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INTRODUCTION

Welcome to your role as a chapter Membership Contact! This is one of the most
important roles in the chapter as updated, accurate membership information is critical
to building a strong local chapter. Correct and current membership information helps
in chapter organizing so members can be contacted for activities, meetings, and other
events.

As member demographic information changes and individuals move work locations
within the district, it is important to use the CTA provided membership applications and
tools discussed in this handbook to update member records. As your local conducts
elections or appoints members to leadership positions, those positions need to be
recorded in the membership system to ensure they receive all communications from
CTA regarding their leadership roles. It is important to learn how to enroll members,
communicate new member information to the district, CTA, your site representatives,
and officers to keep everyone up to date with current membership roster information.

This handbook will provide you with the information you need to be successful in your
role. We encourage you to thoroughly review this document, coordinate your activities
based on these best practices, and reference the handbook to explain membership
policies and practices to leaders and members alike.

To assist with your role, CTA has developed a local membership management tool.
CTA 360 is a mobile app that can be downloaded to a cell phone or tablet, and CTA
360Pro is a secure website available to you to access your local membership data.
Membership Contacts and other local leaders can use CTA 360 and CTA 360Pro to
view and update their chapter's membership roster in real time, including member
contact information, work location changes, chapter leadership roles and even enroll
new members! To learn more about how to use the full capabilities of CTA 360 and
CTA 360Pro, visit the dedicated help sites https://www.cta.org/membership/cta360 and
https://www.cta.org/membership/cta360-pro.

Be sure to visit the dedicated website for Membership Contacts and local leaders at
www.CTA.org/Membership. At this site, you will find all the tools, resources, and
contacts you need to be successful in your role. Also, each local chapter has a
dedicated CTA Membership staff person assigned to support you; they can be reached
at 650-552-5278 or Membership@CTA.org.
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Department Contact Information and Important Links

SUBJECT:

CTA Membership Accounting

Membership Training

CTA Membership Handbook
Miscellaneous Local Membership
Membership Materials

- Enrollment Forms

- Dues Schedules

- Report Requests

- Voluntary Deduction Forms
Online Enrolliment

CTA 360 and CTA 360Pro

khkkhkkhhhhhhhhhhhhhhhhrhhhhhhhhdddrrrhhrhrhhrrddd

CTA/NEA-Retired Membership

Join CTA Retired Online
Retired Benefits

kkkkkkkkkkkkkkkkkkkkkhkkkhkkkkkhkhkkkkkkkkkkkkkkkkk

CTA-Aspiring Educators

Join CTA-AE Online
Student Member Benefits

khkkhkkhkhhhhhhhhhhhhhhrhhhhhhdhhdddrrrhhrhrhhrridd

CTA Member Benefits

CTA Disaster Relief Fund
The Standard Disability Insurance

kkkkkkkkkkkkkkkkkkkkkhkkkhkkkkkkhkkkkkkkkkkkkkkkkk

CTA Legal Services

Group Legal Services (GLS)
Educators Employment Liability Insurance (EEL)

khkkhkhhhhhhhhhhhhhhhhrhhhhhhdhhdddrrrhhrhrhhrdridd

CTA Communications

Promotional/Organizing Materials
CA Educator Magazine

CONTACT:

Order Materials

Membership@cta.org

(650) 552-5278

khkkhkkhhkhhhhhhhhhhhhhhrhkhhxx

CTA-Retired@cta.org
(650) 552-5439

kkkkkkkkkkkkkkkkkkkkkkkkkkkkk

CTA-AE@cta.org
(650) 552-5345

kkkkhkkhkhhhhhhhhhhhhhhrhrhhxx

Order Materials
MemberBenefits@cta.org
(650) 552-5200

kkkkkkkkkkkkkkkkkkkkkkkkkkkkk

Your Regional Uniserv Staff
CTA Legal Department
(650) 552-5425

kkkkhkkhkkhhhhhhhhhhkhhhhrhhhhxx

Order Materials
CTACommunications@cta.org
(650) 552-5365
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MEMBERSHIP TIMELINES

ONGOING ACTIVITIES

New Membership Enroliment — Enroll new members through online enrollment at
https://www.cta.org/join, CTA 360, or have them complete paper enroliment forms. Send in new
paper enroliments weekly to CTA and submit the district copy of the enroliment form to your district
payroll office as soon as possible. Locals are responsible for notifying the district to begin
deductions.

Establish a recruitment plan for working with non-members and develop ongoing strategies to
encourage membership.

Update member demographics (address, phone, email, work location, and leadership role)
throughout the year using CTA 360 and/or CTA 360Pro.

JUNE - AUGUST

CTA 360 Access Renewal: Email sent to chapter president requesting confirmation of continued
access to CTA 360 and CTA 360Pro for local representatives. Annual access expires August 31.

Membership Materials: Sent by email to Membership Contact
Membership Roster: Sent to local and district payroll. Contact district payroll office to ensure correct
deduction amounts and determine payroll cutoffs for new year. Return membership roster with all

changes noted to CTA Membership Accounting or make updates via CTA 360 or CTA 360Pro.

Membership Dues Schedule: Distribute to Site Representatives.

OCTOBER
Cash Membership Renewal: Due by October 31. See pages 7 and 14 for more details.

Membership Cards: Direct mailed to members home address.

NOVEMBER

1st Verification Roster: Sent to local Membership Contact to verify member counts for NEA
Representative Assembly delegate allocation.


https://www.cta.org/join

JANUARY

1st Verification Roster: Deadline to return roster to CTA or make updates via CTA 360/360Pro.

MARCH

2nd Verification Roster: Sent to local Membership Contact to verify member counts.

APRIL

2nd Verification Roster: Deadline to return roster to CTA or make updates via CTA 360/360Pro.

MAY

Future Year Local Dues: Local Association President and Treasurer receive Local Dues Update
Request from CTA via email to provide future year local dues.

Future Year Local Officers: Local Association President receives Local Officer Update Request
from CTA via email to provide update of future year local officers. This information is critical to
ensure that current and future leaders receive all communications.

JUNE

Future Local Dues: Reply to Local Dues Update Request email regarding future year dues.

Future Local Officers: Reply to CTA with updated Local Officers - name, role, and contact
information for the coming year.

Note: Specific due dates will accompany all mailings. Please contact the CTA Membership
Department at any time with questions. Contact us at Membership@cta.org or 650-552-5278.
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DEFINITION OF MEMBERSHIP TYPE
Membership Year September 1 through August 31

ACTIVE - Active membership shall be open to any person engaged in, or who is on a limited leave of
absence from non-administrative, non-supervisory professional education employment. The definition
of administrative or supervisory status in higher education units shall be determined by the governing
body of the local Association chapter.

Active Full Time - Category 1

For those faculty whose teaching assignment is more than 60% of a normal assignment, except
for those certificated personnel whose salaries are less than the minimum teacher salary for
the district in which they are employed, such as preschool, head start, childcare, adult
education, and substitute teachers whose daily salaries are less than the regular minimum
teacher salary for the district in which they are employed.

Active Part Time - Cateqory 2A
For those faculty whose teaching assignment is greater than 1/3 but not more than 50% of a
normal assignment.

Active Part Time - Cateqory 2B

For those faculty whose teaching assignment is greater than 50% but not more than 60% of a
normal assignment, or faculty whose salary is less than the minimum salary paid regular
teachers in the district where they are employed in the following categories: preschool, head
start, childcare, adult education, and substitutes whose contract provides for a teaching
assignment at one site for an entire school year shall qualify for payment of the dues prescribed
by this category.

Active Part Time - Category 3A
For those faculty or substitutes whose teaching assignment is 25% or less than a normal
assignment, including faculty on unpaid leave.

Active Part Time - Cateqory 3B

For those faculty whose teaching assignment is greater than 25% but not more than 1/3 of a
normal assignment or those faculty employed in private higher educational institutions or the
University of California for whom no representation by the Association in employer-employee
relations exists or is immediately contemplated.

Active Part Time — Category 4
For those adult education and community college employees employed only on a part-time or
hourly basis.

NOTE: Atrticle lll, Sec. 2, d — Anyone admitted to any category of membership in the Association must
also become a member through the payment of dues both in the chapter serving the area or level in
which they are actively employed and of the National Education Association.

Those eligible for membership in more than one school district shall be enrolled in their primary place
of employment.

* Category placement is determined by the local chapter and based on the percentage of teaching assignment.



ASSOCIATE - Associate membership shall be open to any person who is interested in advancing the
cause of public education but who is not eligible for any other class of membership in the Association.
The different types of eligibility and services for such membership shall be prescribed in the CTA
Standing Rules.

Administrative and supervisory personnel are eligible for CTA Associate membership. The dues level
for Associate members is based on the full CTA and NEA Category 1 dues for the membership year
for which they are eligible. Local Associate membership is available when the local chapter by-laws
provide the same.

CTA Associate members shall be eligible for continuing participation in the economic services program
of the Association, including payroll deductions where necessary, and shall receive the official
publication of the Association.

Non-Bargaining Unit Members must make arrangements with their district/employer to deduct their
CTA/NEA Associate dues via payroll deduction or payment in full is required.

CTA/NEA RETIRED - Any person who is or was a member of the Association and who is a qualified
applicant for or recipient of service or disability retirement allowances from a public or private retirement
system may become a member of CTA/NEA-Retired.

Active members who will be retiring should be encouraged to continue membership as retired members,
especially if they participate in any of the economic services offered by CTA or NEA sponsored vendors.
Participation in such programs requires continuous membership.

CTA/NEA-Retired Annual $ 85.00
Lifetime 600.00
Monthly 5.70 (via Cal STRS/ PERS only)

Annual and Lifetime dues may be paid by personal check, monthly through member’'s STRS or PERS
benefit check, or online at https://www.cta.org/for-educators/meet-cta/retired-3. Questions regarding
retired membership should be referred to CTA-Retired@cta.org or 650-552-5439.

CTA/NEA PRE-RETIRED SUBSCRIBER - Members of CTA are eligible to become Pre-Retired
Subscribers any time prior to actual retirement. By paying Retired Life membership dues, members
become eligible to receive the benefits and services of CTA/NEA-Retired immediately upon retirement.

CTA/NEA Pre-Retired Lifetime membership dues: $600.00

CTA/NEA RETIRED PARTNER MEMBER - Any person who is a member of the NEA-Retired and a
member of his/her NEA/Pension State Retired Affiliate, but was not a member of CTA, and is a
qualified recipient of service or disability retirement allowances from a public or private retirement
system.

CTA/NEA Retired Partner Member $200.00


mailto:CTA-Retired@cta.org

CTA ASPIRING EDUCATORS — CTA-AE $15.00 (includes $5 Local dues); NEA $15.00 - Any person
regularly enrolled in an institution of higher education preparing to become a teacher and eligible to
become a member of the CTA Aspiring Educators under the provisions of the governance documents
of that association may become a Student member.

Any teacher joining CTA/NEA as an Active member during their first year of eligibility can request a
rebate of Aspiring Educator dues paid; $10 per year up to five years for CTA and $20 per year, up to
four years for NEA. For questions about CTA Aspiring Educators rebates, contact cta-ae@cta.org.

Students may enroll in one of two ways:

1. Online with a major credit/debit card at https://www.cta.org/for-educators/meet-cta/ctaae.

2. Complete a CTA Aspiring Educators enrolliment form and send with check or money order for
full annual dues to the CTA-AE office, P.O. Box 921, Burlingame, CA, 94011-0921.

CTA EDUCATION SUPPORT PROFESSIONALS - In June 2006, CTA State Council of Education held
a historic vote that authorized full membership rights for all ESP members in California. This group is
comprised of eligible classified employees in each school district.

MISCELLANEOUS LOCAL MEMBERSHIP — The Miscellaneous Local allows individuals to maintain
CTA/NEA membership while employed in public education but not represented by a bargaining
contract. There are several eligibility requirements that need to be met for an individual to qualify
under the Miscellaneous Local.

Common examples of Miscellaneous Local members may include:
- Unpaid Leave of Absence
- Ongoing Group Legal Services
- Substitutes (No Local Representation)
- Public Charter School Teacher (Not Represented by CTA)

Additionally, the category of Associate Membership is available under Miscellaneous Local for any
person who is interested in advancing the cause of public education but who is not eligible for any
other class of membership in the Association.

