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Foreword
Learning, training and education
is absolutely core to the agenda
of working people, and ever
since our great union was
created in 1889, our purpose has
been “to provide new
opportunities for all and to help
every GMB member to discover
and develop their talents.”
The role of the ULR is crucial
in making this a reality and

Tim Roache
Regional Secretary of the GMB
Yorkshire & North Derbyshire Region

there is no better feeling than
seeing someone progress at work, at home and in their
community as a result of skills they acquire through
learning.
Can I thank you sincerely for joining our growing army of
GMB activists? I hope you find this manual useful.

Colleagues,
in 2002 Trade Unions received new legislative rights with
regards to the introduction of the Trade Union Learning Rep,
the GMB prior to 2002 via its rule book had always understood
the importance of opening the door to learning for its members
and their families with regards to enhancing working class
people lives and livelihood. Therefore since 2002 the GMB has
been actively recruiting post holding activists who carry out the
duties of a Trade Union Learning Rep. This manual has been
put together after 12 years of learning about the role and
experiences shared amongst Trade Union Learning Reps. We
believe this manual is fit for purpose with regards to
condensing 12 years of knowledge and experience into a
manual that will assist newly appointed/elected Trade Union
Learning Reps within workplaces to deliver a service to the
members as part of their GMB membership.

Colin Kirkham
Education Officer, Health &
Safety and Research Officer
GMB Yorkshire & North
Derbyshire Region
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What is the
ULR’s role?
“Learning and skills are major factors in how an employee progresses at work
and accesses better life chances.” (Tom Wilson, Director, Unionlearn)
It’s generally the case that people are more likely to feel comfortable talking to a
colleague about lifelong learning than they are to management. People may not feel
comfortable disclosing that they have skills gaps in literacy, numeracy or IT with their
manager, whereas a ULR - as a fellow employee - can be there to offer impartial
information and guidance to members and potential members, open up learning
opportunities and support them during their learning. ULRs also help to develop a learning
culture in workplaces and support learners in diverse ways: enabling learners to access
impartial information and advice on their learning needs and options, conducting learning
needs assessments, using questionnaires, helping colleagues get funding for learning,
helping colleagues access ESOL courses
(English for Speakers of Other
Languages), encouraging the older
workforce to take up IT courses, providing
support to people who may be reluctant
to take up new methods of learning such
as that provided online, accessing retraining and up-skilling for employees
facing redeployment or redundancy and
helping run learning centres at the
workplace.
As well as increasing opportunities for individual members and developing a learning culture
at the workplace, union learning renews union activism and strengthens the union voice.
This, in turn, sustains learning activities.
Making a real difference in people’s lives through encouraging and helping colleagues to
access learning makes the ULR role extremely rewarding.
3

GMB ULR MANUAL

ULR duties step-by-step
STEP 1 – DO A SURVEY
The most important thing in any role in a trade union is to understand what your colleagues
want. So the first step for a ULR is to survey members and non members to find out what
learning they want and need. You can find the GMB Learning Needs Questionnaire on page
26 in the ULR Toolkit section. You have a legal entitlement to paid release to carry out the
survey, and your colleagues have an entitlement to access your services (more information
on page 11 in the ULR Rights section).
Make No Promises
- If a colleague expresses interest in a particular course, there is no promise that they
will be able to access it.
- They need to know that, depending on the course, there may be a fee.
Talk to Everyone
- Conduct the survey face-to-face; if you just hand out survey forms, you won’t get
many back.
- Survey as many of your colleagues as you can to give you the most accurate results
possible.
- Make sure people on different shifts are covered. Try to get support from fellow GMB
members or post-holders if you can’t do this yourself.
Recruit new members
- Take GMB membership forms with you while doing the survey.
- Include non-members in the survey – they will be impressed that the union is offering
this service, and may join up. Be clear that union members will be given priority.
- Sign people up there and then. If you hand over a membership form, even if they
have the best intentions to fill it in and return it, it is most likely to get buried under
a pile of work, or left on the coffee table, and that person will remain unprotected.
Analyse
- Tally up the responses.
- Prioritise which courses you will concentrate on offering. This could be:
o the course with the highest demand,
o the course most likely to be fully-funded (free),
o the course your manager is most likely to give paid release for.

STEP 2: GET HELP
Remember, there are plenty of people who have done this kind of thing before. By all
means go ahead, get your hands dirty, and make things happen yourself; that’s what being a
ULR is all about. However, if you feel more comfortable with someone else helping out,
you are not alone.
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cont. ULR duties step-by-step
Here are some ideas*:
Fellow ULRs and Shop Stewards – find out if there are any other reps working for your
employer who could help.
Convenors – if you have a convenor at work, they are likely to know the employer’s training
policies, appraisal systems, and who best to talk to to get the facilities you need to put on
a course. They may be willing to help with making learning happen.
Branch ULR Officer – find out what branch you are in, and check if your branch has a ULR
officer position. If so, it is their job to support you in your role.
Branch Secretary – if there is no ULR officer in your branch, it falls to your branch
secretary to support all reps – including ULRs – and make sure you have everything you need
to carry out your duties.
Organising Officer – your full time officer also has a duty to support reps; the more their
reps do, the more time it saves them. Union learning has been shown to improve industrial
relations and health and safety outcomes (see the Benefits of Union Learning section on
page 9), so by pestering them, you’re actually doing them a favour!
Regional Union Learning Committee (see the Regional Union Learning Committee section
on page 15) – the committee is made up of lay members who set the regional agenda for
union learning. For contact details, ring your local GMB office.
Regional ULF project (see the Connecting with the regional ULF project section on page
12) – the project team is made up of paid, specialist professionals, who are employed fulltime to increase the uptake of adult learning. For contact details, ring your local GMB
office.

