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	RULES AND STANDING ORDERS


CONSTITUTION AND RULES

UNISON WEST MIDLANDS REGION

AS AGREED BY REGIONAL COUNCIL FEBRUARY 2003

1.

TITLE AND AREA

The Regional Council shall be called The West Midlands Regional Council of UNISON and shall operate in the West Midlands Region as specified by UNISON’s national rules.
2.
ACCEPTANCE OF CONSTITUTION

The Regional Council accepts the Constitution and Rules of UNISON, together with any subsequent alteration or additions to them, in order that the Rules and Constitution of the Regional Council shall always be consistent with UNISON's National Rules.

3.
FUNCTIONS
The functions of the Regional Council shall be:

1)
to monitor the deployment of resources allocated to the Region; to ensure that the aims and objectives of the union are being pursued in the most effective manner;

2)
to assist and advise the Regional Service Groups on issues relating to or of concern to the wider membership;

3)
to encourage the development and maintenance of a strong flexible branch structure, in accordance with principles laid down by the National Executive Council;

4)
to assist in implementing national policy and developing campaign strategies particularly relating to recruitment and retention within the Region;

5)
to ensure that appropriate education and publicity activities take place within the Region;

6)
to advise the National Executive Council on matters of policy, outside the responsibility of the Service Groups, and assist in its development;

7)
to assist in the administration and organisation of the union's welfare and retired members activities;

8)
to discuss branch motions as appropriate for the National Delegate Conference agenda on issues outside the responsibility of Service Groups;

9)
to assist branches in promoting proportionality and fair representation;
10)
to ensure representation of the union on outside bodies;

11)
to convene meetings of a branch where the officers of such a branch have failed to do so;

12)
to be responsible for determining the West Midlands Region UNISON representation on the Midlands TUC.

13)
to facilitate an Annual Meeting between Representatives of the Regional Self-Organised Groups, together with Regional Council Officers and two members of the Regional Committee to agree an annual Equalities Working Plan

4.

MEMBERSHIP OF THE REGIONAL COUNCIL


The Regional Council shall consist of representatives of each branch within the Region, (as defined in Rule 6), officers of Regional Council including the Regional Convenor, Assistant Regional Convenors (2) and Regional Finance Secretary, representatives of self organised groups, young members, retired members' representatives and members of the National Executive Council who are members of branches within the Region.  (See also Standing Order 5)

5.

ADMINISTRATIVE AND FINANCIAL YEAR

The administrative year of the Regional Council will commence on 1st January and end on 31st December.

6.

BRANCH REPRESENTATION

Each branch will be entitled to be represented at the Regional Council and the following formula will be adopted:-

1)
Each branch allocated to the Region is entitled to elect three delegates for the first 1000 members. For every additional 1000 members or part thereof an additional delegate should be elected.  Delegates must be full members of a branch within the region and they  would cease to be delegates if their full membership of the branch is terminated. Numbers of delegates will be determined by Annual Branch membership returns, based on membership as at 31 December of each year. See also 6.2 below.

2)
Consideration must be given to Proportionality & Fair Representation. Details of how proportionality should be applied are set out in Appendix 1 to these rules.

3)
Branches should nominate 'named' substitutes to attend meetings of the Regional Council when one or more of their nominated delegates is unable to attend. Substitutes named should be in line with the principles of proportionality and fair representation. In the event of a dispute the Regional  Committee shall be empowered to adjudicate on the use of substitutes.

4)
Each branch within the Region shall forward to the Regional Secretary the result of their branch audit immediately after 31st December in each year in order that each branch delegation can be determined –see rule 6.1 above.

5)
The formula stated above shall initially operate from the annual meeting of the Regional Council in 2003 for a two-year period, and shall be regularly reviewed after that date.

7.

ELECTION OF OFFICERS
The following officers shall be elected at the annual meeting of the Regional Council. The postholders  will  not  be able to vote. 



i)
Regional Convenor  


)



ii)
Assistant Regional Convenor     (General)  )


  iii)   Assistant Regional Convenor      (Woman)
)  Available as job share



iv)
Regional Finance Secretary    

)


PLUS     two Auditors  who shall serve in that capacity only 

1)
Candidates must be full members of a branch within the region and they must be nominated by their own branch, and whilst there will be no restriction on the number of branches nominating a candidate, branches may only nominate one person for each post, except job-share posts – see 7.3. The Regional Secretary must receive nominations at least 28 days before the Regional Council Annual Meeting.

2)
The principles of Proportionality will apply to the posts of Assistant Regional Convenors. These principles will not however apply to the posts of Auditors.

3)
Where a branch nominates for a “job-share” position, it must nominate for both halves of the job-share, if necessary in conjunction with another branch.

4)
Candidates, other than candidates for the post of auditors, shall have the right to circulate a statement of a maximum of 500 words, these to be submitted at the same time as the nomination. This will be distributed to members of the Regional Council through Regional Office distribution. Candidates have the right to address Regional Council for a maximum of 3 minutes should they so wish.

5)
If there is more than one candidate, a vote will be taken at the annual meeting in accordance with the card voting procedure within the Council's Standing Orders.

6)
If there are no nominations for a position, the vacancy will be re-advertised amongst branches. In the event of no nominations being submitted, nominations can be taken from amongst the members present at the next Regional Council.

7)
Officers who cease to be full members of a branch within the Region will no longer be 
eligible to hold office within the Regional Council.

8)
The Regional Council shall have the power to fill any casual vacancy for officers listed 
under this paragraph. In the event of one half of a job-share post resigning, the other half shall also resign, but remain in position until the vacancy is filled. The other half may seek re-election, either as a sole appointment, or as part of a further job-share. The person(s) appointed will hold that position for the remainder of the term for which the vacating officer was appointed.

8.

SELF ORGANISED GROUPS
Members of each Regional Self Organised Group recognised within the National Rules shall be entitled to appoint two non-voting delegates to the Regional Council (one general seat/one women's seat). Named substitutes, based on proportionality, may be appointed.

9.

RETIRED MEMBERS
Members of the Regional Retired Members' Section shall be entitled to appoint two non-voting delegates to the Regional Council (one general seat/one women's seat). Named substitutes, based on proportionality, may be appointed

10.

YOUNG MEMBERS
The Regional Young Members Forum shall be entitled to appoint two non-voting delegates to the Regional Council (one general seat/one women’s seat). Named substitutes, based on proportionality, may be appointed.

11.

NATIONAL EXECUTIVE COUNCIL
Members of the National Executive Council who are members of branches within the Region may attend and speak but not vote, unless appointed as a delegate from their Branch.

12.
REGIONAL SERVICE GROUP COMMITTEE/REGIONAL STANDING COMMITTEE REPRESENTATION
The Chair of each Service Group Committee and each Regional Standing Committee shall be entitled to attend and speak, but not to vote, unless appointed as a delegate from their Branch.

13.

MEETINGS OF REGIONAL COUNCIL
The Regional Secretary shall arrange the Regional Council not less than four times a year, unless otherwise agreed, one of  which will be the annual meeting, which will normally be held in April.  The other meetings will normally be held in January/February, July and October.


Additional meetings shall be convened:-

· by decision of the Regional Council

· by decision of the Regional  Committee

· upon receipt of a request from 25 branches or branches representing between them not less   

than 25% of the membership.