Miscellaneous Local membership inquiries regarding Group Legal Services should be directed to the
CTA Primary Contact Staff.

For any other Miscellaneous Local membership inquiry, please contact CTA Membership at 650-552-
5278 or membership@cta.org.
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PRO-RATED MEMBERSHIP DUES

After the beginning of any membership year, the dues of Active members who are enrolling for the
first time may be prorated, provided enrolling by payroll deduction if such deductions are available or
by any one of the other payment methods approved by the Board of Directors. Cash payment may
also be accepted for the balance of such membership year for any member who previously enrolled
through a payroll deduction.

MAINTAINING CONTINUOUS CTA MEMBERSHIP

Concern for our members is of the utmost importance. We highly encourage you to inform your local
members that go on a leave of absence about the invaluable benefits they may be jeopardizing by not
maintaining CTA membership. Maintaining membership during a leave of absence is critical because:

e Participation in the CTA Group Legal Services Program requires membership at the time
the incident occurs and requires that membership be maintained while legal assistance
is being provided.

e Members will keep their eligibility and continuous years of service for Member-Only
benefits

e Members who take advantage of CTA’s insurance programs can continue their coverage
at CTA exclusive rates and without coverage interruption.

CTA recommends that active members maintain their membership while on an unpaid leave of
absence. Members can maintain their membership and benefits while on LOA at a significant
discount, Category 3A dues rate. Members need to make arrangements with their local to pay these
dues before their pay ceases.

Members opting not to continue active membership while on unpaid leave will be transitioned in the
CTA membership database (CTA 360/Falcon) to a Non-Member status with a category of No
Deductions. As the individual is still part of the bargaining unit, they will remain on chapter rosters
so leaders can track them and invite them to retain their membership once they return. CCA
members converted to this category will receive an email notification with an option to remit dues to
CTA to continue Active membership.



CONTINUITY OF MEMBERSHIP

To support local organizing efforts and to reduce local administrative burden, CTA’s practice is to
allow for the reinstatement of formerly Active members that ended their membership less than one
year prior in the same local, regardless of the original signature date. See examples below.

This also applies to temporary employees represented by the bargaining unit. They do not need to
re-enroll if a new contract is signed within one year of the last Active membership.

Examples:

e John Smith was an Active member with Staff Teachers Association from 9/1/2018 to
11/30/2020. He took an unpaid LOA from 12/1/2020 to 2/28/21 in the same local. He can be
reinstated as an Active member as of 3/1/2021 without requiring a new enrollment form. The
local needs to tell the district to add John Smith to the payroll deduction register as a CTA
member.

e Jane Doe was an Active member with Staff Teachers Association from 2/1/2016 to 2/28/2020.
She took an unpaid LOA from 3/1/2020 to 4/30/2021 and did not maintain her membership.
She returns to the classroom as of 5/1/2021. She must complete a new enrollment form to re-
join as an Active member and resume payroll deductions for dues because she was gone
longer than 12 months.

MEMBER VS NON-MEMBER

An Active member is any current bargaining unit member who has signed a CTA Membership
Enrollment Form and is current on dues payments. Full Union benefits and representation are
available to all Active members.

Non-Members are all other bargaining unit members. Non-Members are identified in the CTA
membership system using the following categories:

1. POTENTIAL — This is a bargaining unit member who is eligible to become an Active Member
but has not joined.

2. NO DEDUCTIONS - This is a formerly active member, but dues deductions have stopped
for an unknown reason. The Local, in coordination with the District and CTA Membership
need to verify the status of these individuals. It could be a payroll error, or the person left the
district.

3. DROPPED - This is a previously Active member who voluntarily and officially dropped
membership.

4. FORMER FEE PAYER — These are Agency Fee Payers of record as of the Janus ruling June
2018 and eligible for active membership.




CTA 360 AND CTA 360PRO FOR LEADERS

CTA 360 and CTA 360Pro are free-to-use tools available for local leaders. The tools are integrated —
an addition or update of member information in one tool is reflected in the other in real time and can
greatly assist local leaders in member engagement and organizing activities. These tools provide an
easy way to verify and update member and non-member information by allowing a leader to update the
information through the mobile application or via a web browser.

How To Access - CTA 360 and CTA 360Pro access must be authorized by the chapter president.
Access is always given on an annual basis, and automatically terminates August 31t of each year or
when the leadership position ends. Access must be renewed annually with permission from the chapter
president. Each summer, chapter presidents are sent and tasked with reviewing the list of local leaders
whose access should be extended for an additional year.

CTA 360 — CTA 360 is a mobile app available for local leaders on mobile devices and tablets. CTA
360 provides the ability to search, view and update member and non-member data within the local,
enroll new members, and convert non-members to active members. Local leaders can also view
local organization information, and access graphical reports to view the member and non-member
counts, as well as identify new members who yet to complete the New Member Survey. To learn
more about the full capabilities of CTA 360 and how to request access, visit

www.CTA.org/Membership/CTA360.

0N T 4 60%
{ Individual Profile ‘nL { Result ™ < Engagement Survey iy
JOHN DOE . STAFF TCHRS ASSN
0010464444 (o LOCAL Work Location  SCIETELES Hots}

STAFF TCHRS ASSN
LINCOLN HIGH SCHOOL
ACTIVE MEMBER

¥  Membership Information

STAFF TCHRS ASSN

zz STAFF TEST UNIFIED
LINCOLN HIGH SCHOOL
ACTIVE MEMBER

61%- 100%

Signature Date : 03/05/2021
Start Date : 03/01/2021
COMMIT: 03/05/2021

»  Work Location

(888)234-8966

1750 El Camino Real
Burlingame, CA 94010-3228

TOTAL

2

HQ TEST UNISERY - SUMMER
UNISERV
(650)123-4567

1705 Murchison Dr
Burlingame, CA 94010-4504

NO WORK
LOCATION

CHERRY HILLS

MEMBERSHIP DEPT STAFF ASSIGNED -

ALEC WILLIAMS
REPORT GROUP
(650)552-5286

LINCOLN HIGH
SCHOOL

ROSA PARKS
ELEMENTARY

CHERRY HILLS
WORK LOCATION

2 TEST WAY, ATTN: STAFF TA USE ONLY
BURLINGAME, CA 94010

SPECIAL ED
DIVISION

TEST STAFF
WORK LOCATION

LINCOLN HIGH SCHOOL
WORK LOCATION
650 552 5877

» Email 1 TEST WAY, ATTN: STAFF TA USE ONLY
BURLINGAME, CA 94010
» Phone ROSA PARKS ELEMENTARY
WORK LOCATION 3
> Address 3 TEST WAY, ATTN: STAFF TA USE ONLY
BURLINGAME. CA 95121
¢ @) 11 O I < O 11
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CTA 360Pro — CTA 360Pro is a secure, dedicated website accessible from any internet browser on a
desktop/laptop. CTA 360Pro users will be able to search, view and update member and non-member
data within the local, view and update local leadership information, and request membership cards.
CTA 360Pro provides additional reporting functionality with more detailed reports such as full member
roster, building lists, mailing labels, leadership rosters, voter rosters, and more. To learn more about
the full capabilities of CTA 360Pro and how to request access, visit

https://www.cta.org/membership/cta360-pro.

CIA 360

Qo

Search Individual Leadership Info

Look for amy Active Member or Non-Member Find and update leadership information

Home » Local Profile » Search Individual » Individual Profile

JOHN DOE

1705 Murchison Dr
Burlingame, CA 24010-4504

john
(650)555-5555
ctamember@gmail.comzz

doe

Ema Membership Information

Search Individual

Local: STAFF TCHRS ASSN
Employer: zz STAFF TEST UNIFIED
Work Location: LINCOLN HIGH SCHOOL

Look for any Active Member or Non-Member

HOME

TE)

Reports

HELP LOGOUT

Generate basic rosters, mailing labels or reports

CTAID: 0010464444

Card Request

Status: ACTIVE MEMBER Commit: 03/05/2021
CTA Category: 61% - 100%

Start Date: 03/01/2021

6]

Home » Leadership Info

Role Individual Preferred Contact Info Start Date End Date
PO BOX 4178 Burlingame, CA 34011-4178

PRESIDENT AMES HENDRLY (BS0}S55-2420 04117201
1705 Murchison Dr Burlingame, CA 34010-4504

PRESIDENT MICKEY MOUSE H L AL D /0172021 7]

Leadership Info
PRESIDENT EDWARD |ACOBS 107202
Find and update |EECE‘F3'IFII"I:'FI'I'IEt|:Ir ihugo@crs.org

1705 Murchizon Dr..5an Jose, CA 24010-4504

TREASUIRER Minnie Mouse (555)888-3090 08/01/2020

dripson@email.com

Available Local Reports
Organization : STAFF TCHRS ASSN

Reports

Generate basic rosters, mailing labels or reports

CTA Building List All

CTA Commitment Tracking

CTA Committee Participants by Local
CTA Counts by Building - Summary

CTA Counts by Local — Summary

List of individuals within each work location

Track and report the progress of local's commitment card campaign efforts.
List of current local leaders within the local

Total count of individual within each work location

Total count of all individuals within the local

ErE
B
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LEGISLATIVE UPDATES

JANUS v AFSCME - FAIR SHARE FEES

The Supreme Court of the United States (SCOTUS) overturned 41 years of precedent on June 27,
2018, ruling the collection of fair share (agency) fees unconstitutional. Fair share fees were
previously collected by fair share locals from bargaining unit members that chose not to join the union
but received the benefits (wages, benefits, and working conditions) of the collective bargaining
process.

Given the SCOTUS decision, CTA provided notice to districts, locals, and fee payers that dues only

be collected from members after the SCOTUS decision. Districts and locals must work
collaboratively to ensure payroll deductions only be collected from Active members.

LEGISLATION TO HELP MEMBERSHIP RECRUITMENT AND ORGANIZING

SB 866 —This legislation impacts how employers communicate and interact with employees regarding
union membership and dues. SB 866 allows the local chapter to represent to the district who are
members of the union by providing a written report or roster of members. A signed membership form
may still be provided but is not required.

SB 866 also prevents the school district from discouraging employees from joining the union,
discussing the cost of union membership, and stopping union membership dues deductions without
being instructed by the union.

AB 119 — This legislation impacts how employers communicate and interact with the local chapter
regarding union members. AB 119 requires the district to allow the local chapter access to new
employee orientations. Districts must generally give 10 days notice prior to the orientations, and
upon request, must negotiate regarding the structure, time, and manner of access given to the local
chapter.

The district must also provide the local chapter with employee personal contact information for
employees within the bargaining unit. The district is required to provide the contact information for
new employees within 30 days of hire, and is required to provide the contact information for all
members of the bargaining unit every 120 days.

Please work with your CTA Primary Contact Staff to develop a plan to utilize these laws to better
organize and engage your members.



ENROLLMENT FORMS AND INSTRUCTIONS

CTA Online Enrollment

CTA offers online enrollment for locals to use as part of organizing and member recruitment planning.

Online enrollment is for potential members and current members who are transferring from one local
to another or joining multiple chapters. Enrollees will need to search for their CTA record, verify eligibility
by confirming a few basic eligibility questions, complete the entire form, electronically sign and submit
in order to complete the enrollment process — it takes approximately 5 minutes. You can share the link
during virtual orientations or email it to potential members.

New members will receive a confirmation ‘Welcome Email’ with member benefits information, a
temporary membership card, and chapter leadership information the day following enrollment.

The Chapter President, Membership Contact, CTA PCS, select district contacts, and CTA Membership
Staff person will receive a weekly email report of new online and CTA 360 enrollees. Chapter policies
must ensure this notice is provided to the district with instructions to begin payroll deductions.

The link to join CTA is https://join.cta.org/

MEMBERSHIP APPLICATION

CHOOSE YOUR ENROLLMENT

CERTIFICATED COMMUNITY EDUCATION
TK-12 COLLEGE SUPPORT
EDUCATORS INSTRUCTORS PROFESSIONALS

Includes TK-12 teachers, counselors, school Includes instructors and faculty members Includes paraprofessionals, office staff, bus
librarians, nurses and any other non- employed by a California public Community drivers, maintenance workers, specialists, and
administrative, certificated educator employed College District. other classified, non-certificated Education
by a California public school district. Support Professionals.

