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I. MSCF CONTACT INFORMATION 
 

MSCF OFFICERS 

Kevin Lindstrom, MSCF President 

 Office:  651-767-1265 

 Cell:  763-350-2355 

 Email:  kevin.lindstrom@edmn.org 

Norm Halsa, MSCF Vice President for Technical Education 

 Office:  651-767-1273 

 Cell:  218-686-2326 

 Email:  norm.halsa@edmn.org 

Darci Stanford, MSCF Vice President for Liberal Arts 

 Office:  651-767-1271 

 Cell:  507-676-3026 

 Email:  darci.stanford@edmn.org 

Kent Quamme, MSCF Treasurer 

 Office:  800-377-7783 

 Cell:  218-280-6754 

 Email:  kent.quamme@edmn.org 

Gretchen Long, MSCF Secretary 

 Office:  651-767-1279 

 Cell:  612-220-7549 

 Email:  gretchen.long@edmn.org 

 

MSCF LEGISLATIVE LIAISON 

Mark Grant, MSCF Legislative Liaison 

 Office:  651-767-1259 

 Cell:  651-214-9890 

 Email:  mark.grant@edmn.org 

 

mailto:norm.halsa@edmn.org
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MSCF FIELD STAFF 

Kari Ann Cruz, MSCF Field Staff 

 Office:  651-767-1272 

 Cell:  651-247-6267   

 Email:  kariann.cruz@edmn.org 

Chip Dykstra, MSCF Field Staff 

 Office:  651-767-1277 

 Cell:  651-336-4807  

 Email:  chip.dykstra@edmn.org 

Matt Ryg, MSCF Field Staff 

 Office:  651-767-1270 

 Cell:  651-245-6142 

 Email:  matt.ryg@edmn.org 

 

HEADQUARTERS 

MINNESOTA STATE COLLEGE FACULTY 
55 Sherburne Avenue 
St. Paul, MN  55103 
Phone: 651-767-1262 
Toll Free: 800-377-7783 
Fax: 651-767-1266 
 
www.mscfmn.org 
Twitter @MSCFMN 
Facebook: Minnesota State College Faculty 
 
MSCF HEADQUARTERS STAFF 
 

Jennie Howard-Smith, MSCF Staff 

 Office:  651-767-1274 

 Cell:  651-604-7129 

 Email:  jennie.howard@edmn.org 

John Ward, MSCF Staff 

 Office:  651-767-1275 

 Email:  john.ward@edmn.org 

http://www.mscfmn.org/
mailto:jennie.howard@edmn.org
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II. MSCF 101 (Intro to MSCF) 
 

The Minnesota State College Faculty (MSCF) represents all two-year college faculty in the 

Minnesota State Colleges and Universities (MN State) system through negotiation of a 

collective bargaining agreement, processing of all faculty grievances, lobbying the Minnesota 

Legislature through its legislative operation, handling communication between the members of 

the individual campuses and with the public, increasing and maintaining contact with other 

groups who share our concerns, and providing committees and a governance structure 

essential to the involvement of college faculty in the operation of the MN State system.   

The MSCF was created in 2001 by the merger of Minnesota Community College Faculty 

Association (MCCFA) and United Technical College Educators (UTCE). MCCFA was formed in the 

mid 1960’s and was the first statewide unit to strike (1979). UTCE was formed in 1995 with the 

formation of MN State. The technical college faculty had been part of local school districts. 

Former MCCFA faculty are sometimes referred to as “greens,” and former UTCE faculty are 

sometimes referred to as “blues.” This practice references the colors of the covers of their 

original contracts.  

The MSCF is composed of 39 chapters and around 4,500 faculty members. Local chapters have 

a chapter president, a grievance representative, a local executive committee, and a chapter 

constitution and bylaws. The MSCF has five state-level officers: a president, two vice presidents, 

a treasurer, and a secretary, each elected to three-year terms. The MSCF is governed by an 

executive committee, a Board of Directors, and the Delegate Assembly. The executive 

committee is composed of the state-level officers and four at-large members. The at-large 

members are selected at the summer meeting of the MSCF Board of Directors. The Board of 

Directors is composed of one elected representative from each chapter. The Delegate Assembly 

is held annually in the spring with representation based on the size of the chapter. 

Representatives are selected by the chapters. The MSCF has eight standing committees: 

Legislative Committee, Negotiations Committee, Technology and e-Learning Committee, 

Faculty Rights Committee, Academic Affairs Committee, Racial Equity and Diversity Committee, 

Committee on Temporary Faculty, and Membership Recruitment and Engagement Committee.  

The MSCF is an affiliate of Education Minnesota (EdMN), which was formed via the merger of 

Minnesota Education Association (MEA) and Minnesota Federation of Teachers (MFT) in 1991 

and represents approximately 84,000 educators. Through Education Minnesota, MSCF 

members are members of the National Education Association (NEA), American Federation of 

Teachers (AFT), and American Federation of Labor and Congress of Industrial Organizations 

(AFL-CIO). 
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III. MSCF CHAPTER PRESIDENT RESPONSIBILITIES 

The MSCF chapter president is the chief elected officer on a campus.  The MSCF chapter 

president shall provide the link between the state MSCF and the college/campus regarding all 

aspects of the operation of the chapter.  The chapter president shall also pursue activities as 

requested by the state MSCF president and/or officers. 

The chapter president shall have the following responsibilities: 

1. Act as official chapter spokesperson  

 Meet with administration  

 Ensure messages flow through you 

 Ensure that the chapter is represented at board meetings and delegate assembly 

2. Conduct chapter meetings 

 Set and distribute agenda (See page 7 for example agenda) 

 Establish a protocol for conducting meetings 

 Include a grievance report, a board report, and a legislative update 

3. Fulfill contract obligations/conduct union business 

 Oversee Shared Governance Council and Academic Affairs and Standards 

Committee 

 Appoint AASC members 

 Meet with administration to negotiate the academic calendar 

 Meet with administration to designate departments/divisions (former UTCE) 

 Establish/monitor a process for allocation of professional development funds 

4. Appoint all committee members 

 Inform administration of faculty representatives on committees 

 Put key members in key positions 

 Construct the MSCF message/position 

 Make sure committee members understand committee work is union work 

5. Facilitate communication 

 In conjunction with the Chapter Secretary, develop communication mechanisms 

(email lists, phone trees, etc.) 

 Maintain the official MSCF bulletin board 

 Forward MSCF messages to members 

 Respond promptly to information requests from MSCF  

6. Establish/guide local leadership team 

 Define duties and expectations for local leaders 

 Delegate authority as appropriate 
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 Support team members 

 Communicate the names of leadership team members to MSCF 

7. Know your campus 

 Walk the campus 

 Seek out members and learn their issues 

8. Foster new leaders 

 Engage and involve with faculty in committees, local organizing campaigns, 

and/or state level committees. 

 Identify potential leaders 

 Develop a succession plan 

9. Connect with new faculty 

 Assist membership chair in one on one conversations with potential members 

 Convey MSCF values to all faculty 

10. Be a steward of the contract 

 Learn the contract 

 Work with the grievance rep to uphold and protect the contract 

 Emphasize the importance of contract compliance 

11. Assist the Membership Chair 

 Develop a plan to connect with all new faculty each semester 

 Monitor local membership lists 

 Assist with identifying and training department mentors 

12. Maintain chapter constitution and bylaws 

 Review and update these documents regularly 

 Make sure your practices align with your documents 
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IV. CONDUCTING CHAPTER MEETINGS 

SUGGESTIONS FOR CHAPTER MEETINGS 

1. Set chapter meeting dates for the entire year, making sure to schedule one before the 

Delegate Assembly per the Constitution and Bylaws to talk about upcoming resolutions 

and faculty positions. If possible, use an electronic/email calendar to share meeting 

dates with members.  

2. Make sure chapter meetings precede Shared Governance and Academic Affairs and 

Standards Committee (AASC) so you have a faculty position.  

