UNISON SCOTLAND
PROCEDURE FOR RUNNING A TRAINING COURSE AT BRANCH LEVEL

FEBRUARY 2023
This is an updated procedure note for Branches wishing to run a 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 should be used 

· Appropriately trained lay tutors/staff members should deliver
· Minimum numbers for courses agreed = 6 
· The register should be kept and returned, in a timely manner, to the Activist Education Unit to ensure records are updated.  Delegate Membership Numbers must be included on course registers.
N.B. Branches should be aware that certain courses require stewards to have completed earlier stages of training before they can attend.  Details can be found in the Education Programme.  In particular ERA re-accreditation courses which are for trained stewards whose accreditation is expiring after 5 years.  If you are unsure of eligibility please contact the Activist Education Unit.

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

PROCEDURE

The course organiser (branch officer/staff member etc) is responsible for booking an appropriate venue and catering (bearing in mind access requirements, IT needs, dietary etc).

The course organiser should complete the attached request form for course materials and return to the Activist Education Unit at least 28 days before the course. The Unit will then arrange delivery of course packs.

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 venues etc.
Branches are responsible for all costs including tutor expenses/fees as appropriate.  
A  flat rate fee to cover all materials and postage for in-person branch courses of £50 is payable.
Http://sp.reg.unison.org.uk/scot/Learn _Organising/Education Procedures  Guidance/Procedure - Protocol for Branch Courses.doc

