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ANNUAL GENERAL MEETING PROTOCOL

Under rule G.3, each UNISON Branch is required to hold an Annual General Meeting (AGM) in the January to March quarter of each year.  Your AGM should be inclusive, interesting and welcoming.

Branches are required under UNISON rules and the Equality Act 2010 to ensure that all meetings are fully accessible to UNISON members.  This includes the provision of information in a format, which can be accessed by any member who has a special requirement. Timing of AGM/s should also be considered to maximise the possibility for members to attend. 

Remote / Online Meetings
For 2024 AGMs Branches can determine which format to hold the meeting, that will encourage the most participation – physical, online or a hybrid format

Physical Meetings 
When booking venues, Branches should have regard to accessibility and the acoustics of the room and, if necessary, ensure that a public address system and / or hearing loop is available at the meeting. Public transport and parking options should also be considered to maximise the possibility for members to attend.

Planning
It is recommended that Branches should start planning the event as soon as possible.  The Branch Committee should agree the date of the AGM, as well as the venue or venues in the case of aggregate meetings.  

Aggregate Meetings
If your Branch covers a wide geographical area, and your members work a variety of shifts, or you struggle to hold a quorate meeting, an aggregate meeting (a series of meetings, each with the same agenda) should be actively considered.  Aggregate meetings also allow for a greater number of members to participate in the activities of the Branch. Advice on conducting aggregate meetings is available from Regional Organising Staff who should be consulted on the arrangements and process to be followed.  However the following broad principles should apply:

· Dates of all aggregate meetings must be advertised on the original convening notice.
· Members can only be counted as being in attendance at one meeting.
· Branch Officers are expected to attend all aggregate meetings but can only be counted as being in attendance once.
· Any motions must be moved and seconded at the first meeting. Votes should be taken at each aggregate meeting and the totals added together at the end to show whether it has been carried or lost.
· If the quorum has not been reached by the start of the last meeting then the AGM agenda should not proceed in the final meeting. 
· It is better not to specifically name a guest speaker on an issue on the agenda unless the person can attend all the aggregate meetings.
· The same person should Chair the meetings to ensure consistency of approach.

Attendance Sheet
A record should be kept of all members who attend the AGM.

Refreshments
It is a good idea to provide refreshments at physical meetings. 

Accounts
The Branch Treasurer must have kept the financial records up to date throughout the year.  However, the Branch must be aware that the accounts will need to be finalised and audited before being presented to the AGM.  Given the very tight deadline between January and March, the Treasurer should keep the Branch Secretary up to date on how the work is progressing, in case assistance needs to be provided.

All members are entitled to have a copy of the audited accounts.  It is not sufficient to provide a statement of account.

Organising Framework and Budget
A copy of the agreed Organising Framework, Action Plan and Financial Budget should be submitted to the AGM for approval. 

Annual Report
It is a requirement for individual Branch Officers to report on the work they have undertaken during the preceding year.  It is also good practice for the Branch to inform members of its achievements and future priorities in line with UNISON's Priorities and Objectives during the same period.  

The Branch Secretary should ask each Branch Officer to supply their annual report in time for the report to be compiled and circulated to members.

The Branch Secretary should incorporate all the reports into the Branch Annual Report, which should also include:
· The number of members within the Branch,
· Attendees at conferences,
· The significant areas of work undertaken by the Branch throughout the year including:-
· Disputes and bargaining activity
· Organising, recruitment and retention activity
· Branch education and training
· Campaigning activity
· Equalities activity

Nominations
Nominations for Branch Officer and Stewards, Lifelong Learning Reps, Health and Safety Reps, Equality Reps must be sought on an annual basis.

The posts for which you are inviting nominations must be listed within your Branch Rules.

Ballots
If there is more than one candidate for any of the Branch Officer and Steward positions then a postal ballot of all eligible members will be conducted in advance of the AGM.

In the event of contested elections, UNISON North West may appoint a member of regional staff as Returning Officer to ensure they are conducted fully in accordance with UNISON Rules and the Code of Good Branch Practice.  The Returning Officer will oversee the whole process including agreement of the detailed timetable with the Branch, writing to candidates, receipt of election addresses, the distribution and return of ballot papers (based on Membership Records), arrangements for additional or replacement ballot papers, counting of returns, declaration of results and production of a report to the AGM.

Any complaint regarding the conduct of any candidate, or any person campaigning on behalf of a candidate, or any materials produced by or for or in support of a candidate, or any issue otherwise connected to the election, must be made in writing to the Returning Officer in the first instance.

The deadline for receipt of nominations will be in accordance with thetimetable outlined below, or otherwise set out in Branch Rules.  Members will be informed in a letter inviting nominations, sent with the initial AGM notification.

Publicity
The Branch should distribute the agenda, reports and other materials to all members in accordance with UNISON’s Rules and Code of Good Branch Practice.  It is a Rule Book requirement that a notice of AGM / Preliminary Agenda is circulated to all members at least 12 weeks in advance of the AGM. 

Notice / preliminary agenda must include the following details:

· Date, time and venue of the AGM or aggregate AGMs
· The opportunity to submit motions and the timetable for receipt of motions
· Notification of Branch Officer positions to be elected to and the constituencies for Steward and other workplace/workgroup representative positions to be elected to
· A nomination form and the timetable for receipt of nominations
· A statement requesting that members contact the Branch if they have any access requirements or require an interpreter.  At all times the Branch should be aware that material may need to be distributed in large print, Braille or pastel coloured paper, to those members who request it.

