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UNION LEARNING REPS
TRAINING




Contents

· Introductions 
· Session 1: Union Learning Reps – Legal & Democratic Framework
· Session 2: Role of a Union Learning Rep 
· Session 3: Working with members – Tools & Techniques	
· Session 4: The Learning and Skills Environment
· Session 5: Meeting the member and Information, Advice and Guidance (IAG) 
· Activity Answers
· Post Course work based activity
· Useful Resources
· Data Protection & Social Media Guidance



Course Timetable

Day 1

10:30		Welcome, introductions and aims

11:00		Legal & Democratic Frameworks 
12.00         Role of a Union Learning Rep
12:30		Lunch		
13:15		Role of a Union Learning Rep (continued)
14:45		Tea/Coffee
15.00		Working with members
17:00		Close day 1

Day 2
09:15		Recap  
09:30		The Learning and Skills Environment
11.00		Tea/Coffee
11:15		The Learning and Skills Environment (continued)
12:30		Lunch
13:15		Meeting the Member and IAG
14:45		Tea/Coffee & Role Play
15:40		Allocation of post-course work based activity
16:00		Close day 2 





Dictionary
During the next two days you will hear lots of acronyms, abbreviations and terminology used in the learning and skills arena. A glossary of terms can be found in the Working for Learners handbook (Section 7) however you may wish to record some here:




Action Plan
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INTRODUCTIONS


Introduction Activity:
ACTIVITY

Tutor will split you into pairs.

You need to draw around the outline of your hand on the paper provided and at the top of the page put the following information:-
· Your name
· Which company you work for
· Current work role
· Current union role 
· What do you want from the course

On the picture you have drawn put in the following information on:
Thumb – Something you do well
1st finger – Something that makes you stand out from the crowd
Middle finger – Pet peeve/something that frustrates you
Ring finger – Something you are passionate about or committed to
Little finger – A little known fact 

Tutor will ask you to introduce your 'partner' to the rest of the course.

Please complete this form for the person you introduce, not on yourself.

Name:
Company:
Work role:
Union role:
What does the person you are introducing want from the course: -





Interesting fact from the person:
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SESSION 1:

UNION LEARNING REPS LEGAL & DEMOCRATIC FRAMEWORK

LEGAL RIGHTS

Under the Employment Relation Act (2002) ULRs were given the right to paid time off to carry out their duties. Statutory rights for ULRs apply in all UK workplaces where independent trade unions are recognised by their employers for collective bargaining purposes, including small companies.

The ACAS “Code of Practice on Time Off for Union Duties and Activities” was amended in April 2003 to incorporate the rights of ULRs, thus giving practical effect to the legislation.

Provisions that the union needs to follow include:

•	Informing the employer in writing of the name of the appointed ULR
•	Ensuring that the ULR is sufficiently trained to carry out his/her duties either at the time of the notice or within six months
•	Informing the employer of the training undergone or to be undertaken
•	Training of ULRs

Once notified, employers are obliged to recognise the ULR by providing reasonable time off to carry out their duties, including initial and further training.


REASONABLE TIME OFF 

The amount and frequency of the time off has to be reasonable in all circumstances. For example, when a ULR arranges to have a meeting with members it must be at a time which does not undermine the safety or security of other workers. The statutory provisions apply to all employers without exception as to size or business.   

Equally, employers are expected to be reasonable and ensure that ULRs are able to engage with hard to reach groups such as shift workers, part-time staff, workers employed at dispersed locations and workers with domestic commitments.

Part-time workers who train as ULRs are entitled to be paid for this time where full-time staff would be entitled to payment.


FACILITIES 

Employers should, where resources permit, make available facilities necessary for ULRs to perform their duties and communicate with members, fellow representatives and full-time officers. These facilities can include accommodation for meetings or interviews, noticeboards, use of telephone and electronic access such as the internet and email.

NOTICE

ULRs should provide management with as much notice and information as possible when time off is required. 

MEMBERS RIGHTS

Union members needing to access their ULR have the right to do so during work time – but the employer does not have to pay them during this time.

RIGHT TO REQUEST TIME OFF

From 6 April 2010, People who work in organisations with 250 or more employees, have the new right to ask for time away from work to undertake training that they believe will improve their performance and be beneficial to the business. This statutory (legal) right is known as 'time to train'.

To make a statutory request for 'time to train' staff must:
· be an employee
· have worked for the employer continuously for at least 26 weeks before applying

This legal right is currently under review.

Other criteria applies see www.direct.gov.uk/timetotrain

BRANCH RULES

Union Learning Representatives

The branch will seek to appoint Union Learning Representatives (ULRs), as appropriate, whose duties shall be to:

· Promote training and development, both work and non-work related, in the workplace by providing advice and information on learning initiatives
· Support members who want to review and broaden their portfolio of skills
· Help to identify sources of training or learning provision
· Act as a confidential sounding board for individuals on development issues, referring them to local branch representatives for advice as needed
· Work in partnership with the employer to meet the skills and learning needs of individuals and the organisation
· Give feedback on members’ views and experience of learning at work to the branch and the employer
· Raise the profile of training and development on the bargaining agenda
· Participate in Prospect’s ULR network

The Branch Executive Committee (BEC) may also wish to consider appointment of a ULR co-ordinator to:

· Liaise with all ULRs in the branch and ensure that their work is integrated into branch business
· Co-ordinate activities across multiple sites
· Communicate to the Branch Executive Committee learning and development issues arising in the branch
· Ensure that such issues are raised with the employer

Union co-operation

To work effectively as a ULR it is essential there is recognition that the role is part of the branch offer and service. As such it is vital that ULRs work collaboratively with the branch and ensure that the branch rules are amended to include the role. 

Roles you can play in Prospect and type of activity involved

	Local Rep
Eg Branch Committee member, building/floor contact
	Talks to colleagues about union and advocates joining 
Eyes and ears for the union
Books rooms for meetings
Contact for gaining site access(for organisers etc)
Refreshes union notice board
Puts literature on desks/in breakout areas


	Organising for the union
Eg building/floor contact, branch secretary, newsletter editor, membership secretary, branch organiser
	Cascades emails to members 
Fields basic queries
Local contact known to members 
Produces and distributes local publicity
Organises local meetings and events 
Inputs members’ feedback into union
Encourages others to join Prospect/get involved

	Specialist Rep
Eg union safety rep, union learning rep, pensions champion, environment rep, international development advocate, equality officer
	Specialist ‘eyes & ears’ role 
Likely to report back on IR processes to members
May advise members but not represent
Influences union’s negotiators with members’ views
Will be Branch Committee member or specialist network eg Young Professionals.
Organises local meetings and events 
Advocates union membership to non-members

	Local voice for the union
Eg Branch Secretary, Principal Officer, Case Handler

	Participates in union negotiations directly involved in setting and taking forward IR priorities
Will report back to members
May handle personal cases including representation
May act as mentor/coach for less experienced reps
Likely to take on an elected role e.g. conference delegate
Advocates membership to non-members

	National voice for the union
NEC member, Sector Executive, SOC
	Official/elected role 
May act as union representative on external body 
Advocates membership to non-members



These roles are not mutually exclusive – many reps mix and match what they do.Your role in Decision Making and Setting Policy in Prospect
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EXAMPLE OF A MODEL BRANCH


· A team of Reps (Industrial Relations, Health and Safety, Equality, Union Learning Rep etc.) who meet on a regular basis within an agreed democratic process and framework
· Have a high profile within the workplace
· Regularly carries out workplace mapping to establish recruitment opportunities; has a strategy to recruit new members
· High workplace membership density
· In touch with and regularly engages with membership, through effective and timely communication
· Participates in the wider union agenda
· Meets regularly with the employer, representing members issues
· Has case handlers who deal with individual representation
· Works closely with Prospect’s Negotiations Officer and Organiser

THE ROLE OF THE UNIONS 

Prospect delivers its own ULR training programme, specifically geared to meeting the needs of professional and specialist members.  

The union also organises:

· An annual ULR conference to consider emerging lifelong learning/workforce issues and ULR good practice.
· Membership of a ULR network. This includes a regular ULR newsletter and information updates, plus an opportunity to participate and network with other ULR colleagues in Prospect and across the Union movement.
· Regular workshops throughout the year to update ULRs on topical issues, such as funding or Government initiatives.

Prospect aims to encourage all ULRs to work with their local committees and branches. By integrating in this way, ULRs can enhance their role and raise the profile of training and development on the bargaining agenda. Support and guidance will also be available from your Prospect full-time officer and organiser.

In addition there is a dedicated section on the Prospect website for ULRs, providing information and advice, a range of downloadable item such as leaflets, posters, fact cards and reports.  
http://www.prospect.org.uk/education/learningandulrs/index

FROM THE TUC - UNIONLEARN

Prospect also works closely with the regional Unionlearn teams who provide access to:

•	Regional and national networks and events
•	Copies of the ‘Learning Rep’ magazine
•	Regular information on learning initiatives and funding
•	Opportunity to undertake further CPD training

Visit www.unionlearn.org.uk for more information












EXAMPLE - MODEL LEARNING AGREEMENT (Detailed)

Contents

1.	Joint statement on learning
2.	Responsibilities
3.	Scope of the agreement
4.	Joint learning committee
5.	Role of union learning representatives
6.	Facilities for learning representatives
7.	Access to learning for employees
8.	Equality of access


Joint statement on learning

The importance of learning in the civil and public services

The employer and XX welcome the commitment of the Government in the White Papers “21st Century Skills” and “Skills: Getting on business, getting on at work” to investing in the skills levels of the workforce as a whole and among their own employees. The White Papers recognize the contribution of union learning representatives in increasing engagement in learning and in developing a workplace learning culture.  The Government is committed to leading by example. It recognizes the key role that learning representatives in the civil service can play in helping Government departments and agencies meet the objectives of the White Papers and their own Skills Development Plan. 

The employer and XXX will cooperate in implementing government policy on lifelong learning and learning representatives and recognize that ULRs are essential in fulfilling this policy.

This Learning Agreement is a way for employer and XXX to cooperate to meet the Government’s desire to invest in the skills of its employees and to meet the objectives of the Workforce Development Plans. 

The importance of learning to the employer, union and individual

The employer and XXX recognize the benefits for the employer, the individual and the union that comes from lifelong learning.

The employer and XXX are committed to working together to promote and support lifelong learning and to ensure fair and equal access to learning opportunities inside and outside the workplace.

Both parties will encourage staff to take up learning activities and share responsibility for developing and maintaining a learning culture within the organisation. Both parties will work to build upon Departmental and Governmental learning initiatives.

The employer recognizes that union learning representatives are essential to developing the learning culture in the workplace. 

1.	Responsibilities

Joint responsibilities

Under this agreement the employer and XXX will work together to encourage and support wider learning – longer-term staff development, not necessarily related to business goals, higher skills level development, learning for personal fulfilment and in retirement.

This joint working will be put into effect largely through the union developing a network of union learning representatives and through the arrangements made for consultation and collective bargaining on learning. (see section 4 below). 

The employer’s responsibilities

The employer is responsible for training and learning in support of the organisation’s business delivery objectives.  Need and support for such training and learning will be identified and delivered and resourced through the personal Development Review process.  Such needs may also be identified through surveys and interviews conducted through union learning representatives.  

The employer will consult the union on this training and learning through the appropriate channels (see section 4 below).

The employer recognizes its responsibility to encourage and support wider learning that will in the long term benefit the organisation as well as the individual.

Managers and supervisors have a key responsibility for the training and development of the staff reporting to them. The employer will ensure that managers and supervisors are made aware of these responsibilities and of the provisions of this Learning Agreement. 



Union responsibilities

Unions will develop and support a network of union learning representatives, co-ordinated at branch and group level. The union will fulfil its requirements on the appointment and training of learning representatives (see below). 

The union will seek to make sure that the work of union learning representatives will be complementary to the work of the employer’s training and development team and will seek to avoid any duplication or confusion of roles.

The union learning representatives will help arrange learning opportunities for staff arising from their identification of staff’s learning needs. This may include Skills for Life, ICT skills, professional skill development, learning for personal development or retirement.

XXX has a particular interest in the wider learning agenda and the longer-term personal development of staff. 

2.	Scope of the agreement

Coverage

This agreement covers all employees of the organisation.

Relationship to Employment Act 2002 and ACAS Code of Practice

Nothing in this agreement can take away or detract from the rights of learning representatives under the Employment Act 2002 and the ACAS Code of Practice 3: Time off for trade union duties and activities including guidance on time off for union learning representatives. Nor does this agreement prevent the union from seeking remedy through Employment Tribunal applications where it is believed that the employer is in breach of the Code of Practice. 

Relationship to existing agreements and procedures

The employer undertakes to ensure that this agreement will not be used as an alternative to collective bargaining with the Unions and agrees to maintain and use existing negotiating procedures and arrangements other than those specified in this agreement. 

The employer and trade union agree that all individual grievances arising from learning initiatives shall be subject to the existing grievance procedures. 

The employer and trade union agree that any learning needs analysis carried out by union learning representatives will be solely for learning and educational purposes. The analysis will not be used in relation to other issues such as pay, performance appraisal, redundancy, disciplinary procedures etc. 

Union structures on learning

The employer recognizes the necessity for union to have an effective structure to support their members’ learning. The employer therefore recognizes not only the role of union learning representatives, but also recognizes the importance of the role of Branch and Group Learning Co-ordinators or Champions, who will take lead responsibility on learning with the branch and group. 

Changes to the agreement 

Any changes to this agreement deemed necessary may be made through the normal joint consultative arrangements that exist between the employer and union.  A minimum of three months’ notice will be given for proposed changes to this agreement, unless both parties agree to a lesser notice period. 

3.	Consultation and Negotiation on Learning

The union and employer will agree clear arrangements for consultation and consultative and collective bargaining on learning. This may involve using existing machinery such as Whitley Committees or it may involve the creation of Joint Learning Committees.


In addition there may be a need for local steering groups or joint committees to deal with particular projects, for instance implementing the professional skills for government programme.



4.	Role of Union Learning Representatives

The employer recognizes the value of union learning reps in encouraging and supporting learning and in creating a learning culture within the organisation. 

Functions of a Union Learning Rep

The employer recognizes and supports the role and functions of union learning reps as spelt out in the ACAS Code of Practice:

•	Analysing learning or training needs
•	Providing information or advice about learning or training matters
•	Arranging learning or training
•	Promoting the value of learning or training
•	Consulting the employer about carrying out such activities
•	Preparation to carry out any of the above activities
•	Undergoing relevant training

In addition union learning reps will be required to provide information and statistics to the union on a regular basis for the purpose of collating and identifying centrally key themes and trends of ULR work and future ULR development needs.

It is recognized that roles and responsibilities will vary, but will include one or more of these functions. From time to time, learning representatives may need to carry out other functions; in such cases this will be a matter for the Joint Learning Committee to consider.


