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       CALL OUT FOR THE PSAC 
REGIONAL GEO-BASED ADVANCED COURSE FALL 2016 - Sudbury, ON

WHAT IS A GEO-BASED ADVANCED COURSE?

One advanced course is offered in each of the Ontario Region Areas: Toronto RO, London RO, Thunder Bay RO, Sudbury RO, and Kingston RO in 2016. Each Region identifies their advanced course in consultation with the Regional Office and the respective Ontario Regional Members through broad-based consultation with the membership. It is an opportunity for active members to gain specialized knowledge and skills. You will network and build solidarity with other PSAC members from across your Region and return to your workplaces and locals energized to work on behalf of the membership. http://ontario.psac.com/provinces
Course Description for Advanced Representation Training for Stewards (ARTs)
If you are a PSAC Steward with some experience representing members with management and you want to improve and practice your representational skills, then this course is for you. 

The PSAC Advanced Representation Training for Stewards is a four-day, advanced course, with a focus on representation.  You will look at various routes for engaging members in helping them to resolve workplace issues.  You will deepen your knowledge of the processes and legal framework of grievance handling and what is needed from you to support the PSAC’s representation of members at all levels of the grievance process, up to arbitration/adjudication.  Using case studies based on grievances that have been to arbitration, you will practice steps in the grievance process including; interviewing a member, fact-finding, meeting with management for initial problem-solving, drafting a grievance, preparing for a grievance hearing and representing a member at a grievance hearing.  

ARTS COURSE ASSIGNMENT:
Selected Applicants will be given an assignment about two weeks before the course concerning their Local.

COURSE LOCATION:
Radisson Hotel Sudbury- Palladium Room North
85 Ste. Anne Road

Sudbury, ON

P3E 4S4

705-675-1123

https://www.radisson.com/sudbury
COURSE AGENDA:
The course begins on Saturday, December 3rd, 2016 at 8:30 am for all courses and will end on Tuesday, December 6th, 2016 at 4:30 p.m.  
Upon arrival at the course, you will receive the Participant Agenda for the 
four-day course.
NUMBER OF SEATS AVAILABLE: 
20 spots for each Regional offering for a total of 100 spots across Ontario Region by five Regional Offices.
SELECTION CRITERIA FOR ARTS: 
Open to: Experienced and New Local Stewards. Directly Chartered Local Stewards are encouraged to apply.
· Pre-requisites include: Talking Union Basics, Grievance Handling (recommended 36 to 6 months prior to the course), *Tier 1 Steward Series, and some experience representing members with management
· *Tier 1 Steward Series online courses are found here: http://psacunion.ca/stewards-series-training
· Each online course takes 45-60 minutes to complete. (The classroom equivalents are 1.5-3 hours in length.)
· Why Unions?

· Role of Stewards

· Building our Union 

· Steward as Problem-solvers

· Grievances: An Overview

· Human Rights in the Workplace New - Stewards Series on-line training modules
·  Selection is based on our goal of an inclusive course that is reflective of our diverse membership: including Directly Chartered Locals, Components, Regionally Based Separate Employer Locals, Equity, New Members, Young Workers, and First Time Attendees to an Advanced Course. 
· Selection criteria will also be based on Local Development needs, Regional Union needs and application form information.  The advanced education program is very popular in Ontario Region and we expect a high level of interest.  Not all applicants will be accepted and space is limited. 
PSAC Travel Policy and Expenses
The Member Expense Portal (MEP) will be utilized for participants to complete their expense claims “on-line” after the school has been completed.   For those participants not familiar with the MEP, instructions will be provided on how to log on to the Member Expense Portal.

A copy of a compressed work week schedule, which indicates hours/days scheduled to work, must be retained for a period of two years in case it is required if claiming more hours than those specified in the applicable collective agreement.  Loss of Salary for members scheduled to work on the Saturday or Sunday, a copy of an official shift schedule showing claimants name, dates and hours scheduled to work must be maintained for a period of 2 years should your claim be audited, will be paid. Retain all receipts pertaining to any claimed expenses.
This education event for fully-funded participants is covered by the PSAC Travel Policy.  Participants will be entitled to actual Loss of Salary for Monday, December 5th and Tuesday, December 6th. Expenses for those travelling over the dinner hour, where necessary, will be paid.  Most members will travel after work Friday, December 2nd.  Loss of Salary will be reimbursed only for authorized travel during normal working hours.  

This is an in-residence program based on single accommodations as per PSAC policy. If you are willing to share your room, please indicate on the application form.   Lunch will be provided at the course site. 
This course is in-residence with the exception that participants who live 40 kilometers or less from the course location will require pre-approval from the Regional Office to stay in-residence. 

 
A member should use commercial transportation, where available, by the most economical means.  For those choosing to drive their own vehicles where commercial travel is reasonable and available, you must contact your Regional Office for prior approval for travel expenses including applicable mileage allowance for your particular travel circumstances.  A Travel Authorization form to use a private motor vehicle must now be completed.  The member will be entitled to claim expenses and loss of salary only for the period that would have been necessary had public transportation been used.  Only those expenses including Loss of Salary and mileage allowance with prior approval will be paid out. 

The Family Care Expense Reimbursement Policy applies. On-site child-care will not be available.  Where possible, please bring the original receipt with you in order that we may process your claim as soon as possible. 