Visit: https://www.cta.org/document/open-enroliment-need-to-know for an overview of the Online
Enrollment process.

Watch a demo from the Member perspective: https://youtu.be/eS4aBEbd-KM?si=NxBBjlw_X 3vijCM6

13
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FAQs
* Q: Do | still need to complete a paper enroliment after filling out the online form?

No, there is no need to complete a separate paper enroliment form. The membership is automatically
saved once the member accepts CTA'’s terms & conditions, enters their electronic signature, and
clicks ‘Enroll’.

* Q: Paper enroliments have a member copy they can keep for their records when they enroll.
How can members get a copy of their online enroliment?

After enrolling online, new members will receive an email confirmation of their enrollment within 24 hours. This
confirmation will provide each member with a link to their completed enroliment form, that they can view or
print for their records.

* Q: Should we now direct everyone to the online enroliment form?

The online enrollment is an easy way for members to enroll with CTA. The paper form and the ability to sign up
with face-to-face contact on the CTA 360 mobile app is still available.

* Q: How does the district know to initiate payroll deductions once a new member completes their
online enroliment?

On a weekly basis, the CTA Membership Department will provide to the Chapter President, Membership
Contact and CTA staff person via email, a list of new members who completed the online enroliment form the
previous week. Forward this information to the district payroll office in a timely manner, so monthly payroll
deductions can begin.

* Q: | provided a list of new members who enrolled online to my district payroll office, but they are
asking for a copy of a signed paper enroliment form before they initiate deductions. What do | do?

Per Senate Bill (SB) 866, the employer must accept the information provided by the union on dues deductions
for employees. However, if you wish to accommodate the district’s request, A copy of the form can be
downloaded from the member profile by clicking on the CTA Enroliment icon.

* Q: We have been entering non-members for our local into Falcon. Can they enroll online or is this just
for brand new members that we have not entered at all?

Non-members as well as brand new individuals can utilize the online enrollment form. If an individual is not
found in Falcon, a brand-new profile and new membership will be added. If an individual is found (ie: a current
non-member that has been entered into Falcon), they will be able to update their contact information and enroll
as a member.



INSTRUCTIONS FOR COMPLETING PAPER ENROLLMENT FORMS

Enrolliment forms are used for enrolling new members, members returning from leave and/or members
changing Districts/Locals.

PAYROLL DEDUCTION

Member completes, signs and dates enroliment form. Completed forms should be forwarded by site
representatives to the Membership Chairperson. Site Representative gives fourth copy of the
enrollment form to member as proof of membership. Pro-rated dues may be available after the
beginning of the membership year for members joining the Association for the first time.

CASH PAYERS

Member completes enrollment form and issues check payable to the Local for full, unified dues. Site
Representative gives fourth copy of form to member and collects check for payment of annual dues.
Members may pay pro-rated dues by check providing a payroll authorization is completed for
subsequent membership years. Site Representative forwards enrollment forms and checks to
Membership Chairperson.

DISTRIBUTION OF ENROLLMENT FORM COPIES
1. Membership enroliment forms are generally printed in multiple copy form. The first copy
of the form is sent to CTA Membership Accounting. Before forwarding the forms to
CTA, check to be sure that the membership enrollment form is correctly and
completely filled out and signed.

2. Second copy to school district payroll department. It is critical that the payroll
department receive notification of new memberships as soon as possible.

3. Third copy to local association for its files.
4. Fourth copy given to member at time of enrollment.

The best practice for chapter enroliment form records retention is to maintain a copy of the enroliment
form while the member is employed by the district or a change in their status with the Association.

See “How to Complete the Member Enrollment Form” for details on the various components of the new
enroliment form.

Do not use prior versions of enroliment forms. Use only the forms on the following pages as the Terms
& Conditions may be updated. Please discard/recycle old, blank forms.



How to Complete the Member Enrollment Form

This How-To Sheet is intended for Chapter Leaders that are assisting new members to complete the enrollment form
Be sure to only use this form, do not use any other enroliment form.

Personal Information:

®* Enter the member name and
contact information.

®* Enzure to include both the

land line & cell number.
* Home email is very important ’

to be able te communicate
with the member.

* [f moving from another
district, include the CTA
Membership I and/or the
Previous Employer/School
Diistrict to help link any
previous records with any
updated information.

CTA/ABC Allocation:

Allows the member te decide to
opt out of allocating a portion of
dues to support pro education
candidates and issues.

Wour Adsocabe. Four Parines. Your CTA
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Membership Information:

* [nclude the full name of the
local, employer and hire date.

* |nclude the name of the
primary employer.

* |nclude the full school name.

i L [ e ]

Teaching Assignment:
Select the percentage of time
worked, see reverse for more
info on categeries. Note the
explanation of the voluntary
dues amaount.

MEA Fund Deduction:
Members have an opportunity
to contribute to the NEA Fund
supporting federal candidates
that are pro-education. The
total contribution will be

deducted on a pro-rata basis
ower the schoaol year.

A

Membership, Dues Payment and Dues Deduction:
Qutlines the terms of membership and identifies the local as the excdusive representative of the member for collective bargaining and
employment conditions. Dues for the local, state and national associations will be deducted each pay period during the year. The member
may revoke membership by notifying the local chapter president in writing and may cancel dues payments during a window between 30-60
days before their anniversary date of enrollment by notifying CTA via mail. Important: Member must sign and date the form.

COMPLETE THE BACK OF THE ENROLLMENT FORM

<

Demographics:
Optienal information
o help CTA better
serve members.

More Information:

More details about how a
member may be contacted via
text messaging. Also, details
regarding the comtribution to
the NEA Fund.

CTA Survey:

This brief survey
helps to identify the
areas of interests of
the new member.
CTA has many
programs and
benefits for members
and by completing
this section, the local
and CTA can better
meet the needs of
members.

4 Part Form:
* Top sheet = Return to CTA

‘ Member Services in

Burflingames as so0n as
complete.
* Page 2 = District Copy
* Page 3 = Local Copy
* Page 4 = Member Copy

Four easy ways to return forms to CTA:

b Fax forms to CTA at 530-552-5061

b Mail forms to CTA, PO Box 4178, Burlingame, CA 94011
& Email forms to Membership@CTA.org

b Drop off forms at your local CTA Office




m by Neq = YEARZD - 20
ASEOCIATION ASSOCIATION MEMEBERSHIP ENROLLMENT FORM CERTIFICATED

Your Advocate. Your Partner. Your CTA.

Thank you for choosing a carser in education. While it's personally rewarding, it's also professionally demanding.
That's why NEA, CTA and your local association will provide you the support you need to be great at what you do.
Being a member connects youw with other educators. Together, we've been the most powerful woice for students and
public education in Califomia since 1863. And together, we still are. We do this by:

HHEgnﬂathgfﬂr salaries, health care and other benefits Himrmrhg learning and working conditions
[ Leading student-centered educational Improvements [ Enhancing and defending your professional rights
Hﬂmmngymrmui&ﬂunalpmmcemﬁmnhmnmwmhhm Iﬂhmm:hg cost-saving benefits designed Just for educators
grants and scholarships
PERSOMNAL INFORMATION MEMBERSHIP INFORMATION
CTA Membership ID or Previows Employer/School District Local Aszociation
Cunrent Emplayer’
School District
First Mame M Hire Date Primary Employer? Yes No
If nao, list emy r
Laist M playe
Job Title
Last 4 of SN Building"Work Site
Home Add TEACHING ASSIGHMMENT INFORMATION FOR FFICE LSE DY
AND DUES CATEGORY B
Apt HEA
1 Category 1 1 Category 14 1 Bszociare -
. 619 - 100%: 5% or less -
i (1 category 28 [ Category 38 Lk
. 33 1/3% - 505% 6% - 23 13% f—
F [ category28 [ Categoryd
51%- 60% Adult Ed Howry oLy
Land Line:
HEA FUND DEDUCTION AUTHORIZATION (Oticnall
el Phone® | agree to contribute 5 annually to the MEA Fund. The MEA
* See vt poge for information Fund for Children aind Public Education (MEA Fund) collscts voluntany
contributions from Ascociation members and uses these contributions for
Home Email palitical purpases, including, but rat Bmited to, makirg contributions toand
expenditures on behalf of friends of public education who are candidates for
federal office. ** See reverse for more information.
CTA/ABC & INDEPENDENT EXPENDITURES ALLOCATION [Optional)
Dwesignabed portions of CTA dues am allocated bo tha Association for Befter Citlzership (CTAS CTAVOLUNTARY CONTRIBUTION
4B and toIndependiant Expeniditures (IE) through whidh CTA prosddes financial suppart for All CTA dues include a $20 volunta B
ry cantribution per year ta help
eduation-rolated leuss (CTAMMED) and CTA-andorsed bipartisan candidatos for local and dato Furd CTA !d‘\lmq{ sffgrts and fund the CTA Fouridation far Teal:hin-g
offices [CTAVABC arrdlEl.#JIl;rmmhﬂ:wi'luam US. cittizore or bevful permanaent residents 2o aned Learning, which provides schalarships to members and supparts
aligitia i contributa in CTAABC 2nd IE teacher-led efforts to improve public schools. To opt out of the walungary
|:| Plestss Ikt f wou chiooss notto allocats & portion of your CTA duss 1o the CTASABC contribution, comphete a Voluntary Contribution Change Form. Forms
and tha E account anddor if you e inaligibla bo do 5o dua bo Immigetion status, amd you are awailable at weass.cta orgfoontribution, from your lacal membership
Instaad want all thosa dues to remain In CTas genaral fund. contact of via emad at membership@cta.ong.

MEMBERSHIF, DUES PAYMENT AND DUES DEDUCTION AUTHORIZATION

YES, I want to join with my fellow smiploysss and be a committed member of the Local Azsccation, the California Teachers Assocation [CTA), and the Naticnal
Education Assaciation (NEA)L | hereby request and voluritariby accept membership in thess associations and agres to abide by the Constitution and Bylaws of all
fiour associations, 25 they may be amended from time to time. | support the Local Assodation in its role 2s my exclusie representative in collective bargaining owver
waqges, hours, and other terms and conditions of employment.

| heraby (1) agree to pay annual dues uniformly required for membsership in the Lecal, CTA, 2nd NEA in consderation for the services they provide; and (2) reguest
and authorize my Employer bo deduct from my pay in =ach pay period, and transmit to CTA or its designated agent, a pro rata portion of the annual dues requined
for membership in the Local, CTA, and MEA, unless | pay duss by chesck. | Fully uniderstand that the dues rsquinsd for membership in the four 2ssocations are
subject 1o periodic change by the associstions’ governing bodies and authorize dues payment on a continuing basis, and regardiess of my membership status,
unld=ss my abligaticn ta do so =nds wunder one of the cirocumstances below. This agreement to pay dues continues from year to year, regardless of my membership
status, unbess: | rewole it by personally sending 2 signed written notice wia LS. mail to CTA Member Services, O Bow 4178, Buringame, CA %1011, not less than
thirty (30} days and not morne than sixty {600 days before the annual anmiversary date of this agreement; my employment with the Employer ends; or as otherwise
recjuired by v

| understand that this agressment is woluntary and is not a condition of employment and that | have the legal right not to sign this agreement.

Member Signature Date
CTA MEMBERSHIF DEPARTMENT COPY
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DEMOGRAPHIC INFORMATION (Optional)

Ethinicity I:l Afican Aredcan I:l Hispanic Gender |:| Female Birthdate
1 American Indian [ Mtudti-Ethric 1 mtake irnrmdd gyl
Alzsks Native (] Mative Harwian L] Man-Binary Sacial Media Used:
E :tn._.;;hn I:I m:_c lelander E Instagram E Firrterest
] Unkrecwn Facebook Twvither

L _____________________________________________________________________________________________________|
MORE INFORMATION

*By providing my phone number, | understand that the MEA and its affiliates induding CTA, CCA, the Local, NEA Mamber Benefits,
and MEAZGD may use autom ated calling technolegies and/or ted message me on my cellular phone on a periodic basis. MEA
and its affiliates will never charge for text message alerts. Camier message and data rates may apply to such alerts. Text STOF in
response to an MEA, CTA, CCA, or Local text message to stop receiving the association’s messages.

