
 

 



 



Hello everyone, 
 
Iôm delighted to be able to introduce the  
New CWU learning reps handbook. This  
aims to introduce the role of the Union  
Learning Rep (ULR) and provide resources 
 to assist ULRs in delivering learning  
opportunities for all CWU members, both now and in the future. 
And it is particularly apt to talk about the future when it comes to 
lifelong learning. Only by investing in lifelong learning can the UK 
have a workforce able to compete internationally in an 
increasingly globalised economy. Only by offering our members 
lifelong learning can we offer them the skills to face the future 
with confidence. Only by lifelong learning will our activists have 
the knowledge and skills to stand up to the challenges of global 
capitalism and deliver the best possible outcomes for our 
members. That is why I am proud to be the first Chair of 
Unionlearn, the TUCôs new learning organisation. 
 
We have come a long way from the beginning of the project 
where ULRs were largely unheard of. Now we have ULRs in 
most branches, many being involved in ULR networks at both 
regional and branch level. CWU members now have access to 
over 100 learning centres and many thousands of them have 
taken the opportunity to do so, seeing it as a real additional 
benefit of their union membership. The benefits for our members 
are matched by the benefits for the CWU as a whole. The CWU 
DVD, ñUnion Learning Reps, Activists for the 21st Centuryò 
clearly shows how the Union Learning project has invigorated 
communications between branch activists and members ï and 
encouraged a whole new group of members to become activists 
ï including more women and members of ethnic minorities. 
 
Billy Hayes, CWU General Secretary 
 
 



Union Learning Representatives are providing  
a very valuable service for our members and  
are now firmly established as part of our activist  
base in the CWU. The CWU Education and  
Training Department is there to support  
our ULRs, through training and development,  
funding, networking opportunities, a dedicated  
website and now through providing this new guide for your role. 
We hope that you find this handbook useful, and that it helps you 
to help our members through learning. 
 
Trish Lavelle, CWU Head of Education & Training 
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1. The Roles of a Union Learning Representative (ULR) & a Lead 
ULR/Learning Officer/Learning Co-ordinator 
 
A Union Learning Representative (ULR) is a CWU representative who 
helps our members get back into learning.  They will be appointed or 
elected by their branch as covered by the branch rules.   
 
The duties for a ULR shall include: 
 

¶ Promoting lifelong learning to CWU members and the wider 
community 

 

¶ Researching the learning needs of their membership and their 
employers 

 

¶ Developing a database of local learning opportunities which are 
available to their members and the wider community 

 

¶ Signposting learning opportunities and Information, Advice and 
Guidance (IAG) services to members 

 

¶ Organising and attending a Learning Steering Committee 
comprising of representatives of the Branch, ULR(s), Employers, 
Learning Provider etc as decided by the committee 

 

¶ Working with their Branch to deliver learning opportunities in 
keeping with the rules, aims and objectives of the CWU 

 
¶ Developing learning centres or learning access points where 

sustainable 
 

¶ Attending meetings or training to develop their own skills and 
others skills as ULRs  

 

¶ Attending such courses, networking and dissemination events 
necessary to keep them informed of relevant developments in the 
field of lifelong learning and build contacts to enable them to provide 
wider learning opportunities for members and the wider community  

 



¶ Representing the Branch on learning issues both on internal CWU 
committees and external committees/events as appropriate 

 

¶ Supporting the work of their Regional Learning Committee, the 
CWU Education and Training Department and the CWU as a whole 

 

¶ Negotiating with employers to provide lifelong learning 
opportunities and resources for their members and themselves in 
line with national CWU guidance 

 

¶ Negotiating with education providers to provide lifelong 
learning opportunities and resources for their members in line 
with national CWU guidance 

 
Where a branch has more than one ULR then there shall be a Lead 
ULR (Sometimes this will be referred to as a Learning Officer, Learning 
Organiser or Learning Coordinator.)   
 

Their duties will include all of the above as well as: 

 

¶ Coordinating the work and training (in consultation with the Branch 
Secretary) of the Branches ULRs 

 

¶ Organising and attending a Branch ULR committee (as per Branch 
rules) 

 

¶ Representing ULRs to the Branch Committee 
 

Being Lead Negotiator on learning issues for the Branch with 
employers, learning providers and other appropriate bodies 
 

 
 

2. ULR Rights 
 
Appointment of ULRs 
 
For ULR rights to apply a copy of the standard ULR Appointment Pro 
Forma (which is available as a downloadable resource on the CWU 



Education & Training Website) should be sent to management upon 

appointment/election of a ULR.  It is advisable that both the Branch 

and the ULR(s) concerned should keep a copy of the returned pro 
forma.  Once the notification has been sent then the ULR is entitled to 
their rights however there is also a requirement under the law that the 
ULR should complete their initial training within 6 months from the 
notification.  If the training is not undertaken then ULR rights would 
lapse unless the training has been delayed by the management, in 
which case a tribunal could be pursued.  Again it is useful that both the 
Branch and the ULR keep a copy of the CWU ULR certificate awarded 
at the end of the ULR course. 

