 
 
The EXECUTIVE BOARD COMMITTEE meeting is held on the second Tuesday of each 
month. 
 
The SHOP STEWARDS ASSEMBLY meeting is held on the third Tuesday of each month 
(excluding July and August). 
 
 
The GENERAL MEMBERSHIP and SHOP STEWARDS meetings are held at 5:30 p.m. at 
the Norwood Legion, 11150 82 Street.  The EXECUTIVE BOARD COMMITTEE meetings 
are held at the Union office at 11305 95 Street. 
 
Calgary Contact Centre GENERAL MEMBERSHIP meetings are held on a Thursday on an 
as-required basis.  Calgary EPCOR members will be notified in advance by their Contractual 
Unit Representative of the date, time and location. 
 

• All card carrying C.S.U. 52 members may attend and vote at the General Membership 
meeting. 

 
• All other Committee meetings including the Executive Board Meeting, members may 

attend but must first notify and receive permission from the presiding Chair prior to 
attending a committee meeting.  Members and Guests cannot vote on matters while 
attending these meetings 
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ROLES OF THE EXECUTIVE BOARD 
 
President’s Duties and Functions 

The President presides at meetings of the Union and of the Executive Board.  The President 
is an Ex-Officio of all Committees.  The President transacts such business as may pertain to 
the President’s office, and which may be necessary for the proper functioning of the Union. 
 

• Is responsible for all day-to-day operations of the Union Office. 
• Meets and deals with City Council and Senior Management of each organization. 
• Meets with provincial politicians and other Union Executives. 
• Meets with Shop Stewards, the Membership, Executive Board and Office Staff. 
• Represents C.S.U. 52 at the Coalition of Edmonton Civic Unions Executive Board. 
• Elected in even years – 2 year term. 

 
1
st
 Vice President 

In the President’s absence, or should the President’s position become vacant, the 1st Vice 
President becomes President for the duration of that term of office or until the next General 
Election. 
 
The 1st Vice President performs other duties on behalf of the Union which currently include, 
but are not limited to the following: 
 

• Authorized to sign cheques on behalf of the Union in the event that the President 
and/or Treasurer is unable to sign the cheques. 

• Chairs Sub-Committees of the Executive Board. 
• Elected in odd years – 2 year term. 

 

2
nd
 Vice President 

• Assumes duties of President in the absence of 1st Vice President. 
• Assumes duties of 1st Vice President in the absence of 1st Vice President. 
• Assists the 1st Vice President in his/her duties. 
• Presides at meetings at the request of the President. 
• Works on and assists the Executive Board with special projects. 
• Chairs Sub-Committees of the Executive Board. 
• Elected in even years – 2 year term. 

 

Treasurer 

• Authorized to sign cheques on behalf of the Union. 
• Responsible for keeping all financial accounts of the Union and for maintaining 

correct and proper accounts of all its members. 
• Prepares annual budget with the Financial Administrator for approval by the 

Executive Board and General Membership. 
• Ensures budget is followed.  If additional funds are required, proposes changes to the 

Executive Board and General Membership for approval. 
• Chairs Sub-Committees of the Executive Board. 
• Recommends honorariums and expenses for the Union. 
• Elected in odd years – 2 year term. 
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Recording Secretary 

• Responsible for recording, compiling and forwarding of all Executive Board and 
General Membership minutes to the Union office for distribution. 

• Elected in even years – 2 year term. 
 
Trustee (3) 

• Authorized to initial cheques on behalf of the Union. 
• Ensure the funds of C.S.U. 52 are managed in the best interests of the membership. 
• Review all cheques and disbursements. 
• Audit the Union financial accounts monthly and report the results of the audit to both 

the Executive Board and the membership. 
• Recommend honorariums for the Union. 
• 2 elected in odd years and 1 elected in even years – 2 year term. 

 
Chief Shop Steward 

• Chairs Shop Steward Meetings and Senior Shop Steward Meetings. 
• Chairs Sub-Committee of the Executive Board. 
• May call Special Shop Steward Meetings and Senior Shop Steward Meetings. 
• Responsible for education and training programs for Shop Stewards. 
• May appoint Senior Shop Stewards to unrepresented areas. 
• Elected at the Shop Stewards’ November Meeting in odd years - 2 year term. 

 

Contractual Unit Representatives 

1. City of Edmonton 
2. EPCOR – Edmonton and Calgary 
3. Edmonton Public Library 
4. TELUS World of Science-Edmonton 
 

• Each Contractual Unit Representative chairs the Negotiating Committee in their 
 respective units. 
• Elected in odd years - 2 year term. 
• Provide members, Shop Stewards and Senior Shop Steward(s) with advice, counsel 

and direction. 
• Keep the membership informed with regular updates regarding relevant issues arising 

from all Union and Management meetings. 
 
City of Edmonton Contractual Unit  

The City of Edmonton Contractual Unit Representative is the largest contractual unit within 
C.S.U. 52 with approximately 3,000 members. This number fluctuates somewhat during the 
summer season. 

 
The City of Edmonton Contractual Unit Representative is a member of the Executive Board, 
representing the interest of the members of their unit. Attends meetings or is on committees 
related to the Contractual Unit.  May attend discipline or other grievance hearings when 
called upon. 
Works with the Chief Shop Steward on issues that need to be addressed. Works with the 
Business Agents in interpreting and administering the collective agreement.  Co-ordinates 
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and works with the Negotiation Team to achieve a fair and equitable contract for their 
contractual unit members.  Aids members with advice, counsel and direction when required. 
Keeps the membership informed on major issues that can or will affect them.  Keeps the 
President of the Union informed on any issues that may have an impact to the Union and it’s 
membership. 
Other duties as required. 
 