**Only LS. citizens or lawful permanent residents may contribute to the MEA Fund. Contributions to the NEA Fund are valuntary;
making a contribution is netther a condition of empl oyrment nor membership inthe Association, and members have the right to
refuse to contribute without suffering any reprisal. Although the MEA Fund requests an annual contribution of 550, this is only
asuggestion. A member may contribute more orless than the suggested amount, or may contribute nothing at all, without it
affecting his or her membership status, rights or benefits in MEA or any of its affiliates. Contributions to the NEA Fund are not
deductible as dharitable contributions for federal income tax purposes. Federal law requires political committess to report the

narmg, mailing address, ocoupation, and name of em ployer for sach individual whose contributions aggregate in excess of $2000n
acalendaryear.



CTA i) i
ASEGCIATION ATSOCLATION MEMBERSHIP ENROLLMENT FORM ESP

our Advocate. Your Partner. Your CTA.

Thank you for choosing a career in education. While its personally rewarding, it's also professicnally demanding.
That's why NEA, CTA and your local association will provide you the support you need to be great at what you do.
Being a member connects you with other educators. Together, we've been the most powerful woice for students and
public education in California since 1863, And together, we still are. We do this by:

HHEguﬂﬁthg falr salaries, health care and other benefits Hmumg learning and working conditions
[ Leading student-centered educational Improvements [ Enhancing and defending your professional rights
Hﬂmmngmm@n:lPMEMWmEnmaMm IHIJWHIEMQ cost-saving benefits designed Just for educators
grants and scholarships
PERSONAL INFORMATION MEMBERSHIP INFORMATION
CTA Membership ID or Previows EmployerSchool District Local Assocation
Current Employer’
School District
First Mame M Hire Date Primary Employer? Yes No
Last I no, list employer
Job Title
Last 4 of 33N Building/Work Site
Home Address ANNUAL SALARY CATEGORY FOW DFFICE USE OMT
{se= CTA ESP DUES SCHEDULE) ANNLIRL fes s
Apt HEA:
[] espcategory 1 [] ESP Category 2 -
City .
[ espcategory2 [ ESPCategorya e
State Tip NEA FLND:
[ esP Category 5 ALY
Laned Line
NEA FUND DEDUCTIN AUTHORIZATION (Opticnal)
Cell Phone® | agrae to contribute § annually ba the NEA Fund. The NEA
* Sop mawt page for information Fund for Children and Public Education (MEA Fund) collects voluntans
condributions from Azsociation members and uses these contributions far
Home Email political purposss, including, but nat mited to, making contributions to and

expenditures on behalf of friends of public education who are candidates for
federal office. ** Se= reverse for more informaition.

CTA/ABC & INDEPENDENT EXPENDITURES ALLOCATION (Optianal]

Dasignatad portiors of CTA dues s all ocated bo tha Association for Bottor (Rizrship (CTAF CTANVOLUNTARY CONTRIBUTION
BB and bo Independent Expenditures (E) through whidh CTA prosidies financial support for Al CTA dues inchude a 520 volunta -

ry contribution per year to help
eduation-ralated lues (CTAMEC) and CTA-andorsed biparisan candidates for locdl and st2l8 | fp 4 (TA adwpcacy =farts and fund the CTA Foundation for Teaching
offices [CTAMASC and IE]. All mambses who ara U 5. cittzere or il permanent residents 20
cligibla to contribute fo CTAARC and IE

and Learning, which provides scholarships to members and supports
teacher-led eforts to improve public schools. To opt out of the woluntary

Plestss imed bkt if wou chiooss not to allocata a portion of your CTA duss 1o tha CTRSABC contribution, complete a Voluntary Contribution Change Form. Forms
and tha E ooz andstor if you 2re incligible to do 5o dua bo Immigrition stafus. andyou | are available at weescta orglfcontribution, from your local membership
Instaad want all thoem duss fo remain In CTA'S genaral fund. contact or via email at membership@cta.ong.

MEMEERSHIP, DUES PAYMENT AND DUES DEDUCTION AUTHORIZATION

YES, I want to jain with my fellow employesss and be 2 committed member of the Local Assciation, the California Teachers Assocation [CTA], and the Naticnal
Education Association (NEA)L | hereby request and voluntasily accept membership in thess assodations and agree to abide by the Constitution and Bylaws of all
fiour associations, 2s they may be amended from time to time. | support the Local Assodation in its mole 25 my eschusive representative in collective bargaining owver
wages, hours, and other terms and conditions of employment.

1 hereby (1) agree to pay annual dues uniformly required for membership in the Local, CTA, and NEA in consideration for the services they provide; and (2] reguest
and authaorize my Employer to deduct from my pay in =ach pay pericd, and transmit ta CTA or its designated agent, a pro rata portion of the annual dues reguined
fior membership in the Local, CTA, and NEA, unless | pay dues by chedk. | fully understand that the dues required for membership in the four 2ssocations are
subject to periodic change by the associations’ gowerning bodies and authorize dues payment on a continuing basis, and regardiess of my membership status,
undess my abligation to do so ends under one of the circumstances below. This agreement to pay dues continues from year to year, regardless of my membership
status, undess: | nevolos it by personally sending 2 signed written notice wia LS. mail to CTA Member Services, BO. Box 4178, Burlingame, CA %011, not less than
thirty (20} days 2nd not mone than sixty {601 days befone the annual anniversary date of this agreement; my smplayment with the Employer ends; or as otherwiss

required by lawe

lunderstand that this agreement is woluntary and is not a condition of employment and that | have the legal right not to sign this agreement.

Member Signature Diate
CTA MEMBERSHIP DEPARTMENT COPY

Continue on the back side = =
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CALIFORMIA NATIOMAL YEAR2O - 20
m ASBGSIATION Neéd === QCA MEMBERSHIP ENROLLMENT FORM CCA

Your Advocate. Your Partner. Your CTA.

Thank you for choosing a career in education. While it's personally rewarding, it’s also professionally demanding.
That's why NEA, CTA, CCA and your bocal association will provide you the support you need to be great at what you do.
Being a member connects you with other educators. Together, we've been the most powerful voice for students and
public education in California since 1863, And together, we still are. We do this by:

EHEguﬂﬁthgiHrﬂirlu, health care and other benefits Emm learning and working conditions
[ Leading student-centered educational Improvements [ Enhancing and defending your professional rights
H&ppmﬂngymtpmiﬁﬂunilpmﬂteﬂﬂlmnfemnms, workshops, EPI‘B\I‘IE.‘IQ cost-saving benefits designed just for educators
grants and scholarships
PERSONAL INFORMATION MEMBERSHIP INFORMATION
CTA Membership ID or Previows Employer/School District Liocal Aszociation
Current Employer’
School District
First Mam= 171 Hire Diat= Primary Employer? Yes Mo
Lt If na, list =miplioesr
Job Title:
Lazt 4 of S50 Busilding Wik Site
Hame Address FACULTY ASSIGNMENT INFORMATION [FOR DFFICE LSE OMLY
SANNLEL DUET AMDUNTS
Apt c Category 1 L1
Full-Time p——
G
& [ categarya LB
zip Part-Time cr Houwry r—
[ L
Land Line
NEA FUMD DEDUCTION AUTHORIZATION (Opticnall
Cell Phene® | agree to contribute § arinually ta the MEA Fund, The MEA
* Sep navt page for information Fund for Children and Public Education [MEA Fund) collscts voluntany
contributions firom Association members and uses these contributions far
Home Email political purposes, induding, but not limited to, making contributions to and

expenditures on behalf of friends of public education who are candidates for
federal office. ** Ses reverse for more information.

CTAMABC & INDEPENDENT EXPENDITURES ALLOCATION (Optional]
Designated portiore of CTA dues o allocatod to the Assoctation for Bettor Citasrehip (CTAS CTAWOLILNTARY CONTRIEUTION

B0} and bo Independant Expandfiurs 1E) trough which CTA providas financhl suppart for All CTA dues include a $20 voluntary contribution per year to help
edumbion-ralated Iseues (CTAMED) and CTA-endorsed ipartisan candidates for locl 2nd sate fund CTA advocacy sforts and fund the CTA Foundation fior Teaching
offices |CTASBEC and IE). All mambses who ara US. ciizsre or el permament residents aes

aligiia 1o bt 10 CTAABC sl IE and Learning, which provides schaolarships to members and supports

teacher-led efforts to improve public schools. To opt owt of the woluntary

Fleasa iIndiate if vou chooss not to allotaa portion of your CTA duss to the CTRMABE contribution, complete a Voluntary Contribution Change Forme Forms
and tha [E acoount andior if you 2ne insligibla to doso dua bo Immigrition status, and you are available at werecta orgfoontribution, from your local membership
Instaad want all thosa dues to remain In CTA's genaral fund. contact or via email at membership@cta.ong.

MEMBERSHIP, DUES PAYMENT AND DUES DEDUCTION AUTHORIZATION

YES, lwant to join with my fellow smployeses and be 2 committed member of the Local Assodation, the California Teachers Assocation [CTA), the Community
Coll=ge Assooiation {0CA), and the National Education Associztion (MEAL | hereby reguest and voluntarnily accept membership in these associations and agreeto
ahide by the Constitution and Bylaves of all four assocations, as they may be amended from time to time. | support the Local Association inits role as my socleshes
representative in collective bangaining ower wages, howrs, and other terms and conditions of emplayment.

| her=by (1] agreeto pay aninual dues uniformly required for membership in the Local, CTA, CCA, and MEA in consideration for the senvices they provide; and

{2} request and authorize my Emploger to deduct from my pay in each pay peniod, and transmit to CTA or its designated agent, 2 pro rata postion of the annual
dues required for membership in the Local, CTA, CCA, and MEA, unless | pay dues by check. | fully understand that the dues required for membership in the

four associations are subject 1o pericdic change by the associations’ governing bodies and authorize dues payment on a continuing basis, and regardless of my
me=mibership statws, undess my obligation to do so ends under one of the cicumstances below. This 2greement to pay dues continwes from year to year, regairdless
af my membership status, unless: | revolke it by personally sending 2 sigred written notice wia U.S. mail ta CTA Member Services, PO Bow 4178, Burlingames, CA
94011, not less than thirty {30) days and not more than socty [60) days before the annual anniversary date of this agreement; my employment with the Employer
ends; or 25 otherevise requined by law.

| understand that this agresment is woluntary and is not a condition of employment and that | have the legal right not to sign this agreement.

Member Signature

Diate
CTA MEMBERSHIP DEPARTMENT COPY

Continue on the back side = &=



MEMBERSHIP TRANSMITTAL FORM

The transmittal form should accompany all transactions involving new payroll members and cash
renewals. (See sample on page 21) Transmittal forms are your record of membership forms sent to
Membership Accounting. You should retain a copy for your local association file.

PAYROLL

1.

CASH

Fill in name of local association, date and assign a transmittal number. Indicate the month the
first deduction will be taken by your district payroll.

. List members in alphabetical order, check category placement box and indicate voluntary

contributions with a check mark under the appropriate organizations. Write the monthly payroll
deduction amount in the total column.

Send transmittal form with accompanying enrollments to CTA Membership Accounting on a
weekly basis. DO NOT HOLD FORMS.

. Use a separate transmittal form for cash members. Include local’s check for full payment of

CTA/NEA dues and any voluntary contributions. Retain local portion of dues.

Fill in name of local association, date and assign a transmittal number. Indicate if member is
renewing or is a new cash payer.

Check appropriate category and show total cash payment received.

Retain local dues, and write a check payable to CTA for the remaining dues and contributions
collected for all cash members listed.

Send transmittal forms with accompanying enroliments and checks to CTA Membership
Accounting on a weekly basis. DO NOT HOLD FORMS.




MEMEBEESHIP TEANSMITTAL FOERM (FOE NEW ENEOLLAMENTS AND CASH PAYMENTS)

THIS FORW IS FOR REWITTING COMPLETED ENROLLMENT FORME AND CASH MEWEERSHIF DUES.
DO NOT USE FOR EEAMITTING MONTHLY PAYROLL DUES DEDUCTIONS.

