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SAMPLE MEETING GUIDELINES

PRINCIPLES

· It is in the mutual interest of both Labor and Management to work together so that the _______________ Fire Department is more effective as an organization. The focus of our efforts is total commitment to quality services through the health and wellness of our members.  The Labor/Management process assists in planning policy and procedures as well as resolving a variety of problems/issues that arise.
The Fire Chief and the Fire Department Union leadership have committed to the Wellness/Fitness Initiative (WFI) and active participation in the process of implementation.  In doing so, Management shares authority, and Labor shares responsibility or the process will not work.  

· Labor and Management have committed to continually working on the value of trust.

· Always work on the relationship as well as the issues.  Do not sacrifice a relationship for an outcome.  The most important strength we have for the future is the relationship that we have with each other.  We will never compromise the relationship for the benefit of any party.  It is okay to agree to disagree on certain issues.  When this occurs, it is important to go ahead and process areas of agreement. 

· The WFI is a benefit to everyone involved. Represent the WFI process as positive.  Understand that conflict will occur and use the process to create positive change.

· It is important to meet and communicate regularly, deal with each other directly, and take care of problems when they are small.  Communicate face to face before small issue become larger issues.

· It is understood that the process is not a replacement for collective bargaining.   Those issues that normally fall under collective bargaining will continue under collective bargaining.  

PURPOSE

The purpose of this procedure is to help _____________ Fire Department members understand the WFI so that they will become involved.  This procedure establishes guidelines for committees and subcommittees to conduct meetings and process issues.

The following procedure will:

1.
Assure that all Fire Department members are kept informed of upcoming 
meetings.

2.
Assure that issues discussed in the meetings are brought to the attention of all 
Department members.

3.
Assure that all team and subcommittee meetings, pre-meeting work, and post-meeting work are conducted in a standard manner.

DISCUSSION

Wellness/Fitness committees and subcommittees are important parts of the operation of the ___________ Fire Department.  Within this framework, any member of the Department may have the opportunity to affect the direction of the Department and impact the WFI implementation process.
PROCEDURE

The following guidelines are intended to provide a basis for the process and to assure uniformity.  All Wellness/Fitness committees will operate within the guidelines set by this procedure.  The only exceptions to this policy are committees that deal with sensitive personnel and confidential issues. 

1.
All meetings are open to all Department members.

2. 
Every Wellness/Fitness committee and subcommittee shall have a Management and Labor co-chair.  The Fire Chief/Division head shall appoint the Management co-chair, and the Labor co-chair shall be appointed by the leadership of the appropriate Union. 

Suggested Sub-Committee Assignments: 

1. Medical/Rehab

2. Communication

3. Fitness

4. Behavioral Health
5. Data/Finance

6. Research and Development

3.
If a Wellness/Fitness committee or a subcommittee needs to meet on an emergency basis, every effort shall be made to contact every committee member to notify them of the meeting.  Actions taken at a meeting called on an emergency basis shall be reported at their next regularly scheduled meeting.

4.
Wellness/Fitness committees shall attempt to meet at least quarterly.  The co-chairs shall consult with each other to see if a meeting is needed or they shall pre-schedule meetings quarterly.  Co-chairs shall jointly establish meeting agendas.  Sub-committees will meet as needed.

5.
The date, time, location, and a summary agenda for each Wellness/Fitness committee and certain subcommittee meetings shall be e-mailed to all members and a hard copy sent to all work locations/or divisions as well as posted on the Department network a minimum of two weeks prior to the meeting.
6.
The role and obligation of co-chairs is to facilitate the completion of the action plan through consensus.  Should anyone become disruptive, the Fire Chief and Labor Leaders agree to take corrective action, which may include removal.   
7.

Actions recommended or taken by sub-committees shall be reported to and 
validated by the full Wellness/Fitness committee.
RESPONSIBILITIES

WFI Committee Co-Chairs 

The Committee Co-chairs shall:

1.
Jointly develop agendas for committee or sub-committee meetings.

2.
Assure that all points of view are heard at all meetings; the co-chairs have the 
right to limit the amount of time devoted to any one subject or speaker. 

3.
Assure that Wellness/Fitness committees and sub-committees have appropriate representatives/ expertise from all areas of the Department affected by the work of the group. The co-chairs should also anticipate which work items might touch on functions of Local members and include representation from the work group from the start of the committee.

4.
Assure that there is a balanced membership of Labor and Management and an 
appropriate size committee.

5.
Assure that subcommittees sunset when their work is completed unless they are 
identified as a “standing committee.”

6.
Assure that regular meetings of the committees are held as needed.

7.
Provide meeting notices for all scheduled meetings to all committee members.

8.
Make every effort to contact all Wellness/Fitness committee and/or subcommittee members in the event of an emergency meeting.

9. The Management co-chair of the Wellness/Fitness committee will send an announcement to all Fire Department members as well as provide a print shop ready document to __________________ at least two weeks prior to the committee meeting. This announcement and document shall contain the following information:
1. Name of the committee
2. Date, time, and location of the meeting

3. List of key items to be discussed

________________________ will see that the hard copy of the meeting announcement is distributed to all fire stations, Fire Department facilities and Union office (s).

10.
Within two weeks after a committee meeting, the Management co-chair of the committee will forward a summary of the meeting minutes to ________________________.  They will see that a hard copy of the minutes is distributed to all fire stations, Fire Department facilities, and Union offices.  In addition, they will see that an electronic version of the minutes is posted on the Fire Department’s in-web.

11.
On the vast majority of issues, the committees and subcommittees will be able to reach consensus.  However, from time to time there will be issues on which they simply cannot reach agreement.  When this occurs, the Fire Chief and Union President or Union Representative may be of assistance in reaching consensus.  If this is not successful, the WFI should help guide the actions that the Department can take.

All Fire Department members are encouraged to monitor meeting notices and minutes of meetings.  Members are welcome to attend meetings as desired and express their viewpoint or contact a team or subcommittee member prior to the meeting to express their views.
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