STEP 3: MAKE LEARNING HAPPEN: SET UP OR SIGNPOST
Once you have completed your survey, you know what learning you want to prioritise, and
you have identified the people that can help, there are two ways to make learning happen:
set up the course yourself or signpost your colleagues to existing courses.
Setting up the course yourself can overcome several barriers to learning:
- Less disruption for the employer, so learners are more likely to get paid release.
- Learners may not want to go into a college environment if their last learning
experience was not a positive one, at school for example.
- More convenient for learners, so they are more likely to sign up and attend.
- Easier for you to keep track of learners and support them through their studies.
* For information about the role of these post holders, please download a copy of the GMB Rule Book from: www.gmb.org.uk
5
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cont. ULR duties step-by-step
GETTING MY COLLEAGUES ONTO A COURSE

IDENTIFY A LEARNING PROVIDER
Ask for recommendations, phone your local college and training
centres, or search the internet.

PROMOTE AND ESTABLISH DEMAND
Check your survey results and form an interest list by talking to colleagues. Promote the
course through noticeboards, posters, fliers, email, texts,social media and word-of-mouth.

HIGH DEMAND
8 learners or more

LOW DEMAND
7 learners or fewer

CAN YOU INCREASE
DEMAND THROUGH OTHER
ULRs?
Talk to other ULRs in the same
employer or branch to see if
they canprovide additional
learners to make the course
viable

NO
CONTACT THE LEARNING
PROVIDER TO BOOK PLACES
A bespoke course for your
learners will only be viable with
high demand. Otherwise,
learners can access existing
learning opportunities
elsewhere.

SET UP A WAITING LIST

YES

Include GMB membership number and contact
details so you can get back in touch.

TALK TO THE LEARNING PROVIDER
Ask how many contact hours are needed, what
facilities they need, any if they can supply a tutor.
If there is a course fee, ask for a discount as you
have brought extra numbers.

BOOK A ROOM
The room must be big enough for the number of
learners, and could be at work, the local union
office,  a  library,  or  wherever’s  most  convenient  
for the learners. Facilities for tea and coffee are
always nice too!

BOOK THE TUTOR
Phone the learning provider, giving details of the
number of learners, the venue, time and dates.

WRITTEN CONFIRMATION
Contact the learners, confirming details of the
course: venue, dates and times, fee (if any), what
they need to bring, and whether they can expect
paid release for it.

MENTOR AND SUPPORT LEARNERS
You might think about escorting learners on the first day, providing encouragement, seeking extra help on
behalf of the learner if necessary.

GATHER DATA AND FEED BACK TO THE REGIONAL ULF PROJECT
The project relies on evidence from ULRs in the regionto prove good use of government money. This is
how we can continue to provide supportfor ULRs, and do things like publishing this manual.
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cont. ULR duties step-by-step

STEP 4: SO WHAT NEXT?
Find out how the learning went by asking learners to complete an evaluation form (see page 40 in
the ULR toolkit). By doing this, you can see what went well, what can be improved, and whether
you would use the same provider, or run the same course again in future.
If the learners have had a good experience, make sure they share their experience in the
workplace. That means non-members are more likely to see the union in a positive light and join,
but also your colleagues who were hesitant about learning will start to see the benefit, and are
more likely to take part if you put on another course. Additionally, the learners whom you have
already supported may wish to progress further with their learning.
So it’s worth doing surveys regularly, so you can keep an eye on how demand for various learning
opportunities is developing.
Finally, you might think about how to remove even more barriers to learning. You might think about
approaching your employer to sign a learning agreement (see the template on page 32 in the ULR
Toolkit section). It would be worth getting your full-time officer or the regional ULF project to help
with this. There may also be a need for a learning centre in your workplace if demand is high
enough. This might be a simple training room for tutor-led sessions, a small space with a couple of
computers for online learning, or a fully equipped IT classroom. Again, your full-time officer should
be able to help negotiate with the employer to get a room and other facilities, and the regional
ULF project might be able to help to find funds for IT equipment.

“BUT WHAT SHOULD I DO IF…”
“…people all want different courses?”
Don’t stress! Prioritise what people are asking for, and in particular, people with functional
skills needs (Maths, English and IT). Take your time; you have a legal entitlement to help
all your members, however long it takes.
“…someone wants a course that’s nothing to do with work?”
You still have an entitlement to paid release to research what courses are available, and to
support learners onto those opportunities. They are unlikely to get paid release or course
fees paid by their employer (although there’s no harm in asking!) but learning about
something that interests them might just break down some barriers and lead to more
fundamental and career-related learning in future. Remember: the union is interested in
all the learning our members need for their personal development, not just the skills they
need to do their job.
“…the survey flags up other issues?”
There’s every chance your survey will flag up some issues you weren’t aware of, and if you
are a shop steward or health and safety rep, you should deal with those issues in the
normal way. If you are not a shop steward or health and safety rep, you need to let
someone know: a fellow rep, a convenor or your full-time officer. Our members rely on the
union communicating efficiently, and prefer not to raise an issue with more than one postholder.
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Who pays for learning?
1. The employer

Wherever possible, the employer should pay for learning.
They have a duty to ensure that their employees are
treated well and have every chance to improve their career.
It is also in their interests to have a happy, motivated, and
efficient workforce. ULRs need to bargain with employers
to pay course fees if they exist, and allow workers paid
release for education. There should be no cost to the
learner in money or time if the course is in functional skills
(Maths, English and IT) or is directly related to their job.
2. The government

We pay our taxes to the government so they can pay for the things we
need in life. We all rely on education for ourselves and for the people
whose services we use. So the government pays money through the Skills
Funding Agency to learning providers, which means that course fees can
be reduced, and sometimes are even “fully-funded,” which means they
are free to the learner.

3. Union branch

Your union branch should be there when you need it: to support
reps in organising their workplace, to pay for the facilities the
union needs to operate, even to pay for outings and Christmas
parties. So it’s right that members should be able to ask the
branch for support to pay for the education that will secure
their jobs and careers.
4. Regional Learning Fund

The GMB Yorkshire & North Derbyshire Regional Learning Fund was
established to assist in paying course fees where your branch has been
unable to (subject to certain criteria - see page 16 in the Regional
Learning Fund section).

