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West Midlands Education & Training Programme 2004

It was fitting that the programme for 2003, the year of the tenth anniversary of UNISON, was the best year for providing courses and involving members in the events arranged by the Regional Education Service. This has not been achieved without sustained work over the past years, by both the Education & Training Committee and the Regional Staff, who have sought to continually improve all aspects of the Regional Education Service. 

We had a very successful programme of stewards training courses based in the Regional Centre and in addition UNISON continued to send more workplace representatives to TUC courses throughout the region than any other trade union. The programme of RMS training during 2003, resulted in branches representing more than 60% of the members in the region going “live” and taking direct responsibility for maintaining their own membership data. In 2004 the region is offering the 3 day RMS Read Only and Reports course. This will enable branches that only want to use RMS for monitoring membership, finding information and printing reports to begin using the system. For branches already using RMS it will open up its use by branch activists who do not need to know how to input data and amend records, but need to have access to that information.

The provision of the European Computer Driving Licence courses proved extremely popular with all the courses being oversubscribed. So this course will again feature in our programme. This will be complemented by a new Introduction to ECDL for complete beginners.

UNISON’s policy of building a branch culture of lifelong learning through the appointment of union learning representatives and lifelong learning advisers is underpinned by training courses throughout the year. In addition a special weekend event has been arranged in May to coincide with National Learning at Work Week. 

Branches needing training for new branch officers have the options of courses in Manchester, Birmingham, and for this year, courses in the East Midlands. In addition there is the Branch Organisation Weekend which is provided to assist branch activists draw up their own branch development plans.

As usual there are women only courses spaced throughout the year. In addition a new project called Pathways, based on encouraging more women to be active within workplaces and branches will be running throughout 2004 with a selected number of branches.

There is also a course previously for women members, Getting to Grips with UNISON, which has been adapted for Black members.

In support of the Regional Race Action Plan the programme includes two new courses. The first is a course jointly developed with the commission for Racial Equality, the Regional TUC and the WEA, Organising Against Institutional Racism in the Public Sector which focuses on how we can use the obligations on employers under the Race Relations (Amendment) Act. The second is a course on how to deal with a race grievance. 

Another new course, but this will only be offered directly to branches is “Get Organised in UNISON”. This one day course is aimed at supporting the many organising and recruitment initiatives that will take place throughout 2004. 

If there is a decision to support Agenda for Change, as soon as it is practical, a programme of courses will be made available directly to branches.

Hopefully 2004 will be even more successful. We can never have enough activists and those we have, we want to be well trained, confident and competent.  If we achieve this, then our union will prosper and grow.  We have tried to put on a range of courses that meet the needs of activists and members. If we have missed out an area of training please let us know.

Once again I recommend this programme to you and hope that you will give it your support.

On behalf of the West Midlands Regional Education & Training Committee
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Annette Place chair   
Regional Council
West Midlands Police Staffs

Bob Piper vice chair

Local Government Ctee Walsall Local Govt

Adrian Turner

Regional Council
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Denise Hemming

Regional Council
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Kevin Holt
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John Griffiths


Higher Education
Coventry College

Fran Hill
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Meeting Schedule 2004 

All meetings start at 10.30am and finish no later than 1.00pm. If you want to have something considered by the committee please inform the Regional Office at least 7 days before the date of the meeting. The September meeting will be followed in the afternoon by the Education Forum which is open to branch participants. Information regarding this will be circulated to branches in early Summer

1) Tuesday 3 February 

2) Tuesday 11 May 

3) Tuesday 7 September 

4) Tuesday 7 December 
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Courses for Branches

A number of courses are ideally suited to delivery directly at branch level. Usually this means less travel for participants, greater participation and a degree of shared knowledge and experiences of the people involved. Branch based courses, because of the methods used, often result in better communication and networking of the participants and a greater commitment to branch participation and organisation.

Listed here are the outlines of the main courses and workshops that are ideally suited for delivery in a branch. If your branch wants to have a course arranged, or has other training needs, please contact the REO to discuss.

Stewards Introduction: The Organising Steward

A three-day foundation course for all workplace representatives. This covers the role of the workplace representative, essential communication and representation skills, problem solving, approaches to organising and recruitment, UNISON structure and key UNISON policies. Completely rewritten in 2001 in order to integrate the “organising approach” as the guiding principle for the work of all stewards. Attendance on this course is an essential part of becoming an effective representative and is obligatory for stewards who want to be ERA certified. (See pp- for an explanation of ERA certification).

Representing Members

This three-day course is for workplace representatives who will be acting on behalf of members in formal disciplinary and grievance hearings. It covers: taking notes, interviewing skills, case preparation and case presentation. An essential course for every workplace representative who needs to be “accredited” as a workers companion.

Dealing with a Disciplinary Case

This two-day course combines the use of video with group activities to provide training on case preparation, presentation and the tactical skills of dealing with a disciplinary case. Ideal for use as a refresher course.

Health & Safety Representatives Introduction

A three-day foundation course for Health & Safety Representatives. This course covers the role and rights of the H&S Rep, using H&S legislation, building H&S organisation, and developing strategies for H&S. Rewritten in 2001 in order to integrate the “organising approach” as the guiding principle for the work of Health & Safety Representatives.

Winning the Organised Workplace: 

This three-day course (two consecutive days followed by a review day 6 to 10 weeks later) is aimed at considering approaches to organising and recruitment; examining how to build an active union organisation and to develop branch organising plans. Provision of this course is a major component in UNISON’s policy decision to move towards an organising culture.

Get Organised in your Branch

This one day workshop has been developed to support recruitment and organising by branches. It includes a review of the ways new members are recruited, planning recruitment, and one to one organising. All this is within a framework of the influences and pressures on a branch. 

Single Status Job Evaluation Training 

The region is still providing two-day workshops on Understanding Job Evaluation.  This course provides an overview of what JE is and the methods used. More importantly it allows for a discussion on the tactics that may benefit the branch when involved in agreeing the details of the Local Government JE scheme.

If a branch wants short courses provided locally, not listed above, please contact the Regional Education Officer.

Agenda for Change

If the national ballot results in a ‘yes’ vote for Agenda for Change there will be a programme of training available shortly after the outcome is announced. Courses will be provided directly to a branch, or clusters of branches and will be arranged through Regional Officers in conjunction with UNISON Regional Education Service and the TUC.  A detailed list of the courses within the Agenda for Change programme will be circulated directly to Health branches when this is available.

Arranging Branch Based Training

Set out below is advice on how to arrange a branch based course.

1) Contact needs to be made with the Regional Education Officer (REO) to discuss your branch’s training needs. This should be done on behalf of the branch, by the Branch Secretary, Branch Education Co-ordinator or another authorised Branch Officer. 

2) There is a minimum requirement of 12 participants. If a Branch cannot meet this minimum, contact should be made with neighbouring branches to make up the number; or ask the Regional Officer or the REO for advice.

