UNISON SCOTLAND
PROCEDURE FOR RUNNING AN ONLINE TRAINING COURSE AT BRANCH LEVEL

FEBRUARY 2023
This is an updated procedure note for Branches wishing to run an online course at local level. In the first instance, Branches should discuss training needs with the Regional Organiser (RO)/Area Organiser (AO)/Local Organiser (LO) to identify the best way of delivering. If there are any queries about what is required the RO/AO/LO should discuss with the RO (Education).

If a Branch decides to run a course locally, the following principles should apply: 

· National standard materials must be used 
· Courses should not run for more than 3.5 hours in any day
· Appropriately trained lay tutors/staff members should deliver (Zoom licences will be issued as required)
· The register should be kept and returned, in a timely manner, to the Activist Education Team to ensure records are updated.  Delegate Membership Numbers must be included on course registers.
N.B. Branches should be aware that the ERA Refresher course requires stewards to have completed earlier stages of training before they can attend.  This course is for trained stewards whose accreditation is expiring after 5 years.  If you are unsure of eligibility please contact the Activist Education Team.

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

PROCEDURE

The course organiser should notify the Activist Education Team of their intention to run a course at least one month in advance by completing and returning the attached request form.
At least 14 days before the course delegate details (name and membership number) should be submitted to the Activist Education Team.  It should be ensured that delegate details are correct on RMS/WARMS/Merlin (name, address and email).   
The Team will arrange delivery of course packs to delegates and tutors.  They will provide the course organiser with the course Zoom link, register, tutor course report and course evaluation form.  It will be the Branch’s responsibility to administer delegate joining instructions including the course Zoom link and evaluation form.
If a Branch does not have an appropriately trained tutor available they should, in good time, ask the Region to allocate one – indicating the nature of the course, the dates and times etc.

Branches are responsible for all costs including tutor expenses/fees as appropriate.  A fee of £15.00 per session per delegate will be charged to branches to cover running costs.
UNISON Organising Stewards’ course
This course will accredit members to become UNISON stewards.
This is the UNISON Organising Stewards course which has been adapted for online use.
Delivered in 6 half day modules, with each module running for 3.5 hours (including time for one break each session).
UNISON ERA Refresher course
This course will offer reaccreditation of existing UNISON representatives.
This is the UNISON ERA Refresher course which has been adapted for online use.
Delivered in 2 half day modules, with each module running for 3.5 hours (including time for one break each session).
Organising for Health and Safety course
This course will offer full training to allow members to become UNISON Health and Safety representatives.
This is the UNISON Organising for Health and Safety course which has been adapted for online use.
Delivered in 4 half day modules, with each module running for 3.5 hours (including time for one break each session).
http://sp.reg.unison.org.uk/Scot/Learn _Organising/Education Procedures  Guidance/Procedure - Protocol for Branch Courses (Online).doc