A minimum of fourteen days notice shall be given for any meeting of the Regional Council.


The business of the annual meeting shall include:

1)
Consideration of the Regional Secretary's report, reports from Service Groups, Self Organised groups, the APF, the Retired Members Section, the Regional Young Members Forum and Regional Standing Committees

2)
Appointment of scrutineers (4).

3)
Election of officers.

4)
Election of committees and Lead Lay Activist for the Sports Forum.

5)
Any other competent business.

14.

QUORUM
The quorum of the Regional Council shall be 25% of the voting membership of the Council drawn from those branches registered to attend.


The quorum for Regional Committees shall be one quarter of the membership of each Committee.

15.

REGIONAL COMMITTEE

The composition of the Regional Committee will be as follows:

1)
Regional Convenor

1



Assistant Regional Convenors
2



Regional Finance Secretary
1



Elected members – elected

At the Regional Council AGM
20
comprised of



(8 general seats)



(8 women’s  seats)

(4 low paid women seats restricted to female members earning less than the figure laid down by national definition, included in an annual circular to branches)

2)
Elected by Service Group (Executives)

Energy


2 seats (1 General + 1 Woman)



Health Care


2 seats (1 General + 1 Woman)



Higher Education

2 seats (1 General + 1 Woman)



Local Government

2 seats (1 General + 1 Woman)



Police Staff


2 seats (1 General + 1 Woman)



Transport


2 seats (1 General + 1 Woman)



Water & Environment 

2 seats (1 General  + 1 Woman)



Service Group Executives may appoint named substitutes.

3)
 Each Self-Organised Group is entitled to elect 2 representatives, (1 general + 1 woman).

4)
The Retired Members' Section shall be entitled to elect 2 representatives. (1 general + 1 woman)

5)
The Regional Young Members Forum shall be entitled to elect 2 representatives. (1 general + 1 woman).


6)
Chairs of Regional  Standing Committees listed in Rule 16.1) 

7) The Regional Council Health and Safety, International and Sports Officers

8)
The members of the National Executive Council who are members of branches within the Region can attend and speak but not vote, unless elected in another capacity.

16.

ELECTION OF REGIONAL STANDING COMMITTEES
1)
The following Regional Standing Committees shall be elected at the Annual Meeting of the Regional Council:


i)
Education and Training


ii)
Welfare Benefits


iii)
Communications & Campaigning


iv)
Finance & Resources


v)
Branch Development & Organisation


2)
Membership of the Regional Committees shall be based on the following:

i)
Education and Training 



14  members

    
6 elected from Regional Council
(4 women + 2 general)

    
1 from each Service Group Executive.


1 from Black Members SOG



ii)
Welfare Benefits

 


7  members

    
6 elected from Regional Council 
( 4 women + 2 general) 


    
1 from the Retired Members Committee


iii)
Communications & Campaigning  


14  members

    
6 elected from Regional Council
(4 women + 2 general)

    
1 from each Service Group Executive.


1 from Black Members SOG


iv)
Finance & Resources  




14  members

    
6 elected from Regional Council
(4 women + 2 general)

    
1 from each Service Group Executive.


1 from Black members SOG


v)
Branch Development & Organisation 


14 members

    
6 elected from Regional Council
(4 women + 2 general)

    
1 from each Service Group Executive


1 from Black Members SOG

3)
The election of members of these committees from the Regional Council will be on the basis of 4 women’s and 2 general seats

4)
Officers elected in accordance with Rule 7 above (with the exception of the auditors), plus NEC members from equivalent National Committees shall also be members of all Committees, but shall not count towards the quorum

5)
The Regional Secretary will provide appropriate administrative support for Committees and Regional Forums as detailed below.

6)
In addition to the above Committees, there shall be two forums to deal with the following issues:


6.1
Health & Safety

The Regional Council Annual Meeting will elect a Regional Council Health and Safety Officer. The Regional Council Health & Safety Officer will convene a quarterly forum of Branch Health & Safety Officers , will co-ordinate Health & Safety matters in the Region, and represent the Region on the National Health & Safety Committee.

 The Regional Council Health & Safety Officer will be a member of Regional Council and will report to meetings of Regional Council. Each Regional Self-Organised Group, the Regional Young Members Forum and each Regional Service Group Committee may appoint a non-voting representative to attend meetings of the forum. Officers elected in accordance with Rule 7 above (with the exception of the Auditors), plus NEC Members from equivalent national committees may also attend but not vote.

6.2
International

The Regional Council Annual Meeting will elect a Regional Council International Officer The Regional Council International Officer will convene a quarterly forum of Branch International contacts, will co-ordinate international matters in the Region, and act as a liaison between the Region and the National International Committee. The Regional Council International Officer will be a member of Regional Council and will report to meetings of Regional Council. Each Regional Self-Organised Group, the Regional Young Members Forum and each Regional Service Group Committee may appoint a non-voting representative to attend meetings of the forum. Officers elected in accordance with Rule 7 above (with the exception of the Auditors), plus NEC Members from equivalent national committees may also attend but not vote.



7)
Sports

The Regional Council Annual Meeting will elect a Regional Council Sports Officer. The Regional Council Sports Officer will arrange and co-ordinate sports activities and events. The Regional Council Sports Officer will report to Regional Council
17.
AFFILIATED POLITICAL FUND

The Region will establish a Regional Affiliated Political Fund Committee comprised of:-



9 members elected from the Regional Political Forum and



6 members from the Regional Committee 

   

(who must be paying into the Affiliated Political Fund)

Where the Regional  Committee is unable to fill its allocation of 6 members, Regional Council may appoint up to 3 members (who must be paying into the APF) to the vacant Regional Committee position(s).

All members of the Committee must be members of the Labour Party.

18
ELECTION OF REPRESENTATIVES



The following rules shall apply in respect of election of representatives:

1)
Branches wishing to submit nominations to Regional Committee or any Regional  Standing Committees to the Regional Council AGM  must register Branch delegations to Regional Council 28 days prior to the Regional Council Annual General Meeting.


2)
Branches electing delegates to the Regional Council; Regional Self-Organised Groups and the Regional Young Members Forum are the only bodies recognised as nominating bodies for the purposes of elections to Regional Council positions.


Nominating bodies may nominate candidates for election to the Regional Committee, each of the Regional Standing Committees, and the positions of Regional Council Health & Safety Officer, International Officer and Sports Officer. Each candidate must be a full member of a Branch within the West Midlands Region. Each nominating body may nominate two candidates ( at least one of which will be a women’s seat) for election to the Regional Council Standing Committees, and, in the case of the Regional Committee, each nominating body may nominate three candidates (one General, one Women’s and one Low Paid Woman’s). In the case of the Regional Committee all candidates must be members of Regional Council. The Regional Secretary must receive nominations no later than 28 days prior to the Annual Meeting

3)
Voting for all positions shall be carried out by secret ballots at Regional Council in accordance with the card vote procedure within the Council’s Standing Orders, and counted by regional staff overseen by scrutineers elected from amongst the delegates at the Regional Council.

4)
Only voting members of the Regional Council present at the meeting shall be entitled to vote and each member voting may vote for any number of candidates up to the number to be elected for each committee.