5.	Facilities for Learning Representatives

Time off with pay for union learning representatives

The employer will give reasonable time off with pay to union learning representatives in relation to these duties, provided that the union has given the employer notice in writing that the employee is a learning rep and that the training condition (see below) is met.

Any such time off is additional to any arrangements for time off with pay for other union duties or other union positions held.

There is no statutory limitation on time spent by learning representatives. 


If employers refuse reasonable time off, individual learning representatives may wish to have recourse to an Employment Tribunal. In order to avoid the necessity for such action, the employer and union will agree an arrangement for time off for learning reps. This arrangement will recognize the following principles:

•	There should be at least one learning representative for each office or site
•	Larger offices will require more than one learning representative.
•	Learning representatives work at different levels – local learning reps, branch learning coordinators/champions and group learning coordinators. The time off they require will reflect their responsibility and the volume of the work 
•	There may be a minimum requirement for learning representatives to carry out their regular duties – such as signposting and administrative work. 
•	Learning reps will require time over and above this for specific projects, activities or events.  This will vary from learning representative to learning representative and will vary over time

Management of time off for union learning representatives

The employer and union will agree a method of evaluating of learning activities. 

Learning representatives will seek to give management as much notice as possible of intended time off on learning activities. To facilitate this ULRs should consider planning regular activities.
 
Other facilities

The employer will provide union learning representatives with the necessary accommodation and equipment/facilities to perform their duties. This will include:

•	Access to a telephone, desk and PC
•	Access to internal and external email
•	Access to the employer’s intranet and the internet 
•	Secure filing facilities
•	Use of a noticeboard 
•	Access to a private room for discussions with staff


Number of union learning representatives

The number of learning representatives will reflect the principle that every member of staff should have access to the services of a learning representative. This means that there should be at least one learning representative per office. Larger offices or sites will require more learning representatives. 

Training of union learning representatives

The union will ensure that learning reps are sufficiently trained to qualify for time off – either at the time that notice is given to the employer or within six months.  In the latter case the union will confirm in writing that the employee will do the relevant course and inform the employer when they have done so. The letter will also confirm that the training is sufficient 

In most cases, the three-day Prospect or five-day PCS or TUC Learning Representative course will be regarded as the appropriate initial training.

It is recognized that learning representatives will need to undertake follow-on training in relation to specific aspects of their role – such as skills for life, information and advice, disability awareness, and supporting learning centres. Time off with pay is appropriate for such training. The need for training will vary with the responsibilities, activities and projects of each learning representative and the circumstances of their office. 

Both union and employer will encourage learning reps to identify and undertake further training and personal development.

Group and Branch Learning Co-ordinators or Champions

Support will be given to the development of a network of union learning coordinators or champions – at branch and group level, as appropriate. These posts will coordinate the work of learning representatives, support them in their role, deal with personal cases related to learning, and liaise with and negotiate with the employer on learning. They will also ensure that the work of the learning representatives fits in with the wider work of the union.

All Branch Learning Coordinators or Champions will sit on their appropriate union executive committee (eg Branch Executive Committee) to ensure that learning activity is closely linked to the work of the union.

These coordinators or champions will require paid time off for training and to fulfil these duties. Where these coordinators hold the role of learning representative, they will in addition require time off with pay for these duties in accordance with previous paragraphs. The total amount of time off with pay should reflect the importance of their role for both the trade union and the employer and the volume of work that they undertake. 

6.	Access to Learning for Employees

Commitment to Lifelong Learning

The employer and the union agree to encourage and support staff to participate in learning, whether provided by the employer, the union, local providers, or via the Internet or CD Rom. The Joint Learning Committee will work to identify broader learning and training needs.

Time off for members to have access to learning representatives

Each member of staff will be given reasonable time off with pay each year to meet learning representatives. This will include time for undertaking a learning needs analysis as well as subsequent meetings for information and advice on learning.  This is in addition to any time off with pay granted to staff to undergo training and learning opportunities

Promotional events

Staff will be encouraged, and be given paid time off, to attend occasional events promoting learning such as “learning at work day” events, LSC and TUC events and taster learning sessions. This is in addition to any time off with pay granted to staff to undergo training and learning opportunities

Learning Opportunities

Staff will be encouraged to participate in all forms of learning including:

•	Training and development provided by the employer
•	Learning opportunities provided by local colleges
•	Online and distance learning 
•	Learning opportunities provided by their Trade Union 

Particular support will be given to learning representatives to:

•	Arrange on-site learning sessions with local colleges
•	Set up on-site learning centres with access to learndirect through the trade union hub
•	Arrange on-site skills for life screening and assessment and, where appropriate, on-site learning opportunities

The Employer will allocate and fund appropriate resources (venues, access to computers and the internet etc.) to these activities.


Time off and other support for learning
	
The employer will provide full support (time off, fees etc.) for job specific training. Staff should use the existing process/forum to identify and apply for support for such learning. Learning representatives may also help staff identify such learning needs. 

Employers will also provide support for wider learning that benefits both the individual and the organization by providing reasonable facilities, and time off with pay. Union learning representatives have a key role in helping members identify these learning needs

Learning priorities

Unions may, from time to time, agree with Employer to give particular emphasis to the following areas of learning and to provide support for staff in these areas.

Skills for life

The Employer recognizes the valuable role trade unions can play in encouraging staff to undergo skills for life screening and take up skills for life learning opportunities.  The Employer will support the union in arranging skills for life screening and assessment sessions for staff in a friendly and confidential environment. Staff will be given encouragement and time off with pay to undergo this screening and assessment.  Staff will also be given time off with pay to undertake learning to meet any skills for life needs identified. Should members of staff not wish to bring skills for life needs to the attention of their manager, the learning representative can refer them to outside bodies such as a local college.

Information and Communications Technology 

The Employer and trade unions recognize the need to raise the level of ICT skills in the organisation – for the immediate and longer term needs of the organisation and for the personal development of the employees.  The Employer and unions will work together to provide access to ICT learning leading to recognized qualifications – for example, through the development of on-site learning centres and learndirect, and through arrangements with local colleges for on-site training sessions. Staff will be encouraged and given paid time off to undertake ICT training and obtain qualifications.
 


7.	Equality of access

The employer and union will ensure that training and development will be provided to all employees.

The employer will work to tackle barriers to learning and ensure that all staff can access learning, which meets their needs and the needs of the organisation. The Employer will work with union to help identify and address barriers to equality in access to learning including access, and flexibility in learning materials and delivery.

Although participation in learning by employees will be on a voluntary basis, the unions and employers will encourage staff to fully participate in all learning initiatives and opportunities. 




















EXAMPLE - MODEL LEARNING AGREEMENT (SIMPLE)

Introduction

This agreement aims to:

•	Build a partnership in XXX region with Prospect, the union (the main “partners” to the agreement).
•	Encourage XX staff within the region to participate in Life Long Learning.
•	Provide access to Life Long Learning.
•	Establish a learning culture within XXX.
•	Work with Prospect to ensure the partnership is a success.
•	Support the development of a cadre of Union Learning Representatives (ULRs).

Framework

The XXX and the Prospect XXX Branch recognise the importance of lifelong learning for the development of the organisation and for the personal and career development of their people.  Lifelong learning is about learning new skills, which could be job related or a completely new challenge, which in the longer term will give individuals’ confidence and skills to be more adaptable to change.   The ever-changing nature of the workplace means individuals need to update existing skills and learn new skills on an ongoing basis.

XXX and Prospect therefore agree the following steps:

•	To work together to encourage lifelong learning amongst their people.
•	The XXX will encourage and support the development and activity of Prospect ULRs.
•	XX people will be given an entitlement of XXX per week/month cumulative to be used for lifelong learning beneficial to the organisation. 
•	Prospect ULRs and XX training and development staff/advisors will encourage people to take advantage of the wide range of learning opportunities available through the XXX’s own training and development programme, Prospect Learning Services and through online (e-learning) and distance learning and the programmes on offer through local colleges and universities.


Scope of the Agreement

This agreement covers regular staff in xx region of XXX

The employer will undertake to ensure that this agreement will not be used as an alternative to collective bargaining with the Union and agrees to maintain and use existing negotiating procedures and arrangements other than those specified in this agreement.

The partners agree that all individual grievances arising from any educational or learning/skill initiative shall be subject to the existing grievance procedures.

The partners agree to work together on any employer training groups responsible for introducing, implementing and monitoring learning initiatives and strategy.

To include:

•	Identification and monitoring of the provisions available.
•	The partners agree that any learning needs analysis is undertaken with the full co-operation of all partners, and that any such analysis will be solely for the learning and educational purposes.  The analysis will not be used in relation to other issues such as pay, performance appraisal, redundancy, disciplinary etc.
•	The partners commit to regularly updating the learning needs analysis of participants in any learning programme.
•	Where the appointed ULR is unable to attend a meeting an appropriate (ULR) deputy may be nominated.
•	The partners agree to ensure that all sectors of the workplace are represented 
•	The partners will have the responsibility of disseminating all information on matter relating to learning in the workplace and will ensure that all staff are made aware of the learning opportunities available and the work of the committee 
•	The group will meet quarterly and progress issues between meetings through email, phone calls and personal contact, whichever is most appropriate, to carry out the tasks as identified by this partnership agreement.


Equal Opportunities, Equal Access

The partners recognise the importance of equal opportunities and equal access to enhance skill levels in order to meet both the business objectives of the employer as well as the individual learning and career development need of the staff.

The partners will ensure that training and development will be provided to all the staff and:

•	when any learning takes place the specific needs of specific individuals are taken into account. 
•	ensure that ULRs are given the opportunity to take suitable initial and on-going training to enable them to offer support, advice and guidance to their members and work with XX to introduce a learning culture into the workplace. 
•	subject to operational requirements, ULRs will be entitled to X day a week/month (on a rota basis) to undertake the role and duties. This will be reviewed on a bi-annual basis.

Initially there were be X trained ULRs.  This number will be reviewed and recommendations made on a regular basis. Future ULRs will be elected in the same way as Health & Safety Reps.

This agreement will be reviewed in 12 months’ time in light of good practice and organisational and legislative developments.



Further examples of Learning Agreements can be found on the Prospect website:


http://www.prospect.org.uk/education/learningandulrs/ulr_resources

or via Unionlearn

http://www.unionlearn.org.uk/agreements/index.cfm









ACTIVITY
ACTIVITY

As part of your pre-course work you were tasked with researching the following:

•	Does your 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?

As a group discuss and record on flip chart paper your key findings.

Time to complete 20 minutes
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SESSION 2:

THE ROLE OF THE UNION LEARNING REP





ACTIVITY- What is learning?ACTIVITY


List as many types of learning as you can below:














































Lifelong learning is defined as all post 16 learning and can be both formal (with a qualification at the end of it) and informal.

Informal adult and community learning (IACL) is learning for its intrinsic value, not necessarily involving assessment or leading to a qualification. It can make a huge contribution to the well-being of individuals and brings people together across communities.

Learning which starts off informally, or on a small scale, may lead to other things. Many learners have taken up a new leisure interest or started to learn a new skill in an informal way and have ended up using that skill at work, to start their own business or move into a new career. 

IACL takes place in many different settings, covers many different topics and can develop many different skills.

ULRs can encourage members to become involved in informal learning either at the workplace, at home or in the community.


































THE ROLE OF THE ULR

As mentioned the ULR is a type of union activist, trained to identify members’ learning needs and aspirations and to advise them about opportunities. Wherever possible, this role should be carried out in partnership with the employer, demonstrating that the ULR can complement and add value to employers’ efforts to engage workers in learning. For example, effective working relationships with the employer’s human resource and training and development teams linking in with the business needs of the organisation will enable successful joint working arrangements and the avoidance of overlap of responsibilities. 

The key functions undertaken by ULRs are set out in the Employment Act 2002 include:

· Analysing learning or training needs
· Providing information and advice about learning or training matters
· Arranging learning or training
· Promoting the value of learning or training
· Consulting the employer about carrying on any of these activities for trade union members.

These rights include reasonable paid time off for carrying out any of the above activities on behalf of their colleagues and for doing their own training as learning reps.

In practice, the roles and responsibilities of ULRs will vary by union and workplace but will include one or more of these functions. In line with Government priorities, the role of the ULR is often associated with encouraging specific target groups (E.g. low skilled workers) to engage in training.  However, there is recognition, notably in a recent Skills Strategy White Paper, that the ULRs also have a role in supporting members with higher skills levels and encouraging continuous professional development.

Prospect has drafted a ULR job description to enable representatives and employers to understand the commitment and opportunities this role provides. 
[bookmark: _Toc106520493]
ULR MODEL JOB DESCRIPTION

Union Learning Representatives (ULRs) in Prospect will:

· Raise the profile and promote the value of training and development in the workplace by providing information and advice about a range of learning initiatives, both work and non-work related. 
· Encourage and support members seeking to review and broaden their current portfolio of skills e.g. by helping individuals to analyse their learning or training needs.
· Help in identifying appropriate training or learning provision e.g. by signposting individuals to appropriate sources of advice and guidance.
· Act as a confidential sounding board for individuals on development issues, referring them to local Branch / Section representatives for further advice as appropriate.
· Work in partnership with the employer to meet individual and organisational learning and skill needs e.g. by ensuring effective communication of all existing training and learning initiatives and equal access to them, and identifying and responding to emerging needs. Also to give feedback on members’ views and experiences of learning provision.   
· Raise awareness of learning and training issues in the Branch/Section, including by acting as a link between members and the union about learning interests and needs. Raise the profile of training and development on the bargaining agenda. 
· Participate in Prospect’s ULR network.

Your role and work as a ULR will depend on a number of factors such as:

· The number of members you have access to, the jobs they do and where they are based
· Prospect and its policies on learning and skills
· Prospect project activities on learning and development – such as the Union Learning Fund
· Your position in the union and whether you have any other union positions
· Your employer’s arrangements for staff training and workforce development
· Whether there is a learning centre in your workplace or access nearby
· How much time you can give to your ULR work

Working with your Employer: Getting Management buy-in
Most employers recognise that their employees need to have the right skills to respond to changes in the business environment. In many industries and sectors there is also an increasing need to meet legislative requirements, such as health and safety, that require employees to interpret and understand increasingly complex information.

One of the main aims of the ULRs is to provide the vital information, support and encouragement that will enable employees to feel comfortable and confident in acquiring new skills.

Research evidence has shown that ULRs work best in close collaboration with employers. For such partnership working to function effectively, it is important to get the commitment of senior management to supporting ULRs. They need to be able to clearly see the benefits to their organisation of working in partnership with ULRs.

Establishing contact early with your employer will aid this process and can be done as part of your initial fact gathering exercise on learning and development in your workplace and local area. 

A key challenge for a ULR is in promoting the role to not just the employer, but also the union and its members. Inevitably different strategies are required for each organisation, depending for instance on industrial relations and profile of learning in the workplace.
To facilitate this requirement, an outline business case for ULRs has been drafted e.g. benefits for member/employer.
 