3. Vary the times and days, if possible, so everyone has a chance to attend. 

4. Prepare an agenda and get it out early. 

5. Plan the meeting and prepare the issues.  Do not leave it to chance.   

6. Clarify local policy concerning what should and should not be included in the minutes.  

7. Start on time.  End on time.  

8. Keep the focus on the issues, not the personalities.  

9. Include a grievance report, board update, and legislative update.  

10. Deal with motions while people are still at the meeting. 

11. Serve refreshments.  

12. Use executive session when dealing with sensitive issues.  

13. Use Parliamentary Procedures/Robert’s Rules of Order appropriately. 

14. Get minutes out quickly.  

15. Keep and archive union business. A cloud based solution such as Google Docs or 

Dropbox would be options. 
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MSCF-Chapter Meeting 
Agenda 

Date and Time 
  Room XXX 

www.mscfmn.org  
800-377-7783 / 651-767-1262 

55 Sherburne Ave, St. Paul, MN 55103 

 

 
Attendees: 

1. Call to Order   

2. Approval of Minutes – Members present 

3. Secretary’s report  

4. Treasurer’s report  

5. Vice President’s report   

6. Grievance Representative’s report  

7. Legislative Representative’s report  

8. Membership Representative    

9. Division Chair – Liberal Arts  

10. Division Chair – Technical & Trades  

11. President’s report  

12. Committee Reports 

a. AASC –  

b. SGC –  

c. Admin Services –  

d. Professional Development –  

e. Others –   

13. Old Business 

14. New Business 

15. Announcements 

16. Adjourn  

Meeting Schedule  

http://www.mscfmn.org/
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V. USING ROBERT’S RULES OF ORDER  
 

1. Robert’s Rules are to be used to facilitate local meetings, not to stifle them.  When in 

doubt as to the proper procedure, use common sense to clear up problems and 

continue business.  

2. The president should be a non-partisan moderator when in the chair, making sure 

members are treated equally, regardless of which side of the question they debate.  The 

president is like an umpire or referee.  

3. The president neither makes nor debates a motion while in the chair.  To make or 

debate a motion, the president must first call the vice president or other person to 

preside.  In such an event, the president does not resume the chair until the motion has 

been processed. 

4. Use titles rather than names even when referring to yourself (the chair, the president, 

the member, etc.) 

5. Make sure members address remarks through the chair, rather than directly at each 

other.  

6. When counting votes, abstentions do not count.  A majority votes is more than 50% of 

the votes actually cast.  A member has a duty to vote but cannot be compelled to do so.   

7. Make the following Robert’s Rules of Order Motions Chart available as a resource at all 

of your meetings.  
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VI. Robert’s Rules of Order Motions Chart 

 

You want to: You say: Inter-
rupt? 

2nd? Debate? Amend? Vote? 

Motions in this section can be introduced if they are higher on the chart than the preceding motion 

Close Meeting I move to adjourn N Y N N 1/2 

Take break I move to recess for … N Y N Y 1/2 

Register complaint I rise to a question of privilege Y N N N N 

Make follow 
agenda 

I call for the orders of the day Y N N N N 

Lay aside 
temporarily 

I move to lay the question on 
the table 

N Y N N 1/2 

Close debate I move the previous question N Y N N 2/3 

Limit or extend 
debate 

I move that the debate be 
limited to … 

N Y N Y 2/3 

Postpone to a 
certain time 

I move to postpone the motion 
to … 

N Y Y Y 1/2 

Refer to committee I move to refer the motion to … N Y Y Y 1/2 

Modify wording of 
motion 

I move to amend the motion by 
… 

N Y Y Y 1/2 

Kill the main 
motion 

I move that the motion be 
postponed indefinitely 

N Y Y N 1/2 

Bring business 
before the 
assembly (a main 
motion) 

I move that/to … N Y Y Y 1/2 

Motions in this section arise incidentally and are decided immediately 

Enforce rules Point of order Y N N N N 

Suspend rules I move to suspend the rules 
which … 

N Y N N 2/3 

Divide motion I move to divide the question N Y N Y 1/2 

Demand rising vote I call for a division Y N N N N 

Parliamentary law 
question 

Parliamentary inquiry Y N N N N 

Request for 
information 

Point of information Y N N N N 

Motions in this section can be Introduced when nothing is pending 

Take matter from 
table 

I move to take from the table … N Y N N 1/2 

Cancel previous 
action 

I move to rescind … N Y Y Y 2/3 
w/notice 

Reconsider motion I move to reconsider the vote … N Y  N 1/2 
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VII. SHARED GOVERNANCE AND AASC 

The chapter president must monitor Shared Governance and Academic Affairs and Standards 

Council (AASC) to ensure they are operating as described in Article 8.  These councils are the 

source of much of what control the faculty has over issues of governance and academics, and 

that control must be preserved.   

ARTICLE 8 

SHARED GOVERNANCE AND ACADEMIC AFFAIRS 

Section 1.  Faculty Shared Governance Council. 

Subd. 1.  Purpose of the Council.  The Employer and the MSCF recognize that the 

faculty has a direct interest in college issues including, but not limited to, long and short 

range planning, priorities in the deployment of financial resources, acquisition and use of 

existing physical and human resources, institutional self-study, marketing, public 

relations, and recruiting activities.  The parties agree that the council is established to 

make recommendations to the college on the following topic areas:  Personnel, Student 

Affairs, Facilities, Fiscal Matters and General Matters.  Nothing contained in this Article 

shall be construed to prevent the Employer from having discussions with any individual 

or organization provided such discussions do not conflict with P.E.L.R.A. or other 

provisions of this agreement. 

NOTE: The council should make recommendations and not simply agree or 

disagree with administrative proposals. The scope of the council is meant to be 

broad enough to cover all areas that affect faculty.  

Subd. 2.  Structure of the Council.  Membership on the council at each college shall 

consist of the MSCF chapter leadership team and the elected MSCF members in good 

standing representing a cross-section of disciplines (discipline(s) may mean division, 

department, or program).  The faculty will select one member to serve as council 

president.  The number of members of the council shall be determined by the MSCF 

chapter.  The college president shall serve as an administrative liaison to the council.  It 

shall be normal practice for the president to attend the council meetings.  The college 

president or designee may appoint up to three (3) administrators from outside the MSCF 

bargaining unit as participants in the council.  The council president and the college 

president may invite subject area experts as needed to address specific agenda items. 

NOTE: The local Constitution and Bylaws should describe a process to select the 

council president.  
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Subd. 3.  Authority of the Council.  The council will have full authority to present the 

views of the faculty in meetings with the college president or provost. 

Subd. 4.  Procedures of the Council.  The elected council president shall preside over 

all meeting of the council.  Meetings shall be scheduled a minimum of two (2) times 

during each academic semester.  At the request of the faculty, the council shall also meet 

during the summer. 

Subd. 5.  Meeting Agendas.  The agenda for each meeting shall be prepared and 

distributed by the council president at least one (1) week before the meeting, and shall 

contain all items submitted by the president of the MSCF council or the college president 

or designee. 

NOTE: The council president forms the agenda and includes administrative items.  

Subd. 6.  Clerical Support.  The college shall provide clerical support: 

A. To assist in the preparation and distribution of the agenda, and 

B. To assist in the preparation and distribution of the minutes to the faculty within 

two (2) weeks of the meeting after the minutes have been reviewed and approved 

by the council leadership and the college president. 

NOTE: The council president should initiate a formal process for approving the 

minutes and should not sign off on them if they do not accurately reflect 

agreements, rejections, and the MSCF position.  

Subd. 7.  Reports.  Within two (2) weeks of each meeting, the college president or 

designee will report to the faculty, in writing, actions taken or decisions made based on 

council discussions.  The report shall also provide the rationale for each action taken and 

for each decision made. 

NOTE: The administration must report any decisions and actions within two weeks. 

That report must include rationale.  

Subd. 8.  Matters Which Must Be Considered.  Proposals initiated by the 

administration to create or change existing policies and/or rules and regulations affecting 

faculty members will be submitted in writing to the local MSCF for reaction before a 

final decision is made by the administration. 

