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It could change your life!

Passport to  
women’s officer training



 

Passport to women’s officer training
Courses to change your life!

In UNISON South East women make up 77% of the 

membership and it is therefore important that branch 

women’s officers are provided with good opportunities to 

access training on women’s equality issues. To encourage 

and increase the participation of women activists especially 

in the role of branch women’s officer, this branch women’s 

officer Passport has been developed to support women who 

are active in UNISON and offers training courses to all women 

whether you are a branch women’s officer, a health and safety 

rep or a branch secretary – an opportunity to develop your 

skills and knowledge from day one of being active in UNISON. 

There are courses in the Passport for women who are 

completely new to trade union activity and for women who 

are holding senior positions with the union whether at a local 

level in their branch, at regional level or at national level. There 

is something for everyone and the course descriptions will help 

you decide whether a course is right for you.

The Passport is divided into three sections. The first section 

covers the courses that are recommended but not limited to, 

all branch women’s officers. This section consists of a 16 day 

programme of training covering 7 modules that will help you 

understand your role and equip you with the knowledge and 

skills to support and advise your branch and members on 

women’s equality issues. 

The second section provides information about the training 

opportunities available for women who are holding senior 

positions within the union – this might be in their branch as 

branch secretary or chair or at a regional or national level, such 

as chair of a regional committee. There are four modules in 

this section and you will need to have completed the ‘Women 

in Leadership’ module before moving onto the other modules 

in this section. This section of the Passport was developed 

in conjunction with UNISON women activists in the South 

East who were relatively new to holding leadership roles in 

their branches and in the region and was based on work 

undertaken as part of a project in 2015 to identify any gaps 

in support and training and establish an advanced training 

programme for women leaders in UNISON.

The third section in the Passport offers further training which 

you can find out more about on page 15. 

This is a personal training record. Please keep it in a safe 
place and remember to bring it to all courses as your 
tutor will need to sign it. 
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Module 2
Women’s History Part 1  
(weekend residential)

Date completed:    

 
Tutor’s signature:

This course is open to all women members who are interested in learning 
more about the history of women’s struggle for equality; it focuses on 
women’s struggle for equal rights in all sphere’s of life for example, the 
home, society, in law, the workplace and internationally. As women 
make up half the population and workforce in the UK, this course 
focuses on the history of women workers; the history of women workers 
and trade unions and puts into context the relationship between the 
two, both past and present. 

The course will cover:

 � Women’s suffrage (1st wave feminism)

 � Women and Politics

 � Women’s history timeline

 � Gender stereotyping and misrepresentation  
of women in the media

 � History of women workers and trade unions.

Module 1
Branch Women’s Officer Course 
(weekend residential)

This course is for newly elected Branch Women’s Officers. The aim of 
the course is to provide you with a brief overview of some of the issues 
that affect women in the workplace and society and equip you with the 
knowledge and resources that you need to assist members. By the end 
of the course you will also have a good knowledge of UNISON structures 
and principles of proportionality and fair representation. You will leave 
feeling confident in the knowledge that your role will contribute to the 
effectiveness of the branch in supporting members and challenging 
discrimination in the workplace.

The course will cover:

 � UNISON principles of equality and Self Organisation

 � UNISON structures and your branch

 � The role of the Branch women’s Officer

 � Sex discrimination and the Equality Act (2010)

 � Developing campaigns on women’s issues.

Date completed:    

 
Tutor’s signature:
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Module 4
Domestic Abuse and  
Violence Against Women  
(2 days)

Date completed:  

 
Tutor’s signature:

The distress from the affects of domestic abuse will affect performance 
and attendance at work. UNISON was one of the first trade unions 
to recognise that domestic abuse is an issue for employers and trade 
unions. Although this course is for branch women’s officers, women 
welfare officers and women health and safety reps, it is essential training 
for all. 

The course will cover:

 � Dispelling the myths about domestic abuse

 � Why domestic abuse is a trade union issue

 � Negotiating workplace domestic abuse policies

 � Providing information and support to members

 � Raising awareness and campaigning to end violence against women.