5. The learner

As well as their employer and society at large, there will be personal
benefits to the learner. But asking the learner to pay discriminates against
those least able to pay, and should be a last resort.
8
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Benefits of union learning
Benefit for GMB Members
Trade Unions have long fought for education, from state provision to learning at work. In
the early 1900s, after a dispute, Italian cigar makers forced their employer to employ a
book reader who would read texts to them while they worked for each of their machines.
Education has often been the reserve of those who can afford it, and in many workplaces
the majority of the training budget goes towards the professional development of those in
the upper levels of management. Central to what unions do is using our collective strength
to even out those imbalances in the provision of education.
Many of our members have struggled with education in the past or have been excluded
from accessing it in work. The ULR can use their position to counter this; accessing
education means better job security, improved confidence, personal development and
better career prospects.
Benefit for the Employer
Education delivered to improve the lives of our members has a positive impact for their
employers as well.
Vocational and work-based courses that help people to do their job improve productivity particularly if there is a change in working practices such as the introduction of new
technology.
Where workers are supported into education by their employer, this improves goodwill on
both sides, and so improves morale and industrial relations. Through negotiation and open
dialogue with the employer, ULRs can make the case for the employers’ training needs and
simultaneously address union members’ educational needs. While negotiations for improved
pay can often become confrontational, bargaining for better skills and training has benefits
for both sides, and so negotiations can be easier and less heated.
Low literacy skills have a clear effect on the ability of members to access information on
safe working, so ULRs can provide an educational solution to improve health and safety to
the benefit of members and the employer.
Benefit for the Wider Union
The offer of learning - and our ULRs’ ability to facilitate it - has proven a compelling reason
for people to join GMB and retain their membership. In our region, over 500 members join
every year because of the union learning offer. When members are given access to
education it builds their involvement in the union, and provides further support on top of
the other benefits of membership.
The learning offer also builds GMB visibility; our colleagues can see the union making a real
difference, and therefore they’re more likely to join and stay in the union.
9

GMB ULR MANUAL

Union learning: A brief history:
The Union Learning Fund (ULF) was initiated by the Labour
Government in 1998. It was considered that UK trade unions were
ideally placed to engage with workers to improve their skills and
employment prospects by undergoing learning and gaining relevant
qualifications. Research showed that many people who had left
school with either limited or no qualifications believed that their
chances of career progression were low, and they would have to
work in low-skilled, low-paid jobs.
The success of the ULF showed that workers felt more confident
and comfortable discussing learning issues with their union, as they
didn’t want to admit any perceived weaknesses to their line
manager. So the new workplace role of Union Learning
Representative (ULR) was created in 2003, with legal rights to paid
release to undertake their duties. To date, over 28,000 union
members have come forward to volunteer as ULRs.
Unions embraced ULRs into their core business and gathered
evidence that union learning was a valuable recruitment tool,
providing membership with added value - access to learning
opportunities in an environment where they felt comfortable &
confident.
Union learning has improved the skill levels of the UK workforce
significantly, which means we are better placed to compete in the
global marketplace.

10

GMB ULR MANUAL

ULR rights
The ACAS Code of Practice - Time of for Trade Union Duties and
Activities* is an independently produced guide, based on the the
legal entitlements set out in the Employment Act 2002. It
stipulates that, if your employer recognises GMB, you are entitled
to reasonable paid time off from your normal duties to undertake
your ULR duties, which are defined as:
¥ 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 such
activities,
¥ preparing to carry out any of the above activities,
¥ undergoing relevant training.
GMB members also have an entitlement to time off to access your
services as a ULR, although there is no statutory entitlement for
them to be paid for that time off. However, according to the ACAS
Code of Practice, “employers may want to consider payment... to
ensure that employees have access to services provided by Union
Learning Representatives.”
If you or your members are having trouble getting paid release,
contact the regional ULF project or your full-time officer, who will
be able to advise.
For a full explanation of your entitlements and those of your
members, you can download the ACAS Code of Practice from their
website. Visit www.acas.org.uk and search for “trade union
duties.” Alternatively, contact your local GMB office, and ask for a
copy.

*ACAS - see the Learning links on page 21
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Connecting with the Regional ULF Project
For years, there has been a succession of learning projects in the GMB Yorkshire and
North Derbyshire region, funded by the government through the ULF. This is because the
region regards adult learning as a key priority; we have high aspirations for our members
and the union grows on the back of that aspiration. That makes us stronger. Each project
has a different focus, but common to all is a team of specialist professionals, whose job
it is to support ULRs in broadening participation in adult learning.
The deal
Key to the success of union learning in this region is the excellent relationship between
ULRs and the project that continues to develop; ULRs know what they can expect from
the project, and what they need to do in return.
The project’s commitment to ULRs:
- To support ULRs in broadening participation in adult learning,
- To seek out best practice among ULRs and share expertise,
- To provide opportunities for ULRs to network, share best practice and develop
collective strength,
- To nurture sustainable structures within which ULRs have permanent support in
the region,
- To make connections with local and national learning providers, and share those
connections with ULRs,
- To aid in negotiations with employers and learning providers,
- To seek out and/or provide funding for IT equipment if participation in adult
learning is being held back without it.
The ULR’s commitment to the project:
- To attend ULR training and networking events,
- To use workplace facility entitlements to make learning happen,
- To share information and expertise freely with the project and other ULRs,
- To collect data as required by the ULF (see ULR Outcome Record form on page 41
in the ULR Toolkit section). This ensures success of future funding bids. Without
this evidence and data, the ULF may stop funding projects in this region, which
means all the related support would disappear as well.
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cont. Connecting with the Regional ULF Project
Structure
If the government decides to withdraw support for union learning, then support for ULRs
needs to continue. So ULRs also seek support from their branches and full-time officers in
the same way as Shop Stewards. More and more branches are electing ULR Officers to sit on
their executive committee, so contact your branch secretary to find out if you have a ULR
Officer. If you don’t, refer to the template job description on page 36 in the ULR Toolkit
section, and your branch can have one too!