NOTE: All policies and/or rules and regulations affecting faculty must be presented 

at Shared Governance. 

Reductions in unlimited faculty members must be discussed within one month following 

the notice of layoff. 
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NOTE: All layoffs of unlimited faculty must be presented at Shared Governance. 

If agreement is not reached on a proposal at the first meeting at which it was considered, 

the administration shall take no action on the proposal for ten (10) days.  At the request of 

the faculty, the proposal shall be reconsidered at a subsequent council meeting during the 

ten-day period. 

NOTE: Make any agreement or rejection formal through a vote or official 

statement, and make sure it is accurately reflected in the minutes.  

NOTE: If the council rejects a proposal, the administration is barred from taking 

action for ten days. The council can call a follow up meeting within the ten days.   

Subd. 9.  Appeals.  Sincere efforts shall be made to reach agreement.  If the local MSCF 

or the administration feels that sincere efforts to reach agreement or understanding have 

not been made in Shared Governance Council meetings, either party may request that the 

MSCF bring the issue(s) to the next monthly meeting of the MN State/MSCF Joint 

Labor-Management Committee. 

NOTE: This creates a level of discussion at the state level for any issues that cannot 

be resolved locally.  

Section 2.  Academic Affairs and Standards Council.  Faculty have fundamental and unique 

responsibility in matters affecting the academic well-being of the state colleges.  The parties 

agree that the faculty hold the critical role in academic decision-making at the colleges.  In order 

to ensure such role, the parties agree to establish an Academic Affairs and Standards Council to 

which management and faculty will bring all proposals regarding academic affairs and standards. 

NOTE: “The faculty hold the critical role in academic decision-making.”  The strength of 

that statement guides the scope of the council.  

Subd. 1.  Purpose of the Council.  The purpose of the council is to provide direction for 

the college president in all matters included in academic affairs, including course 

outlines, award requirements, academic standards, course and program components, and 

the inventory of course and program offerings. 

NOTE: This mandate is broad for a reason. AASC should do much more than 

approve courses and programs; it should discuss all matters of academic standards.  

Subd. 2.  Structure of the Council.  The Council shall consist of two-thirds faculty 

members and one-third administrators and/or other staff.  The faculty members will be 

selected by faculty president after consultation with the college president.  The 

administrative members will be selected by the college president after consultation with 

the faculty president but must include the chief academic officer.  The parties agree to 
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make appointments that represent broadly the academic programming of the college.  A 

faculty member shall serve as chair of the council.  S/he shall develop agendas and 

meeting arrangements cooperatively with the chief academic officer.  Other individuals 

may be invited to address the council. 

NOTE: The chapter president makes ALL faculty appointments to AASC. 

NOTE: The ratio of 2 to 1 reflects the critical role faculty must play in academics. 

This ratio must be monitored and enforced.  

Subd. 3.  Process.  The council shall develop procedures for all curriculum matters to be 

discussed.  The council shall, upon due consideration, forward its decisions to the 

administration.  While it is recognized that the college president reserves the ultimate 

decision-making authority, the norm shall be to follow the decision of the Academic 

Affairs and Standards Council absent compelling reason(s) to do otherwise.  If the 

administration counters a decision of the council, the council chair may request that the 

college president attend an upcoming meeting of the council to hear an appeal on the 

issue.  

NOTE: The norm shall be to follow the council’s recommendation.  

Section 3.  Alternative Structure.  As an alternative to the structures in Sections 1 and/or 2 

above, a different structure may be agreed to between the college president and the MSCF 

chapter with the approval of the state MSCF.  Such agreement shall be confined to the design of 

the structure and its operational mode.  Such an agreement shall not in any way regulate or 

control the right of selection or participation by the MSCF chapter.  In the event that no 

agreement is reached on such an alternative structure, the governance structure shall be that set 

forth in Section 1 and/or 2 above. 

NOTE: Any alternative structures must be approved by the state MSCF.  
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VIII. SETTING THE ACADEMIC CALENDAR 

The chapter president negotiates the academic calendar in partnership with the college 

president.  If no agreement is reached after two meetings, the configuration of the academic 

calendar stays the same.  This is important for two reasons.  First, there is no reason for the 

chapter president to agree to an academic calendar that conflicts with the best interests of 

MSCF or the faculty because the chapter president can always make the academic calendar 

configuration revert back to how it was the previous year.  And, second, it is important not to 

allow an unfavorable academic calendar because it will become the new fallback position 

should the two parties not reach agreement in the future.  

ARTICLE 10 

WORK YEAR AND WORK WEEK 

Section 1.  The Basic Work Year.  For purposes of compensation and workload calculation, the 

full-time academic work year shall consist of one hundred seventy-one (171) days spread over 

two semesters.  Within this total, each college shall identify and publish an academic calendar 

that includes class days, test days, and duty days assigned by the administration.  Up to two (2) 

administration assigned duty days may be scheduled during the summer as a part of the calendar 

determination process described below.  Days not identified for these purposes shall be utilized 

by instructors for activities necessary for the successful accomplishment of their professional 

responsibilities. 

NOTE: The up to two administratively assigned summer duty days are included in the 171 

days.  

The determination of the actual number and configuration of the class, test, and administration 

assigned duty days in each semester shall be by agreement of the leadership of the administration 

and the faculty at each college.  Such agreement shall be reached after two (2) meetings or the 

calendar shall contain the same number and configuration of class, test and administration 

assigned duty days as the previous academic year.  Before the calendar is finalized, the student 

leadership shall have the opportunity to review and comment on the proposed calendar. 

NOTE: The chapter president and the college president set the academic calendar. If no 

agreement is reached after two meetings, the academic calendar stays the same.  

NOTE: The student leadership can offer advice but not change the calendar.   
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IX. DESIGNATION OF DEPARTMENTS/DIVISIONS  

(FORMER UTCE) 

The chapter president must meet with the college president to establish departments and 

divisions for former UTCE faculty members.  

ARTICLE 11 

WORK ASSIGNMENTS 

Section 3.  Teaching Faculty in the former UTCE Bargaining Unit. 

Subd. 2  Department/Division Chairpersons.  The administration and the MSCF 

chapter(s) shall designate various departments/division consistent with the college’s 

mission.  Designation of departments/divisions shall occur once each year.  All faculty 

members shall be a member of at least one (1) department and/or division.  Each 

designated department/division will have a chairperson according to the following: 

NOTE: The chapter president is the ultimate voice for the MSCF chapter.  

NOTE: The designation of departments/divisions has implications for the number 

and distribution of chairpersons.  
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X. ALLOCATING PROFESSIONAL DEVELOPMENT FUNDS 

The chapter president should form a committee to determine and maintain a process for 

distributing faculty development funds. That process should address applying for funds; 

determining who receives funds, when, and for how much; and sharing requests and 

disbursements with administration.   

ARTICLE 17 

PROFESSIONAL DEVELOPMENT 

Section 1.  College Level Funds.  Each college will allocate faculty development funds at the 

rate of two hundred fifty dollars ($250) per each full-time equivalent faculty position at the 

college during the preceding academic year.  The MSCF chapter shall determine an equitable 

procedure for the distribution of faculty development funds. 

NOTE: There is a lot of leeway in how these funds are distributed and the amounts issued, 

but the process must be equitable.  

These funds are to be used to support the professional development of the faculty, the 

development needs of the academic departments or areas, and the planned instructional priorities 

of the college.  Funds provided by this section shall be used for financing expenses for faculty 

members only to attend conferences, workshops, take college courses and other activities off-

campus, or for the provision of on-campus activities for staff development of the faculty.  These 

funds may be used to reimburse the cost of travel, housing, meals, and registration associated 

with participation in professional conferences, workshops, and similar meetings or memberships. 

NOTE: Do not allow professional development funds to replace departmentally budgeted 

funds.  

The committee may carry over a portion of the funds not used in one academic year to the next 

academic year as follows: 

As of June 30, 2003, funds carried over from one academic year to the next academic year may 

not exceed one-third (1/3) of the college’s total faculty development funds provided by this 

section for that year. 

NOTE: This rollover cannot be vetoed by the college president.  