FROM: BY: DATE:
{Loczl Mame) {27z and Title of person conpleting the S
EMAIL: PHONE: ( )
For Mesmbership Dept use only: [ ) Cenificatad [ |ESP [ JcCCA
File MName: Date Received: Staff:
{Start Month- Local 1D~ Signanure onth)
NAME CTA Category Month Deduction Monthly PR Check
{Lizt Alphabatically) (1,24 2B 3A 3B, 4) Bazins Deduction Amount Amount
1
2
3
4
3
&
7
g8
g
10
11
12
13
14
15
1g
17
18
19
20
21
22
23
24
25
TOTAL CHECE AMOUNT
COMPLETE THIS SECTION DNL.: ’gnﬂrrmc :]:]% LESS DUES (retzined by Local)
TOTAL REMITTED TOCTA | §

IMPORTANT NOTE ' ATUPLECATE OF THIS COMPLETED MEMBERSHIP FORM SHOULT EE RETATNED AT THE
L'D['.AL ASM&H{JNEEFICEFDR]HCLL‘SIEHD\ THE.T(IF‘!L".IENEEREI—]]PRECORD&

5 CTA Membership Aceounting Department, PO, Box 4178, Burlinzame California 940114173
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PAYROLL DUES REMITTANCE INSTRUCTIONS

PAYROLL DUES REMITTANCE PROCEDURES

CTA maintains a Dues Transmittal Program through which the majority of membership dues are
received and processed. Locals or school districts complete a transmittal form (pre-coded with the
local information) which will accompany their monthly dues warrant. Payments are then remitted to
the designated post office box, resulting in more timely receipt of deposit. Use pre-addressed
envelopes provided.

Remittance instructions are as follows:

Payments remitted to CTA will need to include the 4-digit “LOCAL ID” on all checks. A set of pre-
coded transmittals with your Local ID and Local name is provided to each local/district. With each
remittance, complete one of the transmittal forms by coding the total remittance amount in the space,
"Enter Amount Enclosed”. |If you are sending more than one warrant, the total of all warrants
should be entered in that space. Refer to sample below.

CALIFORNIA TEACHERS ASSOCIATION
202X%-202X Payroll Dues Transmittal
5 Membership Accounting Department
P.O. Box 45529, San Francisco, CA 94145-0529

Enter Amount
Local Name | Enclosed

Staff | Acct. | Local
| Code | Year ¥

XX 2X 0000 | SAMPLE LOCAL ASSN

[] PAYROLL TRANSMITTALS [ JSMALL ENVELOPES [_JLARGE ENVELOPES [ e TE vy T The

(] 1 am interested in providing payroll back up electronically.

MName: Email:
Address: Phone:

Note: All payroll deductions are required to be sent to the San Francisco address.

If not enrolled in uploading the payroll remittance to our sFTP site, please enclose all documents in
the pre-printed envelope and mail per your usual procedure. If documents are uploaded to the
sFTP site, you do not need to include the paper copy with the remittance. See next section for
details.

Use the comments line to provide us with any information we should be aware of or to request
additional materials.

All locals/school districts will receive instructions and forms in August, prior to the September payroll
deduction. If you have questions or concerns, please call the Membership Accounting Department.



SECURE TRANSFER OF MEMBERSHIP DATATO CTA

The California Teachers Association has implemented a secure File Transfer Protocol (sFTP) method
for the electronic transfer of employee data from the District to the Association. CTA is encouraging
district enroliment in this process to help safeguard the transmission of member data.

Collecting and transmitting electronic data greatly improves the efficiency and reliability of the data
found in the Association membership tools. If data files are currently sent via email attachment to
CTA, uploading files to a sFTP site is the preferred way to securely transmit member data.

Please contact your CTA Membership Staff for additional information or to enroll your chapter and/or
district in this secure upload process.

NAME AND ADDRESS CHANGES

Inaccurate addresses are costly to CTA, NEA and the local and may cause an interruption of
publications and other services to members. We encourage you to provide CTA/NEA timely notification
of name/address and other data changes which affect your members.

Chapter leaders and representatives can update member contact information directly in the CTA 360
and CTA 360Pro Association tools.

The Membership Chairperson can also apprise CTA of changes through notations made on the rosters
sent in November and March.

MATERIALS REQUESTS

Printed forms and supplies can be ordered through the CTA Membership Accounting Department.
Complete the Membership Materials Request Form on CTA.org/membership or scan the QR code:



https://forms.office.com/Pages/ResponsePage.aspx?id=eYLkLdOcyk2i1KZORoXxMbfqmRDh5yRHuECAGw1ekRFUNk43WDk5UUY1REI2TDUwMkNKTVZUS0JYOC4u
https://www.cta.org/membership

MEMBERSHIP ROSTER INSTRUCTIONS

INSTRUCTIONS FOR UPDATING MEMBERSHIP ROSTERS

During the membership year, rosters will be sent to the local chapter for update and return (see
timelines on page 2). If corrections are made via CTA 360 or CTA 360Pro, physical rosters do not need
to be returned. If corrections are noted on physical roster only, corrections should be made as follows
(see sample on page 25).

1. Review the roster for accuracy, making sure all changes have been noted.
a. Make all corrections in space provided near information to be updated.

b. Do not write over any of the existing printed information. This must be kept legible
for data entry purposes.

c. Write changes in red, or any color ink or pencil that will stand out.

d. To remove someone from the roster, write “DELETE” in the center of the roster and the
reason for deletion. DO NOT CROSS THROUGH MEMBER NAME. Ideally, the effective
month of deletion should also be included. Please refer to page 14 on membership
cancellation.

e. To add a member, send a completed enroliment form to CTA or have the potential member
enroll online at Join.CTA.org. If an enrollment form has been provided previously and the
member does not appear on the roster, send a copy of the enrollment form retained by the
local or contact your CTA Membership staff person.

f. If adding NEA-Fund for Children and Public Education, CTA/FACT Disaster Relief Fund, or
scholarship fund contributions, send the CTA copy (top copy) of the authorization form. If
that copy has been provided previously and the contribution does not appear in the
member's record on the roster, send a copy of the authorization retained by the local.

g. If your local has changed its local dues amount from what is reflected on the cover letter,
which was provided with your roster, please send a memo to that effect when returning
your roster. It is not necessary to correct every individual amount on the roster itself.
Important: Be sure to notify your district payroll department and Membership
Accounting of any change in local dues.

2. When returning a roster to CTA listing individuals paying cash, please include a check made
payable to CTA to cover all cash renewals no later than the end of October to ensure that
members renewing continue to receive CTA/NEA services. Renewal payments and enrollment
forms for members switching from cash to payroll deduction can be sent without the roster by
utilizing the membership transmittal form (see page 21).


https://join.cta.org/
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MEMBERSHIP CARDS

Membership cards are imprinted with the member’s name, CTA ID, and local affiliate name.

For continuing and new members processed prior to September 15t, CTA will mail cards directly to the
members primary address in October. Cards for new members enrolling throughout the year are mailed
approximately every other week.

NATIONAL
EDUCATION

Your Union Membership Card!

In your union, you are never alone. We are stronger together.

CALIFORNIA
rs TEACHERS
ASSOCIATION

2025-2026 CTA MEMBERSHIP CARD
ID# 0010000000
MEMBER NAME
STAFF TCHRS ASSN

0010000000

MEMBER NAME

1705 MURCHISON DR
BURLINGAME, CA 94010

ACGESS BENEFITS, RESOURCES AND MORE AT
CTA.ORG = CTAMEMBERBENEFITS.ORG : NEAMB.COM

CALIFORNIA MATIONAL
TEACHERS nea EDARCATION
ASSOCIATION AESOCLATION

Dear Educator,

Your union card is more than a piece of paper, it's proof of your membership in the largest union in
the country - the California Teachers Association (CTA) and the Mational Education Association
(NEA). We are truly stronger together.

In our union of 310,000 members across California, you are part of a strong legacy of educators and
other school workers supporting students and improving public education since our founding in 1843.

Careers in education carry great responsibility. In our schools, we are at the center of our
communities. In our careers, we inspire and empower students and their families. Together in our

union, we fight for stronger resources for cur schools and communities.

Learn more about your union and find more resources at cta.org and on the back of this letter.

Woe look forward to working with you in the months and years to come.

Sincerely,
David B. Gaoldbarg, CTA President Becky Pringle. NEA President

A Y. . e s o
CTA's Mission is Clear

The California Teachers Assoclation exists to protect and promote the well-being of its members; to Improve the
conditions of teaching and leaming; to advance the cause of free, universal, and quality public education for all

students; to ensure that the human dignity and civil ights of all children, youth and adults are protected; and to
secure a more just, equitable, and democratic sociaty.




DIGITAL MEMBERSHIP CARD

The digital membership card works the same way as the physical card members receive. They can
continue to use either card to get access to a variety of benefits and programs to enhance their life
and career.

CTA sends an email to all Active Members at the beginning of each membership year. Once
members receive CTA’s email, they can simply follow the prompts to download or save the CTA
digital membership card to their Apple Wallet, Google Pay, or as a photo on any mobile device.

If a member cannot find the email or has a need for a new card, here's how you can request a new
CTA digital membership card for your members:

e CTA 360 users - navigate to the member's individual profile and click the "Membership Card"
header and tap ‘New Request’. Complete the form and an email can automatically be sent to
the individual's primary email address with instructions to download their digital card.

e CTA 360Pro users - navigate to the member's individual profile and click "Card
Request". When the card request window appears, click the "Send Digital Membership Card"
button at the top. An email will automatically be sent to the individual's primary email address
with instructions to download their digital card.



The NEA Fund For Children and Public Education

The NEA Fund is the National Education Association Fund for Children and Public Education. The
contributions received from NEA members are used to fund candidates for public office who support
quality public education.

The NEA Fund Council consists of representatives from every NEA state affiliate. It meets throughout
the year to decide which candidates to endorse and to determine campaign funding. In California, CTA
endorses candidates recommended by locals from the electoral district. Candidates are interviewed
by teachers to determine where they stand on education issues.

Suggested contribution to the NEA Fund is $50.00.
TRANSMITTAL OF THE NEA FUND CONTRIBUTIONS
A. Individual NEA Fund contributions of more than $50.00 must be received by the CTA

Membership Accounting Department within 5 days of receipt by the Local, Service
Center Council, or any person collecting NEA Fund contributions.

B. Individual NEA Fund contributions of $50.00 or less must be received by the CTA
Membership Accounting Department, within 15 days of receipt by the Local, Service
Center Council, or any person collecting NEA Fund contributions.

C. Contributions transmitted must be accompanied by a copy of the appropriate form
(enrollment or supplemental authorization).

D. The NEA Fund payroll contributions that are commingled with dues money must be
separated and deposited into an approved NEA Fund account. Therefore, all locals
which received payroll deductions from the school district for remittance to CTA MUST
IMMEDIATELY remit the money to the CTA Membership Accounting Department upon
receipt from the school district. The Membership Accounting Department will separate
the money immediately and deposit it in the NEA Fund account. NEA Fund
contributions may not remain with dues money in an account that earns interest of any
kind for the Association for even one day.

E. Guidelines for local associations who conduct The NEA Fund drives/campaigns are
available through the Governmental Relations Department.

Please Note:

Because of FEC (Federal Elections Commission) regulations, NEA Fund contributions not transmitted
within the specified timelines become "soft", that is, the funds cannot be used for political contributions,
only for administrative purposes (postage, stationery, etc.).



m CALIFORNIA NEA FUND FOR CHILDREN AND PUBLIC EDUCATION ad E‘&R‘-R{‘.?ﬁ
ASSOCIATION Payroll Authorization or Cash Contribution e
jpiiesigices Revised

Form
EVENT Yes
L AN R R "o
vome L L LTI TTTT T I Il e CLTTTTTITTITTITTITTITT]
emar || || LTI cenprone ([ [ [ D[ [ []-[[[[]

Local Association (do not abbreviate)

DistricttEmployer

The Mational Education Association Fund for Children and Public Education (MEA Fund) collects voluntary contributions from Association members and uses thess contributions
for paolitical purposes, including, but not limited to, making contributions to and expenditures on behalf of friends of public education who are candidates for federal office. Only U.S.
citizens or lawful permanent residents may confribute to The NEA Fund. Contributions to The NEA Fund are voluntary; making a contribufion is neither a condition of employment
nor memibership in the Association, and members have the right to refuse to contribute without suffering any reprizal. Although The NEA Fund requests an annual contribution of
$20, this is only a suggestion. A member may contribute more or less than the suggested amount, or may contribute nothing at all, without it affecting his or her membership
status, rights, or benefits in NEA or any of its affiliates.