3) The REO will arrange a tutor and the provision of training materials. You should plan on it taking between six to twelve weeks to arrange, recruit and have a course delivered. In line with regional policy a fee of £10 per person per day or £100 per day, whichever is the greater, will be charged for arranging courses. (The charges may be waived on application to the Regional E&T Committee. Ask the REO for details).

4) The branch is responsible for arranging the venue, publicity and recruitment and covering branch participants’ expenses.

5) When the REO has identified an appropriate tutor, s/he will pass on the name of the person in the branch responsible for organising the course. The final details of the course - date, times, numbers attending - should be agreed between the branch contact and the tutor. When the details have been finalised the REO should be informed so that the materials can be forwarded. If no contact has been made by a tutor with the branch within a month please contact the REO.

The Training and Accreditation of Workplace Representatives

On being elected, every steward needs to ensure that his/her branch notifies UNISON Regional Office. There is a special purple form (the Notification of Workplace Representatives Form – order no 0852) that must be used for this purpose. Without this form being completed and forwarded to the Regional Centre a workplace representative will not be listed on RMS and will not be added to the Education Service mailing list. UNISON Region will then issue steward’s accreditation, either directly to the steward or via the branch. 

This basic accreditation, covered by the Trade Union & Labour Relations (Consolidation) Act 1992, provides for stewards, in workplaces that recognise UNISON, the right to undertake trade union duties and to take part in appropriate trade union training. In addition it provides some specific legal protection against action taken by an employer to prevent or deter employees participating in the activities of a union and victimising union representatives.

Legislation passed in 1999, “The Employment Relations Act (1999)”, puts an obligation on unions to ensure that union representatives are either experienced and/or have attended specified training in order to represent members in grievance and disciplinary cases. UNISON policy is that stewards involved in representing members must be designated as “experienced” by a decision of their branch, and/or they must have attended the UNISON 3 day ‘The Organising Steward’ Course, or the TUC 10 day ‘Union Representatives Stage 1’ Course.   

Stewards designated as experienced and/or who have attended training will be “ERA certified” by the Region, (either directly or via the branch), after the Regional Office has been notified.

All newly elected stewards will be notified of training courses by the Region in order that they may be ERA certified. However, local branch policy will generally set out who is responsible for case-work in the branch.

Union Learning Representatives

Union Learning Representatives, including Lifelong Learning Advisers, have the same legal rights to time off with pay to attend training as other union representatives. This is set out in the ACAS Code of Practice 3 Time Off for Trade Union Duties and Activities April 2003. They must also fill in the Workplace Representatives Notification Form and forward it to the Regional Centre. 

Computer & IT Training

The West Midlands Region of UNISON over the past few years has established one of the best programmes of IT and Computer training available for its activists and members. In 2002 all the personal computers were replaced.

The IT training facility based in the Britannia Suite at the Regional Centre in Birmingham is equipped to the highest standards. The facility consists of a local area network of a server, 13 personal computers, 4 printers, 2 scanners and interactive smart-board. All the software training is based on Microsoft programmes. 

In addition to the courses in this programme, branches can commission the Regional Education Service to provide additional IT courses for their own branch activists. Please contact the REO for details.

The trainers for the courses are IT tutors provided under agreements between UNISON, the TUC Regional Education Service, and Sandwell College Trade Union Studies Unit. All the courses of 3 days duration and longer are OCN accredited and therefore contribute to a recognised qualification. 

Most courses run from 9.30 a.m. to 4.30 p.m.  Exact details will be sent to participants at least one month before the date of each course. 

A course must have at least 10 participants to be viable. Courses that have less than 10 applicants are liable to be cancelled.

The venue for all IT courses in this programme is UNISON Regional Centre, 24 Livery Street, Birmingham B3 2PA, tel: 0121 685 4200 fax: 0121 685 3185

RMS Training

RMS is the membership and subscriptions database that uses a single database for member’s details at national and regional levels, and in branches. Substantial numbers of branches are now using it within the West Midlands. A pre-condition for release of the software is that a branch must send activists and/or branch staff who will be using the system on to the regional training courses. 

Throughout 2004 a programme of RMS training will be available to branches based in the Regional Centre in Birmingham. Places on these courses will be offered to branches in line with the capacity of the region to both provide the training and provide additional support to branches that are using RMS.  Due to the time it takes to prepare a branch for going live on RMS, participation on a course will be by invitation only. If your branch wants to use RMS the branch secretary needs to contact the Regional Education Officer. The region will be offering two types of courses, a 6 day Membership Data Base course for those in the branch that need to input and amend records; and a three day Read Only and Reports course for those that need access to the information on the data-base only. In addition there are 4 one-day workshops planned to supplement and provide an opportunity to refresh areas of training covered on the 6 day course.

UNISON has reached a national protocol with the TUC Education Service on the provision of RMS training. TUC tutors supported by RMS staff will be centrally involved in delivering this programme of work. Participants completing the training will be awarded OCN credits. As part of the national protocol branches will not be charged for places on the RMS training courses. 

Note: There is a financial assistance package available for branches that decide they want to use RMS. Please contact the Senior RMS Clerk tel: 0121 685 4200 for details.

Information & Guidance

Rates of Expenses and Allowances

Branches are responsible for covering participants travel and other agreed expenses. The rates recommended by the region and set out in the Region’s Financial Procedures are as follows:

Travel Expenses

By bus – At cost

By rail - Discounted fares or standard fares, whichever is the most cost/time effective.

By car - 28 pence per mile, plus 20% for each passenger attending the same event

Car parking - At cost

Taxi - Only with prior approval and with a receipt.

Subsistence

Lunch

£7.50

Tea

£3.75

Dinner

£14.75 (applicable after 8pm)

Carer’s Allowance

Carer’s allowances are available to cover the costs of looking after children, elderly parents or other family dependants. This is set at a maximum of £26.70 per day, a maximum of £13.35 per night for the first dependant plus an additional 20% per dependent thereafter.

Approach to Childcare on Residential Courses

For residential courses the approach taken is to try to provide the type of support that allows participants on courses the option of either the Carer’s Allowance, (as set out above), or of a crèche at the venue.  Therefore, individual requirements should be clearly indicated on the application form and this should be forwarded as soon as possible to the Regional Education Service.

For a detailed explanation of the conditions applying to the payment of expenses please read the Regional Financial Procedures.

Branch Authorisation
Nearly all the courses in this programme need the application to be endorsed by an authorised branch officer.  Any that do not, because the region is covering all costs including expenses, are clearly indicated.  An authorised branch officer will be, in most cases, the Branch Secretary and the Branch Education Officer.  Forms sent to the Regional Office without the necessary authorisation will be returned to the member. This will obviously cause a delay in the processing of the application and may result in an applicant not being short-listed for the required course. It is also important that all applications contain the correct membership number.