[bookmark: _Toc106520494]
BUSINESS CASE FOR ULRs

For Prospect members - potential benefits:

· An additional resource for advice on career / development issues at work e.g. preparing for job evaluation, performance review etc. 
· A stronger / wider focus on training and development issues in the workplace
· A higher profile for training and development on the bargaining agenda 
· Can be work or non-work related
· Opportunity to acquire new skills or brush up
· Convenient, free services
· Confidence building/widening access to training / development opportunities for disadvantaged learners

Our view is that ULRs will be able to operate most effectively where there is support from the employer. 
For employers- potential benefits:
· Promotes a positive attitude to learning for the corporate image
· Can help to deliver local and national T&D business goals and strategies
· Employer and employee needs are enhanced
· Encourages equality of opportunity & team work
· Increases staff engagement, motivation and retention
· Internal wellbeing leads to a more fulfilled workforce (e.g. reduction in sickness levels)
· Employer contribution can be minimal 
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Why Learning is Union Business- play the promo video clip by visiting
http://bit.ly/jA7pnj

This short, sharp, humorous clip can be used in the workplace to encourage others to get involved or increase branch/employer awareness.














[image: ]ACTIVITY
Elevator Speech Challenge
Given your understanding of the role of the ULR, jot down, in your own words, a 20-30 second speech, encapsulating what you believe your role as a ULR will be in the workplace.
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………


Review in light of discussions with colleagues.
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SESSION 3:

WORKING WITH MEMBERS’ TOOLS & TECHNIQUES

 WORKING WITH MEMBERS

A key part of the job of a ULR is to work with members, specifically in relation to getting them involved in learning and development. Some members may be keen to discuss learning opportunities, while others may be reluctant. The role of the ULR is to build up confidence with the membership so that they are comfortable to engage in learning.  The starting point is talking to members and getting their views. Equally important is to respect confidentiality on members’ issues, concerns and/or weaknesses. When talking with a member it may be prudent to take some notes, but always ensure the member is happy for you so do so. You must also ensure that any member data is stored in accordance with the Data Protection Act.






























ACTIVITY
ACTIVITY

Come up with a list of barriers and how you could overcome these.

FOR INDIVIDUAL LEARNERS


	Barrier
	Can be overcome by….

	



	

	



	

	



	

	



	

	



	

	



	

	



	

	



	

	



	








FOR EMPLOYER OR ORGANISATIONAL


	Barrier
	Can be overcome by….

	



	

	



	

	



	

	



	

	



	

	



	

	



	

	



	

	



	











LEARNING STYLES

There has been considerable research undertaken on the concept of learning styles. Famous researchers and social studies commentators include Kolb and more recently, Honey and Mumford.

Kolb suggested that, in learning from experience we follow a systematic four-stage process. The four stages comprising:

Concrete experience (CE):  actually grasping an experience through any or all of the five senses as comprehensively as possible.  This is far more difficult than it might seem.  The difficulty that witnesses have in describing events and individuals is commonplace despite the dramatic impact of the moment.  Could you accurately describe the people around you without looking at them again?  If we fail to grasp comprehensively and fully our experiences we may misunderstand them.  This is particularly dangerous if we allow our perceptual filters to screen out parts of the experience.  Have you ever suffered the difficulty of being misunderstood by someone who appeared to listen to you in a very selective manner.

Reflective Observation (RO):  is the process of internalisation by the learner.  What did the experience mean to me?  Rival sports fans attending the same event might be regarded as sharing a common experience.  Talking to them afterwards often suggests that they were at different events.  Similar experiences have quite different meanings for different individuals.  Different people may attach different weight, different values, different significance to similar experience.

Abstract Conceptualisation (AC):  is the derivation of general rules that describe the experience or the application of known theories to it.  Such rules or applications may not be entirely valid.  The development of scientific thought is replete with examples with theories being replaced by more comprehensive theories – often after periods of personal struggle by the new pioneers as the process of reflective observation reinforces or hinders their drive to achieve a new understanding. 


Active experimentation (CE):  is the construction of ways of modifying the next occurrence of the experience.  This may reflect a determination to try a different line of argument or to behave in a different manner or try a different set of variables. 
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In reality people may not make much use all four stages of this process.  

They may prefer to focus on one or two stages.  The implication of the model, however, is that they may learn little or nothing from their experiences or, which might be worse, they learn incorrectly from their experience.   

Honey and Mumford built upon Kolb’s theory and used slightly different terminology for their 4 main learning styles of:

· Activists (doing)
· Reflector (reviewing)
· Theorist (concluding)
· Pragmatist  (planning)

The key development of Honey and Mumford’s work is that it helps to identify the stage(s) at which your learning is most effective ~ your preferred learning style.

Bear in mind that few people, if any, adopt only one learning style.  Most of us use a mixture but usually have a preference.

The next few activities use the terminology adopted by Honey and Mumford, which now dominates the area of preferred learning styles.
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HONEY & MUMFORD

Below are nine sets of words. Rank the words which best characterise the way in which you try to make sense of what is going on in the world around you. Use a scale of 1, 2, 3, 4.  For each row, score as 4 the word which best characterises your style, 3 as the next best and down to 1 as that which least characterises your style.

You may find it hard to choose between words. There are no right or wrong answers so just choose the one that feels right.


	discriminating
	
	tentative
	
	involved
	
	practical
	

	receptive
	
	relevant
	
	analytical
	
	Impartial
	

	feeling
	
	watching
	
	thinking
	
	Doing
	

	accepting
	
	risk taker
	
	evaluative
	
	aware
	

	intuitive
	
	productive
	
	logical
	
	questioning
	

	abstract
	
	observing
	
	concrete
	
	active
	

	present oriented
	
	reflecting
	
	future oriented
	
	pragmatic
	

	experience
	
	observation
	
	conceptualisation
	
	experimentation
	

	intense
	
	reserved
	
	rational
	
	responsible
	









SCORING INSTRUCTIONS

To score your questionnaire work down column by column.

EXPERIENCE

The ability to fully absorb experiences you meet with:

Add your scores in the first column for rows 

2 +3 + 4 + 5 + 7 + 8


REFLECTION

The ability to fully reflect upon your experiences:

Add your scores in the second column for rows 

1 + 3 + 6 + 7 + 8 + 9


THEORISE

The ability to build general theories from your conclusions:

Add your scores in the third column for rows 

2 + 3 + 4 + 5 + 8 + 9	


EXPERIMENT

The ability to plan your way to experiment to test out your theory:

Add your scores in the fourth column for rows 

1 + 3 + 6 + 7 + 8 + 9	


A score of less than 10 suggests that you do not value that step of the learning cycle very highly. Any imbalance also suggests that you may have some difficulty with the cycle. The key to effective learning is being competent in each phase of the learning cycle when appropriate. The maximum you can score on any phase is 24, the maximum you can score overall is 75. A perfectly balanced maximum score would yield an average of 18.75 points per phase. 


Plot your scores on the diagram shown below to display your preferences and dislikes.  




					EXPERIENCE

					     
24








24

24
EXPERIMENT
REFLECT

 								
									





24



THEORISE


					     


ACTIVITY ACTIVITY


An introduction to learning styles

We all have different styles of learning. Find out which type of learner you are by answering the questions below.

1. You’re at a wedding and other guests start doing a ceilidh, do you:

a) Sit the first dance out while you try to figure out the different patterns are formed by partners weaving in and out
b) May join in after watching a few dances or you may sit them all out, as you don’t really feel comfortable about joining in without a proper chance to practice first
c) Sit the first dance out and quiz an experienced dancer about some of the different steps, perhaps asking them to do a quick practice with you in a quiet corner
d) Have a go, finding out what to do from the caller and other dancers

2. You get a new mobile phone with lots of features that you don’t fully understand, do you:

a) Read the instruction book with great care before doing anything
b) Take plenty of time getting to know all the functions, with the use of the instruction book, before you start using it in earnest. You also practice using the functions in a situation where you know it does not matter if you get it wrong
c) Ask the person selling you the phone to explain how to use each feature, and enquire about the most useful buttons. You start using it as soon as you can
d) Press all the buttons until something happens

3. You are going camping and you have been lent a tent by a friend, do you:

a) Ask for the instructions that come with the tent, read them thoroughly and make notes to take you through the simple steps when you are out in the field
b) Read through the instructions and ask your friend to demonstrate how to put it up a week before you go. Then you have a few practice goes yourself to make sure you are not caught out when you go away
c) Ask your friend to show you how to put the tent up, and quiz them about where to pitch it, how to keep out the rain and how to keep warm
d) Fold the tent away in its packaging and get it out for the first time when you are on the camp site, pitching it as best you can



4. You want to improve your garden and have decided you need a low brick wall between your patio and the lawn. Do you: 

a) Buy a brick-laying book to learn about the best way of doing it yourself, but feel tempted to pay someone else to do it
b) Enrol on a short brick-laying course so that you can practice in safety before having a go at building it yourself
c) Ask a friend who is a builder for some advice before having a go yourself
d) Buy some bricks and mortar and start building the wall

5. A friend has asked you to join their pub-quiz team. How do you prepare?
a) Ask lots of questions about how the pub quiz operates so that you are clear about what happens
b) Spend a lot of time testing yourself with general knowledge quiz books, perhaps asking a friend to quiz you before the real pub quiz
c) Ask a friend for useful tips on preparing for the quiz
d) Turn up on the night of the pub-quiz and look forward to the challenge

Sourced from www.campaign-for-learning.org.uk

Mostly a’s - You are a theorist who likes to understand the reason behind something, grasping the concepts, before having a go.

Mostly b’s - You are a reflector. You like to think things out before you have a go, and you like to learn by watching others. 

Mostly c’s - You are a pragmatist who likes to have practical tips and techniques from someone with experience before you have a go.

Mostly d’s - You are an activist you like to leap up and have a go, learning by doing.

All these styles are useful when it comes to learning. Perhaps the most useful ability, however, is to be able to use all these learning styles, depending on the situation. The Activist in us is not worried about trying out something new or different. The Reflector in us reviews the experience and makes sure we have learnt a lesson for the next time. The Theorist in us accepts or rejects the experience. The Pragmatist applies it in other circumstances.

This is just an introduction to learning styles. To find out more visit www.peterhoney.com
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ACTIVITY

What are Jamie and Delia’s learning styles likely to be?  Watch the clips and make notes below

Jamie










Delia






The most effective learning takes place when we can take account of an individual’s learning style.  Here are some of the examples of learning situations. No doubt you will have different examples.

Activists – learn best from activities where:

· There are new experiences/problems/opportunities from which to learn.
· They can engross themselves in short ‘here and now’ activities such as business games, competitive teamwork tasks, and role-plays.
· They have a lot of the limelight/high visibility, i.e. they can Chair meetings.

Reflectors – learn best from activities where:

· They are allowed or encouraged to watch/think/mull over activities.
· They are able to stand back from events and listen/observe, i.e. observing a group at work, taking a back seat in a meeting, watching a film or video.
· They are asked to produce carefully considered analysis and reports.
· They can carry out painstaking research, i.e. investigate, assemble information and probe to get to the bottom of things.

Theorists – learn best from activities where:

· What is being offered is part of a system, concept and theory.
· They have time to explore methodically the associations and inter-relationships between ideas, events and situations.
· They can listen to or read about ideas and concepts that emphasis rationality or logic and are well argued/elegant/water tight.
· They are required to understand and participate in complex situations.

Pragmatists – learn best from activities where:

· There is an obvious link between the subject matter and a problem or opportunity on the job.
· They are given immediate opportunities to implement what they have learned.
· They can concentrate on practical issues, i.e. drawing up action plans with an obvious end product, suggesting short cuts, giving tips.
· They have a chance to try out and practice techniques with coaching/feedback from a credible expert, i.e. someone who is successful and can do the techniques themselves.

Watch out for imposing your learning preferences on others!






VISUAL-AUDITORY-KINESTHETIC (VAK) LEARNING STYLES

The below information provides a quick and easy indication of a preference, but is not a scientifically validated instrument.

The VAK learning styles model provides a very easy and quick reference inventory by which to assess people's preferred learning styles, and then most importantly, to design learning methods and experiences that match people's preferences: 

Visual learning style involves the use of seen or observed things, including pictures, diagrams, demonstrations, displays, hand-outs, films, flip-chart, etc

Auditory learning style involves the transfer of information through listening: to the spoken word, of self or others, of sounds and noises

Kinaesthetic learning involves physical experience - touching, feeling, holding, doing, and practical hands-on experiences

HINTS FOR RECOGNIZING AND IMPLEMENTING THE THREE VAK STYLES

Auditory learners often talk to themselves. They also may move their lips and read out loud. They may have difficulty with reading and writing tasks. They often do better talking to a colleague or a tape recorder and hearing what was said. 

To integrate this style into the learning environment: 
•	Begin new material with a brief explanation of what is coming. Conclude with a summary of what has been covered. This is the old adage of “tell them what they are going to learn, teach them, and tell them what they have learned.” 
•	Use the Socratic method of lecturing by questioning learners to draw as much information from them as possible and then fill in the gaps with your own expertise. 
•	Include auditory activities, such as brainstorming.  Leave plenty of time to debrief activities. This allows them to make connections of what they learned and how it applies to their situation. 
· Encourage the learners to verbalize the questions. 
•	Develop an internal dialogue between yourself and the learners. 

Visual learners have two sub-channels—linguistic and spatial. Learners who are visual-linguistic like to learn through written language, such as reading and writing tasks. They remember what has been written down, even if they do not read it more than once. They like to write down directions and pay better attention to lectures if they watch them. 


Learners who are visual-spatial usually have difficulty with the written language and do better with charts, demonstrations, videos, and other visual materials. They easily visualize faces and places by using their imagination and seldom get lost in new surroundings. 

To integrate this style into the learning environment: 
· Use graphs, charts, illustrations, or other visual aids. 
· Include outlines, concept maps, agendas, hand-outs, etc. for reading and taking notes. 
· Include plenty of content in hand-outs to reread after the learning session. 
· Leave white space in hand-outs for note-taking. 
· Invite questions to help them stay alert in auditory environments. 
· Post flip charts to show what will come and what has been presented. 
· Emphasize key points to cue when to takes notes. 
· Eliminate potential distractions. 
· Supplement textual information with illustrations whenever possible. 
· Have them draw pictures in the margins. 
· Have the learners envision the topic or have them act out the subject matter. 

Kinaesthetic learners do best while touching and moving. It also has two sub-channels: kinaesthetic (movement) and tactile (touch). They tend to lose concentration if there is little or no external stimulation or movement. When listening to lectures they may want to take notes for the sake of moving their hands. When reading, they like to scan the material first, and then focus in on the details (get the big picture first). They typically use colour high lighters and take notes by drawing pictures, diagrams, or doodling. 