Edmonton Public Library Unit 

The Edmonton Public Library has approximately 500 members.  It has sixteen (16) Branches: 
Stanley A. Milner, Penny McKee, Abbottsfield, Calder, Capilano, Castle Downs, Highlands, 
Idylwylde, Jasper Place, Lessard, Londonderry, Mill Woods, Riverbend, Sprucewood, 
Strathcona, Whitemud Crossing and Woodcroft Library. 
 
As of January 2008, there are eighteen (18) Shop Stewards, seven (7) Mailout 
Representatives and two (2) Senior Shop Steward. 
 
EPCOR, Edmonton & Calgary Bargaining Units 

EPCOR is one of Canada’s top providers of energy and energy-related services and 
products.  EPCOR owns and operates power plants, electrical transmission and distribution 
networks, builds and operates water and wastewater treatment facilities and infrastructure 
and provides power, water and natural gas to its expanding customer base. With over $4 
billion in assets and a customer base of 1.6 million, EPCOR is headquartered in Edmonton, 
Alberta and has operations throughout Alberta, British Columbia, Manitoba, Ontario and the 
U.S. Pacific Northwest.  More information about EPCOR can be found on our Website at 
www.epcor.ca 
 
EPCOR currently employs 2,141 staff of which approximately 900 are C.S.U. 52 members 
(numbers current January 2008). There are fourteen (14) Shop Stewards and twenty-nine (29) 
Mailout Representatives. Also three (3) Senior Shop Stewards are in place. An elected 
Contractual Unit Representative sits on the Union Executive Board to deal with global Union 
issues as well as EPCOR issues. 
 
TELUS World of Science-Edmonton 

TELUS World of Science-Edmonton is a non-profit organization operated by the Edmonton 
Space & Science Foundation.  Our mission is to inspire and motivate people to learn about, 
and contribute to, science and technology advances that strengthen themselves, their families, 
and their community.   
  
TELUS World of Science-Edmonton and C.S.U. 52 has been negotiating TELUS World of 
Science-Edmonton contract directly with the Foundation since January 1, 1984.  Currently, 
as of January 2008,  TELUS World of Science-Edmonton membership totals 124 members.  
Covering a wide range of employee skills:  Receptionists, Accountants, IT specialists, IMAX 
Projectionist, Planetarium Operators, Demonstrators, Exhibit Fabricators, Janitors, Building 
Maintenance, Marketing, Astronomers, Educational Instructors and Cashiers. 
 
On July 1, 2001, following a $14 million expansion and renovation project, our 94,000 
square foot facility is now the 4th largest science centre in Canada, and boasts six (6)exhibit 
galleries, three (3) new learning centers, a fully-equipped science lab, a new central science 
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demo stage, a state-of-the-art computer lab, and a host of other offerings in addition to the 
IMAX® and Margaret Zeidler Star Theatre, making it a major new attraction for visitors 
from around the world. 
 
For more information on TELUS World of Science-Edmonton visit us at 
www.telusworldofscienceedmonton.com 
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EXECUTIVE SUB-COMMITTEES 

 
Each Executive Board Member also serves as a member of the Executive Board Sub-
Committees. 
 
 
Executive/Union Management Sub-Committee 

 
The purpose of this committee is to promote better communication, mutual respect and 
understanding between the employees of C.S.U. 52 (United Steelworkers) and the Executive 
Board of C.S.U. 52 and to maintain harmonious relations between them. The committee also 
discusses ways and means of improving work methods and conditions of work, staff 
development and new procedures and policies. 
 
 
Complaints Sub-Committee 

 
The purpose of this committee is to investigate written complaints filed against C.S.U. 52 
Office Staff (United Steelworkers) or members of the Executive Board. 
 
 
Hiring & Contract Review Sub-Committee 

 
The purpose of this committee is to review and negotiate all C.S.U. 52 staffing contracts and 
job applications and to submit recommendations to the President and Executive Board who 
shall approve and execute any agreements. 
 
 
Policy & Procedures Sub-Committee 

 
The purpose of this committee is to review and update the Union’s Policy & Procedures 
manual and recommend any additions, amendment and deletions to the manual upon requests 
from the General Membership, Executive Board and Office Staff. 
 
 

Membership Services Sub-Committee 

 
The purpose of this committee is to work with the Union Office Staff to provide an up-to-
date membership listing. 
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C.S.U. 52 STANDING COMMITTEES 

 
The following committees are elected at the November General Meeting. The committees 
have one (1) or two (2) year terms. Each committee varies in number. All Standing 
Committees are considered paid Committees. 
 
Building Committee 

This committee is comprised of two (2) members, to oversee renovations, maintenance and 
security of the Union Office building as well as ensure all equipment and furniture is in good 
repair. 
 
Constitution & Bylaws Committee 

This committee consists of five (5) members. Their mandate is to incorporate amendments to 
the Constitution & Bylaws as ratified by the General Membership. The committee’s 
responsibilities also include recommending proposed amendments to the membership via a 
notice of motion and to ensure the Constitution & Bylaws is registered annually as per the 
Societies Act of Alberta. 
 
Education Committee 

As of Apr 2003, this Committee consists of four (4) members. Their purpose is to encourage 
financial support to members who undertake continuing education by an accredited 
institution related to Union activities, the labour movement or professional upgrading. The 
Committee also encourages training to increase the knowledge, skills and proficiencies of our 
members in labour relations. 
 
Grievance Appeal Committee 

This committee is normally comprised of five (5) members. Their mandate is to hear appeals 
of grievances of employees, denied by the Business Agents and the President of C.S.U. 52. 
 

Sergeant-At-Arms Committee 

This committee consists of two (2) members. Their responsibilities include maintaining an 
accurate record of meetings attended by members and guests, determining eligibility for 
running of Union Office positions and to assist in maintaining order during Union meetings. 
 
Social Committee 

This committee consists of seven (7) members. This committee’s mandate is to organize 
social functions sponsored by C.S.U. 52. 
 