Contributions or gifts to The MEA Fund are not deductible as charitable confributicns for federal income tax purposes.

Federal law requires us to use our best efforts to collect and report the name, mailing address, occupation, and name of the employer for each individual whose contributions
aggregate in excess of $200 in a calendar year. Federal law prohibits The NEA Fund from receiving donations from persons other than members of NEA and its affiliates, and their
immediate families. All donations from persons other than members of NEA and its affiliates, and their immediate families, will be retumed forthwith.

THIS FORM MUST BE SIGNED AND DATED BY THE CONTRIBUTOR

Signature | D5*“"| | |‘| | |‘| | | | |

2019 White - CTA ellow - District Pink - Chapter Goldenrod - Member _'_":Ej;

When a member has completed the NEA Fund contribution form, please review to be sure that:

1. The member has completed the form legibly and completely.

2. The member has signed and dated the form.

3. If the contribution is in cash, it is transmitted, along with top copy of the form to CTA
Membership Accounting in a timely manner as outlined in the previous section on

transmittal of The NEA Fund contributions.

4. If the contribution is through payroll deduction, the authorization is submitted to the

5.

district office as soon as possible, and the district office is informed 1) that this replaces
all previous authorizations for The NEA Fund and not an addition to current NEA Fund
deductions, and 2) these are annual amounts. Any contributions received which exceed
the amount on the signed authorization will be refunded to the member by the CTA
Membership Accounting Department. Be sure to keep the Local Chapter copy of the
payroll authorization for your records.

The Member Copy is given to the member for his/her records.

NEA Fund contribution forms may be requested from the Membership Accounting Department.



VOLUNTARY DUES CONTRIBUTION

In June 2008, CTA State Council approved a $20 voluntary dues contribution to support CTA
advocacy efforts and CTA foundation activities which provide scholarships and grants to members
and their children as well as supports the Institute for Teaching. The CTA Foundation for Teaching
and Learning is the Board approved name of the foundation. The voluntary dues contribution is a
component of the CTA dues. Active members contribute $20 at each respective dues

category. Members may elect to opt out of all or a portion of the $20 by requesting a refund. Existing
members may elect to redirect or opt out by November 1st each year. Members will not need to
repeat the election process each year but can change their election each year. New members will
have 30 days from becoming a member to make an election regarding the voluntary dues amount.

More information regarding the $20 voluntary dues contribution will be available in the September
California Educator magazine as well as online at cta.org/voluntary-contribution. Members can
download the Voluntary Contribution Change Form through the CTA website.

Questions may be directed to your CTA Membership staff person or to membership@cta.org.



https://www.cta.org/about-us/voluntary-contribution
mailto:membership@cta.org

REPORT REQUESTS

CTA 360 and CTA 360Pro provide many standard reports users can generate as needed. Users can
export the results or print in standard formats. Mailing labels, building lists, and membership rosters
are a few examples of the available reports in CTA 360Pro.

Requests for more complex sets of data can be submitted through the Report Request process. The
Report Request form is an interactive PDF file that can be completed online and then emailed to
ReportRequest@CTA.org. To receive the PDF file, contact ReportRequest@CTA.org. Before you
begin it's important that you save the interactive PDF to your desktop.

e Specify the organization (Local, UniServ or SCC) the request is from and the date the request
is made.

¢ Include requester information and due date. Please allow 5 — 7 business days lead time to
ensure your request can be fulfilled by the desired due date.

e Data Required and Purpose: be as specific as possible for what data fields and membership
types are needed. Submit a sample if possible.

e Provide the purpose of how the data will be utilized.

e Approvals are required. Requests will not be completed without necessary approvals. Locals
requesting labels or rosters of their respective members can be approved by the local
President. To ensure timely processing, obtain approval before submitting request.

e Sort sequence is required.

e Desired Output: provide format and delivery method.

e Note: electronic lists are password protected to ensure the confidentiality of our members’
information.

e Save the interactive PDF to your own workspace.

e For follow-up, to make edits to your initial request, or to obtain status of an existing request
contact ReportRequest@cta.org.

Send completed and approved report requests to: ReportRequest@cta.org

All Political Campaign Releases should be sent to CTA Governmental Relations. The
Membership Accounting Department does not generate election-related lists.


mailto:ReportRequest@CTA.org
mailto:ReportRequest@CTA.org
mailto:ReportRequest@cta.org
mailto:ReportRequest@cta.org

FALCON OUTPUT REQUEST

TO: CTAMEMBERSHIP DEPARTMENT
P.O. BOX 4178, BURLINGAME, CA 94011

EMAIL: ReportRequest@CTA.org FAX: 650-552-5061
(Specify name) REQUESTER INFORMATION
FROM: LOCAL: D NAME:
DEPARTMENT: D PHONE:
OTHER: ] EMAIL:
REQUEST DATE: / / DUE DATE: ! /

DATA REQUIRED and PURPOSE: (ie: All bargaining unit, Active members only, Zip Codes, Data fields needed in output, Local Newsletter email)

APPROVALS: Signature Date

Department Manager:

Region Manager:

(Please check one)

SORT SEQUENCE:
. Local/Group Local/Group
D ALPHABETIC: Last Name First Name Local/Group Name then First Name then Last Name
D ZIP CODE: Ascending Descending
D CTAID: Ascending Descending
[] oTHER: Please Specify:
DESIRED OUTPUT: HARD COPY # of ELECTRONIC MYFALCON USERS
; ; ; PASSWORD PROTECTED
(Printed & Mailed) copies {Emsil Allachmert) (Query or Report)
[] MAILING LABELS y N y N Y N
[] RoSTERMLIST . ks - - ¥ N
[] oTHERr: o ¥ N X It
Mail hard copy to: Mail electronic copy to: Notify of MyFalcon Availability:
NOTE: Name:
PLEASE PROVIDE A i
Email:
SAMPLE IF AVAILABLE
Name:
Email:
FOR OFFICE USE ONLY
Date Received: _ Completed by: Completed Date:

Query/Report Title: Admin. Use:




GENERAL FUND ALLOCATION FORM

CALIFORNIA TEACHERS ASSOCIATION
GENERAL FUND ALLOCATION FORM

Name CTA ID#

Address

City State Zip
Chapter Name School District

CTA/ABC & INDEPENDENT EXPENDITURES ALLOCATION

Designated portions of CTA dues are allocated to the Association for Better Citizenship (CTA/ABC) and to Independent
Expenditures (IE) through which CTA provides financial support for education-related issues (CTA/ABC) and CTA-
endorsed bipartisan candidates for local and state offices (CTA/ABC and IE). All members who are U.S. citizens or lawful
permanent residents are eligible to contribute to CTA/ABC and IE.

I choose not to allocate a portion of my CTA dues to the CTA/ABC and the IE account and/or are ineligible to do so due to
immigration status, and instead want all those dues to remain in CTA’s general fund.

Signature Date

This form applies to members who choose not to allocate a portion of their CTA dues to CTA/ABC
(California Teachers Association/Association for Better Citizenship) or to IE (Independent
Expenditures) and instead want it to go to the General Fund.

When completed, the card should be forwarded to the CTA Membership Accounting Department at the
address shown below.

Continuing payroll members who allocated the political portion of their CTA dues to the General Fund
in prior years do not need to complete this form again. Their prior request will be honored.

Forms can be sent to the address below for processing:

CTA Membership Accounting Department
P.O. Box 4178
Burlingame, CA 94011-4178

** Members who previously submitted an Opt-Out request and wish to revoke their allocation
must submit a written request to Opt-In to the address above or via email to
membership@cta.orq **



mailto:membership@cta.org

MEMBERSHIP DUES STRUCTURE 2025-26

CATEGORY 1
For those faculty whose teaching assignment 15 more than 60% of CTA Dues 3 855.00
a normal assignment, except for those cerificated personnel whose NEA Dues 5119.00

salanies are less than the mimimum teacher salary for the district in
which they are employed, such as pre-school, head start, childeare,
adult education, and substitute teachers whose daily salanies are less
than the regular nunimmm teacher salary for the district in which

they are employed.

CATEGORY 1A

For those faculty whose teaching assigmment 15 greater than 1/3 CTA Dues 5 430.00
but not more than 50% of a normal assignment. NEA Dues 5121100
CATEGORY 1B

For those faculty whose teaching assignment 15 greater than 50% CTA Dues 5 439.00
but not more than 60% of a normal assignment, or faculty whose NEA Dues 5119.00

salary 15 less than the mumimum salary paid regular teachers in the
distnict where they are employed in the following categones:
preschool, head start, childcare, adult education, and substitutes
whose contract provides for a teaching assignment at one site for

an entire school year shall qualify for payment of the dues prescnbed

by this category.

CATEGORY 3A

For those faculty or substitutes whose teaching assignment 15 CTA Dues $229.50
25% ot less than a normal assignment, including faculty on unpaid NEA Dues $ 7225
leave.

CATEGORY 3B

For those faculty whose teaching assignment 15 CTA Dues $220.50
greater than 25% but not more than 1/3 of a normal NEA Dues 511100

assignment or those faculty employed m private lngher
educational institutions or the University of Calhiformia

for whom no representation by the Association in employer-
employee relations exists or 1s immediately contemplated.

CATEGOREY 4
For those adult education and commumty college employees CTA Dues 5103.80
emploved only on a part-fime or hourly basis. NEA Dues § 7225

Notification of local chapter dues will be provided separately.

NOTE: Those eligible for membership in more than one school district shall be enrolled in their primary place of
employment.

CTA dues at each category includes a $20 Voluntary Dues Contribution to support CTA advocacy
and the CTA Foundation for Teaching and Learning. Members not wishing to contribute may
request a refund.

Voluntary Contribution:
NEA Fund — suggested amount $ 50.00 - (WEA — Fund for Children and Public Education)

35



CTA EDUCATION SUPPORT PROFESSIONALS

2025-26 DUES SCHEDULE

BASED ON ANNUAL SALARY:

Category 1

$59.000 and OVER CTA Prof. Dues 5 S58.00
NEA Prof. Dues 5 131.50

Category 2

$39.000 - $58.999 CTA Prof. Dues S 430,00
NEA Prof. Dues S 131.50

Catezory 2

£25.000 - $38.999 CTA Prof. Dues S 21050
NEA Prof. Dues $ 131.50

Category 4

$9.000 - $24,900 CTA Prof. Dues § 166.65
NEA Prof. Dues 5 T7.50

Category 5

%0 -%8.000 CTA Prof. Dues 5 103.80
NEA Prof. Dues 5 50.50

Associate

Associate’'CASH ONLY CTA Prof. Dues § 103.50
NEA Prof. Dues § 5050

Notification of local chapter dues will be provided separately.

NOTE: Those eligible for membership in more than one school district shall be enrolled in their primary
place of employment.

CTA dues at each category includes a $20 Voluntary Dues Contribution to support CTA advocacy

and the CTA Foundation for Teaching and Learning. Members not wishing to contribute may
request a refund.

Voluntary Contribution:
NEA-Fund — suggested amount 35000 (NEA — Fund for Children and Public Education)
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CTA/CCA MEMBERSHIP DUES 2025-26

Dues amounts for United Education Professional ACTIVE membership categories:

CATEGORY 1

For those faculty whose teaching assignment is CTA Dues S$858.00
more than 60% of a normal assignment except for those NEA Dues $219.00
certificated personnel whose salaries are less than the CCA Dues $ 99.00

minimum teacher salary for the district in which they are
employed, such as pre-school, head start, childcare, adult
education, and substitute teachers whose daily salaries
are less than the minimum teacher salary for the district

m which they are employed.