5)
In the event of a vacancy occurring on any committee during the period of office, such a vacancy shall be filled by a ballot at the next appropriate Regional Council.

19.
FUNCTIONS OF THE REGIONAL  COMMITTEE
1)
To consider and report to the Regional Council on all financial and other matters relating to the duties and functions of the Regional Council  
2)
To deal with all questions of emergency and report to the next meeting of the Regional Council.

3)
To perform any duties delegated from the Regional Council.

4)
To establish where necessary an appeals sub-committee.

5)
To establish a Regional Membership Appeals Panel


(i)
Regional  Committee shall elect 6 members of the Committee to serve as required on an Appeals Panel to hear appeals under UNISON Rule C.5.6.


   (ii)
Where it is necessary to convene an Appeals Panel any three Regional Committee Members from the pool of 6 shall be asked to serve except that no member who has been party to the decision which is subject to appeal or has any other personal interest in the case, may serve.


(iii)
The Regional Secretary (or his/her nominee) shall act as Secretary to the Appeals Panel.


(iv)
The three Lay members of the Panel shall elect one of their number to act as Chair of the Panel.

(v)
The Appeals Panel shall have the delegated authority to decide any appeal brought before it. There will be no further right of appeal by either side.  The decision of the Appeals Panel will be reported to the next available meeting of the Regional Committee.

20.
FUNCTIONS OF STANDING COMMITTEES
The functions of the committees referred to in Rule 16.1 shall be confined to those matters indicated by their title and remit statement, a copy of which is appended to these rules, unless consideration of any special matter is delegated to them.  Their proceedings shall be the subject of a report to the Regional Council with the exception of the Welfare Benefits Committee, who shall report without reference to any personal or confidential detail..

21.
FINANCE
The accounts of the Regional Council shall be prepared by the Regional Finance Secretary to the end of the financial year, and shall be duly audited before being submitted to the annual meeting of the Regional Council. A copy of the annual statement of accounts shall be sent to the Secretary of each Branch within the Region and to each member of the Regional Council before the annual meeting.

A copy of the audited annual statement of accounts shall be sent to National Office in the prescribed manner and time scale to ensure inclusivity within the overall UNISON accounts for presentation to Annual Conference.

22.
STANDING ORDERS
The Standing Orders, attached as an appendix to these Rules, shall apply to all meetings of the Regional Council.  The provisions of these Standing Orders shall also guide the conduct of committees of the Regional Council.

23.
ALTERATIONS OF RULES

The rules and their appendices shall not be altered or rescinded except with the consent of at least two thirds of the members present and voting at any meeting of the Regional Council.  The procedure for altering the rules shall be as follows:

1)
The Regional Council, the Regional Committee, a Regional Self-Organised Group, the Regional Youth Forum, the Retired Members Committee, a Regional Service Group or a Branch within the Region may make proposals for a rule change.

2)
The Regional Secretary must receive proposed rule changes no later than 28 days before the appropriate meeting of the Regional Council.

3)
A written notice shall be given to every member of the Regional Council of any meeting convened for consideration of changes to rules 21 days prior to the date of the meeting.  The notice convening the meeting shall contain the terms of the proposed rule changes
4)
Any amendment to the proposed rule change must be notified to the Regional Secretary 14 days prior to the meeting of the Regional Council considering the change

5)
An amendment to the notified amendment cannot be accepted

STANDING ORDERS FOR MEETINGS

1 QUORUM
1.1
Any member may, unless a member is addressing the meeting, request the Chairperson to count the members present and if there is not a quorum the meeting shall then end.

2
ORDER OF BUSINESS OF REGIONAL COUNCIL

2.1.1.
The order of business at meetings shall be as follows:-

2.1.2
The Regional Convenor, or in her/his absence an Assistant Regional Convenor, shall take the Chair.  If neither postholder is present the Council shall appoint a Chairperson for the meeting.

2.1.3
Apologies for absence] notified to the Regional Secretary, shall be accepted.

2.1.4
Minutes of the previous meeting of the Council circulated with the agenda and, corrected if necessary, will be signed by the Chairperson of the meeting. The minutes of the AGM will be presented to the following AGM.

2.1.5
Matters arising out of the previous meetings' minutes shall be considered and disposed of where they do not form a separate agenda item.

2.1.6
A written report on behalf of Members of the National Executive Council, attached to branches within the Region supplemented where necessary by verbal reports, shall be received.  Responses will be given to questions from members of the Regional Council.

2.1.7
Written reports from observers/delegates from the Regional Council to any other bodies shall be received. Responses to questions will be given where necessary.

2.1.8
Casual vacancies on committees of the Council shall be filled by election.
2.1.9.
Written reports from the Regional Secretary, Regional Convenor and Regional Finance Secretary, added to if necessary by a verbal report, will be received and responses to questions by members of the Regional Council will be given.

2.1.10
Motions from Branches, Regional Self-Organised groups, Regional Retired Members or the Regional Young Members Forum of which notice has been previously given shall be considered. This item must be considered by 12.00 noon.

2.1.11
Minutes of the Regional Committee held since the previous meeting of the Council will be submitted and considered.

2.1.12
Reports from Regional Service Groups, and the Regional Standing Committees held since the previous meeting of the Council will be submitted and considered.

2.1.13
Reports from the Self-Organised Groups, Young members Forum and Retired Members Committee, Health & Safety, International Forums and the Regional Council Sports Officer will also be submitted

2.1.14
Correspondence shall be considered.

2.1.15
Any other competent business shall be considered if notified to the Chair prior to the commencement of the meeting

2.1.16
The date and venue of the next meeting will be announced.

2.2
The Chairperson with the agreement of the majority of the Council present and voting may, at any meeting vary the order of business so as to give precedence to business of special importance or urgency.
3


CHAIRPERSON - POWERS AND DUTIES


3.1
It shall be the duty of the Chairperson to ensure that Regional Council meetings are democratic and preserve order. When the Chairperson rises any member then standing shall immediately resume their seat. 


3.2
 The Chairperson shall not have a casting vote.


3.3
All questions shall be put to the Chairperson who may direct that one or other Regional Council Officers or the Regional Secretary give the reply.  If two or more representatives wish to speak, the Chairperson shall decide who shall speak first.


3.4
The ruling of the Chairperson under these Standing Orders can only be challenged by not less than 10 members, with two thirds of the delegates present voting against the Chair’s ruling.  The Chairperson shall vacate the Chair and another Regional Council Officer shall conduct the meeting until the issue is resolved.

4


       NOTICE OF MOTION


4.1
Notices of motion for the agenda shall be submitted on behalf of a Branch, a Committee of the Regional Council, a Regional Self Organised Group, the Regional Retired Members, or the Regional Young Members Forum and shall be given in writing, signed by the Secretary, Chair or Convenor of the Branch, Committee, Regional Self Organised Group, Regional Retired Members Group or Regional Young Members Forum submitting the motion, and sent to the Regional Secretary not less than 21 days before the date of the next meeting of the Council in order to be considered at that meeting.


4.2
Emergency Motions submitted in writing to the Chairperson at any meeting may be considered with the consent of a majority of members present and voting provided that the motion has been circulated or is read to the meeting. Such motions will be dealt with under the item “Any other competent business, as set out under Standing Order 2.1.14. Any amendments must be submitted to the Chairperson before the debate on the Emergency motion starts.