Ultimately, responsibility for union learning lies with the Regional Union Learning
Committee, which is linked to the branches, usually via the ULR Officers (see the section
on the Regional Union Learning Committee, page 15).
The Project Offer
Because of the links the project makes with learning providers, it is sometimes possible to
make an “offer” to GMB members in the region. This usually happens when a provider
agrees that, where a member is eligible for government funding, they can access a course
free of charge. The project has run specific campaigns for teaching assistants, care workers
and retail workers, campaigns for distance learning courses and campaigns for GMB
members to check their eligibility status for fully-funded vocational training.

To make contact with the project, phone your local GMB office 0845 337 7777, and ask to
speak to the project team. Alternatively, visit www.gmbyorkshire.org.uk/education and
follow the links to the project.
13
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Training
for ULRs
TRADE UNION
LEARNER REPS
TRADE UNION LEARNER REP
Route
Initial Support Training

2 Day GMB@Work Course

2 Day GMB Core Induction Course

Full-time officer

(all reps to complete)

(all reps to complete)

(all reps to complete)
Trade Union Learner Rep Stage 1: 3 Day Course (TUC)
Wakefield

Trade Union Learner Rep Stage 2: 3 Day Course (TUC)
Wakefield

To register on these courses, please refer to the current GMB Regional Education
Programme, available from your local GMB office, or contact the Regional
Switchboard on 0845 337 7777 and ask for the Education Department. Further
information can also be found at www.gmbyorkshire.org.uk/education.
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Regional Union Learning
Committee (RLC)
The inaugural Regional Union Learning Committee
was held in October 2013 at Grove Hall in
Wakefield.
At the meeting David Wallace (C40 Branch) was
elected as Chair, Angela Cooper (L18 Branch) as
Deputy Chair and Sarah Barnes (S38 Branch) as
Secretary. Tom Henthorn and Dave Pike (project
team) were in attendance as visitors. Tom’s advice
on how the committee could be steered was
invaluable and the Committee has made a good
start.
The committee discussed raising the profile of union learning in the GMB by means of
newsletters and articles in the Pulse magazine. The committee also identified supporting
people with Dyslexia in learning as a target, and ideas for future ULR forums were
discussed.
Why a new Committee?
The GMB Yorkshire and North Derbyshire Regional Union Learning Committee has been
formed with the purpose of establishing the priorities of the GMB’s regional learning
agenda, and organising the union to meet these priorities.
The aims of the committee will be:

Additional Delegates Needed

- To increase the uptake of adult learning,

The committee is always looking for more
ULRs to join. Each GMB branch in the
Yorkshire and North Derbyshire region is
entitled to nominate one delegate to the
committee. (It is desirable but not
mandatory that the delegate be the branch’s
ULR Officer).

- To organise the GMB and build up its profile
in workplaces and communities through
learning,
- To increase union membership,
- To encourage members to become Union
Learning Representatives,
- To encourage branches to elect ULR Officers,
- To increase the profile of union learning
within GMB,
- To keep up to date with and provide
regional strategies for current learning issues
and initiatives,
- To work alongside key partners such as the
GMB’s ULF projects, training providers, and
the TUC.

This committee can make a real difference
by steering the region’s learning agenda and
increasing the uptake of adult learning, thus
changing lives for the better.
If you would like to be on the committee,
please contact GMB Yorkshire & North
Derbyshire Regional Office: 0845 337 7777
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Regional Learning
Fund
The education department has been working in conjunction with the regional ULF project
to develop a ‘Regional Lifelong Learning Strategy’. As a result we have now formed a
‘Regional Union Learning Committee’. The strategic focus is to ensure that GMB members
have access to not only workplace learning opportunities, but also to lifelong learning.
At the regional branch event held in Wakefield in 2014, Colin Kirkham, Education Officer
and Tim Roache, Regional Secretary, launched the new ‘GMB Yorkshire & North Derbyshire
Regional Learning Fund’.
This fund has been created to assist GMB members with education and training costs in a
bid to help them progress in their jobs but, equally as important, it is there to help
members who are out of work and who need to up-skill so they can secure future
employment. It is primarily aimed at members of the GMB who are on the unemployed
rate. Details of the terms and conditions of the ‘Regional Learning Fund’ can be found
below, and the application form can be found on page 23 in the ULR toolkit section.
Please remember to have previously liaised with your workplace union learning
representative, branch ULR officer, full-time officer, the Regional Union Learning
Committee, the regional project or the learning co-ordinator in your area. This must be
done prior to applying for funding. It may well be that one of the above could assist you in
obtaining the training course for which you are about to apply for funding, free of charge
in the first instance.
The funding is supported through the existing regional branch levy and additional financial
resources from within the region itself. It aims to extend the offer of union membership
that is already in existence to consolidate the lifelong learning initiative within the region,
thus growing the union with regards to membership and also, as equally important,
retaining members by assisting them to undertake training with a view to gaining
employment.
Application requirements
The first criteria on that will be used with regards to the panel that controls the process
will be that the individual is a member of the GMB, and has paid their subscriptions for a
period of no less than 53 weeks continuously as part of the requirement for application.
Further to this, depending on the amount applied for, the funding will be set out in three
time served union membership areas.