When planning AGM timetables and the preparation of materials to distribute, it is important to ensure that enough time is allowed for:

· Publicising through all appropriate means, any motions received, giving members the opportunity to submit amendments to competent motions, and the timetable for receipt of amendments.

· The Branch Committee to meet in order to decide on whether to support/oppose/amend competent motions or amendments and to consider any competent emergency motions.

A final agenda should be issued to all members at least 7 days in advance of the AGM, or the first of any aggregate meetings.  

This sample timetable may help

	
	
	12 week notice
	8 week notice (2022)

	1
	Check Regional Organising Staff availability
	 - 15 weeks
	-11 weeks

	2
	Book Venue
	 - 15 weeks
	-11 weeks

	3
	Invite Speakers/External Attendees 
	 - 15 weeks
	-11 weeks

	4
	Initial Notice of Annual General Meeting to all members 
	 - 12 weeks
	-8 weeks

	5
	Nominations for representatives stewards and officers invited
	 - 12 weeks
	-8 weeks

	6
	All Nominations received
	 - 7 weeks
	-3 weeks

	7
	All Nominees notified and given the right to withdraw
	 - 6 weeks
	-2 weeks



Speakers
There are a range of serious issues facing UNISON members and public service workers. These issues need debating and you may wish to invite a speaker from the regional leadership team to address your members on these issues.  Speak to your Regional Organiser for further information and advice as a speaker could improve membership attendance.  

It is also strongly recommended that you deal with normal business before you hear the invited speakers.


Motions
Any motion submitted to your AGM must be competent and the name of the proposer and seconder must appear on the motion.  The mover and seconder of any motion must attend the AGM.  The same applies to the mover and seconder of amendments. In the case of aggregate meetings, the mover and seconder must attend the first aggregate meeting.

Failure to do so will result in the motion being withdrawn from the agenda.


Amendment to Branch Rules
It is strongly recommended that Branch Rules are reviewed by the Branch Committee on an annual basis.

Detail of any proposed changes to Branch Rules must be outlined in full and circulated to all members to be received no less than 14 days in advance of the AGM / first Aggregate AGM.

Any changes to Branch Rules must be agreed by a quorate Annual General Meeting and approved by at least two thirds of those members present and voting.  Under UNISON rules, Branch Rules cannot be put into operation, or deemed to be accepted, until they have been approved by the UNISON North West Regional Organising Committee (ROC), on behalf of the National Executive Council.


Dedicated Funds
Establishment or changes to dedicated funds (Industrial Action / Property Funds) must be in line with NEC scheme (see Appendix 1).


Honoraria 
Branches are able to make a discretionary one-off payment to Branch Activists in recognition of voluntary work they have undertaken for the Branch over the previous year.  In order to do so, Branches must have included in their rules a general provision to make honoraria payments. Honoraria payments can only be paid if the amounts and the named recipients have been recommended by a quorate meeting of the Branch Committee and approved by a quorate AGM.  Honoraria payments are taxable. Please note honoraria can only be paid to people holding positions featured in the Branch Rules and entered on the RMS system.

Branches proposing to pay honoraria must follow National Guidance and the regional process outlined in “NW Honoraria Process 2023/24”.

Honoraria will only be authorised, processed and paid where consistent with national rule / guidance and in full compliance with the NW Honoraria Process, including adherence to the deadlines contained within. Honoraria proposals which fall outside of given deadlines will not be paid. 


Quorum
The quorum for an AGM must be checked prior to the meeting.  This will be a fixed figure identified in the Branch Rules.


Inquorate Meetings
Inquorate meetings can be reconvened in line with rule and all Branch members must be given at least 7 days’ written notice of the arrangements for re-running the AGM.  An inquorate AGM cannot be reconvened as an aggregate meeting.
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CHECKLIST FOR A SUCCESSFUL AGM

	ACTION
	YES
	NO

	Has the Branch Committee set a date for the AGM and agreed any expenditure?
	
	

	Has the Branch reviewed its Branch Rules?
	
	

	Has the Branch invited nominations for Branch Officers, Representatives and Stewards?
	
	

	If a virtual or hybrid meeting is planned is that allowed by Branch rule?
	
	

	Has a venue been booked and does it meet members’ access requirements?
	
	

	Has the Branch taken steps to ensure that all members receive notice of the AGM?
	
	

	Has the Branch informed the Regional Organiser of the arrangements?
	
	

	Has the Branch taken into account the needs of shift workers?
	
	

	Has the Branch made adequate arrangements if it plans to hold an aggregate AGM?
	
	

	Has the Branch arranged for the accounts to be prepared and audited prior to the AGM? 
	
	

	Does the branch intend to pay honoraria?
	
	

	Does branch rule allow for the payment of honoraria
	
	

	Has the branch complied with the process set out in “NW Honoraria Process”
	
	

	Is there an item on the agenda to discuss / approve Organising Framework Action Plan?
	
	

	Is there an item on the agenda for the approval of the Branch Budget?
	
	

	Will the AGM be discussing issues of relevance to the membership?
	
	

	Does the Branch need any assistance with the production and distribution of AGM material?
	
	

	Has the Branch arranged for the AGM materials to be printed?
	
	

	Has the Branch arranged for the AGM material to be distributed?
	
	

	Is the AGM being organised in accordance with Branch Rules, UNISON’s Code of Good Branch Practice, and the 2024 AGM Checklist?
	