Charges for Non Attendance
Unfortunately there is a small minority of applicants for courses who do not turn up for courses and do not inform the Regional Office beforehand. Therefore the Regional Education Service will charge the branches for all applicants that have confirmed places on a course, unless written notification is received 5 working days before a course begins that the applicant has withdrawn from the course. For residential courses the Regional policy is to charge £75.00 per applicant.

The TUC Regional Education Service

UNISON fully supports the TUC Regional Education programme of courses provided through a number of colleges and the WEA in this region.  The TUC programme is sent directly to Branch Secretaries and Branch Education Co-ordinators. In addition many courses provided in this programme are delivered using tutors from colleges and the WEA that are part of the TUC network. 

Most courses provided using TUC tutors will be accredited with the Open College Network and therefore contribute to a transferable qualification.  For further information contact: either your local college that provides TUC courses or the TUC Regional Education Service, 24 Livery Street, Birmingham B3 2PA tel 0121 236 4464 fax 0121 236 7324.

Applications for UNISON Courses
Please use the application forms at the end of the programme. Please complete fully and clearly and return without delay.  Return to:

UNISON Regional Education Service

FREEPOST BM 3377

24 Livery Street

Birmingham B3 2BR

Contacting UNISON Education Service

For information regarding the provision of branch based courses please contact Fred Cattle (Regional Education Officer), tel: 0121 685 4200.

For information on the availability of places on courses, additional copies of this programme and general issues relating to the programme please contact Lynn Horsnett 0121 685 3155 or Rachel Wilson on 0121 685 3143. 

Please note the Regional Education Service does not provide bursaries or grants.  However an application for Financial Assistance for Education from UNISON Open College can be obtained from the Regional Centre.  Please ring Rachel Wilson on 0121 685 3143.

Training Calendar 2004

Session 1 January to March

January

European Computer Driving Licence

12 January – 22 March

Union Learning Representatives


13 January – 10 February

TUC Public Sector Stewards Stage 1

14 January – 24 March

Handling Grievance & Disciplinaries Cases
22 January – 5 February

Women’s Conference Skills


24 January

RMS Read Only and Reports


29 January – 12 February

February

RMS Workshop: Standard Letters


11 February

Employment Law: Discrimination Update 
12 February

RMS Membership Data Base


25 February – 11 March

Dealing with a Race Grievance


26 – 27 February

March

International Women’s Weekend


5 March – 7 March

Lay Tutor Training Stage 1



8 March – 12 March

Introduction to Health & Safety 


16 March – 30 March

Introduction to IT & Computing (Pre-ECDL)
17 March – 31 March

Organising Against institutional Racism

18 March– 19 March

RMS Read Only and Reports


18 March – 1 April

Getting to Grips with UNISON


19 March – 21 March

Dealing with a Disciplinary
Case


25 – 26 March

Branch Officers Training



26 – 28 March

Women’s Assertiveness



27 – 28 March

The Organising Steward



31 March – 2 April

Session 2 April to August

April

European Computer Driving Licence

19 April – 5 July

Lifelong Learning Advisers



20 April – 4 May

RMS Membership Data Base


21 April – 6 May

TUC Public Sector Stewards Stage 1

21 April – 30 June

May

Dealing with a Race Grievance


6 – 7 May

Introduction to Health & Safety 


11 May – 25 May

Introduction to IT & Computing (Pre-ECDL)
12 May – 26 May

RMS Read Only and Reports


13 May – 27 May

Lifelong Learning Weekend


14 May – 16 May

Young Members




14 May – 16 May

Branch Officers Training



14 May– 16 May

Employment Law: Personal Injury Claims
17 May

June

Union Learning Representatives


8 June – 6 July

RMS Workshop: Table Queries


9 June

Branch Officers Training



11 – 13 June

National Conference Delegates Workshop 
12 June

July

Dealing with a Disciplinary
Case


1 – 2 July

The Organising Steward



7 – 9 July

Session 3 September to December

September

RMS Workshop: Organise the Branch

13 September

RMS Membership Data Base

          15 September – 30 September

European Computer Driving Licence

20 September – 29 November

Union Learning Representatives


21 September – 19 October

TUC Public Sector Stewards Stage 1

22 September – 1 December

Branch Officers Training 



24 – 26 September

Handling Grievance & Disciplinaries Cases
24 September – 8 October

Employment Law: TUPE Update


30 September

October

RMS Read Only and Reports


6 October – 20 October

RMS Read Only and Reports


7 October – 21 October

Introduction to IT & Computing (Pre-ECDL)
8 October – 22 October

Lifelong Learning Advisers



15 October – 29 October

Branch Organisation Weekend


22 – 24 October

November

Introduction to Health & Safety 


2 November – 16 November

RMS Workshop: Table Queries


4 November

Getting to Grips with UNISON


6 – 7 November

RMS Membership Data Base


10 November  - 25 November

The Organising Steward



12 November – 26 November

December

Organising Against Institutional Racism

2 – 3 December

Dealing with a Disciplinary
Case


7 – 8 December
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UNISON

West Midlands

Course Programme

2004

Session 1

Winter/Spring 2004

All courses at UNISON Regional Centre in Birmingham unless stated otherwise.

European Computer Driving Licence

12 January – 22 March
(10 Mondays)


Code: 640

The European Computer Driving Licence is an internationally recognised qualification.  Based on 7 modules the course provides training on all the key concepts, knowledge and skills for the competent use of a p.c. at work, home and within the union environments.  The modules are:

1 – Basic concepts of IT

2 – Using the computer and managing files

3 – Word-processing

4 – Spreadsheets

5 – Databases/filing systems

6 – Presentation & Drawing

7 – Information Network Services

Each module will be subject to a simple test.

This course is ideal for members with some experience of using a p.c. who want to gain a qualification or just to improve their use of a range of software programmes.

As Sandwell College delivers this course there will be a break for the spring half-term holiday on the 16 February.

Non-residential

Cost: There is no fee for attending this course.

Union Learning Representatives

13, 20 & 27 January, 3 & 10 February



Code: 641

This five-day course aims to provide workplace representatives with a thorough understanding of this role. It covers working in the branch to promote lifelong learning, working with employers to establish learning agreements, using and developing learning resources, and making links and working with a range of other organisations to promote lifelong learning.
Non-residential

Cost: There is no fee for attending this course.

TUC Public Sector Stewards Stage 1

 14 January – 24 March (10 Wednesdays)


Code: 642

This ten-day course is provided for union representatives working in the public sector.

This course will provide an opportunity to build the skills and knowledge needed to represent effectively members and strengthen union organisation. This course includes a specifically designed module that covers all the key skills necessary for a union steward to represent members at formal grievance and disciplinary hearings. This is an essential course for union workplace representatives. All stewards completing this course will be entitled to be ERA certified by UNISON. (See page x for an explanation of eRA certification).

As this course is provided as part of the TUC Regional Programme, it is accredited and participants will receive OCN credits for completing the course.

