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Introduction
This is the new reps training course for 2022 which has been adapted from the classroom version to be run online over a 3-hour long session using zoom or some other video conferencing service. One of the aims for this training is to offer training for reps that have completed Reps part 2 and have not experienced a formal hearing since the training. . As with the classroom-based course there is a mix of tutor led sessions and practical sessions for reps to build their confidence and understand more about what the role entails. We’ve included the ‘Alex’ case study from Reps part 2 as this is familiar as well as covering a recap/ ACAG guidance on hearings and on the processes and procedures new case handlers may face. 
There is a small amount of pre work required. Reps to familiarise themselves with Alex’s profroma (which we’ve completed to help delegates on the course)
How these notes work
There are 4 core resources associated with the course:
1. The PowerPoint presentation, which includes visual aids, but also maintains the structure/order of the course
2. The participant’s workbook, which covers logistics, background information and activity sheets
3. The tutor’s notes which explain the activities, suggest discussion-prompts, give (loose) timings, and ‘index’ the other resources, tying the whole thing together. The words in bold are the changes from the classroom course delivering the online version.
4. As tutors who’ve committed to delivering this course, we would suggest a small amount of preparation time ahead of the course to ensure you’re familiar with the session, activities and tutor instruction.

	Session
	Slide no/WB page
	Notes
	Resources

	Session 1 online
	
	Open up and minimise to the tool bar the following documents:
Formal hearing PowerPoint.
On entering the online meeting share the PowerPoint and on slideshow click the from beginning option then stop sharing, when you share the PowerPoint on the session it will show the slides rather than the editing page. To progress a slide when sharing use the forward arrows on your keyboard.
	Rename yourself (as will be either Lesley or Prospect education). Add pronouns and use these when introducing yourself and encourage reps to do the same if they are comfortable to.

	Welcome
5 mins
	  No Slide pg 2-7
	· The PowerPoint is not used at the beginning of the session. 
· You may need to help people with technical issues such as sound, invite people from the online lobby, invite people, as they arrive, to skim through introductory section of workbook (learning outcomes and what to expect) 
	

	Workbook Session 1 – Introductions and objectives 

10 mins
	No slide/
pg. 2-7
	· Introduce tutor here 
· Pronoun to be mentioned
· Go over housekeeping: muting mics until speaking and trying to not talk over people.
· Go through learning outcomes page 2
· learn more about the laws, policies and agreements that work around online formal hearings
· learn more about how to represent individual members effectively
· make some plans for when you return to work.
· Interactive course and reps are encouraged to discuss, raise items and participate in the sessions. There are some homework elements which need explaining and which email to send them to. The homework sheets will be sent out with the workbook.
	

	



	No Slide/p10-11
	· Workbook Session 1: Activity A. 
On introductions ask everyone to introduce themselves and answers the following:
· Their name
· Where they work
· have you represented anyone since the training at any stage, informal or formal?
· if you have, had did it go?
· Write down answers to what they want to get from the course. This can be referred to during the day but also covered by next steps, further courses. This can be done on the whiteboard function of zoom or pen and paper by the tutor

	Workbooks
activity A for delegates included in this Session






	Recap

10 mins
	Slide 1 - 9
pages 8 -12


	· Share the PowerPoint for online session 1 go through the 9 slides
· Outcome of session 1 - the session is designed to recap the role and bring out any areas of confusion or concern among delegates. 
· Prospect’s duty of care and the reps code of practice

	PowerPoint Reps 2 Online session 1

	Workbook Session 2 – Attending a disciplinary hearing
	Slide 10/page 12
	Explain that this session we are adding what you learnt together using the Alex Roe case. Ask if everyone has had time to revisit the case on pages 12 - 27
It may be needed to allow extra time on first exercise for this to happen 
As there is new supporting information pertinent to Alex’s case

	An extra tutor for this session is needed.

	25 mins
	Slide 10/page 12-27
	Activity B Pre-planning for the hearing
· Break into groups of 2 (tutor may have to play a member if uneven number) and work out a strategy for the upcoming hearing meeting. One each can play the rep/ Alex(member)
· Remind everyone that it is the member’s case, so those playing the member have the final say. 
· Using the planning sheet to get ready for the meeting.
· Make sure they have worked out the following:
What is your plan for the hearing?
Who is saying what at the hearing?
What is your acceptable outcome?
How they are going to talk to each other at the online meeting