	

	Have arrangements been made for refreshments which cater for the needs of all members?
	
	

	Have reports from Branch Officers be requested for inclusion in Branch Annual Report?
	
	

	Has the Branch included a set of audited accounts in the Annual Report?
	
	

	Has the branch circulated details of any proposed rule changes to be received by all members no later than 14 days in advance of the AGM?
	
	

	Does the branch have a plan to turnout member attendance and is any additional regional resource  / support required to promote and encourage attendance?
	
	

	After the AGM
Has the Branch completed the form to notify the Regional Membership Section of the Branch Officers for 2023/24 (by 30th April 2024)?
	
	

	Has the Branch updated WARMS to incorporate any changes to Stewards, Health & Safety Reps, Learning Reps, Equality Reps etc?  
	
	

	Has the Branch written to the employer(s) confirming the names of the accredited representatives for 2023/24?
	
	

	Has the Branch updated WARMS with details of honoraria agreed by the AGM (by 30th April)?
	
	




FURTHER ADVICE
You can get a full copy of “UNISON, Your Guide to Organising a successful Annual General Meeting” by going to the UNISON Website at www.unison.org.uk. Further guidance is also available in the Code of Good Branch Practice. You can also ask Regional Organising Staff for practical help and support.
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Dear Member

ANNUAL GENERAL MEETING

(Insert date, time and location)

You are warmly invited to attend the Annual General Meeting of your UNISON branch which will take place on the above date.  The Annual General Meeting will elect your Branch Officers, Representatives and ratify the election of Workplace Stewards for the forthcoming year.

The preliminary agenda is attached.  If you wish to submit a motion, please send it to the Branch Office, with the name of the proposer and seconder by no later than (insert date).

A nomination form for Branch Officers, Representatives and Workplace Stewards is enclosed.  If you wish to stand for a position in the branch, please ensure that your nomination form is received at the Branch Office by no later than (insert date)



Yours sincerely,




BRANCH SECRETARY
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ALL UNISON MEMBERS WELCOME


Welcome and introductions

1. Apologies for Absence

2. Minutes of the previous Annual General Meeting held on (insert date)

3. 	Election of the following Branch Officers/Representatives and Ratification of Stewards (This needs to comply with the Officers listed in the Branch Rules)

	Chairperson
	
	International Officer

	Branch Secretary
	
	Branch Treasurer

	Assistant Branch Secretary
	
	Retired Members’ Secretary

	Education Co-ordinator
	
	Membership Officer

	Health and Safety Officer
	
	Labour Link Officer

	Life Long Learning Co-ordinator
Women’s Officer 
	
	Equality Representatives 
Health and Safety Representatives

	Young Members’ Officer 
	
	Auditors (2)

	Equality Co-ordinator(s)
	
	Learning Representatives 

	Communications Officer
	
	Stewards

	Welfare Officer
	
	Environmental Officer


						
4.	Treasurer’s Report:

(a)	To receive the Audited Branch Accounts
(b)	To approve the branch budget.  

5.	Honoraria – to approve the payments for 2023 as recommended by the Branch Committee as shown in the attached report.

6.	Annual Report

7.	Motions

8.	Amendment to Branch Rules

9.	Organising Framework and Key Objectives 

10.	Guest Speaker
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Branch __________________________________________________________ 
Date ____________________________________________________________
Venue ___________________________________________________________

	No
	Name
	Department
	Contact Phone
	Email

	1
	

	
	
	

	2
	

	
	
	

	3
	

	
	
	

	4
	

	
	
	

	5
	

	
	
	

	6
	

	
	
	

	7
	

	
	
	

	8
	

	
	
	

	9
	

	
	
	

	10
	

	
	
	

	11
	

	
	
	

	12
	

	
	
	

	13
	

	
	
	

	14
	

	
	
	

	15
	

	
	
	

	16
	

	
	
	

	17
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· Please tick the relevant box for the role you wish to be nominated for.
· A separate form must be completed for each individual position  for which you are seeking nomination 
· All posts are elected annually and existing representatives must also complete the nomination form below. 
· The nominee, proposer and seconder must all be fully paid up members of the Branch.

BRANCH OFFICER …………………………………………………………...............................................................
(Please write the name of the role here)

STEWARD 􀀀 ULR 􀀀 EQUALITY REP 􀀀 HEALTH & SAFETY REP 􀀀

Nominee Details 
Full Name ________________________________________________________________________
Membership No:____________________________________ E-mail: _________________________ 

Home Address (for correspondence):  ___________________________________________________
_________________________________________________________________________________
Post Code _________________________________             Tel No ___________________________

Employer   ________________________________________________________________________
Job title & Work Address  _____________________________________________________________

I consent to my nomination.  Signed.___________________       Date : _________________________
  
Proposed by: (Please sign) ___________________________________________________________
Print Name_________________________________________________________________________
Employer__________________________________________________________________________
Home Address _____________________________________________________________________
__________________________________________________________________________________
Membership No: _______________________ E-Mail: _______________________________________

Seconded by: (Please sign) ___________________________________________________________
Print Name ________________________________________________________________________
Employer __________________________________________________________________________
Home Address :   ____________________________________________________________________
__________________________________________________________________________________
Membership No: ____________________________ E-Mail: __________________________________

Completed nomination forms must be returned to :
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NB:  A complete and up to date list of potential branch roles can be found at https://www.unison.org.uk/about/our-organisation/activists/branch-roles. 

