
 
Welcome to the  

Transport Workers 
Union (TWU) FSI 

Base Representative 
Training 

 



The Role of the Base 
Representative 

You are the face of TWU to 
Members and Management 

 



The Union Activist  
Code of Conduct 

1.  Uphold the TWU Constitution and all 
applicable labor laws. 

2.  Stand up for the rights of Members and 
support the Labor Movement. 

3.  Carry out the instructions and 
responsibilities assigned to the best of 
your ability. 



The Union Activist 
Code of Conduct 

4.  Maintain confidentiality. 
5.  Display a unified front and wear your 

Union Pin when possible. 
6.  Act in a professional and ethical manner 

at all times. 
7.  Communicate effectively with Members. 



As a Base Representative, your main 
responsibilities will be to keep updated on 
current Union activities and Contract 
Negotiations as well as representing 
Members in fact-finding meetings. To do 
this, you will need to check your email on a 
regular basis, participate in base meetings 
and calls when available, and communicate 
on a regular basis with your Union 
Leadership on the Negotiating Team or 
Advisor when necessary.  



Confidentiality 

As a Base Representative, you will be provided 
with privileged information regarding 
negotiations or Member information during fact 
finding meetings. For that reason, every Base 
Representative will need to have a signed 
Confidentiality Agreement on file with the 
Union. This is a standard requirement for all 
Union Business to assure our Members that 
their information is secure and confidential. 



  

 Remember:  You are not expected to 
know everything, so don’t be intimidated.If 
a Members asks a question you don’t 
know the answer to, just say so. Don’t 
speculate or guess. Reach out to your NT 
or TWU Advisors for the answer and get 
back to them in a timely manner with the 
correct information.   



Being a Good Flight Attendant 

One of the most important qualifications of 
a good Union Activist is being a good Flight 
Attendant. It is important to have credibility 
with your Membership and Management to 

be able to effectively advocate for your 
Members 



Duty of Fair Representation 
 

It is the obligation of the Union to represent all 
Members equally, without prejudice, in good 

faith, and without discrimination, regardless of 
the age, race, creed, nationality, sex, political 

views, membership in the Union, or 
personality.  

 
 

  



The Fact Finding Meeting 
Start to Finish 

An effective Base Representative can make the 
difference in the fact-finding  process 

 



Important facts to remember about 
your role as a Base Rep 

•  Management has not yet agreed to allow Flight 
Attendants to have a Union Representative 
present at any mandatory meeting however 
has stated that if there is a group of trained FSI 
Flight Attendants, they will consider it. 

•  We are providing training so that we will have 
trained Base Representatives equipped with 
the necessary tools to advise and assist fellow 
Flight Attendants if they are called in by 
Management. . 



Flight Attendants often ask,  
“Do I need Union Assistance?” 

THE ANSWER IS ALWAYS YES!!! 

Contact your Union at: 
  

5ytwu@twu.org 



The Role of a Union Activist in a 
Fact Finding Meeting 

•  Witness 
•  Ensure fair and professional meeting 
•  Support Member 
•  Ask questions for clarification 
•  Ensure Member’s story is told 
•  Take COPIOUS notes 
•  Do not interfere with investigation. 



BEFORE the Meeting 

Preparing the Member for the meeting: 

•  Give the Member an overview of the Fact 
Finding meeting and tell them what to expect. 

•  Tell the Member who will be in attendance, 
i.e. Base Manager, Supervisor, etc., if you 
know, and that the meeting will typically last 
between 30 minutes and 1 hour. 



BEFORE the Meeting 

Preparing the Member for the meeting: 

•  Discuss what your role as a Base 
Representative is during the meeting. 

•  Let them know it is OK to be nervous.  
•  Reassure them, but MAKE NO PROMISES. 
•  Advise the Member to remain professional 

during the meeting. 



BEFORE the Meeting 

Preparing the Member for the meeting: 

•  Encourage the Member to tell the truth and 
to not blame others. 

•  Let the Member know that if you signal them 
to stop talking (touch on the arm, kick on the 
leg, nose scratch, etc.) – they need to STOP 
TALKING. 

•  Advise the Member on the most effective 
way to answer questions. 



BEFORE the Meeting 

Interview the Member - LISTEN: 

•  Ensure the Member that you as a Base 
Representative bound by confidentiality. 

•  Ask the Member to tell the story of the 
occurrence from start to finish. 

•  Review any documentation the Member 
brings as supporting evidence. 



BEFORE the Meeting 

Interview the Member - LISTEN: 

•  After they tell the story, ask questions to 
MAKE SURE you understand the facts. 

•  Complete the interview by asking the Member 
if there is any additional information that you 
need to know. Be specific – ask if they know 
about Reports submitted, Customer letters, 
Scheduling tapes, etc. 



BEFORE the Meeting 

Knowing all the facts before going in to 
the meeting gives you these 
advantages: 

•  It will help keep you from being surprised in the 
meeting. 

•  It will help you redirect the Member in the event she /
he becomes nervous, forgets, or gets off track. 

•  Listening and understanding the situation will ensure 
the Member that he/she is receiving competent Union 
Representation. 



BEFORE the Meeting 

Answering Questions 101 – Helping the 
Member to help him/herself: 

•  Listen carefully to the question before 
answering. 

•  Tell the truth. 
•  Answer the question – PERIOD. Don’t volunteer 

additional information. 
•  Be professional and don’t be argumentative. 



BEFORE the Meeting 

•  If you don’t know the answer, the answer is, “I 
don’t know.” 

•  Do not speculate. 
•  Remain silent after answering a question. There 

is nothing wrong with silence. 

Answering Questions 101 – Helping the 
Member to help him/herself: 



DURING the Meeting 
•  If Management refers to evidence or other 

documents, always ask to see them. 
•  If you are allowed to read the documents, 

take time to read them in their entirety. 
•  If they do not allow you to see the document, 

ask them to read it to you. 
•  Reflect in your notes what you read or hear.  
•  Ask for copies of documents. 
•  BEWARE of tapes! 



TAKE A BREAK! 

If you are hit with a curveball, feel 
that the Member or Management is 
becoming overly emotional, or think 
the meeting is getting heated, let the 
Manager / Supervisor know you are 

stepping out to take a break. 

Give the Member a chance to 
regroup and counsel as necessary 

. 



AFTER the Meeting 

•  Let the Member vent. 
•  Give the Member time to cool down if 

emotionally charged. 
•  If the Member is very upset, encourage them 

to cool down before they drive or fly home. 
•  If discipline was issued at the meeting, call or 

email the Union Leadership and make them 
aware of the situation. 



AFTER the Meeting 
 
•  Ensure the Member knows not to return to 

the Inflight Office without a Union Rep.  
Make sure they know not to speak to 
Management without a Union Rep. 

•  It never fails, the Member will ask you 
what your opinion is on how the meeting 
went or on the merits of the case itself – 
do not give your opinion 



Documentation Techniques 
•  Get the basics – Include names and positions of all 

the participants in the meeting. 
•  Notate the dates of the incident and the names & 

employee numbers of any other people who might 
be involved or witnesses. 

•  Write your notes in “Dialogue” form. 
•  Keep all the emotion out of your report – JUST 

THE FACTS. 
•  Type your handwritten notes. 
•  Give the Flight Attendant the notes 



Your notes are very 
important, as they could be 

used to fight unfair 
discipline or a work rule 

violation. 



Meeting Notes Example 1 



Meeting Notes Example 1 



Meeting Notes Example 1 



Meeting Notes Example 2 



Q & A 