Members in breakout rooms in groups of 2. Decide who will be the member at the meeting and who will be the rep. How will hearing be dealt with – what outcomes are wanted. 
•	Have they got the procedures right? Well, no, there is no evidence of a proper investigation, and the timeline is slow. But they are continuing anyway so is this important?
•	There were mitigating circumstances. Yes, we want reps to come up with childcare, doctor’s notes. Alex has good performance; Alex has measures in place to improve matters in future and has arranged the neighbour to look after the children in short term.
•	What about the behaviour and actions of the management team? Roger is refusing to accept Alex’s home circumstances are a cause for concern or make any adjustments. Alex was provoked by Roger and there is a culture of bullying. Lots of evidence here with staff shortages and other sickness absences – but what can be raised at the hearing? 
•	In the letter, it appears that Ian Black has already made his mind up about the meeting. Is all the info in the letter correct?
Things that should also be mentioned:
Alex has had lots of sickness absences, but performance is good despite this.
Additional medication Alex is taking – might explain behaviour but is it wise to use this as evidence?
Alex did swear so best to explain why they were under pressure and apologise. 
If they are dismissed Alex can appeal due to the fact that procedures were not followed.  
Best outcome is??
Drop charges
Tackle bullying culture 
Alex could raise grievance about bullying and unkind remarks about single parents
	

	15 mins
	Slide 11 page 32
	Feedback from Activity B use the white board to collate strategies
Discuss as a group – How the planning went. Was there disagreement on the plan?
Formulate the plan for the hearing – Ask around reps and gather all ideas – decided which ones to include and which not to.

	

	10 mins
	Slides 12-15 page 33
	Go through slides on ACAS guidance
· If processes can be delayed until face to face is possible then they should – but you may have to adapt to an online hearing. However, if accessibility is an issue you have a good case to delay until a covid safe face to face is possible. This could be due to a disability or even if member has no access to appropriate equipment – not good for example, if they can only use a phone to access the meeting.
· Think about how to manage a hearing like this via zoom. What to watch out for? How do they communicate with each other if they need an adjournment?
· How do you pre-meet? How will you communicate if you want member to stop? Can’t nudge/kick under the table. May need a WhatsApp group for private messaging between each other. Can they use a breakout room – is it secure?
· How will you interrupt and take control of the meeting. Raising a hand – what if they ignore you. Are you all muted – can you interrupt.
· Recording – is this agreed? If not, they should ask. Prospect position is that meeting should not be recorded. It is sometimes not to the benefit of members to record everything – a note taker can ignore clearly stressful scenarios.
· Member needs to be alone – confidential meeting. Some members may be tempted to have a family member listen in or covertly record. This is fraught with problems and must be strongly discouraged.

	

	10 mins
	Slide 16 page 34
	Activity C Introduction into how this activity will work
For the purposes of the hearings, the tutors will play the role of the HR director and Alex’s manager, Ian Black. 
The hearing role plays should be run consecutively giving the other group a chance to observe and give feedback.
Tutor facilitated feedback 
Tutor1 play role of Line Manager
Tutor2 to play role of HR director
	

	30 mins
	No slide
	Hearing 1
Tutors to play managers in a hard-line way. Use script included in these notes

	

	10 mins
	No slide
	Give the chance for all the group to decide how the first hearing went and if a change of tactics is needed?
	

	30 mins
	No slide
	Hearing 2
Tutors to play managers not in a hard-line way.  Use script included in these
	

	15 mins
	Slide 9
	Give all the chance to discuss how both hearings went
· Did the hearing go to plan?
· What would you have done differently?
· What is the outcome acceptable?
	

	Summary and final thoughts
10 mins

	Slide 17 - 18












	· Slide 10 is the recap 
Ask members to reflect on what they have learned from this course. How you will they use knowledge and skills.

Reminder that there will be follow up one-to-one sessions where the final learning outcome will be made.
 
Learning outcomes
•	learn more about the laws, policies and agreements that shape union representation
•	learn more about how to represent individual members effectively
•	find out how to identify collective issues and problems and deal with them
•	make some plans for when you return to work.

Action plan and remind reps they will have a follow up with officer to ensure they have everything they need. 

· Slide 12 any questions
· Useful links going forward and appendix
· Further training
· Reminder of one-to one sessions to follow
· Poll to run , Goodbye and good luck!
· DON’T FORGET TUTOR NOTES REQUIRED WITHIN 5 DAYS OF COMPLETING THIS COURSE.(COPY OF RELEVANT FORM IS ON TUTOR RESOURCE PAGE)

	Appendix
(Deadline for ET, PIP method, Knobhead case)
Links
Further courses
E&D
Expenses
Evaluation forms


	
	
	· End of training

	



SCRIPT FOR GENERAL MANAGER
Welcome to this meeting, introductions etc.
Hand over to Clarice – to say a few words
Thanks Clarice… now 

this is a disciplinary hearing
you are accused of gross misconduct 

I will now go through the evidence I have and following that you will have time to respond to these allegations. You can ask questions and present any further evidence you may have.  You haven’t notified me of any witnesses to be called, you know of course that I have already spoken to the main witness in this case, Roger Plum. I spoke to Roger and he confirmed everything he said in his letter was true. 