Secretary

The branch secretary (rule G4.2), is responsible for ensuring the proper completion of the following tasks. It is not expected that, especially in larger branches, the branch secretary will personally undertake all these functions but will act as the strategic lead officer and co-ordinator within the branch. The secretary will encourage partnership working within the branch committee and the development of new representatives, will be the manager of branch staff and will manage the delegation of work to other branch officers and branch staff as appropriate, whilst providing support and guidance.  NB: A member may only hold one of the branch chair, branch secretary or branch treasurer posts at any one time (unless otherwise determined by the NEC).

Tasks relating to the office of Branch Secretary:

· to guide the branch’s development through the preparation and implementation of a branch organisation and development plan
  
· to ensure the representation of members within the branch in accordance with national guidance, and that case forms and applications for services forwarded to UNISON offices are properly completed and authorised
 
· to convene and attend all meetings of the branch and branch committee.
  
· to arrange for the minutes of meetings to be kept in a proper manner and circulated to all branch officers and stewards
  
· to arrange for branch records to be kept in a proper manner
to ensure the branch, speedily and accurately, processes applications for membership and maintains records in accordance with UNISON’s systems 
  
· to ensure regular communication with the members of the branch with news of campaigns, negotiations, issues, branch developments and activities

· to communicate with the union’s regional and head offices on behalf of the branch
 
· to ensure that branch members are aware of opportunities to participate in the activities of the wider union, or within self-organisation if appropriate

· to support, mentor and encourage the stewards in the branch on an individual and collective basis. The Branch Secretary should seek to meet with each steward on a one-to-one basis  
  
· to discuss issues and workplace organisation, on a six-monthly basis to ensure that members and stewards are aware, and take advantage, of educational and training opportunities within UNISON
  
· to ensure that appropriate publicity activities are developed and co-ordinated by the branch
 
· to act as spokesperson for the branch when in contact with other levels of the union and external organisations

· to ensure that members receive the benefits, rights and services to which they are entitled 
  
· to co-ordinate all branch negotiations and industrial relations matters
  
· to ensure, in conjunction with the branch committee, that the branch observes the union’s rules, supports UNISON campaigns and works towards achieving UNISON’s objectives
  
· to ensure the proper management and direction of any branch employed staff. 

Chairperson

Tasks relating to the office of Branch Chairperson:-

· to preside at all meetings of the branch and branch committee 

· to agree the agenda for meetings with the secretary

· to ensure that business is properly conducted

· to advise the branch officers and branch committee  in respect of matters relating to procedure and interpretation of rules

· to ensure that all functions of the branch are carried out

· to work closely with the secretary to provide leadership to the branch.

Treasurer

Tasks relating to the office of Branch Treasurer:-

· to conduct the branch’s financial business

· to keep accounts in accordance with the rules

· to provide reports on the financial position of the branch committee 

· to provide a detailed financial report for the annual branch meeting(s)

· to advise the branch officers and branch committee in respect of matters relating to financial management and appropriate expenditure

· to provide an audited annual return of branch income.

Education Co-ordinator

Tasks relating to the post of Branch Education Co-ordinator:-

· To make sure all new stewards and safety representatives receive initial information and guidance about their duties, e.g. stewards handbook, rulebook, service conditions agreements, etc 

· To publicise the range of educational and training opportunities available to members and activists 

· To get untrained stewards, safety representatives and other branch officers onto appropriate training courses 

· To co-ordinate and support the work of learning representatives to encourage branch members and activists to make use of the UNISON courses 

· To maintain contact with the regional education officer/regional learning and organising committee 

· To establish a plan of training for activists and to produce an annual budget to meet its costs

· To keep records of what training has been undertaken and by whom within the branch 

· To make sure that activists get paid time off for training where appropriate. 

Lifelong Learning Co-Ordinator

A branch with a number of learning representatives working as a team, led by a co-ordinator, can ensure that learning representatives are accountable and involved in the branch; that learning is high on the branch’s agenda and linked into its organising, bargaining and equalities work; and can provide a clear progression route for learning representatives who want to become more involved in other aspects of branch activity.

Tasks relating to the post of Branch Lifelong Learning Co-ordinator:

· to work closely with the branch education Co-ordinator (the same person may take on both roles)
  
· to co-ordinate the activity of learning representatives in the branch education team
  
· to work with colleagues to recruit new learning representatives to be closely involved in negotiating around learning with the employer

· to co-ordinate and disseminate information on learning opportunities in the branch

· to ensure that the work of learning representatives is fully integrated into the branch. 

Equality Co-ordinator(s)

All UNISON representatives should promote equality and challenge discrimination in their union role.  Equality Co-ordinators, whilst not expected to be an expert on all equality matters, lead and co-ordinate the branch’s equality work.  The Equality Co-ordinator is not a representative of self-organised groups but is elected by the members at the Annual General Meeting.  They are however expected to work with representatives of self-organised groups, with equality representatives and all activists.  They support the training and development of other union representatives and monitor progress.  Branch Equality Co-ordinators should share good practice where there are multiple workplace representatives within branches.

Branches can elect equality representatives for each of their work groups.  The role of the equality rep is to promote equality and challenge discrimination in their local area, keeping the Branch Equality Co-ordinator updated on developments.

Key Tasks relating to the post of Equality Co-ordinator include:

· to be the central liaison point for equality in the branch and to distribute information on equality issues.
   
· to co-ordinate and support the work of UNISON equality reps at branch level.

· to liaise with and support their branch self-organised groups.
  
