
PLANNING GUIDE & CALENDAR
The key to a successful Association year is planning ahead. 
Contact your NSEA Organizational Specialist or the NSEA President to assist your planning efforts.

PRESIDENT ESSENTIALS
Your leadership makes a difference every day.

YOUR TOP RESPONSIBILITIES JULY AUGUST SEPTEMBER

leaders •	 Year-Round Membership Plan
•	 Invite NSEA organizational specialist  

to first meeting of the year
•	 Year-Round Membership Plan

•	 Fall Membership materials due to NSEA
•	 Contact NSEA President to schedule 

visit
•	 Year-Round Membership Plan

bldg meeting 
topic

•	 Membership meeting
•	 Member recruitment/details
•	 Add Membership 

•	 Placement/pay, assignment, extra-duty 
review

•	 Set schedule for covering Board 
meetings

local activity
•	 Train local leaders and Member 

Organizers
•	 Acquire new employee list

•	 New Teacher Event/ Collect New Hire 
Information Cards

•	 Membership Recruitment
•	 Follow up with new hires re: 

membership

administration •	 Attend Board meeting •	 Select administrative and/or school 
board contact team

•	 Exec Team meet with administration
•	 Submit annual  Recognition letter,  

if your local is not certified

OCTOBER NOVEMBER DECEMBER

leaders
•	 Appoint negotiations team/attend 

collective bargaining dinner
•	 Year-Round Membership Plan

•	 Begin negotiations
•	 Year-Round Membership Plan

•	 Review Association Bylaws
•	 Contact NSEA President for assistance
•	 Year-Round Membership Plan

bldg meeting 
topic

•	 Bargaining topics discussion
•	 Discuss Children’s Fund

•	 Evaluation info & red flags •	 Celebrate! Hold an Association/social 
gathering

local activity •	 Negotiations prep work
•	 Host engagement activity or event 

•	 Share New Ed Data
•	 Continue one-on-one conversations 

with potential members

administration •	 Set Nov - Dec bargaining dates •	 Attend Board meeting •	 Attend Board meeting

JANUARY FEBRUARY MARCH

leaders

•	 Review tentative agreement carefully 
before sharing with members

•	 Share NSEA elections information  
•	 Year-Round Membership Plan

•	 Read/respond to NSEA mailing  
regarding RA/NSEA Delegate Assembly

•	 Year-Round Membership Plan

•	 Complete online settlement report 
and forward to NSEA

•	 Year-Round Membership Plan

bldg meeting 
topic

•	 Review grievance procedures
•	 Review Bylaw amendments
•	 Contract ratification vote

•	 District mini-grants
•	 Letters of Intent/Teacher contracts

•	 Officer/Delegate Assembly,  
NEA Representative Assembly 
elections, Bylaw amendments

local activity •	 Begin Just One Membership Drive •	 Just One Membership Drive continues
•	 Ask potential members to join •	 Scholarship fundraiser

administration •	 Attend Board meeting •	 Attend School Board meeting  
for vote and signing of agreement •	 Team discussion on individual contracts

APRIL MAY JUNE

leaders
•	 Attend Delegate Assembly. Encourage 

Summer Conference attendance.
•	 Year-Round Membership Plan

•	 Spring Membership materials due to 
NSEA

•	 Identify comp study needs. 
•	 Year-Round Membership Plan

•	 Attend Comp study training
•	 Building rep training
•	 Year-Round Membership Plan

bldg meeting 
topic

•	 NSEA Field Rep. presentation on 
contracts, assignments & member 
rights

•	 Early enrollment with potential 
members

•	 Set Association meeting dates 
for coming school year

local activity •	 Early Enrollment Engagement •	 End of year celebration! •	 Summer member event
•	 Outreach to New Hires

administration •	 Exec team: Discuss next year 
assignments, schedule, extra duty, etc.

•	 Extended contracts & upcoming 
trainings

•	 Get New Hire List •	 Attend Board meeting

THIS ASSOCIATION YEAR
What are your top two priorities as you lead your local association this year? 