16

Application Process

Criteria

Band 1

Individuals who apply for £300 or less, must have paid 53
weeks continuous membership to the GMB. **

Band 2

Individuals who apply for between £300 up to £600, must
have paid 106 weeks continuous membership to the
GMB.**

Band 3

Individuals who apply for between £600 to the maximum
of £1,000, must have paid 159 weeks continuous
membership to the GMB. **

**The rate of subscription is equitable whether it is full time, part time, unemployed or any other form of
membership.

How to apply
All applications will be submitted direct to the Education Department but must be on the
recognised application form (see Application for Support Towards a Course of Study on page
23 in the ULR Toolkit section). The Education Department will then consult with other panel
members with regards to approving the application, seeking further information with
regards to the application, or taking a view of non-acceptance and a rejection of funding.
Any rejection of an application can be appealed through an appeals process directly to the
Education Department in writing. The appeal has to be based on the information received
back to the applicant, back to the panel with regards to the reason for rejection and the
individual may then resubmit their application again. The reasons for appeal will then be
discussed by the Regional Education Officer and the Regional Secretary, and an outcome of
the decision will be processed back to the applicant as soon as is practicable.
The panel will consist of the regional education officer, the Regional Union Learning
Committee chairperson, and the Regional Learning Committee secretary. Notification of the
panel’s decision will be conveyed to the applicant direct. Successful applicants will be
required to provide the panel with evidence of costings relating to their application form,
and a payment process will only be supported after the region receives an invoice or some
form of evidence that relates to the costings. Every member of the GMB is allocated to a full
time official, and also is part of a branch; support and advice about this application process
can be sought through either avenue. A full copy of these terms and conditions are
electronically available at www.gmbyorkshire.org.uk/education. A paper version can be
accessed through your branch, local GMB office or full time officer. The panel will notify the
full time officer and the branch of all successful applicants. Successful applicants will be
expected to retain their membership throughout the whole process with regards to the
funding received.

17
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Union learning in action
GMB Learning Rep awarded top national prize!
An activist from our region was presented with
the 2013 ULR of the year award – the top prize
in union learning. Sarah Barnes worked as a
Client Education Officer for the charity Action
Housing and Support, but also volunteered as a
GMB ULR.
Sarah has seen the benefits of adult learning
through her own experiences. “I come from a
mining town, where the idea of doing well at
school was looked down upon,” she explains,
“and I didn’t enjoy going to
school because you had to, so I
played truant a lot and left at
16 with no qualifications.” But
after engaging with adult
learning, she got her head
down and eventually became
qualified at degree level in
teaching. “When I went back
to college, I thought, ‘I’ve got
a bit of a brain here,’ and I
really enjoyed using it. I
discovered a thirst for learning
that has changed my life
completely.”
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How the GMB magazine covered the story

Determined to share the benefits of adult
education with those around her, Sarah
accessed the support of the Regional Learning
Project to identify learning opportunities and to
help encourage her clients and colleagues to
take them up. She made use of the GMB’s
Mobile Learning Centre to bring learning to the
learners, and accessed funding for a set of
Samsung tablets from the project for
engagement and online learning.
Sarah took inspiration from the ULR training
provided by the GMB Education Department.
“The people were all from so many different
backgrounds and everyone was really
welcoming – the way one person from a biscuit
factory had helped people with their functional
skills really inspired me.”
After picking up the TUC’s prize ahead of
28,000 other ULRs nationally, she accepted a
secondment to work on the regional ULF
project, and still takes the most satisfaction
from supporting people through education.
“The most rewarding thing is when a colleague
has taken a course and comes back and asks
what they can do next.
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Union learning
in action
Thurnscoe’s GMB Learning Centre
Thurnscoe is a mining town in Dearne
Valley, which - like many other mining
towns - has suffered after the closure
of their local pit. Added to this, the
local library and attached community
learning centre struggled with decreasing
funding but increasing demand.
The learning centre, known as Dearne Valley
Electronic Community Village (DECV), and its
volunteers and staff worked tirelessly to
increase uptake in adult learning but always
struggled with ageing
equipment. The centre offers
free access to a variety of
courses: ICT, English, family
history, employability and
much more. GMB’s regional ULF
project built up a relationship
with DECV and invested heavily
to increase the capacity and
specification of the IT
equipment.

John Healey MP cuts the ribbon to reopen
the centre after major investment from
GMB ULF Project.

The equipment update was celebrated with a
re-opening event, attended by Tim Roache,
GMB Regional Secretary, and John Healey,
Labour MP for the Dearne Valley and the
founding minister of the Union Learning Fund.
Healey spoke passionately about union learning,
and described the essential link between
Annette Gollick, the GMB rep at the library, and
the support of the wider union.
So if you or your members are involved in a
community project, get your union involved;
education does not stop at the gates of your
local college, or even your workplace. As a ULR
you can use the skills you gain both in the
workplace and in the wider community.
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Learning links
GMB Working Towards Work Project
The GMB’s current ULF learning project (April 2014 - March 2015) exists to support ULRs in
carrying out their duties, and to implement initiatives to help people into work.
http://www.gmbwtw.co.uk
GMB Education
GMB is at the forefront of the trade union movement in providing education and training
for its representatives, branch officers and full-time officials. Our extensive regional
training programme offers a package of courses from induction and support training for
new representatives to advanced training for more experienced representatives.
http://www.gmbyorkshire.org.uk/education
Unionlearn
is here to help unions spread the lifelong learning message to even more members.
http://www.unionlearn.org.uk
Learn My Way
is provided by Tinder Foundation to give new internet users and tutors in computer centres
a range of easy courses and useful resources.
http://www.learnmyway.com
English My Way
is a fresh approach to English language learning, focused on supporting adults with no or
low levels of English - particularly speakers of other languages - to better integrate with
their local communities. The website contains resources for tutors to use in a structured
classroom setting.
http://www.englishmyway.co.uk
Move On
offers a direct approach to promotion, engagement and delivery that highlights opportunity
for all rather than need for some. It describes the benefits that learning and qualifications
can bring, and encourages people to believe that they can progress.
http://www.move-on.org.uk
BBC Skillswise
is a free-to-access website for adult numeracy and literacy tutors and students, with
printable worksheets and fact sheets and online games, videos and quizzes that can be
used in class or by students at home.
http://www.bbc.co.uk/skillswise
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cont. Learning links
Maths Is Fun
offer mathematics in an enjoyable and easy-to-learn manner, because they believe that
mathematics is fun.
http://www.mathsisfun.com
National Careers Service
helps you assess your skills, evaluate and build your own CV, and can be a great recourse
for those looking for work or to move their career on.
http://www.nationalcareersservice.direct.gov.uk
Citizen Maths
is an online resource anyone can use to discover how maths can be a powerful tool for
solving those problems that come up at work and in your life. So next time, you won’t have
to think twice. Even better, it’ll cost you precisely zero."
http://www.citizenmaths.com
ACAS - Advisory, Conciliation and Arbitration Service
provides information, advice, training, conciliation and other services for employers and
employees to help prevent or resolve workplace problems.
http://www.acas.org.uk
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ULR TOOLKIT:
23. Application for Support towards a Course of Study
26. Learning Needs Questionnaire
28. Notice board tools

