
 MATERIALS FOR NEW DELEGATES 
 
Congratulations on becoming a delegate, and thank you.  Nobody pretends that the job is easy to 
do well, but you and your fellow shop delegates form the backbone of the union. 
 
This packet contains materials to help you better understand and perform your duties: 
 
Outline for Delegate Training      p. 
 
Our Union’s History       p.  
Union Structure       p. 
 
Delegate's Job Description      p. 
Dues Check-Off Form       p. 
V-CAP Check-Off Form      p. 
Role of the Delegate--Problems     p. 
 
Duty of Fair Representation; NOLSW Guidelines   p. 
Grievance Handling Timelines     p. 
Grievance Investigation & Record Keeping    p.  
Dealing with the Grievant      p. 
Analyzing a Grievance       p.  
Past Practice; The Unwritten Contract Clause    p. 
Writing and Filing a Grievance     p. 
Model Grievance       p. 
Grievance Meetings       p. 
Model 2-Day Demand for Decision     p. 
Grievances--Hypothetical Fact Patterns    p. 
 
Model Demand for Bargaining     p.  
 
Motivating Members to Get & Keep Involvement   p. 
Membership Feed-Back Questionnaire    p. 
Running Effective Meetings      p. 
Basic Rules for Meetings      p. 
Maintaining Effective Phone Trees     p. 
 
Mediating Between Members      p. 
Mediation and Discipline Hypotheticals    p. 
 
Referring Members with Personal Problems    p. 
Recognizing Substance Abuse/Alcoholism    p. 
 
Strike Benefits        p. 
Dues & Agency Fees       p. 
 
There are two items not included in this packet which you should make it your business to obtain from the union office.  One is a small supply of 
union stationary (or a file that you can use to print out the union letterhead).  Remember, you are the official representative for the union in your 
shop. The other is a copy of Labor's Untold Story.  This is a paperback introduction to the history of the labor movement in this country.  It is 
inspiring as well as informational, and it reads more like an adventure novel than a history textbook.   