History Committee 

This committee consists of five (5) members.  Their responsibilities include researching and 
complying and maintaining the history of C.S.U. 52. 
 
Public Relations Committee 

This committee consists of five (5) members.  Their responsibilities include complying 
information such as newsletters, information bulletins and promoting C.S.U. 52 to a C.S.U. 
52 members. 
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OTHER COMMITTEES 

 
Other committees as may be deemed necessary from time to time, be appointed by the 
Executive Board and approved by the membership at a General Membership or Special 
Meeting of the Union. 
 
 

Discipline Committee 

 
This committee investigates all charges against member(s) as brought before the Union under 
Article 7 of the Bylaws, Union Discipline. 
 
 

Negotiations Committee 

 
The negotiations committee of each Contractual Unit shall consist of the Contractual Unit 
Representative, the President or designate and up to five (5) elected members from the 
bargaining unit. 
 
 
Social Justice Committee 

 
This Committee is a volunteer committee. Their purpose is to facilitate C.S.U. 52 
participation in social justice initiatives in the workplace and our communities on issues 
determined annually with the membership. 
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MEMBERS & COMMUNITY SUPPORT COMMITTEE  

UNION 52 BENEVOLENT SOCIETY - 
 

 

Preamble 

  
Whereas, the Employees Charitable Assistance Fund was formed in January 1941. It was 
then called the War Charities Fund. A vote was made in 1941 which resulted in favour of 
compulsory deductions for this Fund. A resolution was passed by City Council that the 
deduction for the fund would be a condition to employment.  
 
Contributions for this Fund came from employee’s wages. The deduction was based on 
one-quarter (1/4) of one (1%) percent of gross salary, excluding overtime. The 
contributions were used for providing financial assistance to members, providing 
educational bursaries to dependents of participating, decreased or retired members and to 
provide financial assistance to non-denominational charitable or benevolent out-reach 
programs. 
 
As of 2004, C.R.A. (Canada Revenue Agency), has determined that the Fund did not 
qualify as a charity under the Income Tax Act. The Fund is completing an agreement 
requiring its dissolution. The Fund will complete its work and disperse funds by December 
31, 2005. 
 
The Employees Charitable Assistance Fund as it was at the time, made a presentation 
regarding the continuation of their work in the form of a new committee. A motion was 
passed on June 7, 2005 in favour of this presentation. 
 
C.S.U. 52 may establish or disband Committees, Sub-Committees, and Ad Hoc Committees 
to deal with Union matters.  On June 07, 2005, at a General Membership Meeting, the Union 
members passed a motion: 
 

“Effective the first pay period in 2006, the current deduction for charitable 

donations will be replaced with an equal deduction added to Union dues (1/4 

of 1% of each member’s salary). The purpose of this deduction is to establish 

a specific Union Committee that will distribute money in a similar manner 

and in keeping with the purposes of C.S.U. 52 Employee Charitable 

Assistance Committee as at the date the Committee ceases to operate or 

December 31, 2005, whichever first occurs.”   
  

Name 

 The name of this Committee shall be “Members & Community Support Committee” 
(hereinafter be referred to as the “Committee”). 

  
Responsibilities 

 The responsibilities of the Committee are:- 
 (a) To provide financial assistance to members as per criteria and formulae 

established by the Committee. 
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 (b) To provide educational bursaries to dependents of participating, deceased, or 
retired members as per criteria and formulae established by the Committee. 

 (c) To make recommendations to the Executive Board about the allocation of 
funds to local, national or global organizations as required under the 
guidelines of the Committee. 

 (d) To provide advice to the Executive Board and the members of C.S.U 52 
regarding priority issues and emerging needs. 

  
Allocation of Committee 

 The allocations of the Committee shall be distributed as following:- 
 Forty percent (40%) bursaries and financial assistance to members and sixty percent 

(60%) to community organizations. 

  
Members & Terms of Office 

 The Members & Community Support Committee shall consist of six (6) members 
elected at the November General Meeting for a two (2) year term. 
 

 (a) Six (6) members shall be elected in 2005; three (3) members shall be elected 
in 2005 for a two (2) year term; three (3) members shall be elected in 2005 for 
a one (1) year term 

 (b) At the November General Meeting of 2006 onwards, three (3) members shall 
be elected for a two (2) year term. 

 (c) From November 2007 onwards, three (3) members shall be elected in the odd 
years and three (3) members in the even years. 

 (d) The C.S.U. 52 Treasurer shall be an ex-offico member of the Committee 
 (e) Vacancies shall be filled by elections only 
  
 Resigning or Retiring Committee Member 

 Any Committee Member who resigns, retires or otherwise ceases to be a Committee 
Member shall turn over to the remaining Committee members any, and all records, 
books, documents, monies, and other property in their possession (incidental to the 
fulfillment of this Article  and the administration of the Committee). 
 
Contributions to the Committee 

 (a) The Union will ensure that all its collective agreements contain a clause 
establishing the collection of contributions by way of  payroll deductions, and 
the Union hereby authorized the Payroll section for each Contractual Unit to 
forward such funds to the Treasurer of the Committee. The Union dues 
collected shall be 1/4 of 1% of each member’s salary, excluding overtime.  

 (b) The Union will transfer all such funds to the Union 52 Benevolent Society for 
disbursement by the Committee 

  
Duties of the Committee 

 (a) The Committee members are authorized to receive and co-mingle all 
contributions from whatever source. 

 (b) The Committee shall have the full authority to determine all questions of 
eligibility for contributions from the Committee to the disbursement of 
bursaries and the supplying of financial aid for members. 
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 (c) They shall have the power to prescribe, from time to time, the requirements 
which an organization must fulfill in order to receive contributions from this 
Committee account. 