CATEGORY 4

For those adult education and commumity college employees CTA Dues $103.80
employed only on a part-time/hourly basis. NEA Dues $72.125

CCA Dues 34950

Notification of local chapter dues will be provided separately.

NOTE: Those eligible for membership in more than one school district shall be enrolled in their primary place of
employment.

CTA dues at each category includes a $20 Voluntary Dues Contribution to support CTA advocacy

and the CTA Foundation for Teaching and Learning. Members not wishing to contribute may
request a refund.

Voluntary Contribution:
NEA-Fund — suggested amount $ 50.00 — (NEA — Fund for Children and Public Education)
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CRISIS ARBITRATION FUND

May 2025, the CTA Board of Directors removed the minimum local dues level requirement to qualify for Crisis
Arbitration assistance. This means that small local chapters can now access financial assistance for arbitration
fees and costs.

Procedures and requirements to qualify can be found in the 2025-26 CTA Organization Handbook under
Procedures.

You may also reach out to your Primary Contact Staff for questions regarding any chapter bylaws on changing
local dues.



The CTA Membership Drop Process Toolkit

An overview of the CTA Drop Process including a drop date calculator can be found on our
Membership website at: https://www.cta.org/membership/membership-2024-dropprocedures

What is a Valid Membership Drop Request?

A written request to drop Local/CTA/NEA union membership must be personally submitted to the
Local Chapter President by the individual wanting to drop their membership. The request can be
made only by the individual member on their own behalf. The request may not be made over the
phone or by email.

The written letter request to drop membership must include:

e Stated Formal Request to Drop Membership

* Member’s Full Name: First and Last

e Home Address

* Name of Local Chapter/Union

e Date

e Original Signature (photocopies of signature are not acceptable)
* CTA Membership Identification Number (optional)

Delivery:
Letter must be delivered to the Local Chapter President via U.S. Mail or personally by hand delivery.
(Chapters may also designate a local chapter office with staff to receive the document.)

Drop Process Timeframe:
Reasonable efforts should be made to process valid drop requests within 15 working days after the
request is received by the Local Chapter President. (See ‘Steps to the Drop Process’)


https://www.cta.org/membership/membership-2024-dropprocedures

General Steps in the Drop Process

Initial Interaction:

Member notifies RRC/UniServ/CTA Headquarters/Site Representative via
phone, text, in person, or via email that they would like to drop their CTA
membership. Whoever receives the call, text or email confirms membership
and maintenance of dues anniversary date if applicable. The member is
informed that a drop request must be sent by U.S. mail or hand-delivered to the
Local President or dropped at local chapter office if designated by the Chapter.
Notify Local Chapter and staff that a member inquired about dropping.

Valid Drop Request Delivered:

Member provides a valid drop request to the Local Chapter President via
U.S. mail or hand-delivery or by dropping it at local Chapter office if
designated by the Chapter. For a drop request to be valid and processed,
it must include a stated formal request to drop membership, member’s full
name, home address, name of local, date, and original signature.

15 Working-Day Processing Timeline Begins:
Notification to Local President and contact logged at CTA office, and the
15 working-day processing deadline begins.

Have Organizing Conversation with Member:

Identify the most compelling person to hold a one-on-one conversation
with the member. Conversation can be done by any leader or member.
The benefits of collective bargaining and advocacy should be discussed,
and all the member benefits that will be lost should be shared. Utilize
voluntary termination or recommitment forms in asking the member to
reconsider. Be sure to listen, try to directly address the member’s
concerns, and document the reasons.

Completing the Request:

The member will either agree to rescind the request to drop or will want to
go through with it. Either way, the ultimate decision to stay or leave the
union should then be shared with the RRC, UniServ and CTA Membership
Department. In the case of a drop, send the drop letter, drop reason, and
verification of conversation to CTA Membership Accounting for final
system updates and formal confirmation back to the individual and district.

See the Drop Scenarios for specific steps in the process.

NG/ A\



MEMBERSHIP DROP SCENARIOS

There are several different scenarios based on membership status and maintenance of dues. Five
common scenarios have been identified along with the role and responsibility of the Member, the
local leader, Field Staff and Membership Accounting Department. You are encouraged to review
these scenarios and understand your role to ensure a smooth process by all involved.

Scenario 1: Individual wants to drop membership.

Status: Member with no Maintenance of Dues (MoD).

notify chapter
president in writing
via US mail or
hand delivery with
the following
information:

Name

Home Address
Name of

Local

Chapter

CTA ID, if known
Request to

Drop
Membership
Signed and Dated

(MoD) status. If no MoD,

proceed. If MoD, see Scenario 2.
2. Chapter president and/or PCS

schedule follow-up within 15
days to have a conversation
regarding request, resolve
concerns and encourage the
individual to retain membership.
If retainment efforts are
successful, memorialize the
conversation in writing to the
individual and confirm that their
member status will remain as
active.

4. If retainment efforts are

unsuccessful, send the
following, within 15 days, to
Membership Accounting
(email, fax or mail):

o Member drop letter

e Drop reason — Short explanation
which will be entered into
member record for future
reference.

o Verification of conversation — A
note indicating someone talked
to the individual.

e Membership Accounting will
follow-up with the chapter
president/PCS if these items are
not included in the
communication regarding the
drop.

Ability to Ability to . .
Dro):o Revgke Membership Chapter Response and Membership
Membership Dues Drop Protocol Process Accounting Process
At any time. At any time. Individual must 1. Verify Maintenance of Dues 1. Verify MoD status.

2. Verify all membership
drop documentation has
been received from
local.

3. Send letter to district to
cease deductions, cc:
chapter president. Monitor
district compliance.

4. Send letter to individual to
confirm membership drop,
cessation of dues
deductions. cc: chapter
president and PCS.

5. Update individual status
in Falcon to Non-
Member, Dropped.

6. File all documentation.




Scenario 2: Individual wants to drop membership and is not within the dues revocation
window to cease dues.

Status: Member with Maintenance of Dues and Active membership. Note:
These members have signed a new enrollment form or commitment card. See
Scenario 3 for dues authorization revocation protocol when the member is within
the revocation window.

Ability to Ability to Membership Drop and Membership
Drop Revoke Dues Revocation Chapter Response A tina P
Membership Dues Protocols ccounting rFrocess
At any time. Only in Drop Membership: . Verify Maintenance of 1. Verify MoD Status.
window Dues (MoD) status. 2. Verify all membership
period, as Individual must notify chapter . Chapter president and/or drop documentation

determined by
signature date
on
Commitment
Card or new
membership
form (2018-19
or newer).

president in writing via US
mail or hand delivery with the
following information:

e Name

e Home Address

e Name of Local Chapter

e CTAID, if known

e Formal statement to drop

Membership
e Signed and Dated

Revoke Dues
Authorization:

Not eligible to revoke dues
authorization until
revocation window.

PCS schedule follow-up
within 15 days to have a
conversation regarding
request, resolve
concerns and
encourage the individual
to retain membership.

. Notify individual that dues

deduction will continue and
they need to send their
request to cease dues/to
revoke their dues
authorization in writing to
CTA Membership
Accounting to be received
within the opt out window.
Explain MoD and the dues
authorization revocation
window as necessary.

. If retainment efforts are

successful, memorialize
the conversation in writing
to the individual and
confirm that their member
status will remain as active

. If retainment efforts are

unsuccessful, send the

following to Membership

Accounting (email, fax or

mail):

e Membership drop letter

e Drop reason — Short
explanation which will
be entered into
member record for
future reference.

e Verification of
conversation — A note
indicating someone
talked to the individual.

e Membership
Accounting will follow-
up with the chapter
president/PCS if these
items are not included
in the communication
regarding the drop.

has been received
from local.

. Send letter to individual to

confirm drop of
membership, and to notify
of continuing dues
deduction obligations until
written dues revocation
during revocation window.
Provide anniversary date
and next window period
details.

- cc: chapter president
and PCS.

. Update individual

status in Falcon to
Non-Member with
Dues Deduction.

. File all documentation




Scenario 3: Individual wants to drop membership and is within the dues authorization
revocation window.

Status: Member with Maintenance of Dues and Active membership. Note: These
members have signed a new enrollment form or commitment card.

Atl))lllty to ARE)llltykto Membership Drop Membership
rop evoke and Dues Chapter Response A ina P
Membership Dues Revocation Protocol ccounting Process
At any time. Only in Individual must notify Verify Maintenance of Dues 1. Verify MoD Status,
revocation chapter president in writing (MoD) status. dues authorization
window via US mail or hand Chapter president and/or revocation window.
period, as delivery with the following PCS schedule follow-up 2. Verify all drop
determined information: within 15 days to have a documentation has
by signature e Name conversation regarding been received from
date on e Home Address request, resolve concerns local.
Commitment o Name of Local Chapter and encourage the individual | 3. Send letter to district to
Card or new e CTA ID if known to retain membership. cease deductions, cc:
membership o Request to If retainment efforts are chapter president.
form (2018-19 drop successful, memorialize the Monitor district
or newer). membership conversation in writing to the compliance.

e Signed and Dated

Note: If the member is
within their dues
authorization revocation
window when this letter is
received by the local, this
letter is sufficient to drop
membership and revoke
dues authorization at the
same time.

individual and confirm that
their member status will
remain as active

If retainment meeting is
unsuccessful, send member
drop letter, drop reason and
verification of conversation to
Membership Accounting
within 15 days (email, fax, or
mail):

Member drop letter

Drop reason — Short
explanation which will be
entered into member

record for future reference.
Verification of conversation —
A Note indicating someone
talked to the individual.
Membership Accounting will
follow-up with the chapter
president/PCS if these items
are not included in the
communication regarding the
drop.

4. Once all documentation
is verified, send letter
to individual to confirm
drop of membership,
cessation of dues
deduction. cc: chapter
president and PCS.

5. Update individual
status in Falcon to
Non-Member.

6. File all documentation.




Scenario 4: Individual has already dropped membership and is now within the dues
authorization revocation window.

Status: Non-member with Dues Deduction. See Scenario 2.

Ability to Ability to Dues Membershi
Drop Revoke Revocation | No Chapter A ti pP

Membership Dues Protocol Response ccounting Frocess

N/A Only in Revoke Dues No chapter response . Validate dues revocation window.
revocation Authorization: required in this
window scenario. . Send letter to district to cease
period, as Individual must deductions. cc chapter president.
determined by | send written The chapter has Monitor district compliance.

signature date
on
Commitment
Card or new
membership
form (2018-19
or newer).

notice to revoke
their dues
authorization or
use term “drop
membership” or
similar via mail to
CTA Membership
Accounting to be
received during
the individual’s
specific
revocation
window.

already had a
conversation with the
individual when the
request was made to
drop membership.
Now the individual is
within their revocation
window and would
send a letter directly to
Membership
Accounting stating
their intent to now
revoke their dues
authorization.

. Send letter to individual to confirm

dues cessation. cc: chapter
president and PCS.

. Update individual status in Falcon to

Non-Member, Dropped.

. File all documentation.




Scenario 5: Individual requests to drop membership and/or revoke dues authorization and is within
the dues authorization revocation window. Individual sends request letter directly to CTA Membership
Accounting.

Status: Member with Maintenance of Dues.