As South Birmingham College delivers this course, there will be a break for the spring half term holiday on the 18 February.

Non-residential

Cost: There is no fee for attending this course.

Handling Grievance & Disciplinary Cases

22 & 29 January, 5 February




Code: 646

This three-day course concentrates on building the skills, techniques and confidence needed when workplace stewards represent members for grievances and disciplinaries.  It covers case preparation, interviewing techniques and representational skills.  A follow on course from the Organising Steward course.

Non-residential

Cost: There is no fee for attending this course.

Women’s Conference Skills Workshop

24 January







Code: 658

This Saturday workshop is particularly appropriate for new delegates and visitors to Women’s Conference.  It aims to provide both the experienced and inexperienced with the skills to fully participate in the Women’s Conference.  Activities have been designed to develop understanding of how Conference works and to encourage actual participation.   In a highly supportive environment it enables delegates to gain some idea of what attending conference is like, to build confidence, and to meet other delegates and visitors before conference.  Previous participants have found the experience very useful.

Non-residential

Cost: There is no fee for attending this course.

RMS Read Only & Reports

29 January, 5 & 12 February




Code: 643

If your branch is interested in sending delegates to attend this course please contact the Regional Education Officer.

Completion of this course will enable the branch users to have Read-only access to RMS. This will allow users to view information held on the database, to carry out searches and to design and print reports. 

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

RMS Workshop: Standard Letters

11 February







Code: 644

This course is for members who have completed the six day RMS database training course, as it will build on the skills learnt on that course.

The workshop will begin with an introductory overview of the production of standard letters followed by practice in the production and printing of mail merges and labels.  An opportunity for RMS users to cover any areas they are having difficulties with.

Non-residential

Cost: There is no fee for attending this course

Thompson’s Employment Law Briefing: Discrimination Law Update

12 February







Code: 645

This one-day briefing provided by Thompson’s Solicitors will cover the changes to anti-discrimination legislation that has been extended to cover 

religion, age and lesbian and gay workers.  It will examine the new legislation in the light of UNISON policy, what are the strengths and the weaknesses, and how the union can use it to support members in the workplace.

Non-residential

Cost: There is no fee for attending this course.

RMS Membership Data-base

25 & 26 February, 3, 4, 10 & 11 March



Code: 647

This six-day course (2 days a week for 3 weeks) is open to branches by invitation. If your branch is interested in attending this course please contact the Regional Education Officer.

Completion of this course is a pre-condition for branch access to RMS. It covers inputting and amending members, amending branch details, searching the database for information, queries, producing reports and labels. All participants must sign a commitment to abide by the Data Protection Act and UNISON’s RMS policy before live access to RMS will be authorised.

Please note it takes approximately 8 to 10 weeks to prepare a branch for RMS and ensure that the branch IT equipment and connection is appropriate.

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

Dealing with a Race Grievance

26 & 27 February






Code: 648

This two-day course is based on working through all the steps of handling a grievance based on an allegation of race discrimination.

It begins with a review of grievance procedures. Then it covers briefly the legal definitions of race discrimination and the time limits for using the Race Relations Questionnaire and taking a case to Employment Tribunal. 

The course progresses through an in-depth case study covering all the aspects of preparing a case when representing a member with grievance based on race discrimination at an employer’s hearing. It covers interviewing skills, collecting and assessing evidence, assessing the grounds for pursuing a grievance case, cross examination and making a closing speech. 

Non-residential

Cost: There is no fee for attending this course.

International Women’s Weekend

5 – 7 March







Code: 649

March 8 is International Women’s Day. This weekend event, (Friday evening until Sunday afternoon), is an opportunity to celebrate the struggle of women trade unionists for “bread and roses”.  This workshop will focus on some of the key issues facing women in UNISON and their sisters in union struggles around the globe.  Women Only.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.

Venue: The Jury’s Hotel, Birmingham

Lay Tutor Training (Stage 1) 

8 – 12 March







Code: 650

This intensive five-day course deals with the basic tutoring skills needed to be a lay tutor at branch level. The course considers both the organisational aspects of arranging courses within the equalities policies of UNISON, core-tutoring skills to deliver workshops and short courses to activists and members. A large proportion of the course is based on the practical delivery of sessions by participants, with constructive feedback from the course tutors.

This five days is the taught part of the course and to successfully complete the full course participants have to be observed tutoring a session on a real course, and write a short account of this experience. Participants who successfully complete all the elements of the full course will receive OCN credits and be qualified as a UNISON Stage 1 Lay Tutor.

Residential

Venue: City Inn Birmingham

Cost: There is a branch fee of £240 per participant for attending this course. 

Introduction to Health and Safety

16, 23 & 30 March






Code: 651

A three-day course for UNISON Health and Safety Representatives that covers the role of the Health & Safety Representative, Health and Safety legislation, workplace inspections, taking up members’ problems and developing local strategies. An essential starting point for new Health & Safety representatives and a useful refresher for representatives who have not had any recent training. All participants will receive the UNISON Health & Safety pack.

Non-residential

Cost: There is no fee for attending this course.

Introduction to IT & Computing (Pre-ECDL)

17, 24 & 31 March






Code: 652

A three-day course designed for members with little or no experience of using computers.  It will cover the basics of learning how to use a computer and a variety of software applications.  You will learn basic word processing, spreadsheets, using the Internet and e-mail techniques.

This course will enable members to progress to the European Computer Driving Licence course and the RMS Database courses.

Non-residential

Cost: There is no fee for attending this course.

Organising Against Institutional Racism in the Public Sector

18 & 19 March






Code: 653

This two day course will equip branch activists with the knowledge, skills and confidence to develop organising policies and strategies to ensure that Public Sector employers comply with the requirements of the Race Relations (Amendments) Act and take vigorous steps to eliminate institutional racism.  

The course will cover the definition of institutional racism, the legislation and the obligations on employers to take measures to eliminate institutional racism. It will review the current policies of employers and identify where they need to be strengthened; and it will consider how branches can positively intervene in the elimination of race discrimination with the development of policies and organising strategies.

Non-residential

Cost: There is no fee for attending this course.

RMS Read Only and Reports

18 & 25 March & 1 April





Code: 654

If your branch is interested in sending delegates to attend this course please contact the Regional Education Officer.

Completion of this course will enable the branch users to have Read-only access to RMS. This will allow users to view information held on the database, to carry out searches and to design and print reports.

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

Getting to Grips with UNISON: Black Members Weekend

19, 20 & 21 March






Code: 706

A residential weekend course (Friday evening till Sunday lunchtime) for black members and workplace representatives who want to find out more about their union, how it works, and how to get things done.  An essential course for new stewards.

In order to get the maximum benefit from this course it is recommended that participants attend on a residential basis.  The region will assist with childcare and other support in order to encourage black members to fully participate in this event.  Black Members Only.
Residential

Cost: There is no fee for attending this course. All costs and expenses will be covered by the Regional Education Budget.