 (d) Terms of Reference shall be established and reviewed as laid out by the 
Executive Board and this Schedule. 

  
Committee Members 

 (a) The Committee Members shall elect annually a Chairperson and a Co-
Chairperson.  The Chairperson shall preside at all meetings of the Committee. 
The Recording Secretary shall keep all necessary minutes of meetings, bursary 
up dates and records.  The Treasurer shall report on the expenditures and 
balance of accounts. 

 (b) The Chairperson or designate shall present a financial statement and report to 
the General Membership as required. 

  
Finances 

  
 Signing Authority 

 The signing authority of the Committee will be as per Bylaw Article 2.05 (h) & (i) 
  
 Audit 

 The books, accounts and records of the Committee shall be audited at least once a year 
by a duly qualified Accountant.  The Auditor is to be recommended co-operatively by 
the Treasurer and the Trustees. 

  
 Remaining Funds 

 Any funds not allocated by the Committee at the end of the year will be transferred to 
the Members Emergency Fund. 

  
 Termination of this Committee 

 In the event of the termination of this Committee, all assets of the Committee remaining 
after provision for all expenses in terminating, administering and providing for a final 
audit of the Committee will be  allocated to the Members Emergency Fund. 
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COALITION 

 

The Coalition of Edmonton of Civic Unions (C.E.C.U.) consists of five (5) Unions: 
 
 1. A.T.U. 569 Amalgamated Transit Union Local 569 
 2. C.S.U. 52 Civic Service Union 52 
 3. E.F.F.U. 209 Edmonton Fire Fighters Union Local 209 
 4. C.U.P.E. 30 Canadian Union of Public Employees, Local 30 
 5. U.F.C.W United Food & Commercial Workers Union 
 
This represents about 8,500 members. 
 
The Coalition of Edmonton Civic Unions (C.E.C.U.) came together in October 1993. It was 
formed in response to the 1994 City budget which was calling for some particularly brutal 
service cuts which would have resulted in cross the board layoffs affecting all four Unions. 
At the time there was also an issue of whether Union leaders could speak out without risking 
employer action. In 1996, the C.E.C.U. hired a full-time Liaison Representative who reports 
to each local President.  
 
The Coalition endeavours to gather and share information and coordinate action. The 
Coalition promotes and maintains strong relationships between Civic Unions and other 
Unions or organizations that complement our goals. The Coalition provides a forum for the 
discussion of issues, exploration of values and interests, resolution of differences and the 
formation of strategies and action plans providing for a common approach to collective 
bargaining, public policy making, and by building constructive relationships with the 
employer based on shared working relationship interests. 
 
 
 
 
Dave Loken 
Coalition Liaison Representative 
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CIVIC SERVICE UNION 52 STAFF 

 
General Counsel 

Civic Service Union 52 currently retains the services of an in-house lawyer, or General 
Counsel to assist in legal and interpretation matters.  The purpose of this position is to 
perform the typical legal functions, such as representing C.S.U. 52 during arbitrations or 
hearings before the Alberta Labour Relations Board.  The role does, however, go further than 
that by assisting the office, the Business Agents and the Executive Board in day to day 
administration and interpretation matters.  In a typical circumstance unions may only get 
legal advice once a situation has progressed quite far and when it has become very difficult 
for the parties to find a resolution.  By having our own General Counsel, C.S.U. 52 can be 
more effective and strategic at an earlier stage in evaluating the potential strengths and 
weaknesses of cases that it is dealing with.  This has saved the Union time and money, 
however, most critically it has avoided unnecessary frustration and anxiety for the members 
we represent.  
 
An important distinction to be made about counsel for the Union is that they act on behalf of 
the Union in representing the membership.  They do not act for individual union members 
and as a result all directions and decisions must go through the office, the Business Agents or 
the Executive Board.  The point of contact for a member with questions is not directly to the 
General Counsel, but instead through one of these representatives who will decide if legal 
advice is required.  
 
For C.S.U. 52, the General Counsel also acts as the Chief Negotiator for the Union during 
collective bargaining.  This further assists the Union by providing a consistent and focused 
approach during negotiations with all of our employers. 
 
Business Agents 

C.S.U. 52 currently has a staff of four (4) Business Agents.  Their responsibilities include the 
following: 
 
• to assist individual members in resolving work related issues including, but not limited 

to, selections on postings, benefit plan coverage, classification issues, rights and 
entitlements under the collective agreements such as vacation, scheduling, overtime and 
sick leave, interpersonal issues, performance related problems, etc.; 

• to provide interpretations of the collective agreements, benefit plans, policies and 
procedures and terms and conditions; 

• to facilitate dispute resolution process meetings and direct the grievance process; 
• participate on Committees such as: Labour-Management, Classification Reviews, 

Organizational Change Committees, Benefits Committees, Major Medical and Dental 
Appeal Committees; 

• assist with collective bargaining and other amendments to the collective agreements, such 
as Letters of Understanding, classification and pay range changes, through research, 
preparation and direct preparation; 

• represent the Union at various meetings with Management, or with other organizations. 
 
The Business Agents can be reached by calling the Union office at 448-8900. 
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Financial Administrator 

The Financial Administrator is responsible for management and administration of financial 
activities of three (3) organizations connected with Civic Service Union 52: Union 52 
Benevolent Society, Union 52 Benevolent Society Emergency Fund & Civic Service Union 
52.  Other duties include preparation and submission of Provincial & Federal year-end 
reports, compiling all T4’s and T4A’s, preparing and compiling monthly financial 
statements. The Financial Administrator is responsible for all Accounts Receivable & 
Payable, calculating Union dues, benefits administration, payroll and cash handling.  
Assistance is given to committees to calculate and prepare honorariums and wage 
replacements.  The Financial Administrator ensures all accounts are balanced with the budget 
and make recommendations with respect to term deposits and their administration. 
 