To integrate this style into the learning environment: 
· Use activities that get the learners up and moving. 
· Play music, when appropriate, during activities. 
· Use coloured markers to emphasize key points on flip charts or white boards. 
· Give frequent stretch breaks (brain breaks). 
· Provide toys such as stress balls to give them something to do with their hands. 
· To highlight a point, provide sweets, scents, etc. which provides a cross link of scent (aroma) to the topic at hand (scent can be a powerful cue). 
· Provide high lighters, coloured pens and/or pencils. 
· Guide learners through a visualization of complex tasks. 
· Encourage them to transfer information from the text to another medium such as a keyboard or a tablet. 








VAK Learning Styles Self-Assessment Questionnaire

Circle the answer that most represents how you generally behave.

1. When I operate new equipment I generally:
a) read the instructions first
b) listen to an explanation from someone who has used it before
c) go ahead and have a go, I can figure it out as I use it

2. When I need directions for travelling I usually:
a) look at a map
b) ask for spoken directions
c) follow my nose and maybe use a compass

3. When I cook a new dish, I like to:
a) follow a written recipe
b) call a friend for an explanation
c) follow my instincts, testing as I cook

4. If I am teaching someone something new, I tend to:
a) write instructions down for them
b) give them a verbal explanation
c) demonstrate first and then let them have a go

5. I tend to say:
a) watch how I do it
b) listen to me explain
c) you have a go

6. During my free time I most enjoy:
a) going to museums and galleries
b) listening to music and talking to my friends
c) playing sport or doing DIY

7. When I go shopping for clothes, I tend to:
a) imagine what they would look like on
b) discuss them with the shop staff
c) try them on and test them out

8. When I am choosing a holiday I usually:
a) read lots of brochures
b) listen to recommendations from friends
c) imagine what it would be like to be there

9. If I was buying a new car, I would:
a) read reviews in newspapers and magazines
b) discuss what I need with my friends
c) test-drive lots of different types


10. When I am learning a new skill, I am most comfortable:
a) watching what the teacher is doing
b) talking through with the teacher exactly what I’m supposed to do
c) giving it a try myself and work it out as I go

11. If I am choosing food off a menu, I tend to:
a) imagine what the food will look like
b) talk through the options in my head or with my partner
c) imagine what the food will taste like

12. When I listen to a band, I can’t help:
a) watching the band members and other people in the audience
b) listening to the lyrics and the beats
c) moving in time with the music

13. When I concentrate, I most often:
a) focus on the words or the pictures in front of me
b) discuss the problem and the possible solutions in my head
c) move around a lot, fiddle with pens and pencils and touch things

14. I choose household furnishings because I like:
a) their colours and how they look
b) the descriptions the sales-people give me
c) their textures and what it feels like to touch them

15. My first memory is of:
a) looking at something
b) being spoken to
c) doing something

Now add up how many A’s, B’s and C’s you selected.

If you chose mostly A’s you have a VISUAL learning style.

If you chose mostly B’s you have an AUDITORY learning style.

If you chose mostly C’s you have a KINAESTHETIC learning style.

People commonly have a main preferred learning style, but this will be part of a blend of all three. Some people have a very strong preference; other people have a more even mixture of two or less commonly, three styles.



There is no right or wrong learning style. The point is that there are types of learning that are right for your own preferred learning style.

Please note that this is not a scientifically validated testing instrument – it is a free assessment tool designed to give a broad indication of preferred learning style(s). 

More information about learning styles, personality, and personal development is at www.businessballs.com.

VAK Vs. HONEY & MUMFORD

Whilst there is no direct correlation between the VAK and the Honey and Mumford learning styles it is less likely that someone with a kinaesthetic preference would have a theorist preference.  







ACTIVITYACTIVITY


Identify and record your own skills bank on the Role/Task/Skills/Evidence Sheet.

Example: Identify your own skills bank

To help you get started here are some examples of tasks that may be undertaken at work and some of the skills required to carry out those tasks.

TASKS				EXAMPLES OF SKILLS REQUIRED

Dealing with information	Researching, gathering information, maintaining IT record systems

Serving the public		Good interpersonal skills, patience


Working in teams	Effective communication, consulting, negotiating


Note that some of these ‘skills’ may seem more like attributes (e.g. patience) which are just as important, and capable of improvement as practical skills such as painting and decorating. 

When thinking about tasks do not concentrate solely on work related tasks.  What do you do when you are not at work? Are you involved in local committees or other activities? Bringing up children for example involves a range of tasks and therefore skills! It may also be the case that past activities have highlighted skills that are currently dormant. Don’t forget these, the skills remain with you.

















ACTIVITY
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Share your findings with a colleague in the group.

Did you have any issue with “proving your skills”? What, if any where they, how did you resolve the matter?


Proving your skill

Now you have identified some skills, remember you can return to the list and amend it in light of further reflection, either on your own or with someone else. Others can often be very positive in helping you test and grow the list because they see you from a different point of view. Also, very few of us are good at recognising our own attributes and skills fully without some encouragement. There will be occasions however when someone will challenge your claim to a particular skill or attribute and then you will either have to prove your assertion or accept the insight.

The aim of this activity is to 

· Work through the skills you have claimed 
 
· Establish your own method of ‘proof’ to yourself and others

Now is your opportunity to validate the skills list you have provided so far. Think about how you will show to others that you have this skill. If it is a technical or professional skill then your ability to do it can be tested, or proved, by the production of qualifications and certificates. What about the more esoteric skills? How can you prove that you are good at ‘working with people’ for example? This is where your competence at demonstrating a skill is tested. For instance, you may need to be able to relate a story about how your skill at ‘working with people’ achieved a successful event; or prove you are ‘personally effective’ by relating a specific example of your ability to adapt to changing circumstances.

It is a good idea when reviewing you skills list (and in particular when you are putting them forward in an interview or Personal Assessment interview) to have some competency examples to support those skills which can be difficult to certificate. There are also some occasions when certificates are from so long ago that you may have to revalidate your abilities through some other, newer proofs. 

Now have a go at filling in the Description/Evidence column and validate the skills you have claimed. The below ‘Competency List’, culled from the competency lists of a number of public and private enterprises may be of some help in the use of language and the types of outcomes managers look for in testing competencies/skills. The role in which you acquired the skill is also useful in that it puts the skill into context and reveals you as a whole person, rather than the person just related to the workplace.




COMPETENCY LIST

1. Working with people
Outcome(s): Staff work flexibly and co-operate with others; establish good relations with people at all levels; treat each other fairly in line with the Department’s equal opportunities policy.

2. Delivery of results
Outcome(s): Objectives are achieved on time to the required standard and quality with the resources available; work is carried out in accordance with the aims of the Department; internal and external contacts and customers are satisfied with the service provided.

3. Analysis, problem solving and decision making
Outcome(s): Relevant factors are analysed; problems are identified and practical steps taken to deal with them; decisions are justified and implemented.

4. Communication
Outcome(s): Communication is targeted to the needs of the audience (avoiding technical jargon); and the message is concise and clearly understood by recipients/listeners. Communication can be written or verbal.
5. Personal effectiveness
Outcome(s): Staff accept responsibility; show a consistent, reliable approach even under work pressure; ready to adapt to changing circumstances.

6. Using/managing resources
Outcome(s): Work processes are planned and organised; resources are used cost effectively to meet own and team objectives; information technology is used effectively to carry out work tasks; budgets are managed to meet targets.

7. Managing and Developing Staff
Outcome: Performance standards are set and appropriate and constructive feedback is given and sought; staff appraisal procedures are followed and training and development needs are identified, agreed, actioned and evaluated.

8. Job expertise and professional competence
Outcome(s): Specialist knowledge and skills are used to complete work effectively; are continually updated and developed; advice is tailored to business and specialist needs.


9. Building and leading a team
Outcome(s): The team is built with complementary skills and experience; staff are encouraged to contribute and are motivated to perform effectively; all the necessary resources are available and used effectively.

10. Strategic thinking and planning
Outcome(s): Strategic aims are translated into practical plans; contributions are made to the strategic thinking of senior management; the wider impact and implications of decisions are perceived and taken into account.

11. Drive and energy
Drive and energy is the personal motivation and enthusiasm to get the job done more safely, quicker, more efficiently and cost effective. It involves bringing energy to the workplace and the team and being highly focused on targets; getting the work done. It ranges from working well and measuring performance to significantly improving team performance.

12. Self-confidence
Self-confidence is the ability to take decisions independently. It includes a belief in your ability to solve challenging problems and to choose the most appropriate approach to resolving issues. At the highest level this involves actively seeking new challenges and responsibilities and challenging upwards in appropriate situations.

13. Resilience
Resilience is keeping going when the going gets tough. It involves being determined to overcome obstacles, bouncing back after setbacks and learning from them, and managing stress effectively. It ranges from expressing optimism to showing stamina under long-term pressure.

14. Integrity
Integrity is being straight and open with people and standing up for what you believe in. It also concerns treating people as you would like to be treated. It involves generating commitment and trust by acting consistently both within and outside the workplace. It ranges from communicating openly to challenging others when significant personal risk is involved.

15. Organisational awareness
Organisational awareness is the ability to understand how things get done in the organisation and to use this for positive business outcomes. It ranges from understanding the formal local and Departmental structures to overall business strategy and goals.


ACTIVITY

Activity: Generating Interest in the Workplace


Outline how you would generate interest in learning and skills/ development in the workplace?














Who else might/should you involve (stakeholders)?















What resources would you need?


TRAINING AND DEVELOPMENT SURVEY

These surveys are provided as a tool for Union Learning Representatives. Asking for member views can be a good way of getting started in your ULR role. Before embarking on any type of learning survey, please consult your branch for approval to proceed.

Copies of example surveys can be found on the Prospect website, either use them as they are, abbreviate or amend them to suit the circumstances in your organisation. 

http://www.prospect.org.uk/education/learningandulrs/ulr_resourcesto

The survey from the TUC unionlearn website and can be found at www.unionlearn.org.uk/ult/learn-282-f0.cfm  In its current format, it mainly requires “tick box” responses, therefore it should be relatively easy to record and analyse results on a spreadsheet. 

Learning surveys can be an exercise on which, subject to respecting confidentiality, you may be able to work in partnership with your employer. It may be possible to post the survey on your organisation’s intranet or to e-mail it to members.

If you would like further advice on surveying members, Prospect’s Research and Specialist Services (RSS) team would be glad to help. 
















Tips for Preparing Your Questionnaire
Be clear about what you want
When preparing a questionnaire you should be clear about the information you need otherwise you can obtain surplus information which may be of no use.
What is going on?
Think about the current situation in your workplace and what you are trying to achieve
What have members said?
Think about what members have already told you during discussions with them.
Ask Yourself:
Why do I need this information?
What will I do with this information?
How will I record the information?
Wording the Questionnaire
Will Yes or No answers give you the information you need?
Will you use multiple choice questions?
Do you want more information or people’s opinions on certain topics? If yes, use open questions (NB these types of questions can make collating the information difficult)
Keep your questions short.
Only ask relevant questions – people can be put off by lengthy questionnaires
The lay out of the questionnaire 
The layout of the questionnaire should have a clean and neat appearance. E.g. If using tick boxes try and keep them in rows or columns – not all over the page. 
If you have a set number of questions to pose can these be incorporated into any Branch/Section questionnaire? Would it be appropriate to include within an Employer questionnaire (agreement to share the information?)

Distribution method
Think about how you will send out your questionnaire, consider trying several options and see which produces the best response rate. Consider
· Face to face group or individual interviews
· Postal 
· Formal/Informal approaches
· Email
· On line questionnaire























EXAMPLE LEARNING SURVEYS

	
	Members Assistance Programme 
 Redundancy/Organisational Change Survey




	
	During this difficult time Prospect are looking for ways to support their members through the provision of timely information learning and skills opportunities. As a result we have developed a "Members Assistance Programme" (MAP).  The MAP offer may consist of workshops, one-to-one surgeries and, in some instances, subject matter advice sessions. By completing this short survey, it will allow us to gauge what support you need at this time.  

	
	 To complete this survey, please click in the relevant check boxes and type in the grey shaded text areas.  The survey should take no longer than 10 minutes to complete.  
Thank you for taking the time to complete this survey. Prospect will analyse the results and will consider the best way to deliver the support and advice you need at a time and venue that is appropriate for you. 

	
	



	
	The closing date for the survey is XXXX



	1.
	Would you be interested in receiving information or attending a short workshop on any of the following?

	
	
	Definitely interested
	
	
	
	
	
	
	

	
	Making the most of your money

Individual financial advice

	 |_|

[bookmark: Check16]|_|
	
	
	
	
	
	
	

	

	Pensions and early retirement information
	[bookmark: Check17] |_|
	
	
	
	
	
	
	

	
	Redundancy rights

	[bookmark: Check18] |_|
	
	
	
	
	
	
	

	
	Advice on state benefits and entitlements

Starting your own business

Learning opportunities locally
	|_|

|_|

|_|




	
	
	
	
	
	
	



	2.
	Would you be interested in attending a Careerplus workshop, which covers, career transition tools and techniques, identification and marketing of skills, intelligent job hunting and the importance of networking, effective applications and CVs,, preparation and skills for interviews

	
	[bookmark: Check69] |_|
	Yes

	
	[bookmark: Check70] |_|
	No



	3.
	Is there any other area where you would like Prospect's support?

	
	
[bookmark: Text1]     



	4.
	In three months time we would like to gather feedback on the effectiveness of this redundancy member's assistance programme.  Would you be willing to take part in a 10 minute telephone survey?

	
	[bookmark: Check73] |_|
	Yes 

	
	[bookmark: Check74] |_|
	No



	5.
	If 'Yes' please provide you name and contact telephone details below:

	
	[bookmark: Text3]Name:      

	
	

	
	[bookmark: Text4]Contact phone number:      
	
	

	


	Equal opportunities monitoring
(optional )



	
	Prospect is committed to equality of opportunity for all  members. To help us monitor our provision for equal opportunities and accessibility purposes, we would be grateful if you could complete the questions below. These questions are optional; to ensure that no individual respondent can be identified the responses aggregated by Prospect's Survey Team . 



	6.
	Are you?

	
	[bookmark: Check75] |_|
	Male

	
	[bookmark: Check76] |_|
	Female



	7.
	Do you regard yourself as a person with a disability?

	
	[bookmark: Check77] |_|
	Yes

	
	[bookmark: Check78] |_|
	No



	8.
	What is your age range?

	
	[bookmark: Check79] |_|
	Under 25

	
	[bookmark: Check80] |_|
	25 to 49

	
	[bookmark: Check81] |_|
	50 and over



	9.
	To which broad ethnic group do you belong?

	
	[bookmark: Check82] |_|
	White

	
	[bookmark: Check83] |_|
	Asian

	
	[bookmark: Check84] |_|
	Afro-Caribbean

	
	[bookmark: Check85] |_|
	Other

	
	Please specify:

	
	[bookmark: Text5]     



	
	Thank you for taking the time to complete this survey.  




When capturing any E&D data it must always be anonymous, e.g. no member name stated or completed on a separate page.


