Venue: City Inn, Birmingham

Dealing with a Disciplinary Case

25 & 26 March 






Code: 655

A two day course based on considering alternative approaches for dealing with a disciplinary case.  The course is based on following a case portrayed on video and responding as the case unfolds.  Ideal for stewards who want to improve their skills and techniques, and for ERA certified representatives’ refresher training.

It is advisable that new representatives attend the Handling Grievances and Disciplinary Cases course before this one.

Non-residential

Cost: There is no fee for attending this course

Branch Secretaries

26 – 28 March






Code: 675

A weekend course, (Friday evening to Sunday afternoon), for UNISON Branch Secretaries and Assistant Branch Secretaries.  This course covers the role of the Branch Secretary, basic Branch administration and organisation, UNISON structure and key UNISON policies.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: GMB College Manchester

Branch Chairing Skills

26 – 28 March






Code: 676

A weekend residential course, (Friday evening to Sunday afternoon), for anyone involved in chairing formal meetings.  This covers the role of a Chairperson, meetings procedure, dealing with dilemmas and handling motions and amendments.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: GMB College Manchester

Branch Treasurers

26 – 28 March






Code: 677

A weekend course, (Friday evening to Sunday afternoon), for Branch Treasurers and Assistant Treasurers.  The course will cover the role and responsibilities of the Branch Treasurer, best practice in handling finances and keeping financial records.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: GMB College Manchester

Branch Health & Safety Officers

26 – 28 March






Code: 678

A weekend residential course, (Friday evening to Sunday afternoon), for Branch Health & Safety Officers.  This course covers the role of the Branch Health and Safety Officer, organising the Branch for health and safety, building health and safety resources in the Branch, Health and Safety rights.   Anyone attending this course should have attended either a UNISON Health & Safety Introductory Course or the TUC Health and Safety Stage 1 course.

Residential

Cost: There is a branch fee of £120 per participant for attending this course. 


(The Regional Education Service will cover travel costs)

Venue: GMB College Manchester

Branch Education Officers

26 – 28 March






Code: 679

A weekend residential course, (Friday evening to Sunday afternoon), for Branch Activists involved in arranging education and training for members.  This course covers access to trade union training, arranging Branch events, budgeting for education and training, legal rights to time off and identifying training needs.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: GMB College Manchester

Branch Equalities Officers

26 – 28 March






Code: 680

A weekend residential course, (Friday evening to Sunday afternoon), for Branch activists involved in promoting equalities issues.  This course will cover the role of Branch Equality Officers, UNISON policies and procedures, identifying the sources in equality, and developing strategies to promote equality of opportunity.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: GMB College Manchester

Women’s Assertiveness Weekend

27 – 28 March






Code: 656

This is a weekend course (Saturday and Sunday) for women. It is open to both women activists and members in UNISON.  Two days to consider how to be assertive, in family and social life, at work and especially in the union.

In order to get the maximum benefit from this course it is recommended that participants attend on a residential basis.  The region will assist with childcare in order to encourage women to fully participate in this event.  Women Only.

Residential

Cost:
There is a branch fee of £60 per participant for attending this course.

Venue: The Copthorne Hotel, Birmingham

The Organising Steward

31 March, 1 & 2 April





Code: 657

A three-day course for UNISON stewards and workplace representatives, it will cover the role of the Stewards in UNISON, UNISON structure, basic organisational, representational and communication skills. All stewards completing this course will be entitled to be ERA certified by UNISON. (See page 9 for an explanation of ERA certification).

Non-residential

Cost: There is no fee for attending this course.
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European Computer Driving Licence

19 April – 5 July
(10 Mondays)



Code: 659

The European Computer Driving Licence is an internationally recognised qualification.  Based on 7 modules the course provides training on all the key concepts, knowledge and skills for the competent use of a p.c. at work, home and within the union environments.  The modules are:

1 – Basic concepts of IT

2 – Using the computer and managing files

3 – Word-processing

4 – Spreadsheets

5 – Databases/filing systems

6 – Presentation & Drawing

7 – Information Network Services

Each module will be subject to a simple test.

This course is ideal for members with some experience of using a p.c. and who want to gain a qualification or just want to improve their use of a range of software programmes.

As Sandwell College delivers this course there will be a break for the summer half-term holiday on the 31 May.

Non-residential
Cost: There is no fee for attending this course.

Lifelong Learning Advisors

20 & 27 April & 4 May





Code: 660

This three-day course aims to provide LLA’s with a broad range of training covering both UNISON’s approach to lifelong learning and the skills to carry out the role. Lifelong Learning Advisors will act as “advocates for learning” in the workplace. Unlike union learning representatives, LLA’s will not be expected to represent members or take on collective bargaining issues.
Non-residential

Cost: There is no fee for attending this course.

RMS Membership Data-base

21, 22, 28, 29 April, 5 & 6 May




Code: 661

This six-day course (2 days a week for 3 weeks) is open to branches by invitation. If your branch is interested in attending this course please contact the Regional Education Officer.

Completion of this course is a pre-condition for branch access to RMS. It covers inputting and amending members, amending branch details, searching the database for information, queries, producing reports and labels. All participants must sign a commitment to abide by the Data Protection Act and UNISON’s RMS policy before live access to RMS will be authorised.

Please note it takes approximately 8 to 10 weeks to prepare a branch for RMS and ensure that the branch IT equipment and connection is appropriate.

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

TUC Public Sector Stewards Stage 1

21 April – 30 June (10 Wednesdays)



Code: 662

This ten-day course is provided for union representatives working in the public sector.

This course will provide an opportunity to build the skills and knowledge needed to represent effectively members and strengthen union organisation. This course includes a specifically designed module that covers all the key skills necessary for a union steward to represent members at formal grievance and disciplinary hearings. This is an essential course for union workplace representatives. All stewards completing this course will be entitled to be ERA certified by UNISON. (See page 9 for an explanation of ERA certification).

As this course is provided as part of the TUC Regional Programme, it is accredited and participants will receive OCN credits for completing it.

As South Birmingham College delivers this course, there will be a break for the summer half term holiday on the 2 June.

Non-residential

Cost: There is no fee for attending this course.

Dealing with a Race Grievance

6 & 7 May 







Code: 663

This two-day course is based on working through all the steps of handling a grievance based on an allegation of race discrimination.

It begins with a review of grievance procedures. Then it covers briefly the legal definitions of race discrimination and the time limits for using the Race Relations Questionnaire and taking a case to Employment Tribunal. 

The course progresses through an in-depth case study covering all the aspects of preparing a case when representing a member with a grievance based on race discrimination at an employer’s hearing. It covers interviewing skills, collecting and assessing evidence, assessing the grounds for pursuing a grievance case, cross examination and making a closing speech. 

Non-residential

Cost: There is no fee for attending this course.