Module 3
Pregnancy and Maternity Rights  
(2 days)

Date completed:    

 
Tutor’s signature:

Maternity Rights in the UK can be extremely complicated. It is estimated 
that approximately 30,000 women are sacked every year for declaring 
that they are pregnant to their employer. Women also face discrimination 
on their return from maternity leave. This course will provide information 
about the current legislation and how trade unions have negotiated 
improved maternity policies for members over the years. This course is 
for branch women’s officer, and women stewards.

The course will cover: 

 � Introduction to the Law relating to Maternity Rights

 � Comparing statutory with negotiated contractual rights

 � Advise members of their rights – Case studies

 � Identify opportunities for negotiating improvements 
to contractual agreements

 � Campaigning to improve maternity, paternity and parental rights.
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Module 6
Sex Discrimination in the Workplace 
(2 days)

Date completed: 

 
Tutor’s signature:

Women and men, including transsexual people, have the right not to 
be discriminated against at work because of their sex. What constitutes 
sexist behaviour or a sexist remark? Are your workplace policies equality 
proofed to ensure against sex discrimination? Many members suffer at 
work due lax attitudes regarding discriminatory behaviour, such as sexism 
in the workplace. More than a quarter of women have experienced 
some form of sex discrimination in the workplace. This course is open 
to branch women’s officers and women stewards who would like to 
be more familiar with equality legislation, the 4 legal forms of Sex 
Discrimination and confident to support and advise members. 

The course will cover:

 � Attitudes, behaviour and language

 � Examining workplace cultures 

 � Equality Act (2010) 

 � Workplace policies.

Module 5
Introduction to Equal Pay 
(1 day)

Date completed:  

 
Tutor’s signature:

The first time equal pay was raised as an issue for women was during 
the industrial revolution in the 1830’s! Over 140 years later the Equal Pay 
Act (1970) came into force and yet still in 2014 there is a gender pay  
gap of 19.6%. This course is aimed at branch women’s officers and 
women stewards who are interested in knowing more about identifying 
pay inequalities in pay and grading structures and advising members of 
their rights.

The briefing will cover:

 � Equal Pay timeline

 � The Law

 � How to advise and support  
 members and branches

 � Campaigning for equal pay.
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WLAC Module 1 
Women in Leadership  
(3 days) 
The idea that women and men operate differently as leaders is the subject of much 
debate and analysis. Do women trade union leaders lead differently to male union 
leaders? Is it more difficult for women to climb into leadership positions in the trade 
union movement? What do you associate with ‘good’ or ‘poor’ leadership? 

The module will cover:

 � What is leadership?

 � Leadership styles

 � Leadership in trade unions

 � Applied leadership 

 � Mentoring and coaching

 � A gendered approach to negotiating.

Following on from a successful South East project which focussed  
on the training and support needs of women leaders in UNISON, the modules below 
have been designed for women activists who currently hold senior positions in their 
branch, region or at national level. There are four modules in total and you need to 
have completed the first 3-day module ‘Women in Leadership’ before you can apply 
for the remaining three*. All four modules will run each year and you do not need to 
complete the whole series of four modules in one year.

Date completed: 

 
Tutor’s signature:

Women Leaders Advanced Courses

Date completed:    

 
Tutor’s signature:

Module 7
Women, Work and Health 
(2 days)

UNISON recognises that everyone has an equal right to protection from 
harm at work but that doesn’t mean treating everyone as if they were all 
the same. This course is aimed at branch women’s officers, health and 
safety reps and other branch members interested in learning more about, 
and raising the profile of, women’s health and safety at work. 

The course will cover:

 � Problems of Health & Safety at work

 � Identifying women’s Health & Safety concerns

 � Women’s Health & Safety in the Workplace

 � Risk assessments

 � Negotiating for the inclusion of women’s health and safety 
issues in workplace policies.
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WLAC Module 3
Media Training & Public Speaking  
(1 day) 

UNISON activists in leadership positions are often called upon to be the 
voice of UNISON whether locally, regionally of nationally – speaking on 
behalf of our members. The fear of speaking to large audiences or to TV 
and press journalists is very common – indeed speaking up in a meeting 
can present problems. 

How often have you asked others to speak for you when, in fact, you were 
the expert on the topic? How often have you sat in a meeting, wanting 
to be heard but too worried and nervous to speak? Research shows that 
developing a “voice” and speaking in public can be especially daunting 
for women and in many situations the ability to express ourselves can be 
challenging. 