The college president or designee may review proposed faculty development expenditures, and 

may veto a proposed expenditure within one (1) week of its receipt if the proposed expenditures 

do not meet the purposes stated above. 
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Nothing in this section shall preclude the local MSCF chapter from proposing to spend faculty 

development funds on joint activities with other groups at the college.  Upon mutual written 

agreement, the MSCF chapter president and college president may agree to another method for 

determination of the use of college level development funds. 

NOTE: Any deviation must be by written agreement with the chapter president.  
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XI. FACULTY APPOINTMENTS TO ALL COMMITTEES 

The chapter president must make all faculty appointments to committees that include faculty.  

All committee appointees must be members of MSCF.  The chapter president should emphasize 

that committee work is union business and MSCF is the exclusive representative of the faculty.  

Appointees are representatives of their union and their fellow faculty members.   

ARTICLE 1 

RECOGNITION OF MSCF 

Section 1.  Recognition.  In accordance with BMS Case Numbers 01PTR888, 01PTR890, and 

01PCE1430, the Employer recognizes MSCF as the exclusive representative for all faculty 

members who meet the statutory definition of public employee and are assigned to Bargaining 

Unit #10. 

NOTE: The chapter president’s right to make ALL faculty appointments to committees 

comes from this statement of exclusive representation. Committee work is union work. 

Make sure your committee members know that.  
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XII. COMMUNICATING WITH MEMBERS 

Keeping in touch with your membership is one of the most critical activities for any chapter 

president.  It is essential that chapter presidents develop multiple means of communication to 

reach as many members as possible and to give options if we lose access to system equipment 

due to a state government shut down or strike.   

MEANS OF COMMUNICATION THAT USE STATE EQUIPMENT 

1. Chapter meetings on campus 

2. College email messaging 

 Create groups for general membership, your leadership team, Shared 

Governance Council, and AASC. 

 Use a distinctive color or format to help members identify messages from the 

chapter.  

3. MSCF bulletin board 

4. Work phone messages 

5. Postings in mailboxes 

 This could include MSCF messaging or a chapter newsletter. 

6. Personal Contact Tree 

 Identify key members in each area of the college to act as contacts.  

 Have them act as information conduits between the leadership and members.  

 Restrict the number of members each contact has to make to 5 or 6 people.  

 These contact people can distribute information from the leadership or collect 

feedback from members.  

MEANS OF COMMUNICATION THAT DO NOT USE STATE EQUIPMENT 

1. Chapter Web site 

 You can put links to these resources in email messages to members. 

2. Home email messaging 

 Develop a database of home email addresses 

 Create a group or groups.  

3. Home phone messages 

 Develop a database of home phone numbers. 

 Develop a phone tree so that each contact person calls 5 or 6 members.  

4. Meetings off campus 

 These meetings could happen at a restaurant or at a local union hall. 
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ARTICLE 7 

MSCF RIGHTS 

Section 2.  Use of Facilities.  The MSCF and its representatives shall have the right to use the 

college facilities for purposes of holding meetings and for carrying out MSCF business.  

Facilities, for purposes of this section, shall mean meeting space and equipment normally used 

by the faculty.  If consumable supplies or classified or student help of the college are used by the 

MSCF, such use requires prior approval and reimbursement to the college for costs involved 

with such use.  Utilization of space by the MSCF requires advance request, and utilization of 

facilities in general is dependent upon the availability for such use. 

Section 3.  Transaction of Business.  Duly authorized representatives of the MSCF shall be 

permitted to transact official MSCF business on college premises at reasonable times, provided 

that this shall not unduly interfere with nor interrupt the operations of the college.  The MSCF 

may use the college distribution service and faculty member mailboxes for communications to 

faculty members. 

Section 4.  Bulletin Boards.  The MSCF shall have the right to post announcements, and notices 

of its activities and concerns on faculty member bulletin boards.  One (1) MSCF only bulletin 

board on each campus will be at a location mutually agreeable to the MSCF chapter and the 

college president or designee. 
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XIII. OFFICIAL MSCF ONLY BULLETIN BOARD 

Every chapter must have one official MSCF only bulletin board located in a place that is 

convenient for faculty.  Most chapters post their leadership structure and contact information, 

meeting schedule, and important notices. In addition, there are materials that every 

administration is required to post every year, such as vacancies, the seniority roster, and 

customized training opportunities.  The chapter president should make sure the official MSCF 

bulletin board is kept up to date and provides these required materials.   

ARTICLE 7 

MSCF RIGHTS 

Section 4.  Bulletin Boards.  The MSCF shall have the right to post announcements, and notices 

of its activities and concerns on faculty member bulletin boards.  One (1) MSCF only bulletin 

board on each campus will be at a location mutually agreeable to the MSCF chapter and the 

college president or designee. 

NOTE: The administration is required to post certain information on the official MSCF 

bulletin board, so be sure that they are on notice about where it is located.  

ARTICLE 20 

APPOINTMENTS AND CREDENTIAL FIELDS 

Section 1.  Appointments.  All appointments shall be made by the college via a letter of 

appointment which includes the type of appointment, the length of appointment (if not an 

unlimited position), the faculty member's address, State of Minnesota employee identification 

number, and the wages.  The college shall provide the MSCF with a copy of this letter of 

appointment.  In the case of adjunct and temporary part-time faculty, a letter of appointment will 

be used which includes information regarding the managerial right to cancel some or all of the 

temporary appointment in order to fulfill the contractual obligations to unlimited full-time and 

unlimited part-time faculty.   

Subd. 2.  Posting of Vacancies.  The college president or designee shall simultaneously 

distribute both full-time and part-time vacancy notices to all campus/sites for posting on the 

official bulletin board prior to any external advertisements or postings.  Copies shall also be 

sent to the MSCF designee.  No position shall be filled until at least ten (10) days have 

elapsed after posting the notification. 

NOTE: The college must post vacancies on the MSCF bulletin board prior to 

advertising them.  
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ARTICLE 21 

SENIORITY 

Section 5.  Posting and Recalculation.  The seniority roster shall be posted by November 1 of 

each academic year.  Faculty members may request seniority recalculations within thirty (30) 

calendar days after distribution of the seniority roster.  The Office of the Chancellor and MSCF 

shall maintain a statewide seniority system. 

NOTE: Remind faculty to review the seniority roster as soon as it is posted to allow the full 

thirty days for corrections.  

ARTICLE 22 

LAYOFF AND FACULTY TRANSFERS 

Section 7.  Notification of Posted Vacancies.  The Office of the Chancellor shall distribute 

vacancy notices via the MN State Employment Opportunities to the colleges for posting on the 

official bulletin board simultaneous with any external advertisements or postings.  A copy shall 

also be sent to the MSCF President or designee.  All unlimited full-time, temporary full-time, 

and unlimited part-time MSCF positions shall be posted unless otherwise agreed to by the 

Employer and the MSCF.  No position shall be filled until at least fifteen (15) calendar days have 

elapsed after posting date of the MN State Employment Opportunities, unless the Office of the 

Chancellor and the MSCF have mutually agreed to an exception.  

NOTE: The system must post vacancies on the MSCF bulletin board at the time they are 

advertised.  

ARTICLE 28 

CUSTOMIZED TRAINING 

Section 4.  Rights to Interview for Staffing Customized Training Credit Courses. 

Subd. 3.  Procedures for Right to Interview for Staffing Customized Training Credit 

Courses. 

A. Posting.  The college will date and post on the official MSCF bulletin board available 

customized training credit courses for five (5) working days. 

B. Notification.  The college will notify all MSCF chapter presidents within a college of  

available customized training credit courses at the time of posting. 

 

NOTE: The chapter president can then forward the information on customized 

training credit offerings to the appropriate faculty members. 
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XIV. ELECTRONIC COMMUNICATIONS FOR POLITICAL 

MESSAGES 

Faculty members have the right to use MN State email services to share information about 
higher education issues and political activities within limits established by Minnesota 
statutes and the MN State system.  It is important that faculty not shy away from 
messaging aggressively within these limits.  Below are related Minnesota statutes, MN 
State Board of Trustees policies, and some notes of explanation.  