ULR N
otice
B oard

30. ULR information and
application form
32. Template of GMB Learning Agreement
36. Branch ULR Officer template of role
responsibilities
37. GMB membership form
38. Course invitation template
40. Course evaluation form
41. ULR Outcome Record
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APPLICATION FOR SUPPORT TOWARDS A COURSE OF STUDY
GMB YORKSHIRE & NORTH DERBYSHIRE
REGIONAL LEARNING FUND

Section 1: ABOUT YOU
First
Name

Surname
GMB
Membership
Number

Home
Address

How long have you
been a member?
(no. of years)

Postcode:

Which Branch
are you in?

Email address

Telephone
number

State the responsibilities you hold or have previously held in the GMB:-

Have you previously been awarded a GMB Yorkshire & North Derbyshire Regional Learning Fund?
NO*

YES /

If YES, please state when award approved: …………………………………… (date)
What was the total sum awarded? £ ………………………………………

Section 2: COURSE OF STUDY
Which course have you applied for?

What is the duration of the course?

Have you received confirmation of a place on the
course?
YES / NO*

If NO, when do you expect to hear about your
application?(date)

Is the course available for a student loan, and if so, Have you applied for a student loan? YES / NO*
are you eligible to apply?
YES / NO*
Has it been approved yet?
YES / NO*
Are you applying for any other support towards this course, if so, please give brief details, including
potential costs:-

£ ……………………………………..

Web: www.gmbyorkshire.org.uk
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APPLICATION FOR SUPPORT TOWARDS A COURSE OF STUDY
GMB YORKSHIRE & NORTH DERBYSHIRE
REGIONAL LEARNING FUND

Section 3: GMB YORKSHIRE & NORTH DERBYSHIRE REGIONAL LEARNING FUND
Please indicate the level of support you are looking for from the GMB, taking into account the Yorkshire
&
North Derbyshire Regional Learning Fund application process banding criteria:Band 1 - £300 or less
+ 53 weeks continuous membership
Band 2 - £300 to £600
+ 106 weeks continuous membership
Band 3 - £600 to £1,000 + 159 weeks continuous membership
£ ……………………………………..
How will you use the Regional Learning Fund if it is granted? Please give details and where possible,
costs incurred that are not covered by your student loan or other grants:-

Would you like to give any additional supporting information, for example, how you intend to use the
course qualification in the future for your personal development and/or GMB work:-

Section 4: DECLARATION
If your application is successful, you will be required to send information regarding your progress on the
course to the GMB.
Do you agree to do so?
YES / NO*
Do you agree that the GMB can approach the College to:1. Confirm you have been accepted onto the course.
NO*
2. Confirm at different times during the year that you are still participating on the course.
NO*

YES /
YES /

Conditions
1. I am aware that if awarded a Yorkshire & North Derbyshire Regional Learning Fund, that the GMB
is not liable for any further costs, fees or expenditure incurred as a result of undertaking the
agreed course
of study.
2. If I am granted the award as outlined in the offer letter, it is for the purpose of study agreed by
both parties. The award is non-transferable and is repayable should I decide not to follow the
course of study outlined in the application.
3. I must notify the GMB Yorkshire & North Derbyshire Regional Learning Fund Officer if I amend my
course of study, leave the course or there are changes that relate to the use of the award as
defined in the offer letter.
4. I will retain my membership of the GMB Union throughout the process of application and whilst
undertaking the agreed course of study.
Applicant signature: …………………………………………………………………………………… Date: ……………………………
Head of Education signature: …………………………………………………………………..

Date: …………………………..

Regional Secretary: ………………………………………………………………………………….. Date: …………………………..

Web: www.gmbyorkshire.org.uk
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APPLICATION FOR SUPPORT TOWARDS A COURSE OF STUDY
GMB YORKSHIRE & NORTH DERBYSHIRE
REGIONAL LEARNING FUND

Please provide any additional information that you feel might assist you in your application to the
Yorkshire &
North Derbyshire Regional Learning Fund. Please remember to have previously liaised with your
workplace Union Learning Representative or Branch Learning Representative, Full-time Officer, the Regional
Learning Committee, the Regional Project or the Learning Co-ordinator in your area. It may well be that
one of the above could assist you in obtaining the training course that you are about to apply for funding,
free of charge in the first instance.

Web: www.gmbyorkshire.org.uk
25

Learning Needs Questionnaire
Forename & Surname:
Workplace:
GMB Membership Number:

Home Address:

E-mail:
Telephone Number:
Gender:
Age:

Male

16-24

Female

25-49

50+

Ethnicity:

e.g. White/African/Asian/Other

Is English your first language?

YES

NO

Do you have a disability?

