How to Form a Plumbers, Gasfitters and Drainlayers Federation Chapter
Thanks for considering forming a Federation Chapter in your area and well done for seeing the need to take action.   We are determined to help you form a chapter and make it a success.  Your chapter can be just your business or work place if you like. Big or small it doesn’t really matter it’s the action that counts.

As tradespeople we don’t want to get tied down in administration, our aim is to keep the chapter format as informal as possible so meetings don’t have to formal but they do need to be controlled.  They don’t have to be in a board room but can be at the pub, your house, at the local suppliers smoko room, really anywhere you want it to be as it’s the transfer of information that’s important, and providing an avenue for tradespeople to voice their concerns and put forward possible solutions. 
We have put together this document to assist you with the mechanics of the process. We don’t want to teach you to suck eggs but there are a few “How to” points we want to cover. 
· Form a Federation chapter; 

· Recruit participants; 

· Organize your chapter, including officer responsibilities; 
· Make meetings informative and interesting;
· Ensure that each individual feels included and get the scoop on group dynamics in a meeting 

Each Federation chapter is unique and you will decide what works best within your area. 
Remember: The Federation is open to all plumbers, gasfitters, drainlayers, apprentices, interested people, or businesses in, or related to, the Plumbing Gasfitting and Drainlaying Industry.  It is an inclusive organisation. Members work together in the chapter to spread the Federation’s message about “Fairness and Equality in Plumbing Gasfitting and Drainlaying Regulations and Legislation.”
History and forming a chapter
As you form the chapter, you'll want to understand the history of the Federation, the important role this organisation plays in helping the industry obtain fairness and equality in the regulations and legislation imposed on the industry, and the valuable part you and your chapter will assume in fulfilling this mission.

Founded in 2010, as an Incorporated Society, the Plumbers, Gasfitters and Drainlayers Federation have grown to become one of industry’s largest industry advocacy groups.  In 2012, in response to the increase in disillusioned tradespeople in the industry, the Federation made the move to expand to be able to get a more balanced view of all members.  At this stage the Federation survives on donations and communicates with most of its members by email, although there are about 50 people on a mailing list.  

Everyone has the opportunity to have their say and feedback is welcomed any time.  The Federation Executive Committee runs the Federation on a day to day basis but they are only a click away from any member of the Federation.  Everyone has an equal say.  There are no restrictions on people belonging to other organisations as well as the Federation. 

The Federation has a website at www.pgdf.co.nz which gives you information about the Federation.
The Federation’s approach involves delivering information and ideas to tradespeople in a manner in which they can relate to, and can easily understand, without getting bogged down in legalese.

Federation members inform, support, and assist their peers to obtain the best for the industry.  It’s anticipated that in the near future through its expansive network of chapters across the country, the Federation can deliver information and messages to thousands of tradespeople and interested parties.

The Federation is committed to YOU and wants to: 
· Make the PGD Board and Government accountable.
· Increase industry participation.

· Tackle excessive expenditure.
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· Ensure better decisions.

· Ensure past issues are addressed.

· Strengthen the industry.

· Ensure relevance in training and

· Make your opinion count.

We're here to Help: Getting started
On the national and local levels, the Federation can help you form a chapter and succeed.
National
Register your chapter by contacting, Federation Spokesperson at wal.gordon@xtra.co.nz or mobile 027-6564811 and he will get your details and the area you are from. Registering will ensure that you receive all communications from the Federation sent to chapters. 
The Federation Spokesperson will provide you with details about communicating within the Federation network. Stay in touch with the Federation’s Spokesperson as we’re eager to hear about your work and ideas. Please send pictures and details of your events and activities; your chapter might be featured on the Federation web site, or in the Fellow Practitioner newsletter. 
Local
The Federation Spokesperson can help you contact other chapters in your region. Established chapters can provide valuable perspectives and ideas for the new chapters. They may be interested in co-sponsoring activities and events or sharing with you what has worked well for their chapter and what has not. This kind of communication may be especially helpful for smaller chapters or for chapters in rural areas.
Some food for thought
Tradespeople will make decisions to join your chapter based on what they see and hear about it. Therefore, recruiting is a continual process. Always be prepared to discuss how tradespeople and others interested in industry can join and to encourage them to have their say.  Remember that everything you do has an effect on recruiting new members. 
Getting members is one thing, but keeping them is another.  It is very important to keep people informed and motivated.  The Federation’s spokesperson will help with this by way of the “Fellow Practitioner”.
All of your members need to know they are being heard and are contributing, so recognise their specific contributions to the Federation and the chapter.  If you value the work of your members, tell them!  The rewards you reap for the Federation will be invaluable.  Apprentices will be new to this sort of organisation - they have never had a voice of their own – so encourage them to attend – they often have very valuable insights into how things are done as they have fresh eyes.  
Recruiting
The Federation is an inclusive organisation. It is important to have as broad a chapter as possible. The chances are you will know most of the tradespeople in your area but here are some tips for encouraging people to join the Federation.
· Recruit a diverse group of tradespeople to appeal to others in your area. When tradespeople see a diverse group of their peers, they will realise that the Federation is supporting everyone. 
· Reach out to tradespeople and apprentices in all levels of the industry as well as people who have an interest in the industry such as suppliers. 
· Be sure to avoid exclusivity. The Federation’s message is critical, and it’s important that no one feels alienated by those promoting it. Always welcome new or prospective participants warmly.  Ask them for their input and suggestions. Make a point of following up with everyone who expresses interest in being part of the Federation. 