 

MINNESOTA STATUTE 43A.32  

POLITICAL ACTIVITIES 

Subd. 1.  Prohibition.  No employee shall, directly or indirectly, during hours of 

employment solicit or receive funds for political purposes, or use official authority or 

influence to compel an employee in the classified service to apply for membership in or 

become a member of any political organization, to pay or promise to pay any assessment, 

subscription, or contribution or to take part in any political activity.  

 

NOTE: This statute is about inappropriate use of official authority or influence to compel 

an employee. It does not ban all political activities or political communications. 

NOTE: State legislators have to follow the same Minnesota statutes when they use state 

email to talk with their constituents.  MN State system office employees and college 

administrators have to follow the same statutes for their internal and external 

communications.  

MINNESOTA STATUTE 211B.09 

PROHIBITED PUBLIC EMPLOYEE ACTIVITIES 

An employee or official of the state or of a political subdivision may not use official 

authority or influence to compel a person to apply for membership in or become a member 

of a political organization, to pay or promise to pay a political contribution, or to take part 

in political activity. A political subdivision may not impose or enforce additional 

limitations on the political activities of its employees. 

 

NOTE: The last sentence means that the MN State system office employees and college 

administrations may not put partisan limits on political speech.  
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MINNESOTA STATUTE 43A.38 

CODE OF ETHICS FOR EMPLOYEES IN THE EXECUTIVE BRANCH 

Subd. 4.  Use of State Property. 

(a) An employee shall not use or allow the use of state time, supplies or state -owned 

or leased property and equipment for the employee's private interests or any other use 

not in the interest of the state, except as provided by law. 

(b) An employee may use state time, property, or equipment to communicate 

electronically with other persons including, but not limited to, elected officials, the 

employer, or an exclusive bargaining representative under chapter 179A, provided 

this use, including the value of the time spent, results in no incremental cost to the 

state or results in an incremental cost that is so small as to make accounting for it 

unreasonable or administratively impracticable. 

(c) The commissioners of administration and management and budget shall issue a 

statewide policy on the use of electronic mail and other forms of electronic 

communications by executive branch state employees. The policy is not subject to the 

provisions of chapter 14 or 179A. Appointing authorities in the legislative and 

judicial branches shall issue policies on these issues for their employees. The policies 

shall permit state employees to make reasonable use of state time, property, and 

equipment for personal communications and shall address issues of privacy, content 

of communications, and the definition of reasonable use as well as other issues the 

commissioners and appointing authorities identify as necessary and relevant.  

NOTE: Employees may use state equipment when there is little or no cost to the 

state. Faculty members are not hourly employees, so it difficult to put a dollar 

amount upon their time. Electrons are essentially free.  

NOTE: Employees may use state email to contact elected officials and advocate 

for higher education issues.  

NOTE: MN State must have a policy to address the use of electronic mail and 

other forms of electronic communications. An excerpt from the procedure to that 

policy, 5.22.1, is included below. 

 

MN STATE BOARD OF TRUSTEES PROCEDURE 1C.0.1  

EMPLOYEE CODE OF CONDUCT 

Part 3.  Employee Ethics.  
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Subpart D.  Use of state property. All system property is also state property. With 

limited exceptions, state property is not to be used for personal or private use except as 

specifically authorized (such as limited personal use of computers-see System Procedure 

5.22.1). State long distance service, business cell phones, or frequent flyer miles earned 

through state-authorized travel for state- related purposes may not be used for personal or 

private purposes.  

Subpart E.  Political influence.  Employees may not use their position or system 

resources to advance a political party or candidate. 

NOTE: This policy is about inappropriate use of position or system resources to 

promote a specific party or candidate. It does not ban all political activities or 

communications.  

 

MN STATE BOARD OF TRUSTEES PROCEDURE 5.22.1 

ACCEPTABLE USE OF COMPUTERS AND INFORMATION 

TECHNOLOGY RESOURCES 

Part 1.  Purpose.  

Subpart A.  Acceptable use. This procedure establishes responsibilities for acceptable 

use of Minnesota State Colleges and Universities system information technology 

resources. System information technology resources are provided for use by currently 

enrolled system students, administrators, faculty, other employees, and other authorized 

users. System information technology resources are the property of Minnesota State 

Colleges and Universities and are provided for the direct and indirect support of the 

system's educational, research, service, student and campus life activities, administrative 

and business purposes, within the limitations of available system technology, financial 

and human resources. The use of Minnesota State Colleges and Universities information 

technology is a privilege conditioned on compliance with Policy 5.22, System Procedure 

5.22.2 Cellular and Mobile Computing Devices, and any procedures or guidelines 

adopted pursuant to this procedure. The system encourages the use of information 

technology as an effective and efficient tool within the framework of applicable state and 

federal laws, policies and rules and other necessary restrictions. 

Part 5.  System Employee Users.  All employees of Minnesota State Colleges and Universities 

are subject to Minnesota Statutes, §43A.38, the code of ethics for employees in the executive 

branch and System Procedure 1C.0.1, Employee Code of Conduct. In addition, employees are 

expected to use the traditional communication rules of reasonableness, respect, courtesy, and 

common sense when using system information technology.  
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Subpart A.  Personal use.  In accordance with Minnesota Statutes, §43A.38, subdivision 

4, system employees may make reasonable use of system information technology for 

personal communications as long as the use is in accordance with state law, Board policy 

and system procedure, and the use, including the value of employee time spent, does not 

result in an incremental cost to the state, or results in an incremental cost that is so small 

as to make accounting for it unreasonable or administratively impracticable, as 

determined by the system. Reasonable use means use consistent with this procedure.  

Subpart B.  Union activities.  In the interest of maintaining effective labor-management 

relationships and efficient use of state time and resources, system e-mail accounts may be 

used by employee representatives of the union for certain union activities, in accordance 

with state policy and/or the provisions of applicable collective bargaining agreements.  

System-owned property or services, including the e-mail system, may not be used for 

political activities, fund-raising, campaigning for union office, union organizing 

activities, or solicitation of employees for union membership. 

NOTE: This policy is about computers and information technology resources, not 

mailboxes. The MSCF contract (Article 7, Section 3.) states, “the MSCF may use the 

college distribution service and faculty mailboxes for communication to faculty 

members.”  

Union use of system electronic communication technology, as authorized, is subject to 

the same conditions as employee use of such technology, as set forth in Policy 5.22 and 

this procedure, including security and privacy provisions.  

Subpart C.  Political activities. System employees shall not use system information 

technology for political activities prohibited by Minnesota Statutes, §43A.32 or 

§211B.09, or other applicable state or federal law. 

NOTE: The term “political activities” in Subpart B matches the meaning 

established through the Minnesota statutes listed above. It has been understood to 

mean that faculty can’t use state email to ask others to (1) join a political party, (2) 

make a donation to a political party, or (3) vote for a specific candidate.  

NOTE: Faculty can use state email to ask members to contact specific legislators to 

ask them to vote a certain way on specific higher education issues, to call for a 

meeting on campus or a rally at the capitol building, or to ask others to vote for pro-

education candidates without mentioning specific names. Faculty can use state email 

to make factual statements explaining higher education issues.  
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XV. REVIEW CHAPTER CONSTITUTION AND BYLAWS  
 

1. Each chapter must have a current Constitution and Bylaws.  These are the governing 

documents of the chapter.  

2. Constitutions and Bylaws should be reviewed annually, and if amended, done so in 

accordance with the provisions of the current Constitutions and Bylaws.  

3. As you review your Constitution and Bylaws, consider which rules you want to put in the 

Constitution (Where a 2/3 vote and advanced notice is normally needed for 

amendment) and which rules you want in the Bylaws (where a majority vote is all that is 

normally required). 

CONSTITUTION AND BYLAWS REVIEW CHECKLIST 

Constitution Provisions: Name, preamble, membership, governance structure, election of 

officers, terms of office, amending procedures, affiliations, and officers. 