Office Administrator 

• Managing the production, quality and quantity of the administrative correspondence.  
• Developing, creating and updating reports using the existing software programs.  
• Distribution of correspondence; ensuring deadlines are met and all typed 

correspondence is completed and distributed accurately.  
• Extensive knowledge of the nature of Civic Service Union 52’s business pertaining to 

the interpretation and administration of the Collective Agreements in all four 
Bargaining Units as required.  

• Assistance is also provided to the Coalition of Edmonton Civic Unions, Committee 
members, Business Agents, Financial Administrator, In-house Legal Counsel and 
President.  

• Supervision of two (2) permanent Administrative Support II’s and one (1) temporary 
staff.  This position involves overseeing the day to day operation, independent 
decision making and trouble shooting of the front office.  This position holds 
responsibility for all administrative, clerical and support activities performed in the 
operation of the Union office. 

 
Administrative Support II 

Provides administration support for the Union office and membership.  Processes a variety of 
correspondence from general instructions, rough draft and dictation utilizing Microsoft 
Office 2003.  Responds to general telephone and in person inquiries from the membership.  
Liaise with Shop Stewards and Mailouts to update membership lists and provide a variety of 
reports as requested.  Overall functions required in an administrative position including the 
operation of office equipment and assisting the Office Administrator. 
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GLOSSARY OF LABOUR TERMS 

 

ACROSS-THE-BOARD ADJUSTMENT 

Change in pay rates made for all employees in a workplace or particular group. 
 
ADJUDICATION 

The equivalent to grievance arbitration; a method under the Public Service Employee 
Relations Act of providing a settlement of disputes arising out of the terms of any agreement. 
 
AFFILIATED UNION 

A Union which is a member of a group of Unions. 
 
AGENCY SHOP 

A clause in a Collective Agreement similar to the rand formula. 
 
ARBITRATION 

A method of settling disputes through the intervention of a third party whose decision is final 
and binding. Such a third party can be either a single arbitrator, or a board consisting of a 
Chairman and one or more Representatives. Arbitration is often used to settle major 
grievances and for settling contract interruption disputes. VOLUNTARY ARBITRATION is 
that agreed to by the parties without statutory compulsion. COMPULSORY ARBITRATION 
is that imposed by law. Governments sometimes impose it to avoid a strike or to end one. 
 
ASSESSMENT 

Special charges levied by Unions to meet particular financial needs. 
 
BACK PAY 

Wages due for past services, often the difference between money already received and a 
higher amount resulting from a change in wage rates. 
 
BARGAINING AGENT 

Unions designated by a Labour Relations Board or similar government agency as the 
exclusive representative of all employees in a Bargaining Unit for the purpose of Collective 
Bargaining. 
 
BARGAINING RIGHTS 

The exclusive authority given to a Trade Union to represent a group of employees of a 
particular employer or to a registered employers organization to represent a group of 
employers in the construction industry. 
 
BARGAINING UNIT 

Group of workers in a craft, department, plant, firm, industry or occupation, determined by a 
Labour Relations Board or similar body as appropriate for representation by a Union for 
purposes of Collective Bargaining. 
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BASE RATE 

The lowest rate of pay, expressed in hourly terms, for the lowest paid qualified worker 
classification in the bargaining unit. Not to be confused with basic rate, which is the straight-
time rate of pay per hours, job or unit, excluding premium, incentive bonuses, etc. 
 
BLUE-COLLAR WORKERS 

Production and maintenance workers as contrasted to office and professional personnel. 
 
CANADIAN LABOUR CONGRESS (CLC) 

Canada’s National Labour body representing over 70 per cent of organized labour in the 
country, 2.3 million workers. 
 
CEASE-AND-DESIST DECLARATION 

A declaration by the Labour Relations Board directing a party to stop an activity that is 
prohibited under the Labour Relation Code. 
 
CERTIFICATION 

Official designation by a Labour Relations Board or similar government agency of a Union 
as sole and exclusive bargaining agent, following proof of majority support among 
employees in a bargaining unit. 
 
CHECKOFF 

A clause in a collective agreement authorizing an employer to deduct Union dues and 
sometimes other assessments, and transmit these funds to the Union. There are four main 
types: the first three apply to Union members only and the rand formula – dues deducted 
from Union and non-Union employees. 
 
CLASSIFICATION PLAN 

A job evaluation method based on a comparison of jobs against a money scale. 
 
CLOSED SHOP 

A provision in a collective agreement whereby all employees in a Contractual Unit must be 
Union members in good standing before being hired, and new employees hired through the 
Union. 
 
COLLECTIVE AGREEMENT 

A contract between one or more Unions, acting as bargaining agents, and one or more 
employees covering wages, hours, working conditions, fringe benefits, rights of workers and 
Union and procedures to be followed in settling disputes and grievances. 
 
COLLECTIVE BARGAINING 

A method of determining wages, hours and other conditions of employment through direct 
negotiations between a Union and an employer. 
 
COMPANY UNION (BOUTIQUE UNION) 

A one-company group of employees frequently organized or inspired by management and 
usually dominated by the employer. 
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CONCILIATION AND MEDIATION 

A process which attempts to resolve labour disputes by compromise or voluntary agreement. 
By contrast with Arbitration the Mediator, Conciliator or Conciliation Board does not bring 
in a binding award and the parties are free to accept or reject its recommendation. The 
Conciliator is often a government official while the Mediator is usually a private individual 
appointed as a last resort, sometimes even after the start of a strike. 
 
CONSUMER PRICE INDEX 

Statistics Canada’s monthly statistical study which checks retail prices of selected consumer 
items in a representative group of cities. Strictly, it is not a “cost of living” index, though it is 
often so described. 
 
CONTRACTING OUT 

Practice of employer having work performed by an outside contractor and not by regular 
employees in the unit. Not to be confused with subcontracting, which is the practice of a 
contractor delegating part of his work to a subcontractor. 
 
