
BEST PRACTICES AND MODEL RULES FOR CONDUCTING 
VIRTUAL/VIDEO CONFERENCE MEETINGS

I. Introduction

Article XIII, Section 8 of the IAFF Constitution and By-Laws addresses local union regular or special meetings and states “every member in good standing of a local union shall have the right to attend any such meeting and to participate in its deliberations and voting… subject, however, to such reasonable rules as the local union shall establish pertaining to the conduct of its meetings…”

Accordingly, IAFF Locals and Affiliates may hold some or all of its meetings virtually over a videoconferencing platform provided that: (1) Locals comply with the basic requirements of the IAFF Constitution’s provision that all members in good standing are able to attend and participate; (2) the Local’s Constitution and By-Laws (CBL) permits such meetings or the Local’s Executive Board or membership approves such meetings; and (3) Locals adopt meeting rules that allow for an orderly meeting.

Alternatively, if Locals or Affiliates want to conduct or continue conducting meetings in-person, they are free to do so, so long as there are no government regulations or orders in their locality preventing them from holding in-person meetings.

II. Model CBL Language for Virtual Meetings

In order to avoid confusion or disputes in the future, if a Local or Affiliate decides that it wants to hold virtual meetings or continue holding virtual meetings, it is the recommended best practice for Locals and Affiliates to incorporate conducting virtual meetings into their CBLs.  

The IAFF Legal Department recommends the following model language for Local Constitution and By-laws on virtual meetings:

Meetings may be conducted through use of internet meeting platforms designated by the Local Executive Board that identify participants and those seeking recognition to speak, allow display of the text of pending motions, and show the result of votes. Alternative means for participation for members who cannot participate in the meeting virtually will be provided. Electronic meetings shall be subject to rules adopted by the Local, which shall supersede any conflicting rules in the parliamentary authority and not be in conflict with any provision of the International or Local Constitutions and By-laws.





III. Best Practices for Conducting Virtual Meetings

The following are best practices for conducting virtual meetings.  The Local or Affiliate should consider adopting applicable best practices as model rules for conducting virtual meetings in order to ensuring the conduct of an orderly meeting on a videoconferencing platform:

1. The Local Executive Board shall select a videoconference platform (e.g., Zoom, Microsoft Teams) that allows for the identification of participants and those seeking recognition to speak, allows display of the text of pending motions, and shows the result of votes. 

2. The Local Executive Board shall designate an alternative means for participation in the virtual meetings (e.g., telephone conference, in-person at the union hall) for members who are unable to participate in the meeting virtually.

3. The Secretary (or Secretary-Treasurer) shall circulate the link and other information to participate in the virtual meeting (and a dial-in number or other alternative) at least ten (10) calendar days prior to the meeting.  The Secretary (or Secretary-Treasurer) shall circulate a reminder of the meeting, along with the link and other information to participate in the virtual meeting (and a dial-in number or other alternative), twenty-four (24) hours prior to the starting time of the meeting.

4. The Local shall designate an officer or member other than the President to host the virtual meeting and be responsible for technical support during the meeting.  If a waiting room is used, the host will monitor the waiting room and admit members to the meeting.  The Local shall inform members how to contact that officer or member prior to and during the meeting.

5. Members shall be able to join the virtual meeting platform ten (10) minutes before the meeting officially begins.

6. Members shall identify themselves upon joining the virtual meeting by entering their name as their screen name for other participants to view.

7. The Local shall conduct an audible roll call at the beginning of the meeting to establish a quorum. 

8. Members shall remain on mute during the meeting, and the Local officer or individual designated as the host of the meeting will unmute speakers when recognized by the President (or officer running the meeting).

9. Members who seek the floor to speak shall use the hand raising function in the virtual meeting platform, and the President (or officer running the meeting) shall recognize speakers in order. 

10. All speakers should have their video camera on, if possible.

11. Members are permitted to use the chat function if they wish to communicate something to the members in attendance at the virtual meeting.

12. If possible, the text of motions shall be provided to members sufficiently in advance of the meeting that they can be printed and reviewed by members prior to the start of the meeting.  During the meeting, the text of motions must be displayed on the virtual meeting platform using the share screen function prior to opening the floor for discussion on the motion.

13. If possible, documents to be addressed or voted upon at the virtual meeting (such as collective bargaining agreements or constitution and bylaws amendments) shall be provided to members sufficiently in advance of the meeting that they can be printed and reviewed by members prior to the start of the meeting.  

14. Locals and Affiliates should consider conducting in-person meetings to discuss sensitive matters or criticisms of management.

15. Members who disconnect from a virtual meeting due to technical reasons shall be re-admitted by the Local officer or individual designated as the host of the meeting.

16. The President (or another officer) is empowered, if necessary, to remove a member from the virtual meeting based on their conduct that violates these rules or the meeting rules of the Local; engages in disruptive, offensive, threatening or other problematic speech or conduct; or otherwise makes the conduct of a virtual meeting difficult.

17. If the Local has an attendance policy, attendance at a virtual meeting shall count for attendance purposes for any of the Local’s attendance requirements.  

18. Members shall not record the meeting whether by audio, video, digital or other means.

19. Members shall take precautions to ensure that non-members (spouses, management) do not hear the proceedings of the virtual meeting.

20. If practical given the size of the meeting, a Local or Affiliate may use voice voting, roll call vote, and unanimous consent votes for non-secret ballot votes.  For virtual meetings with large participation that are not well suited for voice voting, roll call vote, or unanimous consent votes, the Local or Affiliate should consider adopting an appropriate electronic voting platform for non-secret ballot elections. 

21. If adopting an electronic voting platform for non-secret ballot elections, the IAFF Legal Department recommends the following model language for Local Constitution and By-laws on electronic voting for matters where a secret ballot is not required by applicable law or the IAFF Constitution:

Except for voting on any matter which requires a secret ballot, electronic voting may be used and shall contain (1) sufficient encryption to ensure security and authenticity of the vote; (2) a mechanism to ensure each member votes only once on each vote;(3) maintaining the secrecy of a member’s vote; (4) password protection; and (5) the ability to calculate total votes. Electronic voting shall only be accessible to members of the Local, and an alternative way to vote shall be made available for members who chose not to use electronic voting.

22. For matters requiring a secret ballot under applicable law or the IAFF Constitution, such as delegate elections, officer elections or adjustments to dues rates, the Local or Affiliate will use in-person or mail ballot voting.  Before using electronic voting for secret ballot votes, the Local or Affiliate will obtain approval for the electronic voting platform and the procedures being used from the IAFF Legal Department. 
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