Ability to Ability to | Membership Drop & .
. Membership
Drop Revoke | Dues Revocation CTA & Chapter Response .
. Accounting Process
Membership Dues Protocol
At any time. Only in If an individual mails or CTA Membership Accounting 1. Verify MoD Status and
revocation delivers a letter to CTA Response: dues authorization
window Membership Accounting 1. Verify Maintenance of Dues revocation window.
period, as directly, and is within the (MoD) status.
determined dues authorization 2. CTA Membership Accounting 2. Verify all drop
by signature | revocation window, the to send a letter to individual documentation has been
date on request will not be stating that membership must received from local.
Commitment | immediately processed, be dropped via the chapter
Card or new | and is pending member president and explain the 3. Send letter to district to
membership | notice to local chapter and process. cc: chapter president cease deductions. cc:
form (2018- | local chapter verification. and PCS. chapter president.
19 or The individual must initiate | 3. Membership Accounting Monitor district
newer). the notice with their chapter emails chapter president and compliance.
president. PCS indicating that a
Request must include: membership drop and/or dues 4. Send letter to individual
= Name authorization revocation to confirm drop of
« Home Address request has been received and membership and
« Name of Local outline next steps for the local. cessation of dues
Chapter 4. Within 15 days, chapter deduction cc: chapter
= CTAID if known president and/or PCS contact president and PCS.
= Request to drop the individual to have a
membership and/or conversation regarding request, |5. Update individual status
dues revocation resolve concerns and in Falcon to Non-
« Signed and Dated encourage the individual to Member.
retain membership.
Note: If the member is 5. If retainment efforts are 6. File all documentation.
within their dues successful, memorialize the
authorization revocation conversation in writing to the
window when this letter individual and confirm that their
is received by the chapter member status will remain as
president, this letter is active.
sufficient to drop 6. If retainment efforts are
membership and revoke unsuccessful (including if
dues authorization at the member is unresponsive), the
same time. individual still must submit a
letter indicating their desire to
drop membership. Once this
letter is received by the chapter
president, communicate in
writing to CTA Membership
Accounting the results of the
conversation and the drop
reason and send a copy of the
drop request. If the drop
request is dated and signed
within the dues authorization
revocation window, this also
satisfies the requirement to
revoke dues.




Answering Questions About the Drop Process and Maintenance of Dues

How do | drop my membership?
We encourage you to maintain your membership. Our effectiveness in bargaining fair
and just salaries, benefits, and working conditions is directly related to member support
and the power we have in our collective voice. Increasing funding to public schools,
reducing class sizes, and ensuring that professional rights such as due process and
permanent status are protected are direct results of the important work we have been
able to accomplish because of a united CTA membership.

If you still decide you’d like to drop your union membership, you just need to put your
request in writing. The letter will need to be mailed or hand-delivered to your Local
Chapter President. The letter must include a stated formal request to drop membership,
your full name, home address, local chapter name, date and original signature. If you
happen to have your membership ID number, that would be appreciated. We have many
members with the same or similar names, and we need to be sure that we are
responding to a request from the correct member.

When can | drop my membership?

Members can drop their membership at any time. You just need to put your request in
writing. The letter will need to be mailed or hand-delivered to your Local Chapter
President. The letter must include a stated formal request to drop membership, your full
name, home address, local chapter name, date and original signature. If you happen to
have your membership ID number, that would be appreciated.

Does this ruling mean | can | drop my membership and not pay dues?

You could, but that would be exactly what the forces behind this court case want. The
corporate special interests, billionaires and politicians want to weaken the ability of
working people to come together in unions to negotiate on behalf of their members and,
in our case, to stand up for our students and for public education. It's part of a broader
scheme to rig the system against working people.

Would | get the same benefits if | did drop my membership?

No. You immediately lose any voice in your union and the right to vote on the contract.
The union would still negotiate your salary, benefits and working conditions, but you
would have no say in those discussions. You will also be ineligible for all the benefits
that come with membership, including a $1 million personal liability policy, legal
services, access to teacher-led professional development, and membership discounts
on insurance, entertainment, and travel.



When | drop my membership, are my dues automatically stopped?

This depends on if you have signed a membership form or commitment card that
includes the maintenance of dues provision. If there is no maintenance of dues
provision, then yes, your dues automatically stop. If you agreed to maintain dues
annually, then you must also notify the California Teachers Association to stop dues
payments. This can be done not less than 30 days and not more than 60 days before
the member’s annual anniversary date by mailing a written notice to CTA Member
Services in Burlingame. The written notice must include the member’s full name,
address, local chapter name, authentic signature and date.

So, | dropped my membership — how do | stop paying continuous annual dues?

This can be done not less than 30 days and not more than 60 days before the member’s
annual anniversary date by mailing a written notice to CTA Member Services, P.O. Box
4178, Burlingame, CA 94011. The written notice must include the member’s full name,
address, local chapter name, authentic signature and date.

How do | know my anniversary date?

Your anniversary date is the date you joined CTA. You can get that information from your
copy of the CTA Enrollment Form or by contacting your local chapter or CTA Member
Services.

What does not less than 30 days and not more than 60 days before my anniversary date mean?

It means any member who has dropped membership can also stop their continuous
annual dues payment in a 30-day window about a month before their anniversary date.
For example, if you joined CTA on August 15, you can revoke your annual dues any
time between June 16 and July 16.

Why do | have to drop membership and dues payments separately?

The maintenance of dues provision is a common practice used in many unions, many
organizations and service agreements, and allows the union to provide ongoing support
to its members and budget accordingly. It works similar to a gym membership. You join
for the entire year and agree to pay for the entire year. You can choose to stop going,
but you are obligated to pay for the entire term of the membership contract. Many
unions only have a short window of time, such as a five-day window, to revoke dues
for the following year. CTA gives members 30 days.



Sample Pre-Drop Email for Associate Staff in Response to Member
Dear :

| received your inquiry regarding changing your membership status. | am copying your
local Association President, , and CTA Primary Contact Staff, ___, on this
email so they can provide support. Logistically, any request to change membership
status needs to be made in writing and hand- delivered or mailed to your chapter
president or to your local Association office. Thefetter must include a stated formal
request to change membership status, your full name, home address, local chapter
name, date and your original signature.

We encourage you to maintain your membership. Our effectiveness in bargaining fair
and just salaries, benefits, and working conditions is directly related to member support
and the power we have in our collective voice. Increasing funding to public schools,
reducing class sizes, improving school safety, and ensuring that professional rights
such as due process and permanent status are protected are direct results of the
important work we have been able to accomplish because of a united CTA
membership.

Union membership provides many critical benefits for you and your colleagues. Only
members can have input and vote on the local contract regarding learning and working
conditions, salary, health care and other benefits. Members have access to an
experienced attorney as needed when issues arise around discipline, credentialing
questions, complaints, and layoffs. Through various local trainings and CTA
conferences, members have access to teacher-led professional development, as well
as scholarships for continuing their education. Members also receive $1,000,000
educators’ liability insurance, retirement assistance, and numerous discounts on travel,
restaurants and entertainment.

Your voice and membership are important. Please reach out to any of us if you have further
questions.

(Local Contact ) Log the inquiry.

If you receive an email at the local level, please feel free to use any of the above language
when responding to the email. We do encourage you to localize the information.



Sample Email with Checklist for Chapter Presidents
Greetings President,

You have had a member request to drop membership.

Name of Member:

Local Association:

Commitment Date: mm/dd/yyyy

Drop window with MOD: mm/dd — mm/dd
Home Phone:

Cell Phone:

Home Email:

Work Location:

Other Information:

We have referred him/her to the drop process, which requires signed notification to you.
This an outline of necessary steps to take now and some ideas on how to encourage
the person to remain a member:

Checklist for CTA Drop Process

Contact your Primary Contact Staff immediately (cc’d on this email)

Confirm if the member has a commitment date. Drop requests processed outside
of the drop window will be required to continue to remit dues payments.

If you don’t know the member, reach out to the person'’s site rep to see if there was
anything that triggered the drop and what can be done to reverse it.

Set up a one-on-one meeting (with you, or the rep, or another member, or your
PCS) with the member to discourage the drop and demonstrate the power of staying
in the union.

Send/bring member information about benefits of union (CTA Leader Resources)

Have the person sign the “Voluntary Termination of Benefits” if you cannot convince
them to remain a member.

If you do convince them to remain a member, confirm back to CTA Membership to
close out the drop inquiry.

If member does decide to drop, provide verification of contact and the reason(s) why
back to CTA Membership Accounting. See Next Step.

Process drop request within 15 working days of the request if you were not able to
persuade the person to keep membership. You do this by sending a copy of the
written drop request received by the chapter along with the drop reason to CTA
Membership Accounting, PO Box 4178, Burlingame, CA 94011 or email to
membership@cta.org.

This email contains multiple resources for you to reach out to your members. The
timelines to respond are short, so meeting with the member quickly is critical. If you
have any questions, please reach out to your PCS right away.


https://www.cta.org/leader-resources/member-recruitment-and-engagement
mailto:membership@cta.org

Pre-Drop Phone Script for Associate Staff/Local Association Staff in
Response to Member

Thanks for reaching out to us. I'm sorry to hear that you are looking to drop your membership.

Get Name from caller and look up in Falcon/CTA360. Validate the caller's Home Address,
Home Email, Home Phone and Cell Phone and update Falcon as necessary. Confirm if they
have a maintenance of dues agreement. If they do, also note the anniversary date.

You know, our ability to bargain fair and just salaries, benefits, and working condition is
directly related to the power we have as a collective voice. That's why your membership
is important. Only members can have input and vote on the local contract. Through
various local trainings and CTA conferences, members have access to teacher-led
professional development, as well as scholarships for continuing your education.
Members have access to an experienced attorney if issues arise around discipline,
credentialing or layoffs. Members also receive $1 million educators’ liability insurance,
retirement assistance, and numerous discounts on travel and entertainment.

Would you like (Association President) or (Primary Contact Staff) to give you a call to
talk further?

v’ If yes, end the call and give the message to President/staff. Log the inquiry.

v' If no/they insist upon dropping membership, let them know they need to put the
request in writing and mail or drop off at the Association office (assuming there
is an office). Provide the mailing address. Email president and staff to let them
know. Log the inquiry.

The letter will need to be mailed or hand-delivered to your Local Chapter President. The
letter must include a stated formal request to drop membership, your full name, home
address, local chapter name, date and original signature.

Conversation Guidance for One-on-Ones

With the Janus v. AFSCME decision, CTA is at a critical point in our history.
Our success in staving off this unprecedented attack on our Association
and all it does for our members is dependent on personalizing the
experience of being part of the Association. When members want to drop
their membership, it is critical that we find the right person to talk to them
about their decision. It's easy to say no to a nameless/faceless person.
It's hard to let down those you care about.



LEA/CTA/NEA:

Use the Voluntary Termination of Membership Rights and Benefits
Form and the “Member vs. Nonmember” flyer to guide the member
through all that they lose when they terminate their CTA membership. Use
your personal knowledge of the person to highlight the parts of the form
that would be most persuasive to them. Stress throughout the conversation
that being part of the union is how we fight together for a better profession,
wages, benefits, and working conditions.

Listen to concerns:

Listen to the concerns of the member. Be patient and kind. Do NOT attack
or belittle the member. Try to pinpoint why the member is dropping. Use
the “Answering the Tough Questions” Guide to counter the various
reasons why they want to drop their membership.

Conversation Style:

It is important to be yourself and keep your conversations earnest. The
“Feel, Felt, Found” conversation is an effective one-to-one conversational
frame for dealing with objections or hesitation on the part of potential
members. If you approach a potential member with an invitation to join
your local association and are met with “| really don’t see any reason to
join,” use the following conversational frame to keep the conversation

going:

FEEL “ know how you feel.”
“Hey, | get it. | never gave unions much thought either. | guess | thought |

could take
care of myself in just about any situation.”

FELT I have felt the same way myself.”

“In fact, | was pretty resentful when a union rep convinced the principal that |

wasn'’t
experienced enough to handle an upper-grade class.”

FOUND “Butlfound that...”
“It turned out, though, that the union really helped when | had a payroll dispute
with the district. When the district refused to place me on the correct salary
step, the union hired a lawyer and the district ended up owing me a lot of
money for back

pay.

51



MEMBERSHIP NOTES

52



FO
PMTORy,
o Union 7,
% Labor &
5 &
CHERs



	INTRODUCTION
	Department Contact Information and Important Links
	Membership Timelines
	Definition of Membership Type
	CTA 360 and CTA 360Pro For Leaders
	Legislative Updates
	Enrollment Forms and Instructions
	Membership Transmittal Form
	Payroll Dues Remittance Instructions
	Secure Transfer of Membership Data to CTA
	Name and Address Changes
	MATERIALS REQUESTS
	Membership Roster Instructions
	Membership Cards
	Digital Membership Card
	The NEA Fund For Children and Public Education
	Voluntary Dues Contribution
	Report Requests
	General Fund Allocation Form
	MEMBERSHIP DUES STRUCTURE 2025-26
	CRISIS ARBITRATION FUND
	The CTA Membership Drop Process Toolkit