 
 

 
 

 

 
 

 

 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

NAME OF MANAGER:  
ADDRESS:     
 
Dear                      , 
 
Union Learning Representatives: 
 
DATE: 
 
I am writing to inform you that the following person(s) have been appointed by the 
CWU as ULR(s): 
 
INSERT NAMES OF ULRôS HERE: 
 
As Iôm sure you are aware the role and legal entitlements of Union Learning Reps 
are set out in the Employment Act 2002 and the ACAS guidelines relating to that 
Act.   
With effect of the 27

th
 April 2003 in the UK and more recently in Northern Ireland, 

employers must allow members of independent recognised trade unions who are 
Union Learning Representatives to take time off during working hours for the 
purpose of: 
 

¶ 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 
 
In relation to ñqualifying membersò (i.e. employees at the workplace where the 
CWU is recognised and who the CWU represents) learning reps must be allowed 
time off to: 
 

¶ Consult the employer about carrying on such activities for qualifying members 

¶ Prepare for activities within these purposes 

¶ Undergo training relevant to their function as a learning rep, including training 
to become a learning rep 

 
As per the previous bullet point the persons named above will need to receive 
training in their role and function as ULRôs. This training will be delivered by either 
the CWU Education and Training Department, or via the TUC training programme.  

 



 

 

 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 

 

 
 

 

 
 

 

 
 

 

 

 
 

 

 

 
 

 

 

 

The release required for the initial training will be five days which will either be either 
Monday to Friday within one week or spread over a period of weeks at either one 
day per week or a in sections which might consist of one, two or three days to a 
total of five days over the period, dependent on whether it is the CWU or TUC 
training course. 
This training course will encompass the following areas; 

¶ Pre-course activity: Identifying learning activities and responsibilities in the 
workplace 

¶ Introduction and course aims and objectives 

¶ Skills for Life in everyday life and work 

¶ Skills for Life ï the Implications and challenges in your workplace 

¶ Job & Task Analysis ï the Skills for Life required 

¶ Access to Learning and the barriers that individuals may face 

¶ Front Line Advice and Guidance (FLAG): best practice 

¶ Problem, Information, Plan (PIP): FLAG ï the role of the union learning 
representative 

¶ Methods of Communication 

¶ Finding & Recording Information 

¶ Promoting the front-line role 

¶ Identifying individual learning needs 

¶ Interviewing skills 

¶ Preparing for interviews 

¶ Interviewing members ï role play 

¶ Report back from interviews 

¶ Action Planning 

¶ Course review 
 
I would confirm that both these training courses are approved by the CWU and are 
accredited through the National Open College Network.  
 
Please find enclosed a copy of this letter which I would be grateful if you could sign 
below and return at your earliest convenience to confirm you receipt of this letter 
and that paid release to attend this training course will be granted. 
 
Yours sincerely, 
 
NAME AND POSITION WITHIN THE CWU 

 

cc: Trish Lavelle ï Head of Education and Training. 
 
 
Notice of ULR appointment acknowledged and paid training release entitlement 
agreed: 
 
 
Signature:     Date: 
 

 
Name:      Position: 

 



 

 

ULRs & the Law 
 
With effect of the 27th April 2003, under the terms of Section 43 of the 
Employment Act, employers must allow members of independent 
recognised trade unions who are Union Learning Representatives to 
take time off during working hours for the purpose of: 
 

¶ 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 
 
In relation to ñqualifying membersò (i.e. employees at the workplace 
where the CWU is recognised and who the CWU represents) learning 
reps must be allowed time off to: 
 

¶ Consult the employer about carrying on such activities for 
qualifying members 

¶ Prepare for activities within these purposes 

¶ Undergo training relevant to their function as a learning rep, 
including training to become a learning rep 

 
The ULR is entitled to be paid either as if they had worked for the 
relevant period, or according to comparative hourly earnings. There is 
no entitlement to pay for learning activities undertaken at a time when 
the employee would not ordinarily have been paid, but staff who work 
part-time will be entitled to pay if full time staff are. 
The amount of time off allowed is what is ñreasonable in all the 
circumstancesò taking into account the provisions of the ACAS Code of 
Practice (e.g. size of organisation, safety and security, need to 
maintain a public service, etc,). Employers should consider providing 
accommodation for members and learning reps to meet to discuss 
relevant training matters.   You can view the full ACAS Code of 
Practice at: 
http://www.acas.org.uk/media/pdf/l/q/CP03_1.pdf 
 
