
Formal hearing training template Letter 1
Dear Case Handlers, 
We hope this email finds you well. 
[bookmark: _Hlk92462662]We are writing to you as reps who’ve completed Reps Part 2 (Case Handler Training). The education team are looking to run a trial of online hearing training sessions. This training would be highly effective for those reps who’ve completed Reps part 2 but haven’t had an opportunity to support or accompany a member in a disciplinary hearing.  
The sessions will run 10am -1pm on a Friday and it follows on from the Alex case study we complete during the reps’ part 2 sessions but goes on to how we might represent Alex in a hearing scenario. 
Further details are below; 
What is it?
•             It is the Union’s ‘online hearing’ course created for online delivery via Zoom – an interactive platform.
•             The training session will involve two union tutors and 6 reps minimum. 
•            Reps will participate in an online hearing and discuss meeting strategy.

What will it involve?
•             Participating in one, 3 hour session.

What do I need?
•             A pc or laptop (not a phone) from which to participate in the sessions.
•             Dedicated time and space to participate  

When?
Friday 4th February, 
Friday 4th March, 
Friday 27th May

Please specify your preferred date.
*We can also accommodate this training on a different weekday, please send details if Friday is not possible.

Completion of the course
Completion of this course is designated by:
•             Attending 10am-1pm, *Please note the timings are approximate and dependant on discussion and questions the session may overrun.
•             Undertaking and engaging online via zoom 

Materials
· There will be a short workbook for information and all sessions will run via Zoom. If you have any problems connecting to zoom, please let me know asap. 
· You need to refresh the Alex case study beforehand and have your proforma to hand.  Please contact us if you don’t have this available. 
We would strongly advise any new reps who haven’t had an opportunity to sit in on a hearing, would benefit from this. 
If you have received this email in error and do not wish to continue with training currently, please let us know.
Thank you and best wishes,










Formal hearing training template letter 2

Dear Case handlers, 

Thank you for your interest in our forthcoming new trial of ‘Formal hearing’ training. 

As stated in the previous information, this training is highly effective for those reps who have completed Reps part 2 but haven’t had an opportunity to support or accompany a member in a disciplinary hearing.  
The sessions will run 10am -1pm on a Friday. 
The session will recap and follow on from the Alex Roe case study we complete during the reps part 2 sessions. We start the session recapping over the proforma information and how best may represent going forward in the formal hearing scenario. 
Please note; there is an element of pre work – please download the formal Hearing workbook and the formal hearing proforma from the course resource page and read though before your training course. The link to access the material is here; 

The link for joining the training on Zoom is here; 

The link will take you through to the waiting room and the sessions will start at 10am prompt. 

Due to the nature of this training, the sessions work best when they are fully interactive and therefore, if you’re able to use/access your online camera, please do so. 
We would suggest you download the zoom app (if you are using your own computer/have owner’s permission), as this will enhance the online quality as well as access to the online feedback polls. If you haven’t used zoom before, please allow 5 minutes to download the app, which will happen when you click on the session link, and you follow the download instructions. If you don't want to do this you will also be given the option to access the session on your browser by rejecting the request to download the app and following a link at the bottom of the window. We recommend using chrome browser for the best connectivity.


If you have any queries or questions, please don’t hesitate to contact me. If you can let me know you’ve received this email and details, that would be much appreciated. 


I wish you well on your course.

Best wishes & keep safe,
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