So this is a very serious allegation Alex, and it really has just come out of the blue.

Firstly – there is the matter of serious insubordination towards a senior colleague. On 22 January you told your Head of Department Roger Plum to f..k off.  Just a simple question here - is this correct?

Furthermore, on 22nd January you acted aggressively, Roger says he was concerned you might hit him. This sounds like aggressive behaviour to me. Can you explain why you tried to hit him?

You then left before the end of your shift and didn’t come back. This is unauthorised absence from work. What do you have to say about this?

To top it all off - Roger tells me that you refused to stay late to get the work finished. In fact he says you have done this repeatedly recently. You know how short staffed we are and how many people are off sick. We really need to get this project delivered – Roger says everyone else was happy to do this, so it is reasonable. I see this as a refusal to obey reasonable instruction.

There are some other disappointing aspects to your behaviour which all add up to quite a concerning picture.
You have not responded to requests to work flexibly, and this has caused difficulties for your managers and colleagues. We are all working hard here, we are a team and you all need to do your bit. Each time you fail to do overtime that puts a bit more stress onto your colleagues. We need team players, you said you were a team player in your interview – remember. (it is not clear in the notes if this is voluntary or contractual, the rep/member may take a line on this – but stick with the line that everyone else thinks it's reasonable)

You have had irregular attendance with considerable absence due to so-called ‘stress’ during the past year. You have had multiple incidences of absence – way more than we expect from a good employee. (Clarice has the list)


Over to rep/member to speak.

At end of the hearing - tell the employee what happens next and give a timeframe

“We will now take some time to consider what we have heard. You can be assured that we will follow our procedures very carefully on this occasion. We will let you know the outcome in writing within 10 working days of the meeting. You do have the right to appeal against the decision if you are not satisfied with it.”
If you wish to appeal, you need to inform in writing within 5 working days.

SCRIPT FOR HR MANAGER (a – less reasonable, b  - more reasonable)
Thanks for coming. My name is Clarice Clocktower and I am your HR manager. This is a disciplinary meeting being led by Ian and I am here to provide support if needed to Ian and answer any questions on policies and procedures.
We would like to record this meeting as it would make it easier for us later on. (Answer if challenged by rep)
a) Unfortunately, I sprained my wrist recently and I’m having trouble writing things down clearly so the best way for us would be to record. Ill take a note that you weren’t happy about this, but honestly its nothing to worry about.
b) Well, OK, I will take notes.
Hand back to LM

List of sickness absences
January this year – 3 weeks
September last year – 2 weeks (this is wrong – its only one week in their notes)
June last year - 2 weeks
Apr to May last year – 2 months

Appraisals – Alex has been Very Good in each performance appraisal

If asked about health and safety, or short-staffed, or sickness absences. 
a) That’s all very interesting but this is not why we are here, remember that is a meeting to discuss Alex’s poor behaviour. Alex is the one who has behaved so aggressively and swore at a senior member of staff.  Roger is the Head of Department, and you would think it worth your while treating him with respect. 
b) That’s not what we are here for today. We are here to find out exactly what happened and why. We are here to hear  your explanation of the events on 22nd January.
If questioned about no investigation
Iain has already said that he spoke to Roger and Roger confirmed that everything he said in his letter was true. I think that is enough of an investigation, don’t you? Roger is an exceptionally reliable witness and a senior member of staff.  
If pressed. You must remember that this is not a statutory requirement, and I am sure you will all agree that given the serious nature of this allegation it makes perfect sense to deal with the matter as soon as possible. That helps reduce the stress on everyone and that’s why we are here.
If questioned about the timings
You will note that we are being very reasonable in listening to Alex, we have changed the timing of this meeting in response. Everyone else is happy to start a meeting at 9am but of course Alex has special circumstances.
Unfortunately, there have been sickness absences, and this has made it difficult to stick to the timings. Whilst it is unfortunate, there is not much we can do about that, and we don’t want any further delays so that’s why we are pressing ahead with the meeting. You can't complain about us being too slow and then say we are going too quickly.
If questioned about bullying and harassment policy – ask for evidence? What evidence do you have that there is bullying going on. Are you accusing your line manager of bullying you? If you wish to raise a grievance about bullying you need to follow the policy and submit that to the Head of Department, Roger Plum. I’m sure he would be happy to see your evidence.
If asked about bullying culture
a) We are planning to review our policy on bullying and harassment next year and as always, we will invite you give your comments when that is reviewed (in 2021)
b) We can certainly have a think about setting up a meeting to look at broader issues of stress and or bullying that your raise

If asked about sickness absence policies and return to work procedures
a) all our manager have been trained in the procedure so I am confident that Ian will have covered all the bases on that one 
b) If the policies were not followed that would be disappointing, I don’t mind looking at that after this meeting to see whether the procedures were followed. 
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