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XX Date XX
Dear Colleague

I am writing to you to confirm the details for the following course:

Course:
Union Learning Representatives – Stages 1 & 2

Date:
XX Date of course XXXX
Venue: 
New Prospect House 
8 Leake Street
LONDON 
SE1 7NN
Tel: 
020 7902 6600
This is course will run from 10:30 until 17:00 on XX Date- Day 1 XX and from 09:15 until 16:00 on XX Date- Day 2 XX
Further details on the venue and how to get there can be found at: http://prospect.org.uk/contact/hq
Accommodation Arrangements

This is a two-day course, and as such accommodation has been pre-booked and paid for all course delegates for the night of XX Date- Day 1 XX. If you do not require accommodation or require accommodation for additional nights due to travelling please email learning.services@prospect.org.uk as soon as possible and we will endeavour to arrange this for you.

The accommodation for this course is:

 XX  Hotel address XX
Further details about the hotel can be obtained at: 
XX Insert link to hotel and any special instructions XX

Pre-Course Activity

A letter welcoming you onto the ULR training and a pre-course activity is located toward the end of this document, please complete the activity and bring your findings along to the course.
Union Learning Representatives – Stage 3

As you may, or may not be aware there is a Stage 3 follow up to this course, which you will need to complete to become an accredited ULR. This course is being held on XX Date 3 XX, also at New Prospect House. If you are yet to apply and are interested in attending please speak to the tutors on the course. We would appreciate it if you could let us know as soon as possible if you are able/unable to attend.

Expenses


Please refer to our earlier correspondence for the standard arrangements on expenses and come prepared with your bank account details as expenses will be paid direct after the course. Please remember we need to have receipts for travel and subsistence, including taxi fares, over £4.99 If you still have any queries please email learning.services@prospect.org.uk
Special Requirements

If you have a disability or any dietary requirements (including allergies) that need to be taken into account, and have not yet advised us, please email learning.services@prospect.org.uk 

Dress Code

We do not have a dress code for those attending our courses – please wear what you feel comfortable in without causing offence to anyone else!
Unable To Attend?

We understand that circumstances change and if you are now unable to attend this course, for any reason please let Learning Services know by emailing learning.services@prospect.org.uk as soon as possible so that we can offer your place to another delegate and/or avoid unnecessary charges. 

If you do not attend and do not inform us before hand your Full-Time Officer will be informed and you may be blocked from attending a Prospect course in the future. 
And Finally…

If you have any questions please do not hesitate to email learning.services@prospect.org.uk or call 020 7902 6628

We look forward to seeing you on the course.

Yours sincerely

rodney wheeler

Learning Services Co-ordinator
Union Learning Representatives (ULR) TRAINING

COURSE Programme 

Stage 1 & 2 ULR course

Aims:

* Understand the legal and democratic elements of the role
* Understand the role of a ULR
* Consider the concept of learning styles and the validation of skills
* Consider how best to work collaboratively with stakeholders, including the employer and other unions, to open up learning opportunities for all
* Explore some of the tools, techniques and resources available
* Understand more about the Government’s skills and education agenda 
* Consider the framework for meeting members and providing advice and guidance through signposting

PRe- COURSE work
Employers have a key role in providing training, learning and development opportunities for the workforce. Find out about what your employer offers and to whom. 

Contact your Human Resources or Training and Development Department, explain that you are currently studying to be become a ULR and as part of your research wish to know more about training and development opportunities at work.

· Some questions you may pose are:

· Does the organisation have a training and development policy? If so, please obtain a copy and bring it along to the course
· How does the organisation identify skills training needs?

· What training systems or courses are on offer?

· Do the courses lead to qualifications?

· Who is responsible for staff development and learning opportunities?

Record your findings here. These will be discussed as a group on the course.
………………………………………………………………………………………………………………………………………………
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Based on your research what are the key issues and opportunities which you may encounter in your role as a ULR?
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Dear Colleague

CONFIRMATION ONTO PROSPECT ULR TRAINING PROGRAMME

I am pleased to confirm you onto the forthcoming ULR Prospect Union Learning Representative training programme. Please ensure that your branch secretary is aware of your new role, as they will be responsible for informing your employer.

As a ULR you have special legal rights that include paid time off to attend relevant training and to undertake your duties.  These rights are enforceable through the revised ACAS Code of Practice on Rights to Time Off for Union Representatives, which came into effect in April 2003.  

In addition to the initial 3 day training programme, Prospect organises regular training/workshops and an annual CPD conference for ULRs.  Please ensure you keep abreast of local and national initiatives and activities.

If you have not already indicated your agreement to join the Prospect ULR network and would like to do so, please contact Rodney Wheeler on 020 7902 6628 or email him on rodney.wheeler@prospect.org.uk.   
Being a member of the ULR network means you will receive, or be notified of ULR activities and events organised or developed by Prospect or Unionlearn. For further information on learning opportunities and support for ULRs visit www. Prospect.org.uk/education/learningandulrs or www.unionlearn.org.uk.

If you should have any queries or questions about being a ULR, please do not hesitate to contact, in the first instance your Branch Secretary or Full-Time Officer. Alternatively, contact Rachel Bennett, Prospect Learning Services Officer, based at Prospect HQ, on 0207 902 6687 or rachel.bennett@prospect.org.uk.

I hope you enjoy carrying out this vital representative role.

Yours sincerely
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Paul Noon

General Secretary 
28 September 2011
Prospect, New Prospect House, 8 Leake Street, London SE1 7NN
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