Bylaws Provisions: Meetings, powers of general membership (dues and budget), qualifications 

and duties/powers of officers, vacancies, elections of delegates, provisions for appointing 

elections committee and task force chairs, duties of standing committees, quorum needed to 

conduct business, amending procedure, parliamentary authority (Robert’s Rules of Order). 
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XVI. ASSISTING THE GRIEVANCE REP 

Chapter presidents are elected while grievance reps are appointed by the state MSCF president. 

This difference reflects the role each has.  As political agents, chapter presidents carry out 

MSCF business while answering to the membership.  If chapter presidents fail to perform, they 

can be recalled or replaced through an election.  Grievance reps, on the other hand, carry out 

MSCF business while not answering directly to the membership.  Grievance reps guard the 

contract and check for contract compliance, even in cases when it is not popular with particular 

members.  Because they are appointed, they can only be removed or replaced by the state 

MSCF president.   

Chapter presidents and grievance reps have to communicate regularly and cooperate in many 

of their activities.  Chapter presidents have to refer issues related to contact compliance to 

grievance reps for possible grievance procedure.  Chapter presidents have to put a grievance 

report on the agenda of all chapter meetings.  Grievance reps have to inform chapter 

presidents and members of compliance issues that are unfolding at the college and what to 

watch for.  Both chapter presidents and grievance reps have to be experts on the contract and 

act as resources for members.  

Below is the list of the major responsibilities for MSCF grievance reps:  

1. Checking Compliance 

 To help to ensure administrative and MSCF compliance with all contractual 

language. 

 To review summer session assignments in relation to claiming by seniority, 

summer rotation lists, including assignments of faculty with multiple assigned 

fields or credentials, and faculty at multi-campus colleges. 

 To assist in the process of chapter Shared Governance by attending the 

meetings. 

 To review site/campus/college seniority rosters for accuracy. 

 To review overload assignments in relation to contractual limits. 

 To review/monitor the use of administrators to do faculty bargaining unit work. 

 To examine all class sizes in relation to local class-size maximums. 

 To work with the AASC on credentials. 

 Other activity as identified and/or required. 

 To check on faculty teaching loads including elapsed time, credit and contact 

hour limits, and 2-for-1 assignments, overload pay, unique assignments. 

 To review faculty appointments, especially for new faculty. 
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 To review the use of alternate calendars, assignments of extra days, and 

Saturday/Sunday assignments. 

 

2. Member advocacy 

 To attend meetings, upon request, between faculty members and 

administration, including meetings which may be of a disciplinary nature and to 

make sure members facing discipline are given due process. 

 To provide assistance in the use of paid leaves of absence, tuition waiver, and 

insurance benefits. 

 To review the use of alternate calendars, assignments of extra days, and 

Saturday/Sunday assignments. 

 

3. Grievances 

 To process all Level One (Step 1) grievances on behalf of the MSCF chapter and 

individual faculty members. 

 To provide a current report of grievance activity at each MSCF chapter meeting. 

 To serve as the communication link between the MSCF staff representative(s) 

and the grievant(s) when grievances go beyond Level One (Step 1). 

 To provide information for the MSCF chapter and bargaining unit members, 

when appropriate, regarding contractual and legal rights. 

 

4. The chapter Grievance Representative should accomplish the following within the first 

two weeks of each term 

 Review/monitor the elapsed time of each faculty member. 

 Confer with each faculty member whose workload includes:  

 Internship Supervision,  

 Independent Study,  

 Professional Accreditation Assignments,  

 Other Assignments,  

 Anything that results in Reasonable Credit Equivalence. 

 Review alternate calendars and flexible academic year calendars. 

 Review all class sizes in relation to class-size maximums. 

 Conduct membership drive for new and agency fee paying faculty. 
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XVII. ASSISTING THE POLITICAL/LEGISLATIVE LIAISON 

Although the MSCF political/legislative liaison will have the following responsibilities, it is 

understood that the chapter president and local activist group will assist as needed.   

The political/legislative liaison will have the following responsibilities:  

1. Communication 

 Share MSCF messages with members. 

 Give a political/legislative update at each chapter meeting.  

 Monthly Sawbuck Club reminder to members. 

2. Organizing 

 Build your team of local activists.  

 Build coalitions on campus among other bargaining units (MAPE and AFSCME) 

and the student senate. 

3. Get Training/Send Others for Training 

 Attend political/legislative liaison training as provided by MSCF.   

 Get members to register on the MSCF website for action alerts and updates. 

4. Coordinate Activist Activities 

 Encourage attendance at regional and town meetings.  Tell legislators who we 

are, what we do, and why it is important.  

 Invite legislators to your campus and get them into your classrooms to see what 

we do. 

 Promote and increase membership for the Sawbuck Club. 

 Encourage participation in the electoral process and precinct caucuses.  Use 

materials provided by MSCF. 

 Get out the vote.  
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XVIII. ASSISTING THE TREASURER 

Although the MSCF Treasurer will have the following responsibilities, it is understood that the 

chapter president and local executive committee will assist as needed.   

The Treasurer will have the following responsibilities:  

1. Banking and Check Writing 

 Reconcile the bank statement monthly. 

 Keep control over the checkbook. 

 All checks must have two signatures 

 All checks must have an expense form, an invoice, itemized receipt, or some 

form of written documentation describing expense/business purpose for the 

disbursement of the payment. 

 An expense reimbursement form should be signed by members prior to being 

reimbursed by the local for expenses.  Documentation should be included.  

 Provide a treasurer’s report at each chapter meeting.  

2. IRS 

 All chapters must file an IRS Form 990, 990-EZ or 990-N by the 15th day of the 

5th month after the end of the chapter's fiscal year.  Chapters receiving less than 

$50,000 in gross receipts file electronically Form 990-N (e-Postcard).  Chapters 

receiving $50,000 or more in gross receipts file Form 990-EZ or Form 990. 

3. Audit 

 All local chapters of the MSCF will perform their own internal audit. The local 

president, treasurer and any other member(s) who sign checks should not be on 

the internal audit committee. See audit form on the following page. 

4. Recordkeeping 

 The Treasurer should ensure that assets of the local are safeguarded and used 

solely for the benefit of members. 

 Checkbooks, financial records, and membership information should be kept in a 

secure area and in an organized manner. 
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Completed Audit Report  

{Name of College} MN SCF 

Period: 7/1/14 – 6/30/15 

On 9/30/2015  the undersigned Trustees completed an examination of the books and records and certify 

that to the best of our knowledge the information in this report is true and correct:  

Primary Findings  

1. Disbursements were accurately reflected in the union's records and issued for legitimate purposes.  

2. Receipts were accurately reflected in the union's records and deposited to the union’s bank accounts.  

3. Assets (cash and equipment) were properly accounted for.  

4. The union appears to be using good internal financial controls with the following exception:  

The President has been pre-signing checks. He has agreed to sign them only after they have been fully 
completed. 

5. The union appears to be complying with the financial practices and procedures of our parent body with the 
following exceptions: 

 
We have not been using all the forms (receipts, vouchers, journals) required by our parent body. New 
forms have been ordered and will be used in the future.  

Financial Condition Statement  

  Cash Balance (Last Audit Report) $5,004.29   

  Plus: Total Receipts  

Less: Total Disbursements  

$8,125.25 

$7,740.93 
  

  Cash Balance (This Audit Report) $5,388.61   

  Members at End of Period 201 
 

Attachments 

1. Fixed Assets Inventory  

2. 12 Ending Bank Balance Reconciliation Worksheets – July 14 through June 15 

Signatures  

John Smith 10/8/15 

Mary Brown 10/8/15 

Frank Miller 10/8/15 
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XIX. ASSISTING THE MEMBERSHIP CHAIR 

Although the MSCF Membership Chair will have the following responsibilities, it is understood 

that the chapter president and local executive committee will assist as needed.   

The membership chair will have the following responsibilities:  

5. Member Recruitment 

 Conduct one-on-one conversations with new faculty and agency fee payers. 

 Build a team of member recruiters and department mentors.  

 Provide a membership update at each chapter meeting.  