Introduction to Health and Safety

11, 18 & 25 May






Code: 664

A three-day course for UNISON Health and Safety Representatives that covers the role of the Health & Safety Representative, Health and Safety legislation, workplace inspections, taking up members’ problems and developing local strategies. An essential starting point for new Health & Safety representatives and a useful refresher for those who have not had any recent training. All participants will receive the UNISON Health & Safety pack.

Non-residential

Cost: There is no fee for attending this course.

Introduction to IT & Computing (Pre-ECDL)

12, 19 & 26 May






Code: 665

A three-day course designed for members with little or no experience of using computers.  It will cover the basics of learning how to use a computer and a variety of software applications.  You will learn basic word processing, spreadsheets, using the Internet and e-mail techniques.

This course will enable members to progress to the European Computer Driving Licence course and the RMS courses.

Non-residential

Cost: There is no fee for attending this course.

RMS Read Only and Reports

13, 20 & 27 May






Code: 666

If your branch is interested in sending delegates to attend this course please contact the Regional Education Officer.

Completion of this course will enable branch users to have Read-only access to RMS. This will allow users to view information held on the database, to carry out searches and to design and print reports. 

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

Lifelong Learning Weekend

14 – 16 May







Code: 667

Planned to take place at the beginning of Adult Learners week this residential weekend is for anyone interested in learning more about UNISON’s Lifelong Learning agenda. It is also an ideal opportunity for meeting and working with Lifelong Learning Reps and Advisors, and an opportunity for anyone considering taking on these roles to find out what they do. 

The course will consider: how to set up learning networks and branch education teams; how to draw up proposals and negotiate learning agreements; and cover some of the skills needed by Lifelong Learning Reps and Advisors.

Residential

Cost: There is no fee for attending this course.

Venue: City Inn Birmingham

Young Members Weekend

14 – 16 May







Code: 668
The Young Members Weekend, (Friday evening to Sunday afternoon), is open to all UNISON members who are under 30 years old and are active or interested in getting involved in UNISON. 

It is an opportunity for young people to get together and find out how UNISON works, its policies, and how to get involved in the practical work of the union. Open to young members from other UNISON regions.

Residential

Cost: There is no fee for attending this course.

Venue: The Copthorne Hotel, Birmingham

Branch Secretaries

14 – 16 May







Code: 707

A weekend course, (Friday evening to Sunday afternoon), for UNISON Branch Secretaries and Assistant Branch Secretaries.  This course covers the role of the Branch Secretary, basic Branch administration and organisation, UNISON structure and key UNISON policies.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Loughborough

Branch Treasurers

14 – 16 May







Code: 708

A weekend course, (Friday evening to Sunday afternoon), for Branch Treasurers and Assistant Treasurers.  The course will cover the role and responsibilities of the Branch Treasurer, best practice in handling finances and keeping financial records.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Loughborough

Branch Chairing Skills

14 – 16 May







Code: 709

A weekend residential course, (Friday evening to Sunday afternoon), for anyone involved in chairing formal meetings.  This covers the role of a Chairperson, meetings procedure, dealing with dilemmas and handling motions and amendments.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Loughborough

Thompson’s Employment Law Briefing: Personal Injury Claims

17 May







Code: 669

One-day briefing provided by Thompson’s Solicitors covering areas of employment law directly affecting union members and organisation. Each briefing will provide a detailed overview of the law, any current case law, and the implications for UNISON and its members. 

This briefing is essential for branch officers and stewards who may have to deal with members who want to progress a claim. It will cover the legal rights of claimants, how to progress a claim and recent case law. An opportunity to ask questions of one of the specialist solicitors who take up UNISON member’s cases.

Non-residential

Cost: There is no fee for attending this course.

Union Learning Representatives

8, 15, 22 & 29 June & 6 July




Code: 670

This five-day course aims to provide workplace representatives with a thorough understanding of this new role. It covers working in the branch to promote lifelong learning, working with employers to establish learning agreements, using and developing learning resources, and making links and working with a range of other organisations to promote lifelong learning.
Non-residential

Cost: There is no fee for attending this course.

RMS Workshop: Table Queries

9 June







Code: 671

This course is for members who have completed the six day RMS database training course as it will build on the skills learnt on that course.

The workshop will begin with an introductory overview of the production of table queries followed by practice in table query design.

Non-residential

Cost: There is no fee for attending this course

Branch Welfare Officers

11 – 13 June 






Code: 710

A weekend residential course, (Friday evening to Sunday afternoon), that covers all the essentials to provide support to members needing initial welfare support.  It provides an overview of the role of UNISON Welfare and the services it provides and how the national organisation supports welfare activities at regional and branch levels.  A large part of the course is case study based and provides skills training in interviewing, form filling and where to find sources of external assistance.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Loughborough

Branch Equalities Officers

11 – 13 June







Code: 711

A weekend residential course, (Friday evening to Sunday afternoon), for Branch activists involved in promoting equalities issues.  This course will cover the role of Branch Equality Officers, UNISON policies and procedures, identifying the sources in equality, and developing strategies to promote equality of opportunity.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Loughborough

Branch Education Officers

11 – 13 June







Code: 712

A weekend residential course, (Friday evening to Sunday afternoon), for Branch Activists involved in arranging education and training for members.  This course covers access to trade union training, arranging Branch events, budgeting for education and training, legal rights to time off and identifying training needs.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Loughborough

Branch Health & Safety Officers

11 – 13 June







Code: 713

A weekend residential course, (Friday evening to Sunday afternoon), for Branch Health & Safety Officers.  This course covers the role of the Branch Health and Safety Officer, organising the Branch for health and safety, building health and safety resources in the Branch, Health and Safety rights.   Anyone attending this course should have attended either a UNISON Health & Safety Introductory Course or the TUC Health and Safety Stage 1 course.

Residential

Cost: There is a branch fee of £120 per participant for attending this course. 


(The Regional Education Service will cover travel costs)

Venue: Loughborough

National Conference Delegates Workshop

12 June







Code: 672

This Saturday workshop is for anyone (both delegates and observers) who wants to know more about how UNISON’s National Delegate Conference works and the role of delegates at Conference. The workshop will provide participants with an insight into the role of the standing orders committee, the NEC at conference, and the regional delegation. It is also an excellent opportunity to meet other delegates before conference.

Non-residential

Cost: There is no fee for attending this course

Dealing with a Disciplinary Case

1 & 2 July 







Code: 673

A two day course based on considering alternative approaches for dealing with a disciplinary case.  The course is based on following a case portrayed on video and responding as the case unfolds.  Ideal for stewards who want to improve their techniques, and for ERA certified representatives’ refresher training.

It is advisable that new representative attend the Handling Grievances and Disciplinary Cases course before this one.