INDIVIDUAL LEARNER QUESTIONNAIRE

This is an exemplar individual learning needs questionnaire, which can help provide some structure to gathering key information from a learner, before or during the meeting.

Your Name: 

Are you a Prospect member: Y/N

Job Title & Dept: 


Contact Tel Numbers:
 


Email Address (Home/Work) : 



Work/ Shift Pattern:



Time with employer: 



What is the highest qualification you currently hold? 



Do you hold a Maths qualification at GCSE grades A-C or above? Y/N 



Do you hold an English qualification at GCSE grades A-C or above? Y/N



If YES were these obtained over 15 years ago? Y/N




Are you studying at present?  Y/N



If YES pls provide details



If NO when was the last time you studied (e.g. courses both work and non work related) 


How often do you use employer training facilities?


Regularly 		Occasionally		Never 
		

Do you have a computer with Internet access at home?  Y/N


How would you prefer to learn (Tick all that apply)

	Group Study
	
	Distance learning
	

	Self Study
	
	Elearning (Computers)
	

	Class room
	
	Blended Learning
	

	Books/Written
	
	Other
	




When do you prefer to learn (Tick all that apply) 

	Before Work
	
	Weekends
	

	During Work
	
	Regular Days off
	

	After Work
	
	Other
	

	Lunch time
	
	
	


		
 

Please provide the following details: 

What you would like to learn? (Remember this can be both work & non work related)


Are you looking to obtain a qualification at the end of your learning- if so at what level?



Do you consider any of the below potential barriers to your learning (Tick all that apply)

	Age
	
	Cost
	

	Disability
	
	Domestic/Caring Responsibilities
	

	Work Pressures
	
	Lack of confidence
	

	Time
	
	Language
	

	Lack of study skills - Been away from education a long time
	
	Other (Please specify)
	



Once complete please return this form by email to XXXX or bring with you to your scheduled meeting with your Union Learning Rep. (Add in ULR contact details)

For completion by ULR

	Summary of Interview and Action plan

	




[image: ] 
	 	 	 	 	 	 
LEARNING QUESTIONNAIRE

Would you be interested in learning any of the following?

Information Technology (IT) 	

	Word			Powerpoint 			Desktop publishing	
	Excel  			Internet			Email (Outlook) 
Access         		Windows Vista		Ebay	  	
Photoshop		Programming	           	Web design
Anything else?

Languages 	

	French			Italian			          German
	Spanish		Japanese		          Welsh 
Portuguese       	Thai			 	Polish
Greek			Arabic				Mandarin
Anything else?

Communication 	

Public Speaking	Counselling			Making presentations
Writing Reports	Assertiveness			Sign language
Anything else?

Science and Social Science

   	Biology 		Chemistry		Physics	Psychology		International Issues	Environment		Politics		Economics
Anything else?

Well-being
   	Massage		Tai Chi		     		Relaxation/Meditation
	Reiki			Yoga		    		Aromatherapy
	Diet			Healthy Living	     		Colour Therapy
Anything else?

Art

   	Painting		Drawing			Sculpture	       		Photography		Card Making			Scrap Booking			Jewellery making	Floristry			Origami
	Calligraphy		Art History	
Anything else?

Other

   	History			Tracing Family Tree		Interior Design
	First Aid		Brushing up Maths/English	Dance 
	Creative Writing	Parenting skills		Beauty
Garden design	Cookery	 		Wildlife/Animals
Car maintenance	DIY skills			Sports


[image: tuclogocol]Training needs questionnaire                         
Name:
Job Title:
Age:	 16-24	 25-40
	 41-59	 60+
Hours of work:	 up to 8 hours	 8-16 hours
		 16-30 hours	 32 + hours
Do your work hours/patterns change?  yes	 no
How important is learning to you?  important	 unimportant
Why would you personally want to learn?
 promotion	 to increase confidence
 qualifications	 develop new skills
 enjoyment	 personal development
 to help children	 other (please specify):
Are you studying/learning at the moment ie college, evening class, open learning or training courses?  yes	 no
If yes, what are you studying?
What if any of these, would prevent you from learning?
 travel/location	 childcare commitments
 age	 time
 shift patterns	 not relevant to me
 fear of exams	 lack of confidence
 lack of interest	 other (please specify)
Do you feel you would benefit from advice and guidance about the type of learning/course to suit you?  yes	 no

What subjects/activities would you like to see offered?
computer skills:
 basic introduction	 intermediate skills	 advanced skills
Language courses:
 French	 German	 Spanish
 Italian	 Sign language	 other, please state

Basic/Key skills:
 form filling/letter writing		 reading/improving spelling
 arithmetic skills		 understanding wage slips 
 basic accountancy/book-keeping	 verbal communications skills
Personal development:
 writing a CV	 assertiveness
 study skills	 interview skills
 other, please state
business/vocational courses
 customer care	 introduction to management
 report writing	 health and safety
 presentation skills	 stress management
 NVQs (please state subject)
Hobbies and leisure: Please state what hobbies and leisure activities you would like to see offered:

If you wanted to learn something new, which of the following methods would you prefer to use?
 books/written material	 audio
 computer based packages	 self-study
 group work		 learning through the Internet
 video		 classroom environment
 other (please state)

At what times would you like to learn?
 8-10am	 10-12am
 12-2pm	 2-4pm
 6-8pm	 8-10pm
 10-12pm	other
On what days would you like to learn?
 Monday	 Tuesday
 Wednesday	 Thursday
 Friday	 Saturday
 Sunday	
Thank you for completing this questionnaire. If you have any views you wish to express please attach them to this document.
Please return your questionnaire to:





[image: ed302]





SESSION 4:

THE LEARNING & SKILLS ENVIRONMENT



GOVERNMENT AGENDA FOR LEARNING AND SKILLS

Currently the Government priorities (announced November 2010) are to expand the number of apprenticeships, creating 75,000 further apprenticeships by 2014. Make level 3 the normal level to achieve for apprentices, and also to provide funding for adults under 24 to achieve a level 2 qualification.  There is unlikely to be any funding for those over 25, apart from those who lack the most basic reading, writing and mathematical skills.  A loan scheme is expected for those over 25.  The Government is intending to encourage employer led training initiatives especially around professional skills and leadership and management.  For the most up to date information see the department for Business Innovation & Skills website.  http://www.bis.gov.uk   


SKILLS FOR LIFE QUIZ
ACTIVITY

Fill in the blanks in the following statements using the answers given at the bottom of the page:

1 Up to ……..  million workers struggle with reading and writing and everyday maths, which costs UK businesses nearly £5 billion a year, and the UK economy around £10 billion a year

2 .…….% of children with low literacy levels have parents or carers who also have low literacy levels

3 People with poor literacy and numeracy are …………likely to be homeless

4 People with low levels of literacy and numeracy are ………. times more likely to be unemployed

5 ………….% of those on probation or in prison have writing levels below level 1

6 1 in ….. suffer severely from dyslexia

7 Only ….% of jobs are available to workers with very low literacy, numeracy and/or English for Speakers of Other Languages (ESOL) skills, such as Entry 1

8 People with good skills in literacy and numeracy are ……….likely to have good health

9 Only ……..% of children who have parents with low literacy and numeracy skills are developing good literacy and numeracy skills themselves

Possible answers

	81
	3.5
	5
	More
	2
	More
	2
	60
	20








Skills for Life
Skills for Life (also known as basic, core or essential skills) are functional English and Math’s up to Level 2 (GCSE). The Labour Government’s Skills Strategy, launched in 2003, also identified ICT within this category and as a key enabler for the development of the other skills. 
Many people associate the term, ‘basic skills’ with being completely unable to read, write or speak English. Although there are many people in the UK who struggle with these skills, very few people have no literacy, numeracy or spoken English skills whatsoever. However, in employment terms any sort of Skills for Life limitations have serious implications for the individual and the economy.
In England 5.2m adults have literacy levels below the levels required to achieve a GCSE grade D-G, while 6.8m adults are estimated to have difficulties in adding/subtracting using 3 digit numbers (numeracy skills below Entry Level 3). A total of 15m adults have skills at the same low level and have difficulties with fractions, decimals and simple percentages 
The Skills for Life Strategy Unit estimates that at least half of those with poor basic skills are in employment and yet evidence shows that basic literacy and numeracy skills are critically important to performance at work. In line with vocational and higher level skills issues, employers have a key role to play in establishing opportunities through which employees can improve their literacy and numeracy skills.
www.dfes.gov.uk/readwriteplus/workplace
Britain continues to lag behind many other European countries, including our economic competitors, in terms of the literacy and numeracy skills of our workforce. (OCED ranking)
The important thing to bear in mind about Skills for Life is that just about everyone, whatever educational advantages they have had, has aspects of these skills where they don’t feel confident: it might be reading 24-hour timetables, spelling unusual words, using commas or speaking in public. Skills for Life is not about ‘Us and Them’ – people who have Skills for Life support needs and people who don’t: we all have support needs of some kind, so we’re talking about ‘Us and Us’.
Most people have a ‘spiky profile’ of skills, with strong and weak areas: someone may have very limited literacy skills but manage their money highly effectively, for example. In the same way, graduates in technological subjects will have very high technical skills but may struggle to spell words, whereas a politics graduate may have problems with numeracy skills. So even if your organisation employs only graduates, it is important to consider SfL training needs. Employers may not be aware of Skills for Life support needs, as most of us develop strategies for coping with aspects where we are less confident. However, if we do not address Skills for Life needs, they can have a substantial impact in business.
Refer to the Literacy, Language and Numeracy Unionlearn publication 
http://www.unionlearn.org.uk/publications/index.cfm?frmPubID=79


DYSLEXIA

Background
Ten percent (10%) of the British population are dyslexic; 4% severely so. Dyslexia is identified as a disability as defined in the Equality Act 2010.  Many of the dyslexic people across the UK, whether adults or children, are unable to fulfill their potential as a large percentage of the population still do not understand what dyslexia is, the difficulties which the condition presents and do not know how best to support them. Dyslexia is not an obvious difficulty; it is hidden. As a result, dyslexic people have to overcome numerous barriers to make a full contribution to society.












ACTIVITY
ACTIVITY

To gain an insight into what reading might be like for some individual’s with dyslexia trying reading the following passage.  

i cdnuolt blveiee taht I cluod aulacity uesdnatnrd what I was rdanieg,
The phaonmneal pweor of the human mind, aoccdrnig to  rscheearch at Cmabrigde Uinervtisy, it dseno’e mtaetr in what oerdr the ltteres in a word are, the olny iproamtnt thing is that the frsit and lsat ltteer be in the rghit pclae.  The rset can ba a taotl mses and you can sitll raed it whotuit a pboerlm. 

This is bcusea the huamn mind deos not raed ervey lteterr by istlef, but the word as a wlohe.  Azanmig huh? Yaeh and I awlyas tghuhot slpeling was ipmorantt!
  






ACTIVITY

The British Dyslexia Association have produced a simple questionnaire, which is not a full diagnostic tool, but might give an indication of whether further investigation would be worthwhile by a trained professional. 
[image: ]

Results from the Adults Test - what it all means

The research and development of the checklist has provided a valuable insight into the diversity of difficulties and is a clear reminder that every individual is different and should be treated and assessed as such. However, it is also interesting to note that a number of questions, the answers to which are said to be characteristics of dyslexic adults, are commonly found in the answers of non-dyslexics. 

It is important to remember that this test does not constitute an assessment of one’s difficulties. It is just an indication of some of the areas in which you or the person you are assessing may have difficulties. However this questionnaire may provide a better awareness of the nature of an individual’s difficulties and may indicate that further professional assessment would be helpful. 

Whilst we do stress that this is not a diagnostic tool, research suggests the following: 

Score less than 45 - probably non-dyslexic. 
Research results: no individual who was diagnosed as dyslexic through a full assessment was found to have scored less than 45 and therefore it is unlikely that if you score under 45 you will be dyslexic. 

Score 45 to 60 - showing signs consistent with mild dyslexia. 
Research results: most of those who were in this category showed signs of being at least moderately dyslexic. However, a number of persons not previously diagnosed as dyslexic (though they could just be unrecognised and undiagnosed) fell into this category. 

Score Greater than 60 - signs consistent with moderate or severe dyslexia. 

Research results: all those who recorded scores of more than 60 were diagnosed as moderately or severely dyslexic. Therefore we would suggest that a score greater than 60 suggests moderate or severe dyslexia. Please note that this should not be regarded as an assessment of one’s difficulties. But if you feel that a dyslexia-type problem may exist, further advice should be sought from a qualified practitioner.


Results from the Adults Test - what it all means. 

The research and development of the checklist has provided a valuable insight into the diversity of difficulties and is a clear reminder that every individual is different and should be treated and assessed as such. However, it is also interesting to note that a number of questions, the answers to which are said to be characteristics of dyslexic adults, are commonly found in the answers of non-dyslexics. 

It is important to remember that this test does not constitute an assessment of one’s difficulties. It is just an indication of some of the areas in which you or the person you are assessing may have difficulties. However this questionnaire may provide a better awareness of the nature of an individual’s difficulties and may indicate that further professional assessment would be helpful. 

Whilst we do stress that this is not a diagnostic tool, research suggests the following: 

Score less than 45 - probably non-dyslexic. 

Research results: no individual who was diagnosed as dyslexic through a full assessment was found to have scored less than 45 and therefore it is unlikely that if you score under 45 you will be dyslexic. 

Score 45 to 60 - showing signs consistent with mild dyslexia.
 
Research results: most of those who were in this category showed signs of being at least moderately dyslexic. However, a number of persons not previously diagnosed as dyslexic (though they could just be unrecognised and undiagnosed) fell into this category. 

Score Greater than 60 - signs consistent with moderate or severe dyslexia. 

Research results: all those who recorded scores of more than 60 were diagnosed as moderately or severely dyslexic. Therefore we would suggest that a score greater than 60 suggests moderate or severe dyslexia. Please note that this should not be regarded as an assessment of one’s difficulties. But if you feel that a dyslexia-type problem may exist, further advice should be sought. 