· Recruiting is a year long process.  Always be prepared to discuss how people can join.  Remember that personal contact is more effective than distributing flyers. Nothing can replace the simple act of getting to know people and asking them to join the Federation. 
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· Don’t expect individuals to come to a meeting in a room full of people they don’t know.  Offer to meet new attendees at a central location and take them to the meeting. Be sure to introduce everyone to each other before the meeting begins. 
· Recruit fellow tradespeople by mentioning the issues that you feel may interest them.  Ask them to work on a specific campaign or project that suits their interests and talents. 

Get the News Out
It is important to ensure that other tradespeople and industry related people know about your Federation chapter.
· Post meeting notices on notice boards or electronic sites, even asking your local merchant to put a notice up in their smoko room, etc. 

· Get connected online so people can find information about meetings and activities and how to reach you. 
· Write an article about your chapter for inclusion in the “Fellow Practitioner” or on the Federation Website. 

· Ask other chapter members to recruit another person for the next meeting. 

· Invite people personally.  A personal invitation is likely to strengthen the response. 
Organising Your Chapter
The Federation wants the structure of the chapters to be easy for everyone with limited administration. The Federation Executive Committee operates as a team and only has individual titles for administrative purposes.

The important thing needed is someone to control the meeting so it doesn’t get out of hand, and someone to record notes. We are not all going to agree on everything but we are adults, and if we all pay due respect and courtesy to others then we should get along. If you have two points of view from your chapter, don’t argue about them just put them both forward to the Executive Committee and a decision will be based on a majority from around the country. 

You may feel you want to set up a roster for chairing meetings and taking notes or you may want to elect two people as the points of contact and administrators for your chapter.

Meeting responsibilities
Chairperson
These are the responsibilities of the person chairing the meeting:
· Work with fellow members to plan meetings and set agendas and notify those who may be required to attend the meetings. 

· Help seek assistance for projects, subcommittees, and participants. 

· Facilitate the general running of the chapter meeting. 

· Serve as spokesperson and role model for the Federation chapter. 

Note taker

The responsibilities for the note taker are: 
· Keep track of names and attendance and notes of the meeting. 

· Maintain chapter correspondence and other contacts in the community. 

· Work with other members to plan meetings. 

· Post meeting and activity times and places. 

How to Run Meetings
Make sure that your first meeting is informative and enticing so that everyone will want to return and bring their friends with them. Don’t be surprised if not everyone is ready to immediately embrace the goals of the Federation.  Some may just be attending to see who we are.
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A good meeting takes planning. Set an agenda and follow it. It’s easy to get off course and chat with friends. You can factor in time in each meeting for socialising and for bringing up unexpected issues – but you want to accomplish the items on your agenda, too.

First Meeting
At your first meeting, review the Federation’s philosophy and mission statement. Generate a list of issues that your chapter thinks are the most pressing in your area. 
First Meeting Sample Agenda
1. Chairperson should welcome attendees, thank everyone for attending.  The Federation Executive Committee will attempt to attend your first meeting.
2. Give a brief overview of the Federation. 

3. Share your ideas for the Federation and the chapter and why you initiated this meeting, and what you would like to see happen. 

4. Ask the attendees why they came, what they’d like to do, and what they’d like the chapter to accomplish. 

5. Elect the officers and announce the election results at the meeting. 

6. Explain what will take place at the next meeting. 

7. Adjourn the meeting. 

Chapter Meetings
Once your chapter is formed, keep in touch with everyone. Hold meetings or communicate by email. Get the feeling from chapter members what they prefer.

Chapter meetings should be purposeful. Everybody wants to feel needed, and nobody likes to attend boring meetings that accomplish little. Prepare presentations, materials, and an agenda before the meeting. 
Agenda
Each meeting should have a written agenda that is available to everyone. Be sure the agenda is realistic in goals for the allotted time. 

Sample Federation Chapter Meeting Agenda
1. Welcome and introductions (2 minutes) – Be sure to have everyone introduce him/herself at each meeting. You may decide to have nametags. 

2. Distribution of agenda (1 minute) 

3. Approval of minutes from last meeting (1 minute) 

4. Report on action items from last meeting – Get an update on how participants have accomplished their tasks from prior meetings (10 minutes). 

5. Action items – Review issues that the chapter needs to decide today. 

6. Brainstorm and think creatively about future projects. Topics for discussion during this time might become action items at the next meeting (15 minutes). 

7. Committee reports (2 minutes each) 

8. Officers’ reports (2 minutes each) 

9. Any other matter of interest – Attendees may bring up issues or items of information for the group (5-10 minutes each). 

10. Conclusion – Compile a list of actions to be completed by the next meeting and decide upon an announcement of the next meeting date, activity, and program dates. End on a positive note. 

 Most meetings will be held in the evenings presumably as many members will be employees.  Approach your local merchant to see if they are happy to host a meeting.  Lets all take action now. 
These are only suggestions.  We are all adults and how we do things is individual preference. It’s the information, support and ideas we want.  Register now not tomorrow!!!! 