· to promote an equality dimension in all the branch’s work, including bargaining.

· to advise branch officers and the branch committee on proportionality and fair representation, including in branch elections.

· to act as a mentor or buddy to new equality reps and to help them identify their training needs  

Women’s Officer

Electing a branch women’s officer (BWO) offers the opportunity to bring about important changes for women in the workplace. UNISON can provide training for the role, and the BWO can network and work collaboratively with other branch women’s officers in their area. They can become involved in the regional women’s committee/ forum or network, attend national women’s conference and help UNISON agree its work plan priorities for the national women’s committee. The branch women’s officer is an important role in UNISON.

Key Tasks relating to the post of Women’s Officer include

· Identifying women members of the branch, and liaising with the branch committee on progress towards proportionality 

· Being a focal point for women’s issues for members and raising issues affecting women, particularly those with service conditions implications, with the branch committee 

· Building links with women’s sector organisations and where appropriate signposting to specialist organisations for women (domestic abuse/Rape Crisis) and assisting in negotiations on employer policies on violence against women 

· Supporting women in their issues generally and campaigning on issues that are important to women 

· Organising a women’s group and identifying concerns 

· Ensuring that the branch has a wide range of resources for women, such as books, videos and leaflets, and making these resources accessible to all women in the branch.

Health and Safety Officer

Tasks relating to the post of Health and Safety Officer:-

· to increase the awareness of members, health and safety representatives and branch officers of health and safety issues

· to organise the information held by the branch on health and safety

· to co-ordinate the activity of health and safety representatives and to organise regular meetings of health and safety representatives to exchange information and consider priorities

· to be closely involved in all negotiations with the employer on matters related to health and safety

· to advise the branch committee on health and safety issues arising in the branch and to recommend policies and priorities

· to act as a link between the health and safety representatives and other branch representatives to ensure that health and safety issues are treated as an integral part of the work of the branch

Communications Officer

Tasks relating to the post of Branch Communications Officer:-

· to explain UNISON’s policies and to provide the information members need to play an active role in their union

· to assist with efforts to recruit new members

· to help support UNISON’s national and regional campaigns

· to help create a positive image for the branch among members, potential members and the public

· to produce news-sheets or bulletins for distribution to branch members

· to lead on the development of electronic communication with members – email, web, etc

· to ensure branch communications are in the accessible formats members need – audit for any particular requirements such as large print/Braille etc

· to ensure that nationally and regionally produced publicity and campaign materials are distributed, as appropriate, to stewards and onward to members and non-members

· to monitor local media for stories which affect the branch and take appropriate action

To help ensure that the branch makes effective contact with the media whenever necessary by:

· creating and maintaining lists of media and contacts
· writing press releases
· ensuring that appropriate individuals within the branch are available for comments, interviews etc
· writing ‘letters to the editor’.

Membership Officer

Tasks relating to the post of Membership Officer:-

· to map the branch’s membership in order to identify membership density and steward coverage

· to monitor the branch’s recruitment, and also leavers rate

· to work with the branch committee to develop and implement its organisation and development plan

· to make recommendations to the branch committee on recruitment activities, targets, resources, budgets, etc.

International Officer

Tasks relating to the post of International Officer:-

· to co-ordinate the branch’s work on international relations

· to ensure that branch members are informed of national policy on international matters

· to receive and distribute relevant information

· to encourage members to be aware of the importance of international solidarity issues within the context of the overall work by the union

· to liaise where appropriate with regional international structures and to ensure that the views of the branch on international activities are reported appropriately

· to liaise with other branch officers concerning publicity and education on international issues

· to liaise with the solidarity organisations and campaigns that UNISON is affiliated to

· to encourage members of the branch to take action and participate in international solidarity activities organised nationally or regionally

· to ensure that information on branch activity is shared at regional and national level

· to seek to develop an international perspective among members, stewards and branch officers.

Young Members’ Officer

The role of the Branch Young Members’ Officer is ideal for someone who is interested in becoming more active in the union. The post may be a stepping stone to becoming a steward or taking on wider roles.

Tasks relating to the post of Young Members’ Officer:

· to recruit new members and to encourage existing young members to become active in the branch 
 
· to make sure issues of concern to young workers are raised by the branch  

· to act as a focal point for all young workers in the branch and workplaces  

· to receive and distribute UNISON young members information 

· to encourage involvement in UNISON young members campaigns  

· to build branch young members organisation and to ensure there are potential new young members’ officers in the future. 

Other branch officers will assist in these tasks.
Branch Young Members’ Officer must be under 27 years of age for the whole of their term of office and be nominated by young members.

Labour Link Officer

The Labour Link Officer is elected by and accountable to the Labour Link section within the branch and must be an individual member of the Labour Party – this is because the post holder should work to take UNISON policy forward in the party, often being a delegate to the general committee of the party and encouraging joint work and campaigning with the local constituency Labour Party (CLP).

The branch UNISON Labour Link Officer is the key contact point for information about regional and national UNISON Labour Link matters and is responsible for co-ordinating our activities in the branch. They also represent the interests of Labour Link levy payers on the UNISON branch committee.  The Labour Link Officer must be nominated by members paying into the Affiliated Political Fund/Labour Link.

The Labour Link officer will receive support, training and advice on their role and responsibilities from their regional political officer.