HOW TO APPLY

Applications are due no later than 4:00 on Friday, October 14th, 2016.
Please submit your advanced course application to your home PSAC Regional Office listed on the last page of application form. Be sure to complete the entire form, as the information provided will be used in the selection of candidates.  If you are printing this application from the Ontario website, you must submit the application to your nearest PSAC Regional Office BEFORE the deadline.  Late applications cannot be accepted.  An application form is attached to this Call-Out Letter. 
http://ontario.psac.com/advanced-geo-based-course-application-form-2016-arts
Thank you, in advance, for ensuring that the interested members of your local are made aware of these opportunities.  
For further information, please visit: 
http://ontario.psac.com/topics/education-program
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Please complete return by Friday, October 14th 
Or online:  
http://ontario.psac.com/advanced-geo-based-course-application-form-2016-arts
	COURSE INFORMATION 

	Course Name:  Advanced Representation Training for Stewards
	

	Course Date and Location:
December 3-6, 2016

                                                            Radisson Hotel, Sudbury Ontario
	

	PERSONAL INFORMATION 

	Name:  

	PSAC ID #: 

	Home Address: 

	City/Province:
	Postal Code:

	Work Tel: 
	Home Tel:

	Work E-mail:

	Home E-Mail:

	Local and Component/DCL:

	Employer and work location: 



	PSAC Regional Office:

	Position in Local:




	ADDITIONAL NEEDS:  ACCESS AND DIET REQUIREMENTS
The PSAC is committed to ensuring that the accessibility and dietary requirements (if applicable) of our members are respected.  If you have any persistent or permanent physical, mental, learning or sensory impairment as recognized under the Canadian Human Rights Act and have additional needs that you require accommodation for, please complete the attached REQUEST FOR ACCOMMODATION OF A DISABILITY form.  (i.e.  special diet; use of a wheelchair, walker or crutches; blind or visually impaired; deaf or hearing impaired; need assistance leaving room in an emergency; allergies).

	


	Self- Identification (Optional) CONFIDENTIAL

The PSAC is committed to ensuring that PSAC Education Programs are accessible to ALL members.  The information requested in this section will help us assess our success in reaching members who belong to groups identified in the PSAC Human Rights Policy.

	Are you an Equity Group Member?
	· Woman

· Aboriginal Member

· Racially Visible Member

· Member with Disabilities

· Gay, Lesbian, Bisexual, or Transgendered Member

	Young Worker

(Age 35 or under)
	YES
	NO


	ROOM ACCOMMODATIONS 

Accommodations are based on single occupancy.

ALL ROOMS ARE NON-SMOKING – THERE ARE DESIGNATED SMOKING AREAS OUTSIDE
This course is in-residence with the exception that participants who live 40 kilometers or less from the course location will require pre-approval from the Regional Office to stay in-residence.

	Will you be staying in-residence?
	

	Sharing a room?  With whom?
	


	TRAVEL ARRANGEMENTS
Please indicate your mode of travel.

Participants are expected to travel by the most direct, economical means.

	Air
	

	Rail 
	

	Bus
	

	Driving
	

	Will you be carpooling?    With Whom?
	


	UNION ACTIVITIES

	How long have you been a PSAC member?

	What is (are) your current union position(s)?



	COURSE PREREQUISITES

Please describe your experience and training regarding …

	… representing members in the workplace in general 
 

	… presenting a grievance or complaint at a hearing/meeting with the employer


	Please list the type(s) of issues or grievance topics you have dealt with or are aware of in your workplace:



	What ONE representation skill are you specifically interested in improving?



	What ONE workplace issue do you specifically want to learn how to deal with?




	Have you completed the TUB (Talking Union Basics) course? Yes / No

If yes, where and when? ______________________________________________
Have you completed the NAPC 
(National Aboriginal People’s Circle) course?                            Yes / No

If yes, where and when? ______________________________________________
Have you completed the GH (Grievance Handling) course?     Yes / No

If yes, where and when? ______________________________________________
Have you completed the Steward Series Tier One courses     Yes / No
If yes, where and when? ______________________________________________

*Tier 1 Steward Series online courses are found here: http://psacunion.ca/stewards-series-training


	COURSE ENVIRONMENT

	HARASSMENT-FREE:  All PSAC events, including this course, are covered by the PSAC Statement on Harassment.  Alliance Education courses are harassment-free.  We can neither condone nor tolerate behaviour which undermines the full and equal participation of all in union activities.

SMOKE AND SCENT-FREE:  All PSAC events, including this course, are smoke and scent-free.  To assist members with environmental sensitivities, this course will be a scent-free event.


	APPLICANT SIGNATURE and COMMITMENT

	Applicant:  With this application, I agree to attend and participate in all course sessions, including scheduled evening sessions, and to complete all assignments. I have read the Alliance policy documents on human rights and harassment provided by my local, and understand my responsibilities in accordance with them

	Signature of Applicant:
	Date of Application:

	
	

	Signature required of one of the following:  

              PSAC Local President;  Chair of Regional Council Committee;  Chair of a Regional   Women ’Committee;   Chair of a Human Rights Committee;   Chair of a Young Worker Committee;   President of an Area Council

	Signature:
	

	Title:
	

	I recommend that the above member attend this course as it meets a training need of the Union.  Specifically, the training will be used to the benefit of the membership at a Regional or Local level.


**This document can be made available in various electronic formats (i.e. rich text format, PDF), on disc, and in Braille. Please contact your PSAC Regional Office for more information
Public Service Alliance of Canada – Ontario Region
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