However, women are natural leaders with all the skills and competencies 
necessary to influence and inspire people to change and move forward – 
we must allow ourselves to be visible, to speak up, to speak out, to simply 
speak… 

This course will help you overcome some of the fears associated with 
public speaking and dealing with the media and give you the skills and 
knowledge to be a confident leader and spokesperson for UNISON 
members.  

Date completed:    

 
Tutor’s signature:

WLAC Module 2
Mentoring for Women Leaders  
(2 days) 

This is a two day advanced training course will help participants 
to gain an understanding of what mentoring is and it will help 
participants develop key mentoring skills, including listening and 
questioning. The course will help participants understand the context 
of a regional or branch mentoring strategy and will help participants 
develop ways to establish mentoring networks. 

The course will help develop awareness on the process of developing 
activists and look at the importance of support for women mentees. 
The course will help participants understand the scope and the 
boundaries of the role of a mentor.

Date completed:    

 
Tutor’s signature:



14  OXFORDSHIRE   KENT   SURREY   HAMPSHIRE   BERKSHIRE   SUSSEX OXFORDSHIRE   KENT   SURREY   HAMPSHIRE   BERKSHIRE   SUSSEX         15

Recommended courses  
for Women in UNISON
 
This section concentrates on courses that will compliment any training that you 
might have already undertaken in sections 1 and/or 2. It also provides training 
opportunities for women members who are not yet active in UNISON but who 
might be encouraged into trade union activity by attending one of the women’s 
events or training that is open to all women members, such as the Regional 
Women’s Forum. 

There is a course for all women members in the Passport whether you are a 
member, a steward, a branch secretary or a branch women’s officer, so if you 
want to learn something new or update your existing skills and knowledge then 
there is a course here to suit you.

As and when the need arises there will be additional courses available which will 
be advertised through the usual branch and steward networks women’s network.

WLAC Module 4
Line Management & Time Management 
(2 days) 

There are only so many hours in the day and you can’t do it all – 
but you will probably try! Time management is not a very difficult 
concept, but it’s surprisingly hard to do in practice.

This course will give you the skills to prioritise your workload and 
structure your working day, week and month.  The course will also 
be helpful if you are carrying out a role for example, branch secretary 
that requires you to delegate work to others and act as a line  
manager/supervisor of others workloads.  

Date completed:    

 
Tutor’s signature:
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Women’s History Part 2
(weekend residential)

This course is only open to women stewards and members who have 
completed Part 1. This course will explore in greater detail some of the 
women’s issues explored in Part 1 and will equip women activists with 
the knowledge to speak more confidently on women’s discrimination 
issues.

The course will cover:

 � The persistence of gender discrimination in the labour market

 � Feminism – inclusive or exclusive?

 � The prevalence of sexism

 � Women are not for sale! The rapid expansion of pornography  
on the internet and the sexual objectification of women and girls

 � Violence against women – campaigning on a global phenomenon

 � UNISON women – how can we make a difference?

Negotiating Skills
(2 days)

Negotiation can be a frustrating process. People often react with fear or anger 
when they feel that their interests are threatened. Good negotiation is about 
creating a ‘win-win’ situation; one in which both parties feel positive about the 
outcome once the negotiation is concluded. This course offers branch women’s 
officers and other branch women active members to develop the skills and 
resources to prepare  
for and conduct negotiations in a confident manner. 

The course will cover:

 � What is negotiating

 � Do men and women negotiate differently

 � Barriers to successful negotiations

 � A gendered approach to negotiating

 � Analysing and preparing your case

 � Reading between the lines

 � When negotiations fail.
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Assertiveness Skills 
(2 days)

Assertiveness is the quality of being self-assured and confident without 
being aggressive and is a skill you can learn. With a bit of practice and 
training, most people can learn how to become more assertive. It is a 
communication skill that we can all improve on. This course will focus on 
behaviour types and body language and you will practice using assertive 
behaviour during the course. 