Tasks relating to the post of Labour Link Officer:

· to explain and develop the role of the UNISON Labour Link within the branch and ensure that correct procedures are followed regarding the rights of Labour Link levy payers
  
· to receive correspondence and information on Labour Link matters from national and regional levels and from the Labour Party

· to circulate information to Labour Link members in the branch and convene meetings of members as necessary
 
· to attend the UNISON branch committee and agree appropriate means of promoting UNISON policy in the party
 
· to organise elections for branch UNISON Labour Link representation within the regional Labour Link as necessary and ensure reports are made by branch delegates on their activities on behalf of members
  
· to liaise with the Labour Link regional political officer to promote  
            political education and policy discussions
  
· to strengthen links with local Labour Parties by affiliating to constituencies and electing delegates to attend meetings
  
· to communicate with Labour Party members within the branch and encourage individual membership of the Labour Party
  
· to build campaigning work around key issues and co-ordinate campaigns with the Labour Party in council, Westminster, Scotland, Wales and European elections.

Welfare Officer

Tasks relating to the post of Branch Welfare Officer:-to ensure that branch officers, stewards and workplace representatives, and also employers, have regular up-to-date information about UNISON “There For You” and its range of services

· to ensure that members seeking welfare assistance receive a prompt, supportive and effective response

· to liaise and co-ordinate with regional and national levels to ensure that UNISON support is provided effectively

· to undertake training and seek advice from UNISON “There For You” where necessary

· to develop and implement local activity

· to develop links with local charities and sources of support such as Citizen’s Advice Bureau and women’s refuges.

Environmental Officer
Tasks relating to the post of Branch Environmental Officer
· To co-ordinate the union’s green and environmental agenda in the branch.
· Represent the workforce in discussions and negotiations regarding the development and implementation of company / employer environmental policies and practices which can cover areas such as energy use, recycling, travel and procurement.
· Act on behalf of members as a link person with local environmental campaign organisations such as Friends of the Earth, Greenpeace or Stop Climate Chaos.

Steward

Tasks relating to the post of Steward:-

· to be the first and main point of contact for members with the union
· to recruit new members
· to work with members to establish an organised workplace
· to support and advise members on workplace issues
· to act as a spokesperson for the members they represent and for 
          the branch 
· to represent members with the employer, dependent on their  
          experience and confidence
· to represent members within the branch committee
· to be answerable to the members they represent.			
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Address

Date


Dear Name

CONFIRMATION OF NOMINATION FOR BRANCH OFFICER POSITION FOR UNISON YEAR <INSERT YEAR> 

The deadline for receipt of nominations has now passed and I can report that you were the only person nominated to the position of <POST>.  

I can confirm that you have been elected unopposed to the position of <POST> subject to ratification by members at the Annual General Meeting to be held on <DATE>.  

I have to advise you of your right to withdraw your nomination.  If you do want to
 withdraw, please contact me in writing (<EMAIL of RETURNING OFFICER>) by 
<TIME e.g. Noon> on <DATE>. 

Yours sincerely
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Address

Date


Dear Name

CONFIRMATION OF NOMINATION FOR BRANCH OFFICER POSITION FOR UNISON YEAR <INSERT YEAR>

I confirm that you have been nominated for the position of <INSERT POST>  at <INSERT BRANCH> .  More than one nomination has been received for this post, and therefore (unless candidates wish to withdraw their nominations) there will be a postal ballot of members.

UNISON rule requires that all prospective candidates be given notice that they have the right to withdraw their nomination.  If you do not wish your nomination to be forwarded to a ballot then please inform me in writing at <EMAIL of RETURNING OFFICER> no later than <TIME e.g. Noon> on <DATE>.  

Should you wish your name to go forward to the ballot you can submit an election address that will go to all members with the ballot papers. Your election address must be no more that 200 words and must be received via email at <EMAIL of RETURNING OFFICER> no later than <TIME e.g. Noon> on <DATE>.  If you are unable to access email, please contact me on <TELEPHONE NO. of RETURNING OFFICER> to discuss an alternative method.

Please read the enclosed document entitled ‘Election Rules’ which provides further guidance on submitting your election address and how the campaign will be conducted.  

The ballot opens on <DATE>.  Active campaigning cannot begin before that date.  The ballot closes at <TIME e.g. Noon> on <DATE>.  Candidates are welcome to observe the count at <VENUE> on <DATE and TIME>.  Candidates will be advised of the result by email prior to the Annual General Meeting on <DATE>.  

Yours sincerely


Returning Officer
Enc 	Election Rules 
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<BRANCH NAME> Officer Elections , <INSERT YEAR>

Guidance for UNISON members/activists/branch employed staff

Branch Officer elections are a sign of an active branch with a healthy democracy. Campaigning is a vital part of any election process. The following guidance is to ensure that everyone is aware of their responsibilities and the limits set to allow fair elections to take place. 

1) 	If there is more than one candidate for any of the Branch Officer and Steward positions then a postal ballot of all eligible members will be conducted in advance of the AGM.

In the event of contested elections, UNISON North West may appoint a member of regional staff as Returning Officer to ensure they are conducted fully in accordance with UNISON Rules and the Code of Good Branch Practice.  The Returning Officer will oversee the whole process including agreement of the detailed timetable with the Branch, writing to candidates, receipt of election addresses, the distribution and return of ballot papers (based on RMS records), arrangements for additional or replacement ballot papers, counting of returns, declaration of results and production of a report to the AGM.

Any complaint regarding the conduct of any candidate, or any person campaigning on behalf of a candidate, or any materials produced by or for or in support of a candidate, or any issue otherwise connected to the election, must be made in writing to the Returning Officer in the first instance.