An Emergency Motion is defined as:



A motion relating to a matter that could not be raised in debate on the agenda;



The action called for is not covered by another motion or amendment;



The facts giving rise to the subject matter have occurred since the closing date for submission of items for the agenda for the meeting. (It is not sufficient that the mover(s) were not aware of the facts until after the closing date);



The subject cannot be dealt with, other than through Regional Council.



The Emergency motion should be accompanied by an explanation of the reasons for the item not being submitted in accordance with the normal procedures and deadlines.


4.3

If a motion, duly submitted, is not moved by a member of the Branch, Committee or Group which submitted it, it shall be considered as withdrawn.


4.4

If a Branch, Committee or Group which has submitted a motion wishes to withdraw it, this shall only be done with the consent of a majority of the members present and voting.

5

        
ORDER OF DEBATE


5.1

The mover of a motion and amendments shall not speak for more than seven minutes.  Each succeeding speaker shall not speak for more than three minutes, and shall speak only once in the same discussion unless to call attention to a point of order or, with the agreement of the Chairperson, to make an explanation.  Each speaker shall start her/his remarks with her/his name and Branch, Group or position in the Regional Council.


5.2
1)
The mover of a motion (or the mover of an amendment which having been carried, has become the motion now being debated) shall have the right to speak for three minutes in reply but that the reply must be confined to answering previous speakers and no new matter can be introduced.

2)

When an amendment to a motion is submitted the mover of the motion shall have the option to use her/his right of reply before the vote on the amendment is taken or in the case of more than one amendment before the vote on the first amendment is taken.  If the mover of the motion chooses to use her/his right of reply at this stage she/he will not have any further right of reply at the end of the debate.
3)

After the reply, if any, the motion or amendment shall be put to the vote .  The mover of an amendment shall not be entitled to reply, except where an amendment has already been carried and become the motion under debate.

4)

Where a motion has been revised by an amendment, the right of reply remains with the mover of the original motion.

5.3
1)
A delegate may at any stage during Council raise a point of order if she/he considers that the business is not being conducted in accordance with the Region’s Rules and Standing Orders

 2)

Such a point of order must be raised as soon as the alleged breach occurs or at the earliest practicable point thereafter

               3)
         A member who is addressing the meeting when a point of order is raised shall stop talking and   sit down until the Chairperson has decided the issue.



4)
The Chairperson’s ruling on the point of order is final

5.4
If an amendment to a motion is moved a further amendment shall not be moved until the first amendment is decided upon.  If an amendment is lost a further amendment may be moved to the original motion, but only one amendment shall be submitted at any one time.  Whenever an amendment to a motion is] carried the amended motion will become the motion under debate to which a further amendment may be moved.

5.5
At the close of any speech any member who has not spoken on the issue before the meeting may move that "the question now be put".  If this is seconded the Chairperson shall, without further debate, take a vote.  If it is carried the mover of the original motion shall have the right of reply, unless this has already been used and the issue under discussion shall then be put to the meeting.

6

VOTING

6.1.
Voting shall be by show “delegate credentials” from delegates present and a count shall be taken if in the opinion of the Chairperson this is necessary.  If immediately after the result of a vote is announced, and before any other business is undertaken, 10 or more branches indicate, a card vote will be taken.  On a card vote a delegate or delegates of a Branch shall be entitled to cast a total number of votes issued in accordance with the card issued to them in respect of their Branch membership. This figure will be based on the Branch Audit as at 31 December in any year. (See Regional Rule 6.1 above)

6.2
The Regional Council shall elect four scrutineers at its AGM to serve at all meetings of the Regional Council until the next AGM.

6.3
Any of these Standing Orders may be suspended subject to a competent motion to that effect being approved by at least two-thirds of those present and voting.

APPENDIX ‘1’

PROPORTIONALITY TABLES FOR ESTABLISHING DELEGATE NUMBERS

	No. of  Delegates
	%age of Women
	Women’s Places
	General Places

	
	
	
	

	3
	Less than 50%

50% 0r more
	1

2
	2

1

	
	
	
	

	4
	Less than 37.5%

Less than 62.5%

62.5% or more
	1

2

3
	3

2

1

	
	
	
	

	5
	Less than 30%

Less than 50%

Less than 70%
	1

2

3
	4

3

2

	
	
	
	

	6
	Less than 41.7% 

Less than 58.3%

Less than 75%

More than 75%
	2

3

4

5
	4

3

2

1

	
	
	
	

	7
	Less than 35.7%

Less than 50%

Less than 64.3%

Less than 78.6%

More than 78.6%
	2

3

4

5

6
	5

4

3

2

1

	
	
	
	

	8
	Less than 31.25%

Less than 43.75%

Less than 56.25%

Less than 68.75%

Less than 81.25%

More than 81.25%
	2

3

4

5

6

7
	6

5

4

3

2

1

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Remaining percentages for Branches with larger Delegations are yet to be calculated
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FINANCIAL PROCEDURES
INTRODUCTION

1.
This Regional Finance Handbook outlines the controls exercised over the Budget and is intended as a guide to Regional Council Delegates.

The Region receives each year a Sum of money paid in four quarterly instalments which is provided to fund regional lay activities.  The payment is made to the Region from national subscription income.


The amount is fixed each year by the National Executive council.


There are, in addition, some smaller sources of income, which are referred to in the Handbook.

2.
The Handbook is in two sections;


SECTION 1 
EXPENSES
This is intended as a reference guide for regional representatives on the rules and procedures governing the payment of expenses and the rates applying.

       
SECTION 2 
MANAGING THE LAY ACTIVITY ACCOUNT



This section sets out how the lay account operates except for those matters 



relating to the payment of expenses.


The Handbook brings together financial decisions, practices and procedures that have been 
adopted since Vesting Day in 1993. This current edition was adopted at the 2001 AGM. 

3.
The Handbook is issued to:


Regional Council Delegates


· Chairs of Regional Committees



Secretaries of Regional Committees



Branch Secretaries


The Handbook is updated annually to coincide with the Regional Council AGM.


Any amendments agreed during the year will be notified to delegates, Regional Executive Committee 
members and regional committee secretaries.
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EXPENSES

The payment of expenses is made in accordance with the following criteria.  These criteria apply to all regional activities financed from the regional lay activity account.

1.
ANNUAL REVIEW


All expenses, allowances and fees will be reviewed annually at the first meeting of the Finance Sub-Committee.

2.
BUFFETS


Buffets should only be provided if this is likely to result in lower costs than would have been incurred through subsistence claims.

3.
CHILD AND DEPENDANT CARE


It is the policy of UNISON to provide child and dependent care to ensure that all members can participate fully in the activities of the Union.

(ii)
Child and Dependant Care will apply for regionally approved meetings only.

(iii)
Child care and childcare payments will be provided for children up to the age of 14. There may be occasions when it is appropriate to provide childcare and child care payments for children above the age of 14.  Applications in these circumstances should be made through the dependent care procedure.

(iv)
Crèches

Child Care Registration Form


The registration form has to be used by members wishing to use any crèches that are provided.


In order to comply with the Children Act 1989, prior notification must be received from anyone wishing to use crèche facilities on the appropriate form.