Non-residential

Cost: There is no fee for attending this course

The Organising Steward

7, 8 & 9 July







Code: 674

A three-day course for UNISON stewards and workplace representatives, it will cover the role of the Stewards in UNISON, UNISON structure, basic organisational, representational and communication skills. All stewards completing this course will be entitled to be ERA certified by UNISON. (See page 9 for an explanation of ERA certification).

Non-residential

Cost: There is no fee for attending this course.
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RMS Workshop: Organise the Branch

13 September

Code: 681

This course is for members who have completed the six day RMS database training course, as it will build on the skills learnt on that course.

The workshop will begin with an introductory overview of the grouping’s structure followed by practice in using the groupings to organise branch membership and setting up additional fields.

Non-residential

Cost: There is no fee for attending this course

RMS Membership Data-base

15, 16, 22, 23, 29 & 30 September



Code: 682

This six-day course (2 days a week for 3 weeks) is open to branches by invitation. If your branch is interested in attending this course please contact the Regional Education Officer.

Completion of this course is a pre-condition for branch access to RMS. It covers inputting and amending members, amending branch details, searching the database for information, queries, producing reports and labels. All participants must sign a commitment to abide by the Data Protection Act and UNISON’s RMS policy before live access to RMS will be authorised.

Please note it takes approximately 8 to 10 weeks to prepare a branch for RMS and ensure that the branch IT equipment and connection is appropriate.

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

European Computer Driving Licence

20 September – 29 November
(10 Mondays)

Code: 683

The European Computer Driving Licence is an internationally recognised qualification.  Based on 7 modules the course provides training on all the key concepts, knowledge and skills for the competent use of a p.c. at work, home and within the union environments.  The modules are:

1 – Basic concepts of IT

2 – Using the computer and managing files

3 – Word-processing

4 – Spreadsheets

5 – Databases/filing systems

6 – Presentation & Drawing

7 – Information Network Services

Each module will be subject to a simple test.

This course is ideal for members with some experience of using a p.c. who want to gain a qualification, and those that just want to expand their knowledge of a wider range of software programmes.

As Sandwell College delivers this course there will be a break for the autumn half-term holiday.

Non-residential

Cost: There is no fee for attending this course.

Union Learning Representatives

21 & 28 September & 5, 12 & 19 October


Code: 684

This five-day course aims to provide workplace representatives with a thorough understanding of this new role. It covers working in the branch to promote lifelong learning, working with employers to establish learning agreements, using and developing learning resources, and making links and working with a range of other organisations to promote lifelong learning.
Non-residential

Cost: There is no fee for attending this course.

TUC Public Sector Stewards Stage 1

22 September – 1 December (10 Wednesdays)


Code: 685

This ten-day course is provided for union representatives working in the public sector.

This course will provide an opportunity to build the skills and knowledge needed to represent effectively members and strengthen union organisation. This course includes a specifically designed module that covers all the key skills necessary for a union steward to represent members at formal grievance and disciplinary hearings. This is an essential course for union workplace representatives. All stewards completing this course will be entitled to be ERA certified by UNISON. (See page 9 for an explanation of ERA certification).

As this course is provided as part of the TUC Regional Programme, it is accredited and participants will receive OCN credits for completing the course.

As South Birmingham College delivers this course, there will be a break for the autumn half term holiday.

Non-residential

Cost: There is no fee for attending this course.

Branch Officers Weekend – the courses below have been arranged for a range of branch officers. Each course must have at least 10 applicants to be viable. If this is not the case applicants will be offered the alternative of a Working on a Branch Committee course which will combine some of the elements of the individual officer courses within a context of working as a member of a branch committee. This will take place at the same venue and on the same dates as set out below.

Branch Secretaries

24 – 26 September






Code: 686

A weekend course, (Friday evening to Sunday afternoon), for UNISON Branch Secretaries and Assistant Branch Secretaries.  This course covers the role of the Branch Secretary, basic Branch administration and organisation, UNISON structure and key UNISON policies.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Birmingham University Conference Park

Branch Chairing Skills

24 – 26 September






Code: 687

A weekend residential course, (Friday evening to Sunday afternoon), for anyone involved in chairing formal meetings.  This covers the role of a Chairperson, meetings procedure, dealing with dilemmas and handling motions and amendments.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Birmingham University Conference Park

Branch Treasurers

24 – 26 September






Code: 688

A weekend course, (Friday evening to Sunday afternoon), for Branch Treasurers and Assistant Treasurers.  The course will cover the role and responsibilities of the Branch Treasurer, best practice in handling finances and keeping financial records.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Birmingham University Conference Park.

Branch Health & Safety Officers

24 – 26 September






Code: 689

A weekend residential course, (Friday evening to Sunday afternoon), for Branch Health & Safety Officers.  This course covers the role of the Branch Health and Safety Officer, organising the Branch for health and safety, building health and safety resources in the Branch, Health and Safety rights.   Anyone attending this course should have attended either a UNISON Health & Safety Introductory Course or the TUC Health and Safety Stage 1 course.

Residential

Cost: There is a branch fee of £120 per participant for attending this course. 


(The Regional Education Service will cover travel costs)

Venue: Birmingham University Conference Park

Branch Education Officers

24 – 26 September






Code: 690

A weekend residential course, (Friday evening to Sunday afternoon), for Branch Activists involved in arranging education and training for members.  This course covers access to trade union training, arranging Branch events, budgeting for education and training, legal rights to time off and identifying training needs.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Birmingham University Conference Park.

Branch Equalities Officers

24 – 26 September






Code: 691

A weekend residential course, (Friday evening to Sunday afternoon), for Branch activists involved in promoting equalities issues.  This course will cover the role of Branch Equality Officers, UNISON policies and procedures, identifying the sources in equality, and developing strategies to promote equality of opportunity.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.


(The Regional Education Service will cover travel costs)

Venue: Birmingham University Conference Park

Handling Grievance & Disciplinary Cases

24 September, 1 & 8 October




Code: 692

This three-day course concentrates on building the skills, techniques and confidence needed when workplace stewards represent members for grievances and disciplinaries.  It covers case preparation, interviewing techniques and representational skills.  A follow on course from the Organising Steward course.

Non-residential

Cost: There is no fee for attending this course.

Thompson’s Employment Law Briefing: TUPE Update

30 September






Code: 693

One-day briefing provided by Thompson’s Solicitors covering areas of employment law directly affecting union members and organisation. Each briefing will provide a detailed overview of the law, any current case law, and the implications for UNISON and its members. 

This briefing will cover the recent review to the Transfer of Undertakings (Protection of Employment) Regulations and how they will affect UNISON members.

Non-residential

Cost: There is no fee for attending this course.

RMS Read Only and Reports

6, 13 & 20 October






Code: 694

If your branch is interested in sending delegates to attend this course please contact the Regional Education Officer.

Completion of this course will enable branch users to have Read-only access to RMS. This will allow users to view information held on the database, to carry out searches and to design and print reports. 