The timetable for receipt of nominations will be in accordance with the UNISON North West Annual General Meeting Protocol, or otherwise set out in branch Rules (compliant with Core Rules) and set out in the letter to members inviting nominations , sent with the initial AGM notification.

2) 	Candidates and/or their supporters must not make statements contrary to the rules of the union, and furthermore, election addresses and other campaigning material must not contain statements of a discriminatory, disparaging, racist or sexist nature or that make false accusations against members, or staff, of the Union.

3) 	Candidates and/or their supporters must not be allowed access/use RMS or other such data for purposes relating to their candidature/election. Such usage would constitute a breach of data protection.

4) 	UNISON/Branch funds, property or resources cannot be used to support election campaigning. This includes (but is not limited to):
· Branch funds
· Secretarial and office facilities/resources
· Electronic information
· Stationery
· Phone calls/text messages using UNISON/branch phone
· Paid time of branch employed staff
5) 	Branch Employed Staff

During their working time or in the course of carrying out their contractual duties staff must not carry out any activities likely to promote or adversely affect the election or candidature of any person. Staff must not take advantage of their position as employees of UNISON Branches e.g. by disseminating information that they may have acquired in the course of their employment and is not generally available to the membership. 

Your election address will be reproduced exactly as it is received (i.e. no spellings or grammar will be altered).  If the address exceeds 200 words it will be cut off at that point. Please provide your election address electronically in a text format (e.g. Word, rich text format) and not as a PDF or scanned document.  Your election address must not contain statements contrary to the rules of the union, and furthermore your election address must not contain statements of a discriminatory, disparaging, racist or sexist nature or make false accusations against members or employees of the union.  If I do not receive your election address by <TIME e.g. Noon> on <DATE> the ballot paper will be sent out without it.

During the election period you may wish to actively campaign for the votes of members.  It is important that you are fully aware that UNISON property or resources cannot be used for internal election campaigning.  Property includes all UNISON IT equipment, copying equipment and telephones.  Resources include RMS data, facility time and the time of branch-employed staff (Delete if not applicable i.e. if no Branch employed Staff). 

If you actively campaign for a branch officer position, you must ensure that you do so in your own time and using your own resources, including your own email account.
										



To:    	Candidates for Contested Branch Officer Positions, Branch-Employed Staff




Dear (insert name of candidate here)

USE OF UNISON PROPERTY AND EMPLOYER RESOURCES

As you know, UNISON property and resources cannot be used for internal election campaigning.  

Candidates should not use a work email account when campaigning and are advised that UNISON membership database (RMS) cannot be used to develop mailing lists of members and/or stewards to assist internal election campaigning.

Regards



To: 	Branch Officer Candidates for Contested Positions, Branch-Employed Staff


Dear (insert name of candidate here)

As it states in the letter to all members:  “If you are aware of a colleague, or colleagues, who have not received a ballot pack please ask them to forward details of their name, home address, employer, work site and job to (insert email address here) so that their records can be checked/amended and a ballot paper issued where appropriate.”

Individuals need to contact me directly with the required information.

If you come across any members who have a ballot pack but have mislaid their return envelope, they can address another envelope to the Freepost address:  (name of Branch) UNISON Elections, UNISON North West Regional Centre, FREEPOST RTKY-SCET-RTSK, Arena Point, 1 Hunts Bank Approach, Manchester, M3 1UN.

Regards





To: 	All Nominees for Contested Branch Officer Positions, Branch Employed Staff



Dear All

The ballot formally opens on (insert date) so active campaigning can begin from midnight tonight.

If you choose to produce any election materials, candidates need to be mindful of the election rules and I will remind you that UNISON property and resources must not be used for internal election campaigning.  The use of a works email account must not be used for campaigning.

In regard to the content of election materials, candidates and/or their supporters must not make statements contrary to the rules of the union, and furthermore, campaigning material must not contain statements of a discriminatory, disparaging, racist or sexist nature or that make false accusations against members, or staff, of the Union.  Candidates are free to use photos in their own election materials if they wish.


Regards
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Branch Officer Election Ballot Paper

BRANCH SECRETARY BALLOT PAPER


Please vote for one candidate by placing an X in the box next to their name.






		NAME						

	


		NAME                		





PLEASE RETURN YOUR BALLOT PAPER IN THE ENVELOPE PROVIDED [INSERT ADDRESS]  NO LATER THAN [INSERT DATE AND TIME]
[bookmark: _Toc20392608]
APPENDIX 1 – DEDICATED FUNDS


INDUSTRIAL ACTION FUNDS (An agreed NEC Scheme)

An Industrial Action Fund can be established to provide supplementary strike benefit to its members who are experiencing hardship. Strike Pay is paid by National level for authorised industrial action subject to the following:-

1. Be approved by two-thirds of members present and voting at a quorate general meeting.

1. Notice of the proposal must be set out on the Agenda for that meeting and circulated to all branch members.

1. Either by a Local Levy or by transfer of up to 5% of their estimated annual branch funding in any one financial year. However if it exceeds £3.00 per member then that amount will be added back into general fund balances for the purposes of calculating their branch funding formula.

1. If branches then want to transfer funds from their Industrial Action Fund to one of the other two dedicated funds this can be done by a further branch committee making the  appropriate recommendation to a general meeting of the branch, giving the reason for the transfer and the amount to be transferred. This recommendation is the same as establishing the Fund and should be circulated to all branch members in advance of the general meeting.