Copyright Ian Smythe and John Everatt, 2001 

An online version of the test can also be found at:

http://www.bdadyslexia.org.uk/

DYSLEXIA COPING STRATEGIES
Generally, what is suitable for working with adults with dyslexia will benefit other adult literacy learners.
Dyslexia cannot be cured: things can be made better, in a number of areas coping strategies may be more useful than literacy teaching. 
There are many varied coping strategies - alternative approaches to problems can bring enthusiasm, possibilities and excitement back to learning. Coping strategy options are a major point in literacy work with adults with dyslexia for a number of reasons:
· Neurological developments which are possible in working with children may no longer possible with adults
· Long term structured work on sensory development may be futile and lead to disappointment and frustration
· Adults have more immediate needs often related to practical problems that need short-term solutions
· Short-term achievement and confidence building may be more important than limited developments over long periods of time
Coping strategies / aids which may be of more use than standard tutoring are outlined below.
HANDOUTS
· Copied on coloured paper (buff works well)
· In lowercase - block capitals are difficult to read
· In 'plain English'
· Use of plain, clear fonts
· Use of graphs, pictures or charts to break up reading material
· Use of white space for hand-outs, worksheets or publicity materials
· Use of colour coding as well as referencing
· Tutors' notes to learners offered in printing style not 'real writing'
· Information available in a variety of ways: reading, audio, visual

VISUAL AIDS
· Hand held magnifiers for reading/writing
· Highlighter pens for reading small areas of text
· Card/ruler to keep to the line while reading
· Intuitive (coloured) overlays
· Coloured rulers
· Coloured screens used on computers
· Computer default settings to plain type
· Set computer icons to larger size
· Use of computer magnifying tool
TECHNOLOGY
· Computers
· Spellcheckers and Autocorrect (on computers)
· Screen reading software
· Voice recognition software
· Word prediction software
· Calculators
· Spellmasters
· Dictaphones
· Audio tapes/cds
· Special keyboards or mouse for fine motor skills
· Change settings of computer mouse for left handed users








DISADVANTAGED LEARNERS
ACTIVITY

Using the Literacy, Language and Numeracy booklet produced by Unionlearn, discuss and report back on the following issues.


1. Your organisation is having to cut its budget, and your employer is proposing changing some compulsory training from being classroom based to being computer based in order to save money.  What are the learning issues which might arise for members from this?  What points will you make to your employer?















2. You want to organise a learning event at work and want to encourage staff to come along to taster sessions as you believe some may have difficulties around numeracy and literacy (particularly grammar and punctuation).  How will you encourage people to come along?  You also want the employers buy in and support for the event.  What arguments will you put forward to the employer?






ORGANISATIONAL CHANGE
WHAT DRIVES CHANGE?
Change which happens in the workplace is usually the end result of a complex interaction of different forces. These can be international, what management specialists call the “far environment”, or particular to the industry or sector, the “near environment”. A common tool for making sense of these forces is a PESTLE analysis.
· Political forces such as the development of the EC, the fall of Communism, pressures for and against regulation/deregulation, free trade or tariffs
· Economic forces such as globalisation, the power of trans-national corporations, currency and capital movements, the Euro
· Social forces such as aging populations, the changing role of women, consumer demand
· Technological forces which affect for example communication, transportation, information exchange and ways of working, development and use of social media
· Legal forces such as EU harmonisation, equality legislation
· Environmental forces such as Kyoto, sustainable development, recycling
A PESTLE analysis will probably contain a mixture of both the near and far changes; it is impossible to ignore the global changes that drive IT but the impact in your own workplace will depend on specific circumstances. Similarly the complex set of interacting forces called globalisation affects all of us, but the impact on our lives varies with our nationality, gender, culture, occupation and workplace. 
One thing is sure though, change management is big business today. Where once organisational change was periodic and finite it is now continuous and permanent. The pressure to restructure, merge and de-merge, develop and adjust strategies and culture is likely to increase and this will have an impact on everyone’s’ lives - both inside and outside the workplace. 
A PESTLE ANALYSIS IS OFTEN USED IN CONJUNCTION WITH A SWOT ANALYSIS




The SWOT model 
A SWOT analysis process generates information that is helpful in matching an organisation or group’s goals, programs, and capacities to the social environment in which it operates. The ‘SWOT’ itself is only a data capture exercise - the analysis follows later. 
Strengths: positive tangible and intangible attributes, internal to an organisation and within the organisation’s control
Weaknesses: internal factors within an organisation’s control that detract from the organisation’s ability to attain the desired goal. Which areas might the organisation improve?
Opportunities: external attractive factors that represent the reason for an organisation to exist and develop. What opportunities exist in the environment, which will propel the organisation? Identify them by their ‘time frames’.
Threats: external factors beyond the organisation’s control which could place the organisation mission or operation at risk. The organisation may benefit by having contingency plans to address them if they should occur. Classify them by their severity and probability of occurrence.















[image: ]CHANGES IN YOUR WORKPLACE
In your group discuss the changes that are taking place in your workplace. Try to identify what is “driving” the change and its impact on Prospect members. (see example below)
Summarise your discussion on a flip chart using the framework below and agree who will present your ideas.

	Change
	Driver
	Issues for members
	How to help members

	
Moving jobs to other parts of country

	
Reduce costs
	
Stress
Move or stay
(Retrain?)














	


Offer 1-2-1 learning and skills related surgeries




















CHANGE AND THE ULR

The management and business shelves of most bookshops are full of books speculating on, analysing and predicting the impact that change will have on organisations and the people who work in them. 
The key issues for employees often revolve around job security, career development and work life balance. Most commentators seem to agree that the future world of work will be more difficult and demanding and require a range of new skills. Some key changes that are commonly noted are;
· Fewer jobs are for life
· Many jobs are part time or flexible contracts
· The tasks and skills demanded at work change rapidly and frequently
· Many staff are expected to take more on responsibility under less supervision
· People are likely to retire later and with less financial support from state and occupational pensions
Whilst there are many different views about the scope, pace and inevitability of change it seems clear that people have to develop new skills and attitudes to cope with life in the future. This will include the need to:
· Accept the reality of change and develop skills to deal with it
· Take more responsibility for their own development 
· Be able to recognise their transferable skills, qualities and achievements and be open and willing to develop new skills 
· Be flexible in what they do, how they do it and how they work towards what they want



COPING WITH CHANGEIntegration



Coping with change is never easy, whether it is due to personal or organisational circumstances. The common features are well recognised and a number of models have been developed to explain how people react to change and to help them chart their progress through each stage.
The first reaction is shock, regardless of whether or not you perceive the change to be good or bad. This leads into denial or doubt where you refuse to recognise that change is happening. This is followed by a range of emotions – anger and fear as your emotions are released. After this stage you begin to move on, to let go of the past and face up to the future. There follows a period of testing out new ideas and fitting in to the new way of life until finally you re-establish a new direction in your life. Now you have stopped looking at "the change" as something different because you have integrated its challenges into your life.
Of course the impact of this cycle varies with individuals and the nature of the event. Some changes are relatively minor and easy to cope with whilst others have a major impact on our lives and affect us profoundly. Nevertheless, managing change is a skill and as such the journey through the cycle can be helped by the application of tools, techniques and strategies.












THE TRANSITION CURVE
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Common change skills include:
· Knowing yourself: what are your strengths and weaknesses, how do you react to different stimuli and different circumstances, what is and is not important to you?
· Establish control where you can. What aspects of the change can you influence, where can you establish some control over the pace of change and its impact on you?
· Know your new situation. What is really going on, where can you find out more, what impact will it have on things which are important to you?
· Set short and long term goals and make action plans. What do you want, how are you going to achieve it, how will you know when you have reached your goal?
·  Identify other people who can help within your network of colleagues, friends and family. 
· Learn from the past. What similar experiences have you had, what went well and what not so well, how did you move forward?
· Look after yourself. How are you coping with the stress, are there better ways to manage it?
· Look for the positive gains you have made. What is the balance sheet of gains and losses across all aspects of your life, what was the cost of doing nothing, what skills, knowledge and behaviours have you learned that can help in the future
· Don’t forget that you may not be able to affect the change, but you can change the way you re-act to it
In a changing environment there are a number of tools which can help to focus our attention where it will be most productive.  Both the PESTLE and SWOT models are useful here.
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SESSION 5:

MEETING THE MEMBER 
INFORMATION, ADVICE AND GUIDANCE (IAG)










ADVICE & GUIDANCE

As a union learning representative, you will find meeting and interviews  - formal or informal -  a vital means of building up support and information.

Some of the people you may need to meet include:

· Members in workplace meetings to discuss needs and issues
· Other Union representatives in branches and committees to get union support for your work
· Managers and employer training teams to discuss and agree how to develop learning and skills
· Support bodies such as local colleges and learning centres
· One to one discussions with members about learning and skills
· Potential new members who may be interested in using the ULR service

In the majority of formal meetings, there is likely to be an agenda to structure the discussions and also a chair to manage the meeting and sum up the agreed actions. Under such occasions, there are likely to be notes or minutes recording the key detail of what, who, where and when.

Similarly when meeting with a member, it is important to have some structure and record to the event. So consider:

· Where and when will you meet
· Duration of meeting
· Create the right atmosphere
· Resources required
· Recording the event (See templates)

In addition it is important to: 

· Meet the whole person
· Actively listen
· Question and clarify understanding
· Identify possible issues and barriers
· Agree actions and follow up dates

Outlined below is a Do’s and Don’t guide to interviewing:



	Do’s
	Don’t

	Prepare in Advance – ask/send them a few simple questions and an overview of what they are looking for you to help them with

	Break confidences or Data Protection

	Make it a positive experience.  Be inviting, try to ensure it is a comfortable experience.

	Tell the person what to do or give careers guidance 

	Use the ULR activities (exercises where appropriate, mix & match etc) to help draw out information

	Talk in jargon

	Be honest, if you don’t understand or know, say so

	Rush-be prepared to meet again to continue discussions

	Set the scene – outline the ULR role – be clear about your limitations and their expectations

	Prejudge or make assumptions Meet the “whole person”.

	Be prepared to probe and challenge – Ask open questions

	Do all the talking

	Be prepared to adjourn a meeting if you feel boundaries are being crossed

	Take on all the actions

	Make sufficient notes (with the learners permission) to refer to and keep them relevant and current

	

	Use the ULR network to source advice, guidance or information and signpost accordingly
	

	Ensure actions (next steps) are summarised and acknowledged prior to the end of the meeting
	

	Use the Problem/Information/Plan ‘PIP’ technique to help provide a framework for your meeting
	









STAR TECHNIQUE

An effective technique to use when answering questions on application forms or in interviews is the STAR technique.

1. Situation - what was the situation and when did it take place? (give a brief overview)
2. Task - what task was it, and what was the objective? (describe the task you undertook)
3. Action - what action did you take to achieve this? (Describe the actions you took to complete the task.  This should be the bulk of your answer and should follow a logical step by step order)
4. Results - what happened as a result of your action? (What was the result of your action? What did you learn, what went well and what could have been done better. It helps to link this with the role you are being interviewed for

You may have more than one example to consider; try to choose the one that is the strongest and;
· is relevant and describes the skill being asked for
· demonstrates action and is something you actually did, as opposed to what you learned, or what you might do in a hypothetical situation
· is personalised by stating what you did, as opposed to saying what other people did or what happened (I not we)
· has a positive outcome
· is appropriate and gives you something you can talk comfortably about if asked for more detail
· Is specific - if the question asks for an example, then you should only describe one.




















ACTIVITYACTIVITY


Role play – Meeting a member

Below are a number of scenarios to use for your practise interview

1. You are a technical specialist with mild dyslexia (undisclosed but coping strategies working well) but finding embarrassing moments when presenting reports in formal situations

2. You are a homeworker. You have been unable to participate in company sponsored training courses over the past few years due to caring responsibilities and work commitments. You believe the company is treating you unfairly. You are keen to progress within the organisation

3. You are considering developing your hobby into a potential business and not sure how to go about doing this

4. You are facing retirement/redundancy and worried what to do with yourself

5. You are facing family/personal upheaval (e.g. divorce/illness) which causes you to review your future skills needs

6. You have job/post evaluation concerns in a restructuring where you will have to reapply for your position

7. Your existing qualifications are out of date/completed a long time ago and you are finding new skills acquisition difficult for fear of change and lack of confidence

8. You work in a large workplace, call centre. The Union has agreed with the employer that job related training would be put in place, which is related to your grade and includes personal development planning. Some of the times and dates of the training courses conflict with your caring responsibilities. You are keen to progress within the company. 



OBSERVOR’S BRIEF
[image: ]
There is approximately 15 minutes available for the role-play and a review of what happened in your small group. As well as observing the role-play, you are responsible for timekeeping and managing the review. So that you have time to review what happened as a small group you might need to intervene and draw the role-play to an end after 10 minutes.

During the role-play it may be helpful if you look for:

1. How the ULR has structured the interview (e.g. from beginning to end)











2. Example of questions which were effective (and what type of questions they were, e.g. open, closed, leading, reflective, specific)











3. How listening skills were demonstrated










4. Positive and negative body language (from ULR &/or member). Any reaction?










5. Were the issues identified? If so, how did the ULR deal with the identified issues?   










6. Was a way forward agreed? If so, what was it?











And anything else that you think is worth noting.





After the role-play the group should consider the following questions:

1. What went well?











2. What could have been better?












3. What type of questions worked well and why?











You are responsible for managing this discussion and you can use this time to practice your questioning/feedback skills.  It is usually helpful to ask for the ULR’s point of view first. Then you and the “member character” can add feedback (remembering how to make criticism constructively)




 TEMPLATES

Learner Log Sheet

[image: ]The following is an exemplar learning log, which can be used to plot the progress of a learner:


	 	 	 	 	 	 	 
 	 	 	 	 	 	 	 
 	 	 	 	 	 	 	 
 


 	 	 	 	 

 


Follow-Up Learner Letter 

This is an exemplar letter you may wish to use following a discussion/meeting with a potential learner



Dear X

Thanks very much for taking the time to come and see me.

I have found some details regarding possible learning routes on the subject of learning X as requested- these are detailed below


1. (Consider if appropriate) Prospect have a library of self-study CD’s available in X, which are FREE to borrow for a six week period. Please let me know if you would be interested in borrowing these.

2. (Consider if appropriate) Your employers training resource team also offer X line learning in this subject- Please refer to your Line Manager for further information.

3. Enter details, copies of college brochures, web links etc

I hope this information has been of assistance, I will contact you in due course to see if any of the above learning options have been suitable.

Member or not ? promote any other prospect offers if known, membership forms

Good luck with your learning!

Regards
xxxxxxxxxxxxxxxx
Union Learning Rep for Prospect
Tel xxxxxxxxxxxx  
Email xxxxxxxxx@xxxxxxxxx.xxx
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ACTIVITY
ANSWERS









Session 2 – What is learning? Page 29

For many, learning is just about “going on courses”. Formal class room based courses are an important way of learning, but they are other methods that can be used for workplace development and learning as well as personal development.

Other forms of learning:

Work shadowing
This gives employees a chance to build up their confidence by watching someone else before trying out new skills and knowledge. Work shadowing can be used to sample jobs as a way of finding out about a change of career.

Coaching & mentoring
New skills can be acquired through having a coach, to provide job specific learning or from a mentor, who will provide general support and advice. Both roles should be supportive and encouraging.

You can also learn a lot about yourself and your personal skills by taking on the role of a coach or mentor.

Job swaps
Means two people swapping jobs for a short period. It can help staff to understand each other’s jobs and help people to decide whether they want to change job roles.

Step Ups
For those seeking promotion into more senior roles, step ups are a good learning opportunity. Spending time with the current job holder or being seconded into a role for a short period (3-6 months) allows you to experience the role first hand and acquire valuable skills, and competency examples, which are needed to fulfil the role.