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

RMS Read Only and Reports

7, 14 & 21 October






Code: 695

If your branch is interested in sending delegates to attend this course please contact the Regional Education Officer.

Completion of this course will enable branch users to have Read-only access to RMS. This will allow users to view information held on the database, to carry out searches and to design and print reports. 

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

Introduction to IT & Computing (Pre-ECDL)

8, 15 & 22 October 






Code: 705

A three-day course designed for members with little or no experience of using computers.  It will cover the basics of learning how to use a computer and a variety of software applications.  You will learn basic word processing, spreadsheets, using the Internet and e-mail techniques.

This course will enable members to progress to the European Computer Driving Licence course and the RMS Database courses.

Non-residential

Cost: There is no fee for attending this course.

Lifelong Learning Advisors

15, 22 & 29 October






Code: 697

This three-day course aims to provide LLA’s with a broad range of training covering both UNISON’s approach to lifelong learning and the skills to carry out the role. Lifelong Learning Advisors will act as “advocates for learning” in the workplace. Unlike union learning representatives, LLA’s will not be expected to represent members or take on collective bargaining issues.
Non-residential

Cost: There is no fee for attending this course.

Branch Organisation Weekend

22 – 24 October 






Code: 698

A weekend course, (Friday evening to Sunday afternoon), covering different aspects of improving branch organisation and effectiveness.  This course is an ideal opportunity for branch activists to work together on developing their own branch organisation.  It will concentrate on building skills and using techniques essential for improving branch effectiveness and producing branch development plans.

Residential

Cost: There is a branch fee of £120 per participant for attending this course.

Venue: City Inn, Birmingham

Introduction to Health and Safety

2, 9 & 16 November






Code: 699

A three-day course for UNISON Health and Safety Representatives that covers the role of the Health & Safety Representative, Health and Safety legislation, workplace inspections, taking up members’ problems and developing local strategies. An essential starting point for new Health & Safety representatives and a useful refresher for those that have not had any recent training. All participants will receive the UNISON Health & Safety pack.

Non-residential

Cost: There is no fee for attending this course.

RMS Workshop: Table Queries

4 November







Code: 700

This course is for members who have completed the six day RMS database training course, as it will build on the skills learnt on that course.

The workshop will begin with an introductory overview of the production of table queries followed by practice in table query production.

Non-residential

Cost: There is no fee for attending this course

Getting to Grips with UNISON: Women’s Weekend

6 – 7 November






Code: 702

A residential weekend course (Saturday and Sunday) for women members and workplace representatives who want to find out more about their union, how it works, and how to get things done.  An essential course for new women stewards.

In order to get the maximum benefit from this course it is recommended that participants attend on a residential basis.  The region will assist with childcare and other support in order to encourage women to fully participate in this event.  Women Only.

Residential

Cost: There is no fee for attending this course. All costs and expenses will be covered by the Regional Education Budget.

Venue: Copthorne Hotel Birmingham

RMS Membership Data-base

10, 11, 17, 18, 24 & 25 November



Code: 696

This six-day course (2 days a week for 3 weeks) is open to branches by invitation. If your branch is interested in attending this course please contact the Regional Education Officer.

Completion of this course is a pre-condition for branch access to RMS. It covers inputting and amending members, amending branch details, searching the database for information, queries, producing reports and labels. All participants must sign a commitment to abide by the Data Protection Act and UNISON’s RMS policy before live access to RMS will be authorised.

Please note it takes approximately 8 to 10 weeks to prepare a branch for RMS and ensure that the branch IT equipment and connection is appropriate.

The course is accredited by the Open College Network and delivered by a tutor from Sandwell College with assistance from RMS Staff.

This course is not suitable for candidates who are not p.c. literate.

Non-residential

Cost:  There is no fee for attending this course.

The Organising Steward

12, 19 & 26 November





Code: 701

A three-day course for UNISON stewards and workplace representatives, it will cover the role of the Stewards in UNISON, UNISON structure, basic organisational, representational and communication skills. All stewards completing this course will be entitled to be ERA certified by UNISON. (See page 9 for an explanation of ERA certification).

Non-residential

Cost: There is no fee for attending this course.

Organising Against Institutional Racism in the Public Sector

2 & 3 December 

Code: 703




This two day course will equip branch activists with the knowledge, skills and confidence to develop organising policies and strategies to ensure that Public Sector employers comply with the requirements of the Race Relations (Amendments) Act and take vigorous steps to eliminate institutional racism.  

The course will cover the definition of institutional racism; the legislation and the obligations on employers to take measures to eliminate institutional racism. It will review the current policies of employers and identify where they need to be strengthened; and it will consider how branches can positively intervene in the elimination of race discrimination with the development of policies and organising strategies.

Non-residential

Cost: There is no fee for attending this course.

Dealing with a Disciplinary Case

7 & 8 December 

Code: 704

A two day course based on considering alternative approaches for dealing with a disciplinary case.  The course is based on following a case portrayed on video and responding as the case unfolds.  Ideal for stewards who want to improve their skills and techniques, and for ERA certified representatives’ refresher training.

It is advisable that new representative attend the Handling Grievances and Disciplinary Cases course before this one.

Non-residential

Cost: There is no fee for attending this course
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Name:





Male/Female


Address: 





Contact Phone No:

Postcode:





Email Address:


Membership No:






Course Title:

Course Code:




Dates:

Venue:

Branch:





Position Held:

Employer:

Workplace:





Job:

Please describe your ethnicity/race/national origin:

Black African

Bangladeshi

Irish

Black Caribbean
Chinese

White

Black Other

Indian 


Other (Please state) 

Pakistani

__________

Please give details of any access or dietary needs you have

(e.g. large print, dyslexic, hearing loop)

I have informed my Branch Secretary that I have applied for the course.  I am starting to make arrangements for time off to attend.

Signed:






Date:

This form needs to be signed by your Branch Secretary or Branch Education Officer.

Branch Signature or stamp:








Date:

Name:





Male/Female


Address: 





Contact Phone No:

Postcode:





Email Address:


Membership No:






Course Title:

Course Code:




Dates:

Venue:

Branch:





Position Held:

Employer:

Workplace:





Job:

Please describe your ethnicity/race/national origin
Black African

Bangladeshi

Irish

Black Caribbean 
Chinese

White


Black Other

Indian 


Other (Please state)

Pakistani

__________

Please give details of any access or dietary needs you have

(e.g. vegetarian/vegan, large print, dyslexic, hearing loop)

No member should be deterred from applying for a course because of individual needs.  Please tick the appropriate box if you require either of the following:
Accommodation



Allowances for childcare


   No Accommodation


Or for dependent relatives







Crèche

or at home

I have informed my Branch Secretary that I have applied for the course.  I am starting to make arrangements for time off to attend.

Signed:






Date:

This form needs to be signed by your Branch Secretary or Branch Education Officer.

Branch Signature or stamp:



Date:
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