6. Member Engagement 

 Assist the chapter president in identifying and recruiting local campus leaders. 

 Assist in identifying opportunities for members to engage with and on behalf of 

fellow members.  

 Assist the legislative liaison in political and election activities.  

 Plan regular gatherings for members.  

7. Member Organizing 

 Conduct one-on-one conversations to identify local organizing issues. 

 Communicate common issues to the local executive team.  

 Assist in developing and implementing local organizing plans.  

8. Planning 

 Develop a local recruitment and engagement plan.  

 Monitor and update local membership lists and information.  

 Train current faculty on membership recruitment and engagement. 

 Encourage members to participate in the Emerging Leaders College. 

9. Communication 

 Send regular value of membership communications. 

 Communicate membership updates to the MSCF state office. 
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XX. REASONS TO BECOME AN MSCF MEMBER 

When conducting one-on-one conversations with new faculty and agency fee payers, it is most 

important to identify the individual’s values and concerns and connect those to the values and 

benefits of membership. Some of those values and benefits include: 

 

BECOME AN MSCF MEMBER TO 

1. Being part of a movement to maintain bargaining rights for all Minnesotans. 

2. Having control over your working environment. 

3. Providing a counterbalance to corporate and governmental power. 

4. Accessing professional development opportunities. 

5. Supporting standards for highly qualified faculty. 

6. Protecting academic freedom.  

7. Supporting well-funded learning environments. 

8. Advocating for public higher education issues. 

9. Supporting retirement with dignity. 

10. Supporting affordable healthcare. 

11. Supporting your students' right to high-quality accessible instruction. 

12. Telling your story publicly about what you do and why it matters. 

13. Having a voice in college governance. 

14. Supporting contract enforcement. 

15. Passing on a great contract to the next generation of faculty. 

16. Supporting your colleagues as they try to do the same. 

Not all faculty will connect with the same issues and values, so those one-on-one 

conversations are critical to ensuring we are connecting with individuals around their values 

and issues.  
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XXI.  MEMBER BENEFITS 

MSCF agency fee-payer dues are a portion of full member dues.  The following is a list of just a 

few of the benefits agency fee payers will have access to by becoming a full member of MSCF. 

1. The right to fully participate in the local, state, and national membership meetings. 

2. The right to run for and hold an office in the local, state, and national organizations.  

3. The right to serve as a representative of the faculty on committees at the local and state 

levels.  

4. Access to an attorney employed by Education Minnesota for all issues directly related to 

employment as a faculty member. 

5. Access to attorney referral system for lower costs of legal needs for issues outside of 

employment (e.g. wills, real estate, divorce). 

6. Automatic one million dollar ($1,000,000) employment liability insurance. Additional 

employment liability insurance for Nursing, Occupational Therapy, Physical Therapy, and 

Dental Hygiene.  

7. Access to the United Educators Credit Union. 

8. Access to all services and benefits provided by Economic Services Incorporated (ESI) for 

members only.  

 Financial Services/ 

Retirement Planning Services 

 Low cost Long-Term Care 

Insurance 

 Credit Card 

 BOSE® Music Products 

 No Cost Identity Theft 

Recovery Plan 

 Low Cost Home Loans 

 Health Care Solutions 

 Low Cost Auto and Home 

Insurance Plans 

9. Access to all services provided by NEA Members Benefits and AFT+ Member Benefits. 

10. NEA Insurance Benefits 

 New Members: $15,000 NEA Introductory Term Life at no cost for one year. 

 All Members: 

 Up to $1,000 free Life Insurance 

 Up to $5,000 free Accidental Death and Dismemberment Insurance, and 

 $50,000 AD&D while on the job or engaged in Union Activities 

 $150,000 AD&D for death at work resulting from unlawful homicide 

11. AFT+ Insurance Benefits 

 New Members: $5,000 free Group Term Life Insurance for one full year 

 All Members: Guaranteed issue $150,000 Universal Life Insurance (Must be 

actively at work) 
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XXII. MINNESOTA STATE COLLEGE FACULTY POLICIES 

The Minnesota State College Faculty are accountable to the membership for the prudent 

stewardship of the organization’s funds and must maintain control over how funds are spent. 

To fulfill this responsibility, the MSCF will adhere to the following policies: 

A. DUES  

1. PAYMENT OF DUES: To maintain membership in good standing, the following payment of 
dues shall be in effect: 

Option I: Payment of dues through payroll deduction over nine months 

Option II: Payment in full of dues prior to November 1. 

2. DUES REFUND POLICY: Dues refunds will be limited to the current year dues cycle.  Claims 
submitted for refund of dues paid prior to the current year dues cycle will not be honored. 
 

3. CHAPTER EXPENSES: MSCF will provide chapter rebates to cover incidental chapter 
expenses.  The Board of Directors will set the amount of the rebate with the 
recommendation from the Executive Committee.  Meeting expenses, copying costs, and 
other minor chapter expenses are to be paid by the chapter from this fund. 

 

B. EXPENSES 

1. EXPENSE REIMBURSEMENT: MSCF will reimburse members for reasonable expenses 
incurred while performing approved MSCF business. The procedures to be followed for 
reimbursement shall be set forth in the MSCF Financial Policies. 
 

2. MEALS: MSCF will reimburse for the actual cost of meals related to MSCF activities. In-state 
meals shall be reimbursed at a rate of $15 for breakfast, $20 for lunch and $45 for dinner. 
These limits include beverages. Out of state meals will be reimbursed at the IRS designated 
rate. MSCF will reimburse up to two alcoholic beverages per member per day. No 
reimbursement for meals will be made when a meal is provided.  

 
3. OTHER FOOD AND BEVERAGES: Food and beverage expenses arising from MSCF activities 

but not associated with meals will be reimbursed at the discretion of the treasurer within 
the parameters in section B, 2. 

 
4. TRANSFERS AND PARKING: MSCF will reimburse members for actual expenses incurred 

related to transfer and parking when travelling for MSCF business.  
 

5. GUEST/COMPANION ACCOMODATION: MSCF will accommodate guests and companions of 
MSCF members during the performance of MSCF activities and duties when doing so does 
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not result in any additional expense on the part of MSCF or when the additional expense is 
approved by the president and the treasurer prior to the expense being incurred. Travel 
arrangements for non-members must be arranged by the individual member.  

 
6. TIPPING: Recognizing that tipping is a major part of a service workers’ compensation, MSCF 

encourages and will reimburse tipping at the customary rate. 
 
7. GUEST FRIENDLY EVENTS: MSCF will provide meals for companions/guests at up to three 

annually designated events. Events will be determined by the board the preceding spring.  
 
8. OVERNIGHT LODGING: MSCF will provide overnight lodging when the combined travel and 

MSCF activity exceed the parameters of 8:00 a.m. and/or 5:00 p.m. Lodging can be 
requested for the night prior if the work day, including travel, begins prior to 8:00 a.m. 
Lodging can be requested for the same night if the work day, including travel, extends 
beyond 5:00 p.m. Any member who has requested overnight lodging for a MSCF event and 
is unable to attend the event must notify the hotel of cancellation at least 24 hours in 
advance of the event.  Except in the case of an emergency, the member will be responsible 
for any charges incurred. Each MSCF state officer will determine his/her lodging needs. 

 
9. MILEAGE RATE: MSCF will set the mileage reimbursement rate at the current IRS rate. This 

rate will stay in force throughout the fiscal year.  The reimbursable rate will not be higher 
than the IRS rate. 
 

10. EXCEPTIONS: Exceptions to any of the above policies can be made when the additional 
expense is approved by the president and the treasurer prior to the expense being 
incurred. The Board of Directors will be provided with an annual report of all exceptions. 
 

11. CELL PHONES: MSCF will compensate state officers and the Legislative Committee Chair up 
to $100 per month for cell phone service.   

 
12. TECHNOLOGY: MSCF will purchase the technology required by state officers to perform 

their MSCF related duties and inventory this technology annually. When the officers leave 
office, they will be given the option of purchasing the technology from MSCF for the 
depreciated value of the device.  