Day or block release programmes
This type of training involves release from the workplace to attend external training sessions, usually in a local college. Release programmes are usually spread over a period of time and can be either one day a week or a “block” of several days or weeks. These programmes are useful for formal training and getting recognised qualifications. Some employers have documented paid release processes for job relevant training, so it is always worth checking to see if this is available via a Manager or employer HR policy.

Open learning
Open learning means learning which is not restricted to set course times and classes. Open learning makes use of various learning resources such as workbooks, videos, television programmes (OU), audio tapes, books and other self- study materials.  Learners can usually work at their own pace, although there may be set times for examinations, tests and group activities.

E-learning
E-learning is one type of open learning where learners access most or all of the course materials on a computer. E-learning can include learning materials on the internet, e-mail contact with tutors and group discussion boards for communication with other learners.  E-learning allows people to learn at their own pace at convenient locations, whether home, learning centre, even work.  

Many E-learning or online learning programmes, as it is more commonly known, lead to recognised national qualifications.

Distance Learning
Many distance learning courses now encompass home based study, online learning and class attendance. Distance learning courses can be time bound or non time bound, but allow the learner to fit the course within the work/life balance.

Volunteering
Volunteering can be very rewarding and provide you with valuable exposure to new skills, sectors and professions. Volunteering can also be useful if you are considering a career change. 
 
Learning Centres
A learning centre may be based in a community building or library, or in your workplace.  Many unions have negotiated workplace learning centres with good computer resources where members, and in some cases, families, can learn computer skills, improve their reading, writing and numeracy or learn a new language.






















Session 2 –Elevator Speech- Page 46

A ULR:
· Is a statutory & voluntary union role
· Provides a Sign-posting service to learning opportunities
· Supports colleagues into learning, both work and non-work related
· Identifies sources of learning and funding
· Acts as a confidential sounding board
· Works in partnership with the employer, branch & union officials
· Brings formal and informal learning to the workplace
· Bring a new dimension to the membership package
· Encourages adults back into Life Long Learning
· Can help nonmembers, by providing a different (less) level of service

A ULR does not:
· Provide careers guidance
· Diagnose specific learning barriers (such as dyslexia, low numeracy or literacy skills
· Provide counselling
· Provide training which is the employers responsibility (e.g. job specific)
· Work in isolation, without the Branches support
· Provide specific learner information back to the employer



























Session 3 - Barriers to Learning- Page 48-50


Barriers to Learning

Many people face barriers when considering learning. A key role of ULRs is to help identify barriers and to find ways to overcome these through discussion with employers, the branch, colleges and learning providers.

Some common barriers to learning include:

•	Timing of courses – shift and part time workers consideration
•	Travel – inconvenient locations and/or difficulty with access to public transport
•	Cost – fees unaffordable
•	Lack of confidence
•	Caring responsibilities
•	Skills level – perception of high level of reading and writing skills needed 
•	Support – low level of encouragement
•	Equipment – availability and access to materials such as computers
•	Equality & Diversity issues
•	Time!

Some barriers for employers/organisations might be:

•	Lack of time, both for learner and manager
•	Cost
•	Attitude of individual managers
•	Culture of the organisation
•	Short termism
•	Don’t recognise the need
•	Don’t understand what the course of study provides
•	Logistical issues, where the learning is to take place, when, the methods used, access etc.















Session 3 – Learning Styles, Delia & Jamie Page 58

Jamie – Suggests an Activist/Pragmatist
· Jamie appears very engrossed in the process and has got ‘stuck in’ straight away – typical of an activist
· Jamie does not measure his ingredients, ‘ a little bit of cheese’, a ‘knob of butter’   
· He mentions trial and error and what others might include – typical of a pragmatist    
 Delia – Suggests a Theorist
· Very specific about ingredients despite people already having a recipe card
· Specific about method 2.5 centimetre chunks for rhubarb, centre shelf of oven
· Methodical and logical
Jamie http://www.youtube.com/watch?v=AgHgbn_sVUw
Delia  http://www.youtube.com/watch?v=3LmRy

























Session 3 – Generating Interest in the workplace Page 70

Ideas for generating interest:

· Union Notice boards
· Surveys
· Posters
· Electronic communications (E.g email) NB Obtain appropriate workplace/Branch permissions
· Posters
· Intranet
· Taster sessions
· Learner 1-2-1 meetings and questionnaires

Who else might you involve?
· Branch –Other Reps
· Employer
· HR/Training & Development teams
· Line/Department Managers
· Local providers
· Unionlearn
· Prospect HQ learning and skills team
· Prospect Organiser/Negotiator


























Session 4 – Skills for Life Quiz Page 86



1	Up to 3.5 million workers struggle with reading and writing and everyday maths, which costs UK businesses nearly £5 billion a year, and the UK economy around £10 billion a year

2	60% of children with low literacy levels have parents or carers who also have low literacy levels

3	People with poor literacy and numeracy are MORE likely to be homeless

4	People with low levels of literacy and numeracy are 5 times more likely to be unemployed

5	81% of those on probation or in prison have writing levels below level 1

6	1 in 20 suffer severely from dyslexia

7	Only 2% of jobs are available to workers with very low literacy, numeracy and/or English for Speakers of Other Languages (ESOL) skills, such as Entry 1

8	People with good skills in literacy and numeracy are MORE likely to have good health

9	Only 2% of children who have parents with low literacy and numeracy skills are developing good literacy and numeracy skills themselves


NB: There is some debate about Q6 – British Dyslexia Association estimate 10% have dyslexia  - 4% severely

















Session 4 – Disadvantaged Learners- page 96

Suggested questions below – this list is not exhaustive

1. Your organisation is having to cut its budget, and your employer is proposing changing some compulsory training from being classroom based to being computer based in order to save money.  What are the learning issues which might arise for members from this?  What points will you make to your employer?

· Is funding for the training available from another source?
· What arrangements are being made to support learners through a computer based approach if this goes ahead? (e.g. tutor support if they find the material difficult to follow)
· How will the material be adapted to cater for people with visual/auditory or other disability issues? (required as a ‘reasonable adjustment’ under the Equality Act)
· What time will people be given to complete the training?  
· Where is the employer intending that the computer based course takes place?  (e.g. away from the normal working environment)
· What arrangements will be made for people who struggle with computer literacy?
· How will the employer monitor the success of the training?

2. You want to organise a learning event at work and want to encourage members to come along to taster sessions as you believe some members have difficulties around numeracy and literacy (particularly grammar and punctuation). How will you encourage people to come along?  You also want the employer’s buy in and support for the event.  What arguments will you put forward to the employer?

Members
· Consider a survey/quiz/checklist/informal discussion/121 or group meetings if you are unsure of member’s needs, this could also act as a teaser session prior to the event
· Be upbeat and enthusiastic and use positive language to encourage members
· Be creative in advertising the event (e.g. Keep up with the children’s homework/learn how to write a winning short story)
· Advertise and use available resources
· Keep in mind the constraints that members may have in coming along to an event e.g. lack of time, confidence, childcare issues, fear of failure
· Book any event having regard to the above and also accessibility issues





Employer
· Emphasis the benefits of union learning (reaching hard to reach/hidden learners)
· Allows people to be quicker and more effective at written communication in the workplace
· Staff may not be seeking promotion or turning down training opportunities because of fear of not being capable, therefore the employer is not using all available talent
· The difficulties may be causing stress or illness or even disciplinary cases, so addressing this will alleviate this and save money
· Studies have demonstrated that learning work leads to a more engaged workforce, who are likely to work harder in their roles
· Learners comfortable with learning in the workplace are more likely to be comfortable with future employer sponsored training
· Enables the employer to be portrayed as a people friendly organisation
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POST COURSE WORK BASED ACTIVITY







Prior to staring the ULR training course, you were asked to gather information about your employer’s skills development and training offer. To supplement this research, you are now asked to find out more about your unions’s role in the learning and skills arena within your workplace. These activities should be completed prior to Stage 3 course attendance.

Activity 1- Researching your Branch Structure
Contact you senior union official, probably the branch secretary or union rep. Ask them about the union’s involvement in promoting learning and skills for members, both work and non-work related. To assist this process, outlined below are a series of questions you may wish to pose:ACTIVITY


Policy: Does the Branch have a written policy on learning and development in the Union operating rules agreed with the employer? If no, are procedures now in place to facilitate a rule change to include ULRs as part of the constitutional branch structure?  







Procedure: Is there an agreed procedure for ULRs and other reps to follow when carrying out their union duties? How does this work in practice?







Union Organisation: How does the ULR fit into the workplace union/employer structure in terms of attending meetings or committees? 








Facilities: What facilities are available to enable ULRs to fulfil their role and how are they obtained or accessed? E.g. time off, stationary, use of telephone, internet etc.ACTIVITY












Agreements:  What discussions, if any, have taken place between the management and the union on the role of ULRs and training and development in the workplace?
Is there a Learning Agreement in place (single or multi-union)? If so, include this in your course notes file.








Activity 2 - Skills Validation exercise
Using the skills validation activity from the course, try using the below template on a colleague, friend or family member to draw out additional skills from a non-work based role. Refer to page 61 in your course notes for a reminder how to use the tool. Record your observations after completing the exercise.ACTIVITY

	Description/Evidence
How can you prove/show you have this skill
	
	
	
	
	

	
Skills

	
	
	
	
	

	
Task/Activity

	
	
	
	
	

	Role
E.g parent, school governor, scout leader

	
	
	
	
	



What did you like/not like about using this activity with a learner?
Activity 3 - Learning SurveyACTIVITY

Choose a minimum of 10 questions from the example learning surveys in the course notes Pages 65-73. Issue the survey to a minimum of 5 colleagues. Record your findings here:

Did you email the survey? Or discuss on a 1-2-1 basis? What were the advantages/disadvantages?










Are there any emerging themes? What could you do to help?







Activity 4 - Reflection
Now that you have attended Stage 1 & 2 of the ULR training course and completed these post course activities, reflect on the following:ACTIVITY

Have you learnt anything new about yourself and if so, what?







Have you identified any new (or improved) skills through your ULR activity - If so what are they?








How can you use the role to grow your own skills and knowledge?







Once complete, please bring this work book with you to the Stage 3 course. Thank you.
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RESOURCES








ULF SKILLS PROJECT TEAM

· Rachel Bennett, ULF Project Manager
Rachel.Bennett@prospect.org.uk Tel:020 7902 6687

· Nikki Simpson, ULF Lead Project Development Worker
Nikki.Simpson@prospect.org.uk Tel:07515 328845

· Kate Antoniou, ULF Project Development Worker 
Kate.Antoniou@prospect.org.uk Tel:07889 181084

· Pauline Tee, ULF Project Development Worker
Pauline.Tee@prospect.org.uk Tel : 07834 451785


WEBSITES

VISIT REGULARLY TO KEEP KNOWLEDGE UPDATED 

www.prospect.org.uk 
Prospect own website, with dedicated areas of interest

www.unionlearn.org.uk 
Part of the TUC, Unionlearn helps spread the lifelong learning message.

www.bis.gov.uk

The Department for Business, Innovation and Skills (BIS) is the Government department with overall responsibility for national policy in education and skills, post 19 years of age

www.niace.org.uk (National Institute of Adult Continuing Education)
An independent charity with a focus on advancing the interests of adult learners and potential learners in England and Wales.

www.campaignforlearning.org.uk
This organisation is involved with promoting learning at work.  It also coordinates national adult learners week and has a separate website dedicated to the now annual national learning at work day.  www.learningatworkday.com


VISIT REGULARLY TO SOURCE LEARNING 

www.hotcourses.com
www.emagister.co.uk
www.move-on.org.uk (Numeracy and Literacy below Level 2)
www.open.ac.uk/Unions
www.primebusinessclub.com (Business Start up advice for 50+)


www.direct.gov.uk
 A gateway to the websites of all parts of the UK government and more.

www.learndirect.co.uk
Learndirect is an e-teaching organisation and was set up by 'Ufi' (University for Industry). In 1998 the Government gave Ufi the task to provide high quality learning for people over the age of 16.
 
In ten years learndirect has become a nationally recognised brand for learning with the largest e-learning network of its kind in the world.

www.jobseeker.direct.gov.uk
Search online for the thousands of jobs provided by Jobcentre Plus 

VISIT OCCASIONALLY 

OTHER TRADE UNIONS- See what other unions are offering their members in terms of learning and skills

www.pcs.org.uk 
A sister union to Prospect, representing employees in the civil service and the commercial sector

www.cwu.org.uk
A sister union to Prospect, representing employees in the Communications sector

OTHER GOVERNMENT BODIES

www.education.gov.uk
The Department for Education is responsible for education and children’s services. Find out about the academies programme which provides schools with greater freedoms to innovate and raise standards

www.skillsfundingagency.bis.gov.uk

Are a partner organisation of the Department for Business, Innovation and Skills whose job it is to fund and regulate adult further education and skills training in England

OTHER REGIONS

www.elwa.ac.uk (Education and Learning Wales)
This government acts as a strategic facilitator to all post–16 public education and learning provision for Wales

www.sfc.ac.uk

The Scottish Further and Higher Education Funding Council (SFC) is the national, strategic body that is responsible for funding teaching and learning provision, research and other activities in Scotland's colleges and universities and higher education institutions.

www.scottish-enterprise.com
Work in partnership with universities, colleges, local authorities and other public sector bodies to maximise their contribution to the Government Economic Strategy.

www.hie.co.uk  (Highlands & Islands Enterprise)

Highlands and Islands Enterprise (HIE) is the Scottish Government's economic and community development agency

www.delni.gov.uk
The Further Education Division of the Northern Ireland Department of Education and Learning (delni) is responsible for the policy, strategic development and financing of the statutory Further Education Sector.  


SPONSORED PROGRAMMES

www.investorsinpeople.co.uk 
This is the website of Investors in People UK Ltd who are the UK guardians of the IIP Standard.  This organisation is responsible for policy surrounding and strategic changes to the standard.

www.nationaltrainingawards.com
The National Training Awards are the UK’s number one accolade for businesses, organisations and individuals who have achieved lasting excellence and success through training and learning.

EMPLOYER ORGANISATIONS

www.cipd.co.uk
The Chartered Institute of Personnel and Development (CIPD) is the professional body for those in the management and development of people.

www.sscalliance.org
The Alliance represents, promotes and supports the work of the 22 Sector Skills Councils (SSCs) across the UK. Established in 2008, the Alliance is the collective voice of SSCs and works to position them within the UK skills system.

www.acas.org.uk
Acas (Advisory, Conciliation and Arbitration Service) aims to improve organisations and working life through better employment relations.