CONTRACT PROPOSALS 

Proposed changes to the collective agreement put forward by the Union or the employer and 
subject to collective bargaining. 
 
COST-OF-LIVING ALLOWANCE 

Periodic pay increase based on changes in the consumer price index sometime stated with a 
top limit. 
 
CRAFT UNION 

Also called a Horizontal Union. A Trade Union which organizes on the principle of limiting 
membership to some specific craft or skill, e.g. electricians, plumbers, etc. In practice many 
traditional craft Unions now also enroll members outside the craft field, thereby resembling 
industrial Unions. 
 
DECERTIFICATION 

Withdrawal by a Labour Relations Board of its certification of a Union as exclusive 
bargaining representative. 
 
DEMOTION 

Transferring an employee to a job involving reduced responsibilities and duties and possibly 
a reduction in pay. 
 
DISCIPLINE CAUSE 

A section of a collective bargaining agreement reserving management the right to penalize 
employees for disobedience. 
 
DISCRIMINATION 

Discrimination is the differential treatment of an individual based on race, creed, sex, sexual 
orientation, physical or mental attributes or any other personal attributes. 
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DISPUTE 

When an employer and a Trade Union representing the employees cannot agree upon the 
terms and conditions of a collective agreement. 
 
DISPUTES INQUIRY BOARD 

A board established by the Minister of Labour to inquire into and endeavour to settle a 
collective bargaining dispute. 
 
DOWNTIME 

Period when a machine is not operating due to mechanical failure, lack of materials, etc. 
through no fault of the operators, but with the machine operator still on the job. Under a 
Union contract, down time is usually paid for. 
 
DUES 

Periodic payments by Union members for the financial support of their Union. 
 
DUTY OF FAIR REPRESENTATION 

A clause of many labour codes, provincial and federal, which states that all workers, whether 
members of the Union or not, have the right to representation by the Union that represents 
their workplace. It also states that the Union must not act in a manner which is arbitrary, 
discriminatory, or in bad faith towards any employee of their bargaining unit. 
 
EMPLOYMENT EQUITY 

The principle that the workplace should be truly representative of the general population in 
its inclusion of minority groups, women and workers with disabilities. 
 
EXPEDITED ARBITRATION 

A fast track arbitration system where cases are presented within a specified time limit. They 
also imply that the arbitrator(s) will issue awards in a specified time and that such awards 
will not be “precedent setting” (or create jurisprudence). 
 
FEDERATION OF LABOUR 

A federation, chartered by the Canadian Labour Congress, grouping local Unions and Labour 
Councils in a given province. C.S.U. 52 is not a member of the Canadian Labour Congress. 
 
FRINGE BENEFITS 

Non-wage benefits, such as paid vacations, pensions, health and welfare provisions, life 
insurance etc., the cost of which is borne in whole or in part by the employer. 
 
GOOD-FAITH BARGAINING  

Bargaining in which the two parties make every reasonable effort to reach a collective 
agreement. 
 
GRIEVANCE 

Complaint against management by one or more employees, or a Union, concerning an 
alleged breach of the collective agreement or an alleged injustice. Procedure for the handling 
of grievances is usually defined in the agreement. The last step of the procedure is usually 
Arbitration. 
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HARASSMENT 

Harassment is an expression of perceived power and superiority by the harasser over another 
person or group, usually for reasons of  sex, race, ethnicity, age, sexual orientation, disability, 
family or marital status, social or economic class, political or religions affiliation or 
language. 
 
Harassment is unwelcome, unwanted and uninvited; it may be expressed verbally or 
physically; it is usually coercive and it can occur as a single incident or on a repeated basis. It 
comprises actions, attitude, language or gestures which the harasser knows or reasonably 
ought to know are abusive, unwelcome and wrong 
 
HIRING HALL 

A headquarter from which a Union fills requests for workers. A central hiring hall is a place 
where Union workers gather for referral to seasonal or casual jobs. A joint hiring hall is 
sponsored by employers as well as the Union. A preferential hiring hall is one in which 
Union members get first referral to jobs. 
 
INDUSTRIAL UNION 

Also called a Vertical Union. A Trade Union which organized on the principle of including 
all workers from one industry, regardless of their craft or whether or not they are skilled or 
unskilled. 
 
INCENTIVE PAY 

Method of pay which varies according to production. Pay may depend upon number of 
pieces or work completed by individuals or groups of workers. Wages may be paid on a 
piece, bonus or premium basis. Contracts guarantee incentive workers a minimum hourly 
rate. 
 
INJUNCTION 

A court order restraining an Employer or Union from committing or engaging in certain acts. 
 
INTEREST ARBITRATION (COLLECTIVE AGREEMENT ARBITRATION) 

A method of settling a collective bargaining dispute by having an impartial arbitrator or 
arbitration board render a decision about the contents of a collective agreement that is 
binding on both the trade union and the employer. 
 
INTERNATIONAL CONFEDERATION OF FREE TRADE UNIONS (ICFTU) 

An International Trade Union body formed in 1949, composed of a large number of national 
central labour bodies such as the Canadian Labour Congress. It represents 80 million 
members in non-communist countries. 
 
INTERNATIONAL LABOUR ORGAZINATION (ILO) 

Tripartite world body representative of labour, management and government; an agency of 
the United Nations. It disseminates labour information and sets minimum international labour 
standards, called “conventions”, offered to member nations for adoption. Its headquarters is 
in Geneva, Switzerland. 
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INTERNATIONAL UNION 

A Union which has members in both Canada and the United States. 
 
JOB ANALYSIS 

Investigation of duties and operations of a job to determine its requirements in terms of 
human abilities and relationships. 
 
JOB CLASSIFICATION 

Job rating based on an analysis of the requirements of the work. 
 