Where the Region provides a crèche, childcare allowances will not normally be paid as an alternative.


When delegates do not turn up at a meeting after booking crèche facilities and the crèche is cancelled, the branch(s) will be charged the cancellation fee.

(v)
Home Care Allowances


The home care allowances payable to members who attend meetings and courses and have to pay for their children or other dependants to be looked after at home are:


Current rates are a maximum of £3 per hour per child fully inclusive of all allowances and are subject to an optional maximum rate per evening of £13.50 and not exceeding £27 per day.
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(vi) 
Payments to Crèche Workers


£5.44 per hour weekdays


£8.16 per hour evenings and weekends 


plus standard rail or bus fare, or 28p per mile if travel by car


In the event of no child arriving within the first half-hour of commencement of a meeting, a minimum of two hours will be paid.


Calculation based on maximum scale (point 15) for qualified NNEB staff on the local government pay scale plus NNEB enhanced rate for crèche workers working after 5.00pm on a weekday or at weekends.


Increased annually with percentage increase awarded to Nursery Nurses in education in local government pay award.

4.
DELEGATED POWERS - PAYMENT EXPENSES

The Chairperson of the Finance Committee has delegated power to take decisions with regard to expense claims that fall outside agreed criteria that exceed £100.   All such decisions to be reported to the subsequent meeting of the Finance Committee for ratification.

5.
DEMONSTRATIONS AND LOBBIES

Regional representatives to national and regional demonstrations/ lobbies, etc. are entitled to the out of pocket allowance.

6.
EDUCATION

(i)
Income for regional education activities is from:


A national allocation;


The regional lay activity budget;


Branch course fees.

(ii)
The fees charged to branches for delegates to Regional residential courses are per delegate.  Penalty fee for late cancellation for all branches is £75.

(iii)
Travelling expenses for lay or other tutors on courses will be the same as that for members attending meetings, i.e. 28p per mile.

Lay Tutor Expenses

(iv)
Any UNISON Lay Tutor teaching on a UNISON National, Regional or Branch based course organised as part of a Regional or National programme by UNISON education staff will be entitled to make-up of any lost earnings from UNISON education budgets.
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(v)
Any UNISON Lay Tutor teaching on such a course but with no loss of earnings will receive expenses at a level arranged regionally - £15 per day.

(vi)
Any UNISON Lay Tutor teaching on such a course will have accommodation, child care and travel costs paid, as appropriate, and in the same way as any course participant.

(vii)
UNISON Lay Tutors teaching on Branch courses not arranged an part of UNISON Regional or National programme, should receive any lose of earnings, payments or any other expenses from Branch budgets.

(viii)
UNISON does not provide a make-up of pay scheme for activists who fail to secure paid release by the employer to attend trade union education courses.  Any problems in obtaining paid release should be taken up with the Branch Secretary and, where necessary, the Regional Education Officer.

(ix)
A mileage rate of 15p per mile in payable to activists using their cars to attend activists' courses provided and organised by UNISON or TUC regional education services. Activists using public transport can continue to claim the actual standard/second class 
fares, plus taxi costs, where appropriate.

7.
MEETINGS - ELIGIBILITY TO CLAIM

(i)
If the meeting is held at normal workplace, no claim can be made.

(ii)
Where members attending meetings represent a number of bodies, then a claim should be made in the capacity in which they attend the meeting which will determine the payment to be made.

(iii)
Where a UNISON member represents the West Midlands Region of UNISON at an outside body, expenses in accordance with the regional scheme are payable.  If that member then represents that outside body, no UNISON expenses are payable.

8.
EXPENSE CLAIM FORMS AND PROCEDURES

(i)
Expense claims must be submitted on the appropriate expenses claim forms.  Forms are available from Regional office.

(ii)
Endorsement of claims


Completed travelling expense and subsistence Claims will be received by the member of staff servicing the Committee/Meeting who will be required to endorse the claims and submit them for payment within 2 days.  

(iii)
All expenses claims forms should be sent to:

The Finance Clerk 

UNISON West Midlands

24 Livery Street 

Birmingham

B3 2PA

(iv) The Finance Clerk will date stamp the expenses forms with the date of receipt.

(v)
A cheque will be issued to the expenses claimant within 7 days.
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9.
FACILITY OR ACCESS REOUIREMENTS

UNISON is committed to providing a full range of facilities to members and anyone requiring assistance is asked to contact the UNISON Regional Office.

National formula for paying facilitation costs to apply:


£7.50 for core hours and £5.50 for non-core hours.  Core hours apply when a Facilitator is directly in use, e.g. a signer and non-core hours where a Facilitator has to attend but their skills/assistance may not be required all the time.

10.
GUIDANCE NOTES

Travelling/subsistence claim forms are accompanied by guidance notes on entitlements and procedures.

11.
LOSS OF EARNINGS AND MAKE-UP OF PAY

Regional representatives should seek, wherever possible, to obtain paid release for regional activities.  Any problems in obtaining release should be taken up with the Branch Secretaries and, where necessary, the Regional Secretary or nominee.  Before any payments are made, the Regional Secretary must be informed and given the opportunity to negotiate the time off with the employer.

Loss of earnings claims by Regional representatives are dealt with on an individual basis by the Finance Committee with the Chair of the Committee having delegated power to deal with claims between meetings.

All claims require authentication by the employer of net loss of earnings requiring reimbursement with the claim for loss of earnings being submitted in invoice form from the employer.

12.
NATIONAL EVENTS AND CONFERENCES

Where Regional Delegates attend UNISON national events, subsistence and travel expenses will be paid at the national rate.

13.
NON-UNISON CONFERENCES

(i)
Delegates to non-UNISON conferences on behalf of the Region will be paid at NEC rates. 

(ii)
Where meals and accommodation are provided, delegates are entitled to out of pocket expenses only.

14.
PAYMENT IN ADVANCE

Expenses may be paid in advance for any expenses in excess of £100 (or in case of hardship below £100).  Requests for advance payment to be made via the Head of Organisation and Development.  The Finance Secretary, in consultation with the Chair, has authority to approve advance payments that fall outside the above criteria.
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15.
NATIONAL SUBSISTENCE RATES

£29.50 per day - Night £40

Where the hotel costs for bed and breakfast exceed £40, this will be paid up to a maximum of £75 on presentation of a receipt.

16.
REGIONAL SUBSISTENCE ALLOWANCES

(i) 
Lunch




£7.50


Tea




£3.75


Dinner - if delayed after 20.00 hours 
£7.50

(ii)
The duration for subsistence payments should be calculated from the amount of time spent away from home.

(iii)
These subsistence payments will only be paid when food has not been arranged.

(iv)
Only one claim per day will be allowed with members attending more than one meeting able to aggregate the total time spent in order to achieve the appropriate subsistence payment.

17.
HONORARIA

Honoraria is paid to the Regional Convenor, Assistant Convenors, Finance Secretary, Sports Organiser and Retired Members Secretary.  This payment is made in respect of those officers using their home for business purposes and reflects the costs incurred in running the Regions computers and other equipment in their homes.


The two appointed auditors receive reimbursement at the same rate as other officers. No other payments, except normal travel and subsidence costs are paid to these officers.


