
 

DISTRICT / BARGAINING UNIT  
PD WORKSHOP/WEBINAR CONTRACT 

2026-2027 
 
District Name and Number: 

Bargaining Unit:  

 

A MAXIMUM OF FOUR (4) SESSIONS CAN BE REQUESTED. 

Workshop Name 
Please circle 
if In-person 
OR Virtual  

Date AND 
Time 
Requested 

Estimated 
Number of 
Participants 

Workshop Venue Name AND 
Address 

 
 
 
 

        In-person 
 
 
        Virtual 

Date: 
 
 
Time:  
 
 

 Venue Name:  
 
 
Address: 
 
 

 
 
 
 

        In-person 
 
 
        Virtual 

Date: 
 
 
Time:  
 
 

 Venue Name:  
 
 
Address: 
 
 

 
 
 
 

        In-person 
 
 
        Virtual 

Date: 
 
 
Time:  
 
 

 Venue Name:  
 
 
Address: 
 
 

 
 
 
 

        In-person 
 
 
        Virtual 

Date: 
 
 
Time:  
 
 

 Venue Name:  
 
 
Address: 
 
 

 
District/Bargaining Unit Workshop Coordinator 
The District/Bargaining Unit must identify a workshop coordinator to work with Provincial 
Office throughout the process. The workshop coordinator should be an individual who plans to 
participate in the workshop and will be present throughout the event. 
 
Name of Workshop Coordinator: 

Email: 

Phone Number:  



 

 
Financial – Signature of District/Bargaining Unit Signing Authority is required: 
 
Signature: 
 
Position:  
 
 
 
 

 
 
 
 
Workshop Arrangements 
The following arrangements are important to ensure the workshop’s success: 
 
IN-PERSON 

Initials are required for each box below. 
ꜜꜜꜜꜜ 

The workshop coordinator will ensure that parking for all presenters will be available at the 
workshop site. 

 

The workshop coordinator will ensure that presenters have access to the workshop room 
at least 45 minutes before the workshop commences. If the workshop room is not on the 
first floor, assistance to carry workshop materials or access to the elevator will be 
provided. 

 

Tables (preferably rounds, with seating for 5-8 participants per table) will be made 
available to seat all participants. 

 

Wall space will be available for posting materials.  
The workshop coordinator will provide and arrange for the set-up of the computer, LCD 
projector, screen, and extension cord. 

 

The workshop coordinator will provide and arrange for someone to read the local FNMI 
Acknowledgement Statement (and Anti-harassment Statement if this is not an employer 
event) at the beginning of the workshop. 

 

The workshop coordinator will confirm the number of participants who attended each in-
person workshop and provide a list of participants’ names and email addresses for each 
workshop to the Provincial Office in order that workshop certificates can be prepared and 
issued. 

 

 
 
 
 
 
 
 
 
 
 

 

Please return the fully completed contract to 
es.workshops@osstf.ca 

 

mailto:es.workshops@osstf.ca


 

 
 
VIRTUAL 

Initials are required for each box below. 
ꜜꜜꜜꜜ 

The workshop coordinator will setup the online platform for the webinar and arrange for 
someone to support and run the technical part of the webinar platform during the workshop. 

 

The workshop coordinator will provide the presenters information about the platform to be 
used at least two (2) days prior. Presenters will be provided access to the platform at least 30 
minutes prior to the start of the webinar to setup, test, and ensure there are no technical 
issues affecting the presentation. 

 

The workshop coordinator will ensure that all participants are provided with the link to the 
webinar. 

 

The workshop coordinator will provide and arrange for someone to read the local FNMI 
Acknowledgement Statement (and Anti-harassment Statement if this is not an employer 
event) at the beginning of the workshop. 

 

The workshop coordinator will confirm the number of participants who attended each 
webinar and provide a list of participants’ names and email addresses for each webinar, to 
the Provincial Office in order that workshop certificates can be prepared and issued. 

 

 
As the Workshop Coordinator, I: 

will take on the responsibility for all arrangements for the OSSTF/FEESO 
workshop(s) as outlined above; 
understand that the fee of $1,500 for an in-person session or $500 for a virtual 
session will be charged to the District Rebate; and 
understand that I must cancel the workshop at least five (5) working days before 
the scheduled date. Workshops that are cancelled with less than 5 working days 
notice may incur a cancellation fee. 

 

 
Signature:        Date:  
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