 
13. UNBUDGETED EXPENDITURES: Extraordinary unbudgeted expenditures of more than 

$1,000 must be pre-approved by the Executive Committee and reported to the Board of 
Directors.  

 

C. COMPENSATION 

1. STATE PRESIDENT COMPENSATION: MSCF will provide the president with compensation 
equal to the overload capability of a full-time faculty member. 
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2. OFFICER SUMMER COMPENSATION: MSCF will compensate elected officers other than the 
president for performing approved MSCF related duties outside the regular academic year. 
Compensation shall be calculated at a daily rate commensurate to the officer’s position on 
the salary schedule.  

 
3. AT-LARGE COMPENSATION: MSCF will compensate At-Large members of the Executive 

Committee $1,000 per year. 
 
4. NEGOTIATIONS COMMITTEE COMPENSATION: MSCF will compensate members of the 

Negotiations Committee $1,500 per year. 
 
5. CHAIR COMPENSATION: MSCF will compensate chairpersons of standing committees who 

meet during the year and local chapter membership chairpersons who provide a local 
membership plan, $500 per year. Local officers who receive release credits or stipends are 
not eligible for local membership chairperson stipends. 
 

6. OFFICER HONORARIUM: MSCF will pay each state officer a $3,000 honorarium annually. The 
honorarium will be in lieu of stipends for organizational committee work.  

 

D. MISCELLANEOUS POLICIES 

1. MEMBERSHIP LIST: MSCF will not sell nor give its membership list to any individual(s) or 
organization(s) without approval of the Board of Directors. 

 

2. RESERVE STATUS: A MSCF member who was active and is no longer employed may, upon 
payment of full dues, retain a reserve status for as long as the member holds claiming 
rights.  Members in reserve status shall not be eligible to vote or hold office. 

 
3. MSCF PRESIDENT VACATION:  Any MSCF president who receives full release time and 

additional compensation for summer availability shall be entitled to commensurate breaks 
during the academic year and 15 working days vacation.  The president is not required to be 
available to MSCF during vacation. 

 
4. MSCF OFFICER TIME OFF: Any state officer of MSCF who receives release time shall be 

entitled to commensurate breaks and shall be generally available to MSCF.  If the Executive 
Committee determines a state officer is unavailable for more than ten days, the officer shall 
go on leave and, when practicable, have his/her release time or summer compensation 
reduced for the period of the leave. 

 
5. CONFLICT OF INTEREST: The MSCF Board of Directors will receive full disclosure of any 

potential conflict of interest before considering appointments to committees and task 
forces. 
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6. RETIRED MEMBERSHIP: Upon retirement from a Minnesota State college, attaining the age 

of 55, receiving a pension from TRA or IRAP, and having been a member of MSCF for at least 

10 years, the retiring member shall be provided retired membership of MSCF, Education 

Minnesota, NEA and AFT.  Requests for exceptions shall be appealed.  

For members who retire and do not meet the free membership eligibility requirements, 
retired membership can be purchased.  The dues for this membership category shall be at 
the current Education Minnesota rate.  To be eligible, the applicant must have been a 
member in good standing at the time of retirement. 

 
7. AASC CHAIR TRAINING: MSCF will conduct annual training for chairpersons of the Academic 

Affairs and Standards Councils.  
 
8. MEETING AGENDAS AND MINUTES: The agendas and approved minutes of the Executive 

Committee, standing committees, except Negotiations and Faculty Rights committees, ad 

hoc committees, and other state-level committee meetings will be taken and made 

available to members. Any member may attend these meetings, except Negotiations and 

Faculty Rights, as an observer. 

9. SUPPORT OF UNIONIZED SHOPS: Whenever possible, MSCF will give priority to using the 

services and merchandise of and contracting with unionized vendors. 
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XXIII. MINNESOTA STATE COLLEGE FACULTY  

FINANCIAL POLICIES 

The following are fiscal policies of the MSCF, state and local chapters. 

Budget: 
 

The following shall be the policies of the MSCF regarding the budget: 

 

1. Prior to the annual Delegate Assembly, the Treasurer will prepare and discuss the next 
year’s budget with the executive committee. 

2. The Treasurer will present the budget to the Board of Directors for approval. 
 

Dues Collection and Affiliate Dues Payment: 
 

The following shall be the policies of the MSCF regarding dues collection and payments: 

 

1. The Treasurer will record the dues collections/deposits every month as the dues are 
deposited by the State of Minnesota. 

2. The Treasurer will remit state and national dues to Education Minnesota in accordance 
with the dues transmittal agreement. 

3. Local chapters of the MSCF will not collect local dues. 
 

Check Disbursements/Payments: 
 

When a check is written, the following shall be the policies of the MSCF: 

 

1. All checks must have two signatures, the Treasurer and the President or their designee. 
2. All checks must have an expense form and an invoice, itemized receipt, or some form of 

written documentation describing expense/business purpose and names of participants 
for the disbursement of the payment. 

3. Actual meal expenses of $10 or less may be reimbursed without a receipt. 
4. An expense reimbursement form must be signed by members prior to being reimbursed 

by the local for expenses.  Documentation should be included.  
5. If receipts are not available, a lost receipt form must be filled out and submitted with 

the expense form. 
6. The President will approve the Treasurer’s expense reports. 
7. The Treasurer will reconcile the bank accounts monthly with the President or a designee 

opening the bank statement, checking the bank statement, and signing off on the bank 
statement before turning the bank statement over to the Treasurer for reconciliation. 
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Financial Statements: 
 

The following shall be the policies of the MSCF regarding Financial Statements: 

 

1. The Treasurer will prepare and present financial statements at every Board of Director’s 
meeting as part of the Treasurer’s report. 

 

Internal Revenue Service Filing: 
 

The following shall be the policies of the MSCF regarding IRS filings: 

 

1. All chapters must file an IRS Form 990, 990-EZ or 990-N by the 15th day of the 5th 
month after the end of the chapter’s fiscal year.  Chapters receiving less than $50,000 in 
gross receipts file electronically Form 990-N (e-Postcard).  Chapters receiving $50,000 or 
more in gross receipts file Form 990-EZ or Form 990. 

2. MSCF, through their accountant, will issue IRS Form 1099-MISC to those individuals 
receiving $600 or more in a calendar tax year.  Form 1099-MISC must be given to those 
individuals by January 31.  IRS Form 1096, which summarizes the 1099's issued, must be 
filed to the IRS by February 28.   

3. MSCF, through their accountant will file an IRS Form 990 pending board approval. 
 

Audits: 
 

The following shall be the policies of the MSCF regarding audits: 

 

1. MSCF will have an external audit performed on an annual basis by an independent 
accounting firm. 

2. All local chapters of the MSCF will perform their own internal audit. The local president, 
treasurer and any other member(s) who sign checks should not be on the internal audit 
committee. 

 

Credit Cards: 
 

The following shall be the policies of the MSCF regarding credit card use: 

 

1. The MSCF President shall be the authorized user of the MSCF credit card. 
2. The credit card shall be used to conduct MSCF business only. The cardholder shall not 

use the card for personal use. 
3. The Treasurer or President must pre-approve any spending regarding equipment. 
4. The credit card cannot be used for cash withdrawals. 
5. All credit card expenditures must be accompanied by an itemized receipt for the 

purchase. 
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6. The cardholder shall document each expenditure with names of people involved and the 
union business for which the expenditure occurred. 

7. The cardholder will submit the credit card receipts along with their credit card 
statement every month. 

8. The President or designee will open and review the credit card statement before turning 
statement over to Treasurer. 

 

Records: 
 

The following shall be the policy of the MSCF regarding recordkeeping: 

 

1. The Treasurer should ensure that assets of the local are safeguarded and used solely for 
the benefit of members. 

2. Checkbooks, financial records, and membership information should be kept in a secure 
area and in an organized manner. 

3. Members' personal information is confidential.  This information (social security 
number, home address, email address, telephone number, etc.) is subject to privacy 
laws and must not be given to unauthorized persons. 

4. Records shall be retained according to required retention period. 
 

 