YES

NO

Highest level of qualification?
Where would you prefer to learn:
My workplace
 GMB Learning Centre
Close to work
*(GMB Learning Centre is a quiet study area with IT facilities)

Close to home

Please indicate the best day and time of day for your learning:
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This survey helps us to understand the learning requirements of our members.
We   can’t   promise   anything,   but   if   anything   comes   up   that   matches   your   needs,  
we’ll  be  sure  to  get  in touch.
Functional skills:
English
Maths
IT

Basic introduction
Entry Level 1, 2 & 3




Intermediate skills
Level 1 & 2




Advanced skills
Level 3 & above




Language courses:
 ESOL (English for Speakers of Other Languages)
 Other, please state _________________________________
Your future:
 Writing a CV
 On-line job searching
 Preparing for Redundancy

Personal Skills:
 Dealing with Conflict
 Change Management
 Self Esteem / Assertiveness

 Interview skills
 Careers Advice
 Planning for Retirement
 Effective communication methods
 Stress Management
 Public Speaking

Distance learning courses:
 Exercise Studies
 Infection Control and Prevention
 Dementia Care
 Equality and Diversity
 End of Life Care
 Nutrition and Health
 Mental Health Awareness
 Business and Administration
 Diabetes Care and Management
 Contact Centre Operations
 Adult Social Care
 Sales
 Safe Handling of Medicines
 Information, Advice and Guidance
 Customer Services
 Team Leading and Management
 Working with Individuals with Learning Disabilities
Workplace-assessed vocational courses:
 Catering and Hospitality
 Business and Administration
 Team Leading and Management
 Fork Lift
 Health and Social Care
 SIA (Security Badge)
 Counselling Skills

 Cleaning Services
 Customer Services
 Teaching and Learning
 Childcare – Early Years
 First Aid
 CSCS (Construction Industry Card)

Would you benefit from advice and guidance about the type of learning/course to suit you?
 Yes
 No

Please write any other learning needs in the box below:

Thank you for completing this questionnaire.

Please return your questionnaire to free post address:
Freepost Plus RTJR-LHEZ-LRKK, GMB Working Towards Work Project,
Grove Hall, 60 College Grove Road, Wakefield, WF1 3RN.
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Union Learning Reps (ULRs) in GMB workplaces have a legal
right to organise and support members onto courses.
Some courses are even free and in work’s time.
Get in touch with your ULR to Þnd out what courses you can do,
and what support is available.
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LEARNING WITH GMB

Get in touch with your ULR to Þnd out what courses you can do,
and what support is available.
NAME:
CONTACT DETAILS:
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For more information, contact GMB WTW Team:
tel: 01924 887277
web: www.gmbwtw.org.uk
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Learning in Partnership
GMB Union Learning Agreement
Partners
[Employer]
GMB Trade Union
GMB regional ULF project
The Aims
 To build a partnership across all areas of [employer],
 To encourage employees within [employer] to participate in Lifelong
Learning,
 To allow employees access to Lifelong Learning,
 To [establish a/make use of the] Learning Centre to the benefit of
employees,
 To make use of the Government’s current learning initiatives.
 To work with organisations and providers of education to ensure the
partnership is a success,
 To allow paid time off for learning where appropriate; this should
include Functional Skills: Numeracy, Literacy and ICT (some courses may
have these areas embedded to disguise and help build confidence and
motivation for the learner),
 To recruit and train GMB Union Learning Representatives to support all
areas of work covered by [employer],
 To ensure that Union Learning Representatives are given paid release (as
covered by legislation) for training and to carry out their role
satisfactorily.
Who the Agreement Covers
This agreement covers all full- and part-time employees in [employer].
[employer] will undertake to ensure that this agreement will not be used as
an alternative to collective bargaining with the GMB 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 initiative shall be subject to the existing grievance
procedures.
A joint GMB/[employer] Learning Partnership Steering Group will be
established, which will be responsible for setting the strategy with respect
to learning for employees.
The main responsibilities of the Learning Partnership Steering Group will be:
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To identify the learning needs for both the employer and the employees,
To prioritise those learners’ needs,
To identify those groups and individuals who are to benefit from learning
initiatives,
To produce a Learning Strategy: setting goals and targets for learning in
the workplace and training facilities,
To establish the standards for the learning to satisfy,
To ensure that the Learning Strategy is effectively implemented so that
the group can meet their goals and targets for learning provision.

