New School Representatives

As a Representative of your Union in school you have certain rights that have been agreed at National level.

Rights for School Representatives

1. Time Off for Duties

Reps. have a right to time off timetable to carry out their duties. Currently, In Coventry, one hour (or one session) a week for Secondary Reps. is the norm. Primary Reps usually negotiate appropriate time to distribute mailing and deal with other essential communications.

2. A noticeboard in school bearing the title of the Union

The Union is entitled to this in every establishment where there are members, even if there is no school Rep.

3. Use of the school telephone

Local calls are free. Payment for other calls can be claimed back from the local association

4. Provision of a room for meetings

5. Reasonable use of school typing, duplicating and photocopying equipment on the basis of repayment from the Union for materials used. Keep a record of what you use which you can submit to the local association.

6. Access to documents concerned with Pay, Conditions of Service and the local Education Authority'’ Regulations.

This includes information on the structure and allocation of posts of responsibility in the school including the school salary policy. Details about your school budget are also essential for you to have.

7. Access to national documents

The Burgundy Book

The School Teachers’ Pay and Conditions Document.

8. Access to local documents

The Coventry Personnel Handbook

Specific Policy Paper: School and LEA on Pay, Behaviour, Equal Opportunities, Special Needs.

Resources for School Representatives

There is help at hand, resources at your disposal include:

1. Local website at www. coventrynut.org

2. Regular briefings and newsletters from the local Association including members       newsletters. Usually contained in the School Representatives’ mailing.
3. Regular briefings and publicity from the National Union.

4. Noticeboard information and members’ information from National and Local Union.

5. Advice from Regional office.

Training

1. Local Association Training

The main event is the School Representatives’ Training Day but there is ongoing training throughout the year. Contact the local office for information.

2. National Training Courses

Provided at the Union’s training headquarters – Stoke Rochford. See leaflet ‘Your NUT Training Programme’. These courses are highly recommended by previous participants.
Your role as NUT School Representative

Two essential parts of your role are:

Recruitment and retention of members : see Reps’ calendar for key dates

Communication

· Talking and listening to members

· Displaying and distributing Union material. Keep members informed of Union policies and letting the Local Association know your members’ views about current issues.

· Talking to the management of your school including Governors where necessary.

· Talking to other Unions in your school.

· Going on Union Training Courses for School Representatives and reporting back to members. Tell members about other training courses they can go on.

· Keep in touch with Health and Safety issues in your school.

· Liaise regularly with your school’s teacher governor about governing body meetings.

If you find this list very daunting, don’t forget help is always at hand: See ‘Local Association Officer and Executive contacts’/ You can always ‘jobshare’ the role with another member. Try and share some activities and duties with other Unions.

Informing and acting for your members in school

The school group:

· As well as provision of written material. Hold regular school meetings

· Survey members on best time and place

· Identify the key items to be discussed

· Establish and stick to a starting and finishing time

· Get someone to chair, take minutes

· Report back to members on steps taken and keep hem informed of future developments.

· Set up an e-mail contacts group for sending out information

The individual member: Possible casework:

· Note down key facts, times and dates.

· Ask member, if possible, for a written outline of problem and / or related letters and documents.

· See if the problem is covered by any agreements, school policies.

· Contact local association for advice and assistance.

· If appropriate raise the issue with the relevant school management.

· Keep notes of all contacts or meetings with management.

· Most serious issues will at this point be taken on by local Association Officers. Some are solvable at school level, make sure you agree an appropriate course of action and keep your member informed of all developments.
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