Rates:
Regional Convenor
£1000



Assistant Regional Convenors
 £750


Finance Secretary 
 £750



Other Officers
 £375

18.
REGIONAL COUNCIL

Child/dependant care is provided at Regional expense

Branches will be responsible for the travelling and subsistence costs of their delegates.  There are no delegate fees.

Branches are responsible for all costs associated with sending visitors.

Regional Council Officers, NEC members, Retired Members' representatives, Youth representatives and representatives of self -organised groups will have their expenses met from Regional Funds.

19.
SELF-ORGANISED GROUPS - REGIONAL DELEGATES

Payment of expenses of regional delegates to national conferences will be at the appropriate national rate.
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20.
TAXIS

Taxi fares will be paid where there is no other form of transport available to a member or for disabled members as appropriate.  If a member wishes to use a taxi and claim reimbursement, approval needs to be sought via the appropriate committee secretary and receipts produced.  Where the use of taxis is expected to be on a regular basis, this only needs to be agreed once to cover all future expenditure.

21.
CAR PARKING

Car parking expenses - can legitimately be reclaimed but, where possible, they should be accompanied by appropriate documentary evidence.

22.
TRAVEL EXPENSES

(i)
Rail - standard rail fares only will be reimbursed.


In the case of disabled members where standard class accommodation represents genuine difficulties, reimbursement of first class travelling expenditure will be made.


From time to time it will be necessary for members to travel first class.  Prior permission should be sought before the journey takes place.

(ii)
Private Car - travel expenses will be reimbursed at the rate of 28p per mile.

(iii) Members giving colleagues a lift in their own vehicle will be able to claim a supplement of 20% on the above rate, for each member carried. This rule does not apply to delegates attending Regional council meetings

(iv)
Where this supplementary allowance is paid the passengers concerned cannot also claim travel expenses.

(iv)
Where a mileage claim is disputed, the sum paid will be based on the computer calculation using AutoRoute Software.

23.
UNCASHED CHEQUES

Uncashed cheques will be written off after six months.  Due to the volume of cheques issued, no reminders or chasing will be done

24.
WHITLEY COUNCIL EXPENSES

Expenses incurred in the Region for Whitley council activities are paid out of the regional lay activity account in accordance with the Regional criteria.  Reimbursement is met from national funds

25.
TAXATION

(i)
Members in receipt of Honoraria are responsible for declaring this untaxed income to the Inland Revenue.

(ii)
Paid Employees, i.e. nursery nurses are responsible for declaring all payments received from the Region to the Inland Revenue.
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(iii)
Members receiving child or dependant care or facilitation allowances are responsible for maintaining records of all payments received for a minimum period of 22 months and must be able to prove to the Inland Revenue that the payments received were paid to the carer or facilitator.  Failure to keep these records could lead the Inland Revenue to class the payments as untaxed income.


The Regional Council will, upon a request from the Inland Revenue, forward details of all such payments made.

26.
INSURANCE


Members using their cars for attending regional meetings or events, which are either vandalised or damaged in a road accident, may claim the vehicle excess, subject to them not being able to reclaim this from another third party.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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MANAGING THE REGIONAL LAY ACTIVITY ACCOUNT

1.
ADMINISTRATION

The Regional Secretary or her/his nominee(s) administer the lay activity account on behalf of the Finance Committee.

2.
AUDITORS

Two lay auditors will be appointed annually by the Regional Council at its Annual General Meeting.  Members nominated as auditors should not be members of Regional Committees nor Regional Council delegates.  Preference will be given to nominees who are full members and are qualified accountants.  The remuneration for the services of the auditors is £375 per auditor per annum.

3.
DECISIONS ON EXPENDITURE

As  far as possible any for expenditure proposal to a committee should be costed.  In the case of campaigns, conferences etc   the proposal should include a draft budget.  

Estimates should be obtained from suppliers and where possible these should indicate the maximum cost.  Where it is not possible to present a fully costed proposal to a committee a maximum figure should be specified.

No committee should decide on expenditure from a particular budget without authority to spend from that budget. A list of committees and their allowable expenditure is attached as 

Appendix 2.

A Meetings Budget will be allocated to Service Group Committees.  This will include all meetings expenses including National meetings where it is determined that delegates are Regionally funded.  

It will not include the expenses of Branch delegates attending regional or national service group meetings. These will continue to be paid by the Branch.  Service Group Committees should put proposals for other appropriate expenditure to the Education Committee/R & C, etc.

Four meetings per year are funded from the Regional Executive Committees meetings budget. Any meetings in excess of  this will be charged to another appropriate budget heading of the committee. Committees should consider whether holding extra meetings is the best use of their allocated budget.

Where it is strictly necessary, on grounds of urgency, that a decision on expenditure be made between meetings of a committee, full details of the proposed expenditure and the reasons for urgent action should be provided to the Chair and Vice Chair of the relevant committee. They may sign to authorise approval of the expenditure.  

Such decisions must be reported to the next meeting of the committee for endorsement and should be minuted.

Whilst committees may make recommendations on affiliations all expenditure decisions on these items must be referred to the Finance Sub Committee or Regional Committee/Regional
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 Council as appropriate All affiliations/donations will be in line with UNISON Aims and Values. The current Donations Policy is attached as Appendix 4.

Committees are allocated a budget for the year.  Should a committee wish to spend in excess of 10% of its budget or £250, whichever is the greater, on a single item or event, the advice of the Regional Finance Secretary should be sought before the expenditure is committed.

4.
ACTIONING OF EXPENDITURE DECISIONS
The person acting as Secretary to the Committee/Council/SOG will be responsible in liaison with the Chair/Vice Chair for preparing expenditure proposals, obtaining estimates from suppliers, etc for consideration by the Committee/Council/SOG.

In the case of larger items of proposed expenditure (over £250) estimates or tenders should be sought from two or more suppliers.

A system of “order forms” will be introduced as a means of informing the Finance Clerk of expenditure decisions and relating expenditure decisions to the payment of invoices.  They will also ensure that expenditure decisions are actioned promptly.  (copy of order form attached).

It is the responsibility of the member of staff servicing the committee to action expenditure decisions.

The members of staff concerned will each hold a supply of order forms which will be consecutively numbered.  

The order form will contain details of the expenditure, the meeting at which it was agreed and the supplier with whom the order has been placed.  

Within three days of a meeting (or Chair’s/Vice Chair’s decision) the member of staff will submit a copy of an order form(s) to the Finance Clerk.  S/he should also provide a copy of the relevant Minutes as soon as these are available with financial decisions highlighted.

The supplier should be asked to quote the order number  on their invoice and to send it direct to the Finance Clerk.  

Except in the most exceptional circumstances and with the express authority of the Regional Finance Secretary and H of OD all payments will be made by cheque to the actual supplier.

5.
MEETINGS EXPENSES

The member of staff responsible for checking and approval of expenses must ensure that the claim forms are completed fully and correctly in accordance with the agreed scheme of expenses and that they are signed by the claimant and themselves.  Expenses claim forms should be sent to the Finance Clerk within 2 days of receipt.

All expense claims will be date stamped by the Finance Clerk on the day of receipt.  This will enable us to monitor the “turnaround” of expenses claims and help identify where any delays have occurred.