JOB CONTENT 

The actual duties which make up a job. 
 
JOB DESCRIPTION 

A part of job evaluation involving a review of the nature of the work, its relation to other 
jobs, the working conditions, the degree of responsibility and the other qualifications called 
for by the work. 
 
JOB EVALUATION 

A system designed to create a hierarchy of jobs based on factors such as skills, 
responsibilities or experience, time and effort. Often used for the purpose of arriving at a 
rational system of wage differential between jobs or classes of jobs. 
 
JOB SECURITY 

A provision in a collective agreement protecting the worker’s job, as in the introduction of 
new methods or machines. 
 
JURISDICTIONAL DISPUTE 

A dispute between two or more Unions as to which one shall represent a group of employees 
in collective bargaining or as to whose members shall perform a certain kind of work. 
 
JURISPRUDENCE 

The decisions of Arbitrators or Arbitration Boards which make up case law in labour court. 
 
LABOUR COLLEGE OF CANADA 

Institution of higher education for trade union members operated by the Canadian Labour 
Congress for the purpose of providing a training ground for future trade union leaders. 
 

LABOUR COUNCIL 

Organization composed of locals of C.L.C. affiliated Unions in a given community or 
district. 
 
LABOUR RELATIONS CODE 

The basic statute regulating labour relations and collective bargaining in Alberta. 
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LABOUR RELATIONS BOARD 

A Board established under provincial or federal labour relations legislation to administer 
labour laws, including certification of Trade Unions as bargaining agents, investigations of 
unfair labour practices and other functions prescribed under the legislation. 
 
LAYOFF 

Temporary, prolonged, or final separation from employment as a result of lack of work. 
 
LEAVE OF ABSENCE 

Permitted absence for an employee for a limited period, ordinarily without pay. 
 
LOCAL (UNION) 

Also known as Lodge or Branch. The basic unit of Union organization. Trade Unions are 
usually divided into a number of locals for the purpose of local administration. These locals 
have their own bylaws and elect their own officers; they are usually responsible for the 
negotiation and day-to-day administration of the collective agreement. 
 
LOCKOUT 

A labour dispute in which management refuses work to employees or closes its establishment 
in order to force a settlement on its terms. 
 
MAILOUT REPRESENTATIVE 

A member who posts the mail and distributes Union information in areas where there is no 
Shop Steward present. 
 
MANAGEMENT RIGHTS, EMPLOYER RIGHTS 

The body of rights including hiring, scheduling of hours of operation and contracting which 
management generally contends are not proper subjects for collective bargaining. 
 
MASTER AGREEMENT 

(1) A Union contract executed by the leading employer in an industry which sets the 
general pattern that will be followed by the industry, or, 

(2) A Union contract setting basic standards for employers and Unions covered by the 
agreement who will negotiate further on local subjects; also known as a “model 
agreement.”  

 
MEDIATION 

A means of settling labour disputes whereby the contending parties use a third person – 
called a mediator – as a neutral go-between. 
 
MODIFIED UNION SHOP 

A place of work in which non-Union workers already employed need not join the Union, but 
all new employees must join, and those already members must remain in the Union. 
 
MOONLIGHTING 

The holding by a single individual of more than one paid job at the same time. 
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NEW DEMOCRATS 

The New Democrats are the “political arm” of organized labour. Since its creation it has 
fought on behalf of workers for better pensions, labour laws, working conditions, medicare, 
unemployment insurance, human rights and other progressive ideas in the legislatures across 
Canada. Many of the benefits working people enjoy today can be credited to the policies, 
actions and dedication of the N.D.P. 
 
NATIONAL UNION 

A Union whose membership is confined to Canada only. 
 
NOTICE TO BARGAIN 

A notice, served by either the trade union or employer on the other, to initiate collective 
bargaining. 
 
NO STRIKE CLAUSE 

A contract clause limiting the freedom of workers to strike during the life of the agreement. 
Used when the contract provides for final settlement of grievances through Arbitration. 
Compulsory in all provincial labour acts. 
 
OPEN SHOP 

A shop in which Union membership is not required as a condition of securing or retaining 
employment. 
 
OVERTIME 

Hours worked in excess of a maximum regular numbers of hours, fixed by statue, Union 
contract, or custom. Clock overtime is a premium paid, during specified regular working 
hours, as required by a collective bargaining agreement. 
 
OVERTIME RATE 

Higher rate of pay fixed by statue, Union contract or custom for hours worked in excess of a 
specified straight-time maximum. 
 
PAY EQUITY 

The principle that there should be equal levels of pay/remuneration for all workers who 
perform equal functions. 
 
PER CAPITA TAX 

Regular payments by a local to its National or International Union, Labour Council or 
Federation, or by a Union to its central body. It is based on the number of members. 
 
PICKETING 

Patrolling near employer’s place of business by Union members – pickets – to publicize the 
existence of a labour dispute, persuade workers to join a strike or join the Union, 
discouraging customers from buying or using employer’s goods and services, etc. 
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PIECE RATE OR PIECE WORK 

A form of incentive pay under which wages are paid according to the number of pieces 
produced. Pay may be related to individual or group production. Unlike an hourly rate of pay 
under which the worker receives a fixed rate which does not vary with output. Most contracts 
guarantee piece rate workers a minimum hourly rate. 
 
POSTING 

Required display of the vacancies available for competition within the bargaining unit. 
 

PREFERENTIAL HIRING 

A system under which employers agree to hire only Union workers as long as the Union is 
able to fill the demand for workers. 
 
PREMIUM PAY 

A wage rate higher than straight time, e.g., payable for overtime work, work on holidays or 
scheduled days off, etc., or for work under extraordinary conditions such as dangerous, dirty 
or unpleasant work. 
 