	1.
	2. 

GATHER THESE 
IMPORTANT 
DOCUMENTS: 

	� Negotiated Agreement

	� Local Association Bylaws

	� A copy of a current 
individual teacher 
contract

	� Grievance Policy

	� Board Policies

	� Current Membership 
Roster

	� Current list of potential 
members

	� Staff handbook

LEAD MEETINGS
Plan and lead effective association meetings that inform, 
engage and empower members. 

COMMUNICATE WITH MEMBERS
Keep members informed about issues, events and actions 
that impact them. 

BUILD MEMBERSHIP
Recruit, retain and engage members all year long. 

ATTEND BOARD MEETINGS
Stay informed about district decisions and represent 
member interests. 

SUPPORT BARGAINING
Work with your team to prepare for and participate in 
negotiations. 

CONNECT MEMBERS TO NSEA RESOURCES
Use NSEA programs, training and staff support to 
strengthen your association.

YOU ARE NOT ALONE!
Your NSEA leadership Team, Governance District Leadership and NSEA 
Staff are here to support you. Find contact information at www.nsea.org.



A VOICE IN 
DECISIONS

LEGAL  
PROTECTION  

HIGHER PAY  
& BENEFITS

SOCIAL 
JUSTICE 

LIABILITY  
INSURANCE

MEMBER  
DISCOUNTS 

NSEA 
CHILDREN’S 

FUND

BETTER  
CONDITIONS

PERSONAL 
SERVICE

PROFESSIONAL 
GROWTH

Have a voice in decisions 
affecting your classroom 

and career.

Protect your rights with 
contract support and  
legal representation.

Stand together to secure 
better pay, benefits  

and retirement.

Get support from experts 
who know your district 

and contract.

Work with fellow 
educators to advance 
equity for students.

Access professional 
learning, training, and 

leadership opportunities.

Help students in need 
through the NSEA 
Children’s Fund.

Receive professional 
liability insurance through 

NEA membership.

Advocate for better 
working conditions and 

stronger schools.

Save money with exclusive 
NEA member discounts 

and benefits.

PRESIDENT
Tim Royers

tim.royers@nsea.org

VICE PRESIDENT
Paul Schulte

paul.schulte@nsea.org

SECRETARY/TREASURER
Renae Noble

renae.noble@nsea.org

NEA DIRECTOR 
Edward T. Ventura, Jr. 
ed.ventura@nsea.org

EXECUTIVE DIRECTOR
Isau Metes

isau.metes@nsea.org

LOCAL 
PRESIDENT

Planning. Leading. 
Supporting Your Members.

Toolkit

Thank you for stepping up to lead your 
local association! 

This toolkit is designed to help you plan a 
successful year, support your members and 
stay connected to the resources NSEA provides.

YOUR YEAR 
AT A GLANCE
See inside for a helpful
month-by-month guide.

STAY CONNECTED
ONLINE
Join NEA edCommunities® 
on mynea360.org

MEMBER ADVOCACY: A QUICK GUIDE
When a member faces a risk to their job or professional rights, 

call NSEA’s Director of Advocacy FIRST: 402-475-7611

RED FLAGS – CALL NSEA IF A MEMBER IS:

	2 Called to a discipline or investigatory meeting.

	2 Facing a reprimand or negative evaluation.

	2 Subject of a certification or license complaint.

	2 Threatened with termination or non-renewal.

	2 Asked to sign a document they don’t understand.

WHAT NOT TO DO:

	8 Don’t investigate.

	8 Don’t interview witnesses.

	8 Don’t discuss the details. 

	8 Don’t promise outcomes. 

	8 Don’t go it alone. 

WHAT TO DO
Stay calm. Take notes. Call NSEA Advocacy immediately: 402-475-7611
We are here to protect your rights and support you.

10 
WAYS 
NSEA 
HAS

 YOUR
 BACK

Join NSEA 
and stand 
together 
for better 
working 

conditions, 
stronger 

resources for 
students and 

respect for 
educators.