The Learning Partnership Steering Group will meet quarterly at the
convenience of attendees to carry out the tasks as identified by this
partnership agreement, and will consist of the following:
 [senior manager],
 [training and development manager],
 [Human Resources],
 A GMB organising officer and/or project worker,
 The union learning representatives in [employer].
A Chairperson and Secretary will be elected by the group to facilitate and
organise the meetings respectively.
The partners agree that learning needs surveying and analysis is undertaken
with the full co-operation of all partners, and that any such analysis will be
solely for learning and educational purposes. The analysis will not be used
in relation to other issues such as pay, capability, performance appraisal,
redundancy, disciplinary etc.
The partners commit to updating the learning needs analysis of participants
in any learning programme on a regular basis.
GMB Regional ULF Project Support
The learning agreement and all learning initiatives will have the full backing
and support of the current and subsequent regional ULF learning projects
that cover GMB members in [employer]. This will include:
 A dedicated project worker, who will act as the lead contact in the
project for [employer] and its GMB representatives,
 Support and expertise in learning initiatives,
 Shared best practice from experience with other workplaces,
 Connections to relevant training providers and other relevant partners,
 Practical and organisational support and expertise for the setting up of
the Steering Group, related Working Groups, and dissemination events.
 Where the project sees appropriate, financial support for IT equipment
and/or dissemination events relating to the Learning Centre and the
wider learning agenda.
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[employer] and its GMB representatives agree to deliver to the project
information and data provided by each learner as required by the Union
Learning Fund. This must include:
 Name
 GMB Membership Number (if applicable)
 Name of Activity/Course
 Gender
 Age
 Ethnicity
 Is English Your First Language?
 Do You Consider Yourself To Be Disabled?
 Prior Learning
The project will ensure:
 That the data will be stored, processed and destroyed in line with
requirements of the Data Protection Act,
 That the data is used for no other purpose than to monitor the success
and demographic balance of the learning partnership’s initiatives,
 That the data will be stored securely & not released to any other party.
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 development needs of
the employees.
The partners will ensure that training and development will be provided to
all employees.
In particular, partners will:
 Make every effort to ensure that, when any learning takes place, the
specific needs of individual employees are taken into account,
 Ensure that GMB union learning representatives are given the
opportunity to take suitable training enabling them to offer support,
advice and guidance to all members and work with the employer to
foster a positive learning culture in the workplace,
 Assist individual employees and union learning representatives to make
informed choices with regard to the learning programme to secure the
maximum benefits possible from the opportunities available.
Although participation by employees will be on a voluntary basis, GMB
agrees to be active in encouraging all members to participate fully in
learning initiatives and opportunities.
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Likewise, with the benefits to the employer of a well-educated workforce in
mind, the employer agrees to allow reasonable paid release for all
employees to access Lifelong Learning. Reasonable paid release will be
defined as follows:
 For all training directly related to the duties of an employee, including
union duties: 100% paid release;
 For all Functional Skills training up to level 2 (Numeracy, Literacy and
ICT): 100% paid release;
 For all training directly linked to the aims of [employer], but not
directly related to the duties of the employee: 50% paid release (one
hour in the employee’s own time for each hour with pay);
 For all training not directly linked to the aims of [employer]: 0% paid
release.
The employer commits to facilitating all learning wherever possible
(including learning that does not carry eligibility for paid release) providing
that such learning is not in conflict with the aims and values of [employer].
This may include, but will not be restricted to: PC with web access,
photocopier, scanner, printing facilities.
Furthermore, [employer] and GMB union learning representatives agree to
make available details of all courses through all possible channels to all
staff.
ON BEHALF OF GMB@[EMPLOYER]
Print Name ............................................................................
Signature ..............................................................................
Date ....................................................................................
ON BEHALF OF GMB REGIONAL ULF PROJECT
Print Name ............................................................................
Signature ..............................................................................
Date ....................................................................................
ON BEHALF OF [EMPLOYER]
Print Name ............................................................................
Signature ..............................................................................
Date ....................................................................................
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GMB ______________ Branch
ULR Officer
Responsibilities
The responsibilities of the Branch’s ULR Officer will include:
1. Being an active ULR in his/her workplace if applicable
2. Organising, motivating and liaising with ULRs in the branch
3. Promoting the organising and recruitment potential of the union learning agenda;
recruiting new members and ULRs
4. Sign-posting branch ULRs to relevant dissemination and training events
5. Keeping up-to-date with locally available information, advice and guidance, learning
and training
6. Keeping up-to-date with information, advice and guidance, learning and training
available on the web
7. Being involved in local, regional and national GMB and TUC learning activities
8. Reporting back at branch meetings:
a. Examples of local and national best practice
b. Local, regional and national GMB and TUC learning activities
c. Developments in available training
d. Barriers faced by ULRs in their workplaces and possible solutions
e. ULR and member recruitment
f. Opportunities for GMB community learning involvement.
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How do I join?
Just fill in the form below and hand it to
your local GMB workplace organiser, or
post it to Freepost Plus RTJR-LHEZ-LRKK,
GMB Yorkshire & North Derbyshire Region,
Grove Hall, 60 College Grove Road, Wakefield,
WF1 3RN (you do not need a stamp).

JOIN GMB AT

www.gmbyorkshire.org.uk

Or if you have any questions call 0845 337 7777

Remember, GMB membership covers you for all your jobs, wherever you work. GMB contributions are £2.80 if you work more than
20 hours per week and £1.65 if you work 20 hours or less per week. If you work 10 hours or less per week you can opt to pay the
promotional rate of 95p (this rate excludes cash benefits). The apprentice rate is 50p per week and the non-working student rate is
£1.00 per month (via Direct Debit only). Working student rate is 95p per week.

GMB Yorkshire and North Derbyshire region membership application form
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[Address]

Email:
‘Phone:
Dear Colleague,
I am writing to invite you to attend [name of course]; [brief information about the course
here].
You will learn:
[NAME OF COURSE]
TIME:
DATES:
VENUE:
COST:
To book a place on this programme, please complete the form enclosed, and return to....
Alternatively, telephone .... with the relevant information, and your place will be reserved. If
you want to attend but it isn’t convenient, let us know and your details will be added to our
waiting list.
I trust that’s useful, and I look forward to hearing from you.
Yours sincerely,

[Name of ULR]
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CONFIRMATION FORM
[NAME OF COURSE]
TIME:
DATES:
VENUE:
Please indicate whether you will be attending:
! I will be attending.
! I am unable to attend this time, but I would be interested in something similar in future.
! I am not interested in attending [name of course].
Please indicate how you will travel to the event:
! on foot
! by car
! by public transport
Please indicate below if you have any special needs eg. large print, disabled access.

Full Name: ___________________________________________
Membership Number: __________________________________
Contact Number: ______________________________________
E-mail Address: _______________________________________

Any further comments or questions?

Return to:
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Date ……/……./………

Event/Training:

Project Worker:

Venue / Learning / Community Centre details: _____________________________________________________________________

Outstanding

Good

Satisfactory

Poor

Comments

To ensure that this Event/Training has met your expectations, could you please complete and return the evaluation form.
Question
The location and facilities offered at the
event/training were
Delivery/presentation of event/training was
The quality of information and materials were
The duration of the event/training was
The benefit of attending the event/training will
be
I would recommend the event/training to others
as

Finally, are there any other comments you would like to add about the event/training?

Name:
(optional)

Many thanks for taking the time to complete the evaluation.
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Age

Ethnicity

Disability?

st

ULR Outcome Record

Highest
Previous
Qualifications

Activity

Maths

English

IT

☐

☐

☐

☐

☐

Support for
Apprenticesh
ips and
Traineeships

☐

☐

Vocational
Qualifications.
Please enter
details.

☐

☐

IAG - given
structured
information
and advice

ULR  Name…………………………………………      ULR  Workplace………………………………………………      Date  of  submission………………………………………………
About the learner.

Name

English 1
Language

☐
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