PROBATIONARY PERIOD/TRIAL PERIOD 

Time during which a new employee is on trial by the company and usually subject to 
discharge without union challenge, except where the discharge is discriminatory. 
 
PROMOTION 

Advancing an employee to a position paying a higher salary. 
 
RAIDING 

At attempt by one Union to induce members of another Union to defect and join its ranks. 
 
RAND FORMULA 

Also called Agency Shop and named after Judge Rand. A Union security clause in a 
collective agreement stating that the employer agrees to deduct an amount equal to the Union 
dues from all workers of the bargaining unit, whether or not they are members of the Union, 
for the duration of the collective agreement. 
 
RECOGNITION 

Employer acceptance of a Union as the exclusive bargaining representative for the employees 
in the bargaining unit. 
 
RED CIRCLE RATE 

A rate of pay for a particular employee which is higher than the maximum of the rate range 
or the rate for the work that the employee is doing. For example, because of old age, 
disability or like, an employee is demoted to easier, lower-paying work with no reduction in 
pay. 
 
REINSTATMENT 

The restoration of a discriminatory discharge employee to that employee’s former job. 
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RE-OPENER 

A provision calling for re-opening a collective agreement as a specified time prior to its 
expiration for bargaining on stated subjects such as a wage increase, pension, health and 
welfare, etc. 
 
RETURNING OFFICER 

A person in charge of a vote. 
 
SENIORITY 

Term used to designate an employee’s status relative to other employees, as in determining 
order of lay-off, promotion, recall, transfer, vacations, etc. Depending on the provisions of 
the collective agreement, seniority can be based on length of service alone or on additional 
factors such as ability or Union duties. 
 
SEVERANCE PAY 

Lump sum payment by the employer to a worker laid off permanently through no fault of the 
worker. 
 
SHIFT 

The stated daily working period for a group of employees, e.g., 8:00 a.m. to 4:00 p.m.; 4:00 
p.m. to midnight or midnight to 8:00 a.m. 
 
SHIFT DIFFERENTIAL 

Added pay for work performed at other than regular daytime hours. 
 
SHOP STEWARD  

A Union official who represents a specific group of members and the Union in Union duties,  
and other employment conditions. Shop Stewards are usually part of the workforce they 
represent. 
 
SLOWDOWN 

A deliberate lessening of work effort without an actual strike, in order to force concessions 
from the employer. A variation of this called a “work-to-rule” strike – a concerted slowdown 
in which workers, tongue in cheek, simply obey all laws and rules applying to their work. 
 
SPLIT SHIFT 

Division of an employee’s daily working time into two or more working periods to meet 
peak needs. 
 
STRETCH-OUT OR SPEED-UP 

An unbearable increase in the worker’s pace. 
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STRIKE 

A cessation of work or a refusal to work or to continue work by employees in combination or 
in accordance with a common understanding for the purpose of compelling an employer to 
agree to terms or conditions of employment. 
 
Usually the last stage of collective bargaining when all other means have failed. Except in 
special cases, strikes are legal when a collective agreement is not in force. A rotating or hit-
and-run strike is a strike organized in such a way that only part of the employees stop work at 
any given time, each group in turn. A sympathy strike is a strike by workers not directly 
involved in a labour dispute – an attempt to show labour solidarity and to put pressure on an 
employer in a labour dispute. A wildcat strike is a strike violating the collective agreement 
and not authorized by the Union. 
 

STRIKE-BREAKER, SCAB 

A person who continues to work or who accepts employment to replace workers who are on 
strike. By filling their jobs, they may weaken or break the strike. 
 
STRIKE NOTICE 

An announcement that the employees will go out on strike at a certain time, given in writing 
to the employer and the mediator by the trade union. 
 
STRIKE VOTE 

Vote conducted among members of a Union to determine whether or not to go on strike. 
 
SUSPENSION 

A layoff from work or from Union membership as a disciplinary measure. 
 
TECHNOLOGICAL CHANGE 

Technical changes to the work process, such as the introduction of labour-saving machinery 
or new production techniques. These often result in workforce reduction or speed-up. 
 
TRADE UNION 

Workers organized into a voluntary association, or Union, to further their mutual interests 
with respect to wages, hours, working conditions and other matters of interest to the workers. 
 
TRANSNATIONAL CORPORATION 

Any company that operates in more than one Country. 
 
TRUSTEESHIP 

The taking over of the administration of a local Union’s affairs, including its treasurer, by the 
parent body. 
 
UNFAIR LABOUR PRACTICES 

Those employer or Union activities that are classed as “unfair” by Labour Relations Acts. 
 
UNION LABEL, BUG 

A tag, imprint or design affixed to a product to show it was made by Union labour. 
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UNION SECURITY 

Provisions in collective agreements designed to protect the institutional life of the Union. 
 
UNION SHOP 

A place of work, where every worker covered by the collective agreement must become and 
remain a member of the Union. New workers need not be Union members but must join after 
a certain number of days. 
 
VOLUNTARY RECOGNITION 

An employer and a Trade Union may agree that the employer shall recognize the Trade 
Union as the exclusive bargaining agent of the employees in a defined bargaining unit. 
 

WAGES 

Any salary, pay, overtime pay and any other remuneration for work or services however 
computed, but not including tips and other gratuities. 
 

WALKOUT 

Loose term for strike. 
 
WHITE-COLLAR WORKERS 

Term applied to workers in offices and other non-production phases of industry. 
 
WORK-TO-RULE 

A practice where workers obey all laws and rules pertaining to their work, thereby affecting a 
slow-down, a refusal to perform duties, though related, are not explicitly included in the job 
description. 
 
WORKING CONDITIONS 

Conditions pertaining to the job environment, such as hours of work, safety, paid holidays 
and vacations, rest period, free clothing or uniforms, possibilities of advancement, etc. Many 
of these are included in the collective agreement and subject to collective bargaining. 
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