COPING WITH CHANGE

www.windmillsonline.co.uk

'Windmills' helps people to take a fresh, positive and proactive look at their lives: ensuring that individuals are equipped with the skills they need to realise their potential.

www.businesslink.gov.uk
Business Link is the government's online resource for businesses.It contains essential information, support and services for you and your business – whether you work for a large organisation or are on your way to starting up.
www.nextstep.direct.gov.uk
Next Step is a publicly funded service, helping adults get the advice they need for future skills, careers, work and life choices.

www.prospect.org.uk/podcasts
A range of free downloadable podcasts, including Career Transition (Interviews, CVs and Selling your skills & strengths) Generic money management and health and wellbeing.

www.rec.uk.com

The Recruitment and Employment Confederation (REC) is the professional body dedicated to representing the interests of the UK’s recruitment industry in Parliament, Whitehall, the European Commission and to press and opinion formers.
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DATA PROTECTION & SOCIAL MEDIA GUIDANCE




















DATA PROTECTION AND 
PROSPECT UNION LEARNING REPRESENTATIVES

THE DATA PROTECTION ACT 1998

The Act came into force on 1 March 2000. The previous Data Protection Act related only to information kept on computers, but the new Act covers paper files too. Prospect, like all other organisations that keep records about individuals, needs to ensure that we comply with the Act. This will affect records kept by Prospect headquarters, branches and representatives of the union. 

Although the implications of the Data Protection Act should be taken seriously by all those involved in recording or storing information about individuals, representatives should not be unduly concerned. The duties under the Act are largely based on common sense and as long as a few simple principles are followed it should be easy to comply with the Act.  

The law on Data Protection is complicated, this note only summarises some of the key points, if in any doubt consult your Prospect Full Time Officer. 

WHAT IS DATA PROCESSING?

The Data Protection Act covers ‘personal data’, so any information about individuals who can be identified from the information being kept on them will fall under the Act.

‘Data’ is any information that either is:

· Stored or recorded on a computer
· Recorded as part of a relevant filing system, or
· Is an accessible record

Relevant filing systems include information relating to individuals which is part of a set of information, structured by reference to individual people, and which is readily accessible. It could be information stored in both electronic and paper files. 

For Prospect Representatives this definition covers for example:

· membership records 
· records of interviews with or advice given to members 
· personal cases for members

‘Processing’ is obtaining, recording, or holding such data. So ULRs, like other Prospect reps, will be ‘processing data’ by keeping records of one to one interviews, writing letters or sending e mails to members or to management, or even recording phone messages. Records of members or non-members will also be covered by the Act.

Sensitive Data

The Act defines some information as ‘sensitive personal data’, this includes information relating to a person’s race, political views, religion, health, sexual orientation, criminal record etc. Membership of a trade union is also classified as sensitive data. 

DATA PROTECTION PRINCIPLES

The Act sets out a list of eight principles that everyone who uses data must comply with. 

These principles are that data must:

1. Be processed fairly and lawfully – see below

2. Only be obtained for specified and lawful purposes Membership records are obtained to process membership rights and benefits, this can include advice to members on, for example, training and career development issues by ULRs.

3. Be adequate, relevant, and not excessive for the purpose Personal case information must be relevant to the case (remember the member has the right to see their file).

4. Be accurate and up to date Information must be as accurate as possible and amendments need to be made when we are informed of changes.

5. Not be kept for longer than necessary Records of ULR advice or activity should not be kept for longer than is needed.

6. Be processed in accordance with the rights of access under the Act Members have the right to know what information is kept on them, they have the right of access to information, and to amend information held on them.

7. Be secure against unauthorised or unlawful processing Records and advice files need to be kept secure. When sending post, email or faxes think about the confidentiality at the other end, for example do not send faxes to members at work without ensuring they are happy with this. Additionally all laptops/files containing personal data must be kept secure and password protected.

8. Not transferred out of the European Economic Area without safeguards The EEA is the 15 European Union countries plus Iceland, Liechtenstein and Norway. But this is unlikely to be a problem for ULRs.

If we comply with these principles we meet the requirements of the Data Protection Act. Most of the principles are common sense and things we all already do routinely. 

1ST PRINCIPLE -  ‘FAIRLY AND LAWFULLY’

This is the most important of the principles and the law sets out details on what this will mean.

In respect of all data, one of the following must apply:

· The individual must have given consent to the information being processed. 
Consent will usually be implied by the persons actions, for example applying to join Prospect would indicate consent to us recording information given on the form. Seeking advice from the ULR would be seen as consent for a record to be made of that advice, where this is necessary.

· The processing must be necessary for the performance of a contract. 

· The processing is necessary to comply with the law. 

· The processing is necessary for the ‘legitimate interests’ of the body holding the data or of a third party. 

· It is necessary to protect the vital interests of the individual (life and death situations only) or for the administration of justice or public functions. 


Additional rules for ‘sensitive data’

In respect of sensitive personal data (remember this includes Trade Union membership) there are additional requirements. The main ones to affect Prospect are the following and one of these must apply in the case of any sensitive data:

· The processing of information is carried out by a trade union in connection with their legitimate activities.
All membership information used internally within the union to process membership rights and benefits, including access to ULRs, will be covered by this. Information about union membership (or other sensitive data) must not be communicated to anyone outside of Prospect without the express consent of the member.

· The individual has given explicit consent to the information being kept and used.  

· The processing is necessary to comply with the law in connection with employment, or in connection with legal proceedings.

· The processing of information on racial or ethnic origins is in order to monitor equal opportunities.


PROSPECT DATA PROTECTION CHECKLIST


Fair and lawful processing

· Does Prospect have consent from the individual to process the data? or

· Is it necessary for performing a contract, or to comply with the law, or for legitimate interests of the organisation or a third party? 


Sensitive data

If the data is ‘sensitive’, i.e. trade union membership, race, political views, religion, health, sexual orientation, criminal record

· Is the information being used internally within Prospect in connection with legitimate activities of the union? or

· Has the individual given explicit consent to the information being kept and used? or

· Is it necessary to comply with the law? or

· Is it information about racial origins which is used for equal opportunities monitoring?


Other Data Protection Principles

· Is the information being recorded for specified and lawful purposes?

· Is it adequate, relevant and not excessive?

· Is it accurate and up to date?

· Do we need to still keep the information? 

· Is the information secure? 

If the answer to any of the questions is no or don’t know -
Seek advice







SOCIAL MEDIA
Guidelines for Prospect members and representatives
Social media refer to the family of online tools which enable users to generate and share content with other users. They have become a routine means for millions of people to communicate with each other and include tools such as social networking sites (e.g. Facebook, Twitter), blogs, wikis and so on. While there are enormous and obvious benefits, there are also risks and pitfalls. This guidance is designed to help you avoid them.
People use social media for networking and to share information, links, comments, photos and a wealth of material. Increasingly, organisations are doing so to achieve organisational goals. Prospect recognises that our efforts to publicise and campaign for union policies and objectives can be strengthened by the use of social media. They are practical tools that can encourage debate and mobilise support among members and the wider public. But while we encourage members and reps to use social media for union purposes, there are some basic guidelines you should follow to safeguard yourself and the union.
This guidance is primarily concerned with issues you need to consider in relation to comments or information you post about your employer or Prospect. However, there are also risks – and sensible precautions - associated with posting material about yourself in a public space where you cannot control who sees it or how it is used.
Your employer
Your employer is likely to have a written policy about the use of social media which will cover both access to and the use of social media in the workplace, and guidance and rules about information you post, or any comments you make about your employer. Please make sure you are familiar with any policy and that you abide by it.
Consider carefully what you say before you say it.
If your employer reasonably believes that what you have said brings them into disrepute you can be disciplined and even dismissed.
Do not use offensive or inappropriate language about your colleagues, your managers or your employer.
Do not post information which is commercially confidential or otherwise sensitive or which might be covered by the Data Protection Act.
Do not claim to be speaking on behalf of your employer.
If you are in doubt seek advice from your Prospect rep or full-time officer.


Prospect
If you already use social media in a personal capacity, you may want to create a separate account for union purposes. In any message please be clear about your position in the union and in what capacity you speak. As a member you are entitled to speak your mind. As a representative, it will be assumed that you are speaking on behalf of the union unless you make it clear you are speaking in a personal capacity. In any event you should not bring the union into disrepute.
1. You can legitimately speak on behalf of the members you represent in your workplace, branch, group or section, but do not claim to be speaking on behalf of the union as whole.
2. You should not post any comments or information about confidential matters.
3. You should respect the union’s agreed policies and negotiating objectives.
4. You should avoid negative comments about other unions and take care that any comments you make about employers are in line with legitimate industrial relations.
5. You should also be careful not to refer to individuals in ways which could be perceived by them as a form of harassment or bullying as this could also give rise to a claim against you.




Defamation and libel
Defamation law can apply to any comments posted on the web, irrespective of whether they are made in personal or professional capacity. Defamation is the act of making an unjustified statement about a person or organisation that is considered to harm their reputation. If an individual makes a statement that is alleged to be defamatory, it could result in legal action against the individual and the organisation they are representing.
People can often feel less inhibited when posting comments online and as a result may say things they would not express in other circumstances. Posting comments under a username does not guarantee anonymity as any comments made online can be traced back to the original author.
A defamatory statement that is spoken is slander; if it is written down it becomes libel, as will be the case for someone using social media. The most common defence against a libel claim is that it is true; in which case that has to be proven. Another defence is fair comment – that it is an honest opinion based on true facts. However, this defence can be defeated if it is shown that the author acted maliciously, either knowing it was untrue or not caring whether it was true or not.
Personal privacy
You should protect your privacy by following some simple rules:
1. Make sure you understand privacy settings and use them to restrict access to personal information or particular posts.
2. From time to time, you should review your privacy settings.
3. Do not publish personal email addresses, phone numbers, your home address or any other personal details.




	
	Page 2
	

	
	
	



image2.png
(Wl 9 -

File rt s e Mailings

Personal Action Plan

What support do | need How will 1 track my progress

What actions will | take?
and from whom? and measure success?

Find out when branch Will have attended branch

meetings are held and ask to Within one month meeting and agreed future
1 |
attend. attendance and actions

Produce and distribute an Support from branch,
introductory workplace rep colleagues. All members willbe aware of
email/communicationto | | within two months May need help producing | | yLRrole. Future activities e.g.
members introducing ULR and distributing from book swap advertised
role colleagues/project worker

support from Book /media swap will be up.
branch/workplace and running and will be well
colleagues. Obtain other used. Members and non -
publicty materials from members will be aware of the
project worker. Agreement facilty. Profile of Prospectwill
from employer have been raised.

Arrange a book and media

N Within 10 weeks

swap stand





image3.png
zromeq

‘sess2001d UoRoRR/UORUILIO
1 uoun auy J0 diyssapeal ay) BuRosles o} SlQISUOASa) 218 SIAqUIBL
PuE SaUoURIg “BUIYeLY UOISIOSP S) PUE UOIUN 3} Ui PaAIOAU! Buliab 1oj
JeuULO lewL 1NOK SISt PUE YoURIE € 4o Yied S1 JaquIBL AiAT iy
43 1o} uooaxp pue Aoijod Lol 185 0} B0UBIJUD Ul ed Bye) SaUoURIg

saysuelg

SouRRU00 ‘S0URIRU00 0} SsaUISNq
10j035 0} sS3UISNG s0dosd osfe ueo AayL.
asodoud osfe ued ‘Koijodjsuoisioap 2ouaiajuo)

fauy “Roodsuoisioap m aui i e sanuoud
20UBIBJU0D 10}03S 5103ds014 1By} 3INSUD

um aui i e senuoud 0y ABaens 198 DAN SUL

insua o} ABalexs sjps R . Ajeuuaiq dysssquiaw
Alleuuag um auj Aq peioale -

siaquiaw Aq pajose - (93N)

saapwwod
3ARN23X3 10}295 mo_w“_E%mﬂouwww“wwwm

sououeig Alp1UUBIq 30UI3jU0D
o3dsoid Aq Pa1o3p -

4q pasodoud seapi ubtedwies Jo Aoijod 210 WopISaLd S19910 g SayoURIg AQ ¥
M3 uo Buion pue Buiegap yBnoay Jojos pasodoud seapt ubleduies 10 Aoijod Mau uo Bunon sjuspisald
a4 1oy Aolod SpuaLe/sYeIN “Aleiuaiq piRy - pue Bunegap UBno, “Aojod SpuswE/SeIN 221A Aindaq 3 $3id

$32U3I3JU0D 10}28S 9ouaIauo9 393dsold 9JIA quapisald

1adsoud ul Adjjod Builles pue HBupje uoisa@ ul 3ol INOA

bugpa | safis. uoy B piogdin

XX W 7 &

. P ~sals

edsy T

g 2

190088y @°dqgey 1ERY 10qdev 209gey B\ Loz euspia

n36eq u:





image4.png
The skills of the ULR

A




image5.png




image6.wmf
 

Concrete experience 

–

 

what actually 

happened? What was it 

like?

 

Abstract conceptualisation:  

how does it fit with previous 

rules?  Is there another 

explanation?

 

Reflective 

Observation:  what 

does it mean to me?  

What do I understand 

from this?

 

Active 

experimentation:

 

what would happen 

if?  Could I try ….?

 


image60.wmf
 

Concrete experience 

–

 

what actually 

happened? What was it 

like?

 

Abstract conceptualisation:  

how does it fit with previous 

rules?  Is there another 

explanation?

 

Reflective 

Observation:  what 

does it mean to me?  

What do I understand 

from this?

 

Active 

experimentation:

 

what would happen 

if?  Could I try ….?

 


image7.png




image8.png
v’%or professionals

Learning Styles





image9.png
Ko s 0

Alejaades

3aAney noA moys/anoad uonjeldosse
ued noA moy a1 ‘19upied quaied 91

|_®ousping/uondudseq sipis Aunnoy /ser sj0y

IS siu3





image10.png
prospect

union for professionals





image11.png




image12.emf

image13.png




image14.png
LIlFE n A 2 e e

- = O

;W——x-nlui

O«

W\

nwoveswo

Jua || 95u1PeaH L] lpeaH L] 1 OuIPEaH L € uIPeaH L] ¢ uIpeaH L) 1 BuIpaH 1
" »0agev | poagey | poaaey| gooagey poagev poaaey ||





image15.wmf

image16.wmf

image17.wmf

image18.png




image19.png
BN K0 RN MR RN - B - RN IR SENRE] | IR - RN E

SIUBUINIG) /5910N|  SW0oIN0)| paimbaul USAID VBT Kamnbus| Siewa)  Jeuiesl
dn mojjo4 21eq jomea  ewod| jo awen

2bue udeibeieg punoiBeg abeq dngas 3beq

aues - piewpeq - piewios - oL P abnsE | pi0m 100>+ | Luopeueydtg ge - - .
pus  buig  demn wol = e e ewisem suuniey a5 uonewaNO suBIEN
siopg T

Ed g ~ siaquiny aun [ O] ﬂ

bupeds wapur

anofer abey





image20.png
Learning Services 7@
2 )

union for professionals




image21.png
Learning Services 7@
: )

union for professionals




image22.png
Learning Services 7@
2 )

union for professionals




image1.png
Learning Services i
 Serves 1@

union for professionals D





