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NAME OF MANAGER: 

ADDRESS:                                                                                     
Dear                      ,

Union Learning Representatives 




DATE:
As you are no doubt aware the government introduced statutory rights for paid time off for ULR’s on the 27th April 2003. I am writing to inform you that the following persons have been appointed by the CWU as ULR’s

INSERT NAMES OF ULR’S HERE:
The persons named above will need to receive training in their role and function as ULR’s. This training will be delivered by either the CWU Education and Training Department, or via the TUC training programme. We request confirmation that the persons named above will be allowed the necessary paid release to attend this training. The release required for the initial training will be either five consecutive days over five weeks, or five consecutive days over one week, dependent on whether it is the CWU or TUC training course.

This training course will encompass the following areas;

· Introduction and course aims and objectives

· Reviewing experience: why members want advice and guidance on learning

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

· Why learning and skills?

· Learning and skills: what’s going on?

· Understanding basic skills

· FLAG: setting the boundaries

· Problem, Information, Plan (PIP): FLAG – the role of the union learning representative

· Finding information

· Promoting the front-line role

· Learning and skills: the trade union approach

· Preparing a questionnaire

· Identifying individual learning needs

· Interviewing skills

· Preparing for interviews

· Interviewing members – role play

· Report back from interviews

· Individual learning needs – the role of the ULR

· Personal development 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. 

I would be grateful for your earliest written response confirming that paid release to attend this training course will be granted.

Yours sincerely,

NAME AND POSITION WITHIN THE CWU

cc: Trish Lavelle – Head of Education and Training.
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