The course will help you:

 � understand the meaning of assertiveness and how it differs from 
passive, aggressive and manipulative behaviour

 � become familiar with your workplace and personal rights and how 
to assert them

 � learn a variety of assertiveness skills, tools and techniques and when 
to apply them

 � improve your communication skills; including effective listening, 
questioning, body language and rapport building 

 � learn how to say ‘no’ and gain strategies for dealing with difficult 
people

 � feel more confident.

Bullying and Harassment
(2 days)

This course is aimed at branch women’s officers, women stewards and 
health and safety reps. Staff wellbeing is a matter of mutual interest to 
both employers and employees and yet a number of survey’s carried 
out during 2010 and 2011 found that bullying and harassment was 
the second most common health and safety concern for workers. The 
survey’s also found that some employee’s were at higher risk than 
others for example, employee’s with disabilities, those on long term sick 
and women who are pregnant and/or about to go on maternity leave 
(or returning from maternity leave).

The course will cover:

 � Identifying types and patterns of behaviour

 � Legal overview

 � The path of the informal and formal complaint

 � Conducting investigations

 � Workplace policies

 � Collective responses to challenging bullying and harassment.
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Women’s Lives 
(10 weekly sessions and 1 residential weekend)

Regional Women’s Forum 
(Residential weekend)

Women’s Lives is a course specifically designed for women who have been 
away from learning for some time but would now like to take up a new learning 
opportunity. It looks at issues of interest to women and draws on your own 
experiences at work and at home. 

When doing this it will develop your skills  
and give you greater confidence in:

 � Writing

 � Investigating and research

 � Analysing and problem solving

Over a 10 week period you will join a regular study group that meets once a week 
in the evening with a woman tutor who will help and advise you and give you 
feedback. The sessions are informal and friendly and there will also be the option 
of a weekend residential school or day school. Upon completion you will receive 
Adult Learning Credits.

Women’s Lives participants often go on to do further  
UNISON women’s courses such as;

 � Women’s History

 � Assertiveness Skills

 � Branch Women’s Officer

The Regional Women’s Forum is an annual event organised by the regional 
Women’s Committee to give women members and women stewards the 
opportunity to meet each other, network and share experiences. 

With 1 million women members in UNISON, this event inspires, informs and  
builds the confidence of women to become active in their branches and raise 
awareness of issues that affect women in the workplace and society. If you have 
ever thought about getting involved in the union and making a difference then 
come along to the Women’s Forum and learn about ‘Women in UNISON’ and 
how we work together to campaign for change.  

The Forum is open to all women members.
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In the Regional Education Programme you 
will find the ‘women’s training’ section and 
all of the courses will be listed there. It is not 
necessarily the case that all courses run in one 
academic year and it might take up to two 
years to complete all seven Modules. Your 
Branch Secretary or Education Co-ordinator 
will give you details of how to apply for each 
course and you will need to discuss your 
training plans with your branch as they will 
need to authorise your application form which 
approves your funding.

You might be able to secure time off for some 
of the training courses in this Passport for example, Domestic Abuse Workplace 
Policies, Bullying and Harassment, Negotiating Skills. It will be more difficult to 
secure paid release for courses such as Women’s History, Assertiveness Skills but it 
is always worth asking first. 

NB: Please note that some of these courses for example, Domestic Abuse 
Workplace Policies are also listed in the Regional Education Programme  
and open to all activists.

 Next Steps...

UNISON is the South East’s biggest 
trade union with 120,000 members 
across the region. 75% of those 
members are women.
Issues of inequality are unfortunately still a daily reality for too 
many women, whether at work, in the home or in society. 
UNISON provides quality training courses that ensure that our 
representatives are well trained and confident to be able to 
advise branches, support and advise members of their rights 
and challenge discrimination. 

If you think you might like to become more active in UNISON 
then we are happy to discuss this with you. We are also 
happy to offer further information about any of the training 
courses in this booklet – please see the back cover for contact 
details. For further information about the Regional Women’s 
Committee events and meetings please go to 

www.unison.org.uk/women 
 
You can also follow us on Facebook and Twitter.

www.facebook.com/unisonwomen  
www.twitter.com./WomenInUNISON 



For further information  
please contact

Sam Comerford
UNISON South East

Ranger House, Walnut Tree Close
Guildford 

Surrey GU1 4UL

01483 406507
s.comerford@unison.co.uk
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