 

http://www.acas.org.uk/media/pdf/l/q/CP03_1.pdf


 

 
ULRs & the Union 
 
Learning has been included in the CWUôs Constitution.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Applying for Release 
 
Unless an agreement has been reached for full-time ULR release then 
ad-hoc release should be applied for using the appropriate employer 
Paid Special Leave form.  It is always advisable to keep a copy of the 
application (annotated with the date that you submitted it) and any 
confirmation received.  Your branch will have a local agreement about 

CWU Education Policy 

Rule 2.1.7 of the CWU rulebook states that the CWU shall: 

Á Promote, organise and facilitate access to adult education to 
enable members to advance their skills for life.  
The CWU would summarise the aims of its education programme 
as follows:  

Á To encourage all CWU members to develop their own educational 
potential;  

Á  To provide members with the skills required to negotiate effectively 
with management;  

Á To fight discrimination by encouraging greater participation in union 
activities, especially by women and ethnic minorities;  

Á To assist the CWU in carrying out its responsibilities to represent 
its members' interests;  

Á To train CWU activists as tutors in order to pass on their 
experience to the next generation of activists;  

Á To promote workers' solidarity in the world and to develop and 

strengthen free and democratic unions;  

 
 



how much notice is needed to ensure that duties are covered so that 
employers should have no reason to refuse leave. 

 
 
 
What should ULRôs do if release is refused? 
 
In general terms, refusal of release needs to be dealt with in a 
structured and organised fashion ï i.e. account must be taken of the 
over-riding need for reasonable requests for release being made.  
 
For example, asking your manager for release the day before the 
release is required cannot be considered as reasonable, as this would 
not allow sufficient time for arrangements to be made in covering your 
duties, whereas providing your manager with four weeks notice of the 
need for release from duty is entirely reasonable, as it allows sufficient 
time for any reasonable manager to make such arrangements. 

 
However, for the purpose of this briefing, we will presume that 
reasonable notice has been provided to management and the refusal 
of release is unreasonable ï in these circumstances, ULRôs should 
follow the steps set out below. 

 
1. Contact the Lead ULR/ULR Coordinator of your Branch 
 
If your Branch has a Lead ULR/ULR Coordinator it is worth raising the 
refusal of release with them in the first instance, as this will provide 
with the support and advice of someone who is possibly more 
experienced than you in dealing with refusal of release. 

 
2. Contact the Branch Secretary 
 
The Branch Secretary will be in the position to provide you with 
support, advice and guidance as to the route you need to follow in 
order to deal with the refusal of release under the relevant 
agreement/procedures that apply in dealing with your employer. 

 
 



3. Contact your Regional Project Worker 
 
Your RPW will be able to provide you with support and advice and 
guidance in dealing with the refusal of release ï our RPWs have a 
great deal of experience in dealing with the employers where the CWU 
represent and may well be able to assist you in resolving the issue 
promptly. 

 
4. Always get the reason for refusal of release confirmed 
 
The purpose of this is to provide evidence of the unreasonable nature 
of the refusal of release, as this will become an important factor if the 
refusal of release were to be escalated through the formal procedures. 
Ask the manager why you cannot be released and ask him/her to 
provide this in writing. This does not involve anything difficult, just a 
polite request to the manager concerned to provide you with a written 
response setting out the reasons why you cannot be released from 
duty. 
 
If your manager is not prepared to provide a written response setting 
out the reasons for the refusal of release, this can be remedied by 
simply writing to the manager setting out the reasons you have been 
given verbally for the refusal ï the manager is then left with two 
options: 
 

¶ If he/she does not reply to this letter, he/she cannot claim to 
have disagreed with its contents later 

¶ If he/she does disagree and writes to say so, you have written 
evidence of the that can be used in the formal process if 
required 

 
 
5. Contact the Education & Training Dept 
 
If you are unable to get advice  
from any of the other sources  
listed previously, contact the  
Education and Training Dept 

 



at HQ in Wimbledon, as they will be able to provide you with support, 

advice and guidance as to what you need to do. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The CWU basic Learning Agreement which is useful to consider if you 
are trying to achieve a local agreement whilst we are still trying to 
achieve a national agreement on learning with your employer.  It 
covers the key points but can be adapted to meet more specific issues 
which you may have or any more details things like specified release 
time, provision of facilities/equipment, etc. 
 

 