The Finance Clerk will issue, get signed and despatch expenses cheques as soon as possible but not later than 7 days following receipt of the form. 

Any urgent requests for payment of expense may be dealt with as “one offs”.  Such requests should be made via the Regional Finance Secretary or H of OD.
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6.
REGIONAL COUNCIL PROPERTY

The ownership of all property purchased from Regional Lay funds for the use of Regional Council Officers and members is vested in Regional Council.  All such purchases in excess of £250 must be approved by the Regional Finance Committee/Regional Committee.

The Finance Clerk will maintain an up to date inventory of Regional Council properly.  The inventory will include details of the equipment, date of purchase,  purchase price, rate of depreciation, location and any insurance or maintenance contracts pertaining to it.

IT equipment will be deemed to depreciate from the purchase price to zero over a 3 year period as follows:-







Example

£1000


Divide the purchase price by 4
=
£250


After Year 1 deduct 2/4 of Purchase value
=
£500


After Year 2 deduct 1/4          “
=
£250


After year 3 deduct 1/4           “ 
=
£0

Other equipment will be deemed to depreciate over a seven year period at a uniform rate.

Where an item of equipment has been issued to a Lay Officer for their personal use and should they wish to retain the equipment upon retirement from office, they may make such a request to the Regional Committee. Regional Committee will consider whether the equipment should be reallocated or whether it is surplus to requirements. If Regional Committee do agree the request the outgoing Lay officer may purchase the equipment at no less than its value as indicated by the above rates of depreciation. Where the return of the equipment is required this will be the responsibility of the H of OD.

Mobile ‘phones are provided to Regional Council Officers exclusively for use on Regional Council business.

7.
DONATIONS AND AFFILIATIONS

The Finance Committee, bearing in mind regional policy on donations Appendix 4 shall consider all requests for donations and affiliationsafter consulting the appropriate committee.  All new donations and affiliations shall be agreed by the Regional Committee and endorsed by the Regional Council.

An annual report on donations and affiliations shall be presented to the annual meeting of the Regional Council.

8.
SPONSORSHIPS

All requests for sponsorship must not conflict with the aims, objects and policy of UNISON. The Regional Finance Committee will be responsible for approving all sponsorships including any recommended by other committees and will seek endorsement by the Regional Committee for any new sponsorships.
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9.
PUBLICATIONS AND SUBSCRIPTIONS

The appropriate committee shall consider all requests to purchase or subscribe to publications providing they are in line with Regional Council policy.

An Annual Report on publications and subscriptions will be presented to the annual meeting of the Regional Council for endorsement.

10.
DELEGATED POWERS

The Secretary of the Finance Committee has delegated powers to take decisions between meetings.  All such decisions to be referred to the subsequent meeting of the Finance committee for ratification.

11.
FINANCIAL INFORMATION

The Finance Secretary of the Finance Committee will produce for the Regional Council AGM:


A audited annual statement of income and expenditure;


A statement of funds;


A report on affiliations, donations and sponsorships.


A report on publications and subscriptions.

For Regional Committee, Standing Committees, and Self-Organised Groups 


A quarterly variance report, i.e. comparison of expenditure against budget.

For Regional Committee;


A report on expenditure on affiliations, donations and sponsorships.

For Finance Committee;


Quarterly variance report for all expenditure;


Quarterly statement of income and expenditure;


An annual - statement of income and expenditure


Balance sheet


Statement of funds.
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12.
CHEQUES AUTHORISATION

For cheques over £100, cheques will be signed by any two of the following; Regional Secretary (or nominee), Regional Finance Secretary, Regional Convenor, Chair of Finance Subcommittee.  Under normal circumstances the regional Secretary nominee and the Regional Finance secretary will sign.   For cheques under £100 where the bank requires only one signature, if only one signature is obtained, it should be that of a lay officer.

Cheques under £100 in payment of standard expenses which have been claimed on an approved form and approved by the Secretary to the committee may be signed by the Finance Clerk.

Except in the latter case all cheques must include the signature of a Lay Officer.

13.
NATIONAL DELEGATE CONFERENCE REGIONAL SOCIAL EVENTS

Any regional social events organised for National Conferences to be self -financing except where a regional subsidy has been agreed. All tickets to be paid for in advance or at the event.

14.
PROMOTIONAL ITEMS

Stocks are held at Regional Office, distribution at discretion of the Regional Secretary or nominee. Stocks to be held to the value of £500 to be topped up as required.

15.
RAFFLES AND DRAWS

National advice on Regional and branch raffles and draws has been adopted for any regional raffles and draws.  (Appendix 1)

16.
REGIONAL LAY ACTIVITY ACCOUNTS

The Region's accounts are held with Unity Trust Bank and the Britannia Building Society.  There are separate accounts for the Regional Welfare Fund; Regional Strike Fund; and other Regional Lay Activity funds.

17.
REGIONAL LAY ACTIVITY BUDGET

(i)
The Finance committee is responsible for producing the regional budget, which is 
approved by the Regional Committee at its November meeting.  The budget is 
prepared in consultation with Self -Organised Groups, and Chairs and Secretaries of 
Committees.

(ii)
Income to the Regional lay activity account is received from:                            

(a)
National Payments on a quarterly basis from UNISON Finance Department.

(b)
Whitley Council expenditure reimbursement by UNISON Finance Department.

(c)
Interest on assets.

(d)
Recharge of course fees and other charges on branches.

(iii) 
Expenditure

Each committee and S.O.G. listed in Appendix 3 is allocated an agreed budget.
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Committees of Regional Council and Self-Organised Groups are authorised to hold four meetings per year, which will be funded by Regional Council.  For meetings beyond these four, expenses payments will be drawn from that Committee/S.O.G.'s budget.

18.
STRIKE FUND

A Regional Strike Fund is operated with the account being lodged with the Britannia Building Society. A statement of Income and Expenditure and a Balance Sheet shall be presented to the Regional Council AGM.  The report that set up this fund and the procedures for the management of the fund are outlined in Appendix 3.

19.
WELFARE FUND

The Regional Welfare Benefits Committee, as a separate account from the Regional Lay Activity Account manages the Welfare Fund.  Payments to beneficiaries are authorised by the Regional Welfare Benefits Committee with the Chair, Vice-Chair and Secretary having delegated powers between meetings. The account is held in the Brittania Building Society.

A statement of Income and Expenditure and a Balance Sheet shall be presented to the Regional Council AGM.  Income to the Welfare Account is from:

· Donations from branches

· Interest on assets.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

APPENDIX 1 - NATIONAL ADVICE ON RAFFLES

BRANCH RAFFLES OR DRAWS   -   NATIONAL ADVICE

If a Branch holds a raffle or draw or other distribution of prizes by chance where those taking part provide a payment or other consideration in return for obtaining the chance of a prize, it will not usually be necessary for the Branch to obtain a licence.  The purpose of this note is to clarify the conditions which must be met in such a lottery in order for its conduct to be lawful without a licence.  This note then proceeds to deal with the procedure which must be followed by a Branch where a licence is required.