1. The recommendation should also be copied into the Regional Secretary for information.

1. A simple majority of the branch general meeting must support the recommendation.

1. If a branch wants to close their Industrial action Fund this must be done at an AGM with a two-thirds majority and recorded on OLBA and the funds transferred into their General Fund. 


PROPERTY FUNDS

A Property Fund can be constituted for the future purchase (including fit out costs) or lease of a property or a planned and preventative maintenance of an existing property subject to the following:-

1. The Branch Committee makes an appropriate recommendation to a Branch Annual General Meeting.

1. A Financial Plan must be submitted and endorsed by a Regional Committee and to include disclosure of all transfers into and out of the fund.

1. Following the above submission the decision must be endorsed by a Regional Committee.

1. Any other amount set out in the Financial Plan must be added back into General Reserves for the purpose of calculating their Branch Funding formulae.

1. Each year branches are required to report on the authorised dedicated Property Funds as required by National Rule G 10.1
	(Each branch shall submit by 15 March an annual return of branch income, expenditure, assets and liabilities in respect of previous financial year ended 31 December.  The return shall be in a form prescribed by the National Executive council).
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	To be completed by the member of organising staff in attendance and submitted to nwepoc@unison.co.uk ASAP and by no later than 30th April 2024 including:

· Completed Branch Officer Update Form (Appendix 3 of this document)

· Agenda, minutes of previous meeting, copy of branch committee minutes approving payment of honoraria (if applicable) and all other papers circulated at the AGM

· Any Regional Secretary appeal for honoraria or rule change etc (for inquorate AGM)

· Any proposal to pay honoraria must comply with the requirements and deadlines set out in the latest NW Honoraria Process Guidelines


	Branch Name:
	

	Branch Code:
	

	Total Membership:
	

	Quorum Figure:
	



	
	Meeting time / date
	Venue / Online*
	Number in attendance

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	
	
	Total
	



	*If meetings held online is this allowed within Branch rule
	Y/N 



	Was the AGM quorate?
	Y / N
	If No, when will the meeting(s) be rearranged?

	




	Did members raise any issues prior to meeting re AGM notice, elections etc
	Y / N
	If Yes provide details below

	




	Were accessibility guidelines adhered to?
	Y / N
	If No provide details below

	




	If the meeting considered any motions complete the following:

	1. Motion title
	

	Was it carried?
	Y / N

	2. Motion title
	

	Was it carried?
	Y / N

	3. Motion title
	

	Was it carried?
	Y / N



	If the meeting considered any rule change motions complete the following:

	1. Motion title
	

	Was it carried with 2/3 majority?
	Y / N

	Were rules changes circulated and received by members no later than 14 days in advance of AGM?
	Y / N

	Detail any RO concerns:
	



	Did the meeting consider proposals for honoraria payments?
	Y / N

	If Yes, has all criteria been met e.g. permitted by branch rule, prior agreement by quorate Branch Committee, detailed proposals presented to AGM etc. 
	Y / N

	Total Amount of Honoraria - £


	Detail any RO concerns:



	Were fully audited accounts available for members?
	Y / N

	Detail any RO concerns:
	



	Did the AGM discuss / approve Organising Framework Action Plan?
	Y / N

	Detail any RO concerns:
	



	Did the AGM discuss / approve Branch budget?
	Y / N

	Detail any RO concerns:
	




	Short Report of Meeting (continue on separate sheet, if necessary):

	









	Chair of Meeting:

	
	Signature:
	

	Organising Staff in Attendance:
	
	Signature:
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PLEASE ENSURE THAT YOU COMPLETE ALL THE SECTIONS ON THIS FORM AS THE INFORMATION WILL BE USED TO UPDATE RMS
	Branch Name:
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	Branch Code:
		[bookmark: Text11]     
	[bookmark: Text12]     
	[bookmark: Text13]     
	[bookmark: Text14]     
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	[bookmark: Text1][bookmark: Text2]Date of AGM:               /           / 



	Officers Name and Contact Details
	Membership Number:
	Mailing H/W/B
Please tick home, workplace or branch:

	
	Full Name:
	Email Address:
	Mobile No:
	Other Telephone No:
	
	

	Chairperson: 
	
	
	
	
	[bookmark: Text16]     
	[bookmark: Check1][bookmark: Check2][bookmark: Check3]H |_|  W |_|  B |_|

	Secretary: 
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Assistant Sec: 
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Assistant Sec:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Treasurer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Education Co-ordinator:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Lifelong Learning Co-Ordinator:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Equality Co-ordinator(s):
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Health & Safety Officer:
	

	
	
	
	     
	H |_|  W |_|  B |_|

	Communications Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	International Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Membership  Officer:

	
	
	
	
	     
	H |_|  W |_|  B |_|

	Young Members Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Retired Members Secretary:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Welfare Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Women’s Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Labour Link Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Auditor(s):
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Environmental Officer:
	
	
	
	
	     
	H |_|  W |_|  B |_|

	_____________ SOG Rep
	
	
	
	
	     
	H |_|  W |_|  B |_|

	_____________ SOG Rep
	
	
	
	
	     
	H |_|  W |_|  B |_|

	_____________ SOG Rep
	
	
	
	
	     
	H |_|  W |_|  B |_|

	Signed on behalf of Branch:
[bookmark: Text8]     
	Print Name:
     
	Branch Position:
     

	Signed by Regional Organiser:
     
	Print Name:
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