Section 3 of the Lotteries and Amusements Act 1976 provides that certain small lotteries which are incidental to "exempt entertainments" do not require any kind of licence.  An "exempt entertainment" includes a dinner, dance, sporting or athletic event or any entertainment of a similar character which could last from one day or extend over two or more days.  The following further conditions must be satisfied:

(a)
The proceeds after deducting certain specified expenses must, along with the proceeds of the "exempt entertainment", only be used for Branch purposes;

(b)
Tickets can only be sold on the Branch's premises and during the course of the exempt entertainment;

(c)
A maximum of £250 can be spent on buying prizes;
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(d)
No money prizes can be awarded;

(e)
The result of the lottery must only be declared on the premises where the entertainment takes place and during the progress of that entertainment-

Even if all of the above conditions are not satisfied for "small lotteries" it will still not be necessary for the Branch to obtain a licence where the lottery is classified as a private lottery- once again, there are certain conditions which must be satisfied as follows:

(a)
The lottery must be promoted for the Branch's purposes or for those who all work in the same premises;

(b)
There must be a promoter of the lottery who is formally appointed in writing by the Branch;

(c)
The sale of tickets or chances in the lottery must only be to members of the Branch or people who are on the Branch's premises;

(d)
All the proceeds of the lottery (after deducing expenses for printing and stationery) must be used for prizes and/or Branch purposes;

(e)
nothing must be written to advertise the lottery other than on Branch premises or, as the case may be, on premises where members work or on the tickets, if any;

(f ) 
All tickets must be the same price which must be stated on the ticket and the tickets must also have the name and address of the promoter and a statement of the persons to whom the tickets are restricted and a statement that no prize won shall be paid or delivered by the promoters to any person other than the winner and that such prize will not be paid or delivered except in accordance with that statement;

(g)
No ticket or chance must be issued by the promoter except for its full price and no part of the price paid can in any circumstances be returned;

(h)
No tickets in the lottery can be sent through the post-

If any of the above conditions are not complied with, a licence must be obtained for a lottery to be held.  If no such licence is obtained, those connected with the lottery are committing criminal offences.

Unison at Mabledon Place has obtained a society's lottery licence for national lotteries which the union will run.  This licence will not apply to any lotteries which a Branch intends to run.

Where very large prizes are offered in a lottery, it is necessary to apply to the Gaming Board for a licence.  Assuming, however, that no Branch will hold a lottery with a prize over £25,000 or total tickets sold exceeding £l,000,000, the licence for this lottery (known as a "society's lottery") must be obtained from the local authority where your Branch is situated. You should be able to obtain an application form from the Authority which should be accompanied by explanatory notes.  Certain conditions will need to be met including the appointment of a promoter and an annual fee is payable. Until the licence is actually obtained, no steps should be taken to promote a lottery requiring such a licence.

If you need any help in deciding whether a lottery you propose to run falls within the above categories or want to know more about applying for a society's lottery licence, please write to me.

UNISON DIRECTOR OF LEGAL SERVICES
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APPENDIX 2 - LIST OF COMMITTEES ALLOCATED A BUDGET

Regional Standing Committees and Forums

Education and Training

Welfare Benefits

Communications & Campaigning

Finance & Resources

Branch Development & Organisation

Health and Safety Forum

International Forum

Sports Forum
Self Organised Groups (SOG), Retired and Young Members

Disabled SOG

Black Members SOG

Lesbian and Gay SOG

Women's SOG

Retired Members

Young Members

The allowable expenditure for each committee is published in the Annual Reports and Accounts under the heading FINANCE Annual Budget for year.
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APPENDIX 3 - HARDSHIP FUND REPORT

1.0
Introduction

1.1
At the time of merger one of the financial assets transferred to the new West Midlands Region of UNISON from NALGO was a Hardship Fund for members involved in official industrial action.

1.2
This fund currently stands at £14, 516 and is deposited in an account with the Britannia Building Society.

1.3
The purpose of this report is to:


a.
indicate to the Committee the difficulties in managing the fund, and;

b.
make recommendations for the management of the fund should this be the wish of the Committee.

2.0
Current Problems

2.1
The first major problem is that the fund is small and given the financial restraints placed on the Regional Council  will never be a significant source of help.   In a major dispute the fund would be useless.

2.2
Given the size of the fund it is inevitable that harsh and at times brutal decisions will have to be made as to who can have assistance and who cannot.

It is a fact that when the fund was used by NALGO the officers responsible for making the decisions were often faced with stark choices and invariably single members and those members with a working partner did not receive any assistance.

2.3
This sort of decision-making inevitable leads to problems and conflicts with individual members and branches.

2.4
To be able to determine who is suffering hardship some sort of means testing has to be carried out, the responsibility of  investigating and providing the proof has to lie with the branch.


Many branch officers are reluctant to carry out this role especially in the middle of a dispute.

2.5
This fund was originally created from a combination of donations from branches and the District Council.   Some branches did not contribute but then used the fund to the annoyance of some.

2.6
The current national strike pay is £62 per week irrespective of what members earn and as a consequence large sections of manual members, if they were on strike, would not need to call on the fund as they would be receiving almost full take home pay.

If the fund as in the past had to be topped up by donations from branches then many branches with large numbers of members in this category may not wish to support an appeal.

2.7
Many ex-NALGO officers who had involvement with the fund came to the conclusion that the fund was a millstone round the District's neck and should be abolished preferring instead to make one off donations to branch hardship funds when a dispute was in being.
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3.0
A Solution?

3.1
Branches once they are all on the same branch funding system should be encouraged to set up Strike Funds where they do not already exist.

3.2
The Regions Hardship Fund should be maintained topped up annually from 50% of any underspending that may have accrued in that financial year.

3.3
That an annual appeal to branches for donations to the fund be made stipulating that branches which do not contribute will not be able to claim on the fund.

The value of the appeal to be determined by the Regional Committee and levied on a per capita basis.    This appeal only to be implemented when all branches are on the same funding arrangements.

4.0
Suggested Rules for the Operation of the Fund

4.1
The fund should only be used to assist members involved in Official Industrial Action.

4.2
The fund will not be used to make up Full Take Home Pay.

4.3
A sub committee of the Regional Committee consisting of the Convenor, Assistant Convenors and two members of the Committee will adjudicate on all claims for assistance reporting back to the next meeting of the Regional Committee.

4.4
The Regional Finance Co-ordinator will be present for all meetings of this sub committee to offer financial advice and to arrange a speedy payment once decisions have been made.

4.5
The role of the Regional Secretary will be crucial to the deliberations of the sub committee as this officer will be in charge of the industrial action and his advice and guidance and knowledge of the dispute and the members involved will be crucial to the decision making process.

5.0
Recommendations

5.1
The Regional Committee is requested to decide whether it:


a.
wishes to continue operating a Hardship Fund, and;


b.
if so whether it wishes to adopt the suggestions in paragraph 4. above.

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

The above procedure was approved by the Regional Committee and ratified at the Regional Council meeting '27 Oct 94' – partly amended at Regional Council February 2003, and subject to further amendment.

FINANCIAL PROCEDURES
APPENDIX 4 - DONATIONS POLICY

1.
Requests for donations be considered from organisations which are not in conflict with the aims and objectives of UNISON.

2.
Requests for donations from individuals will normally only be considered if the person is a UNISON member, or closely associated 
in some way with the Union.

3.
Requests under either of the headings above which are clearly local in character be referred to the appropriate branch secretary/ies.
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