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Welcome to the Barnsley 

UNISON Branch 
From Ben Harvey-Wade (Branch Secretary) 

Congratulations on coming forward to be a 

UNISON Representative in your workplace, I 

would like to thank you for volunteering to 

become more involved and more active in your 

trade union. 
The Barnsley Branch is a vibrant, enthusiastic and inclusive team and we are all very happy to 

welcome you in joining us to build a strong Branch that is better able to improve the working lives 

of our members. 

Active Stewards are at the very heart of UNISON. Stewards in the workplace ensure that the union 

is accessible to members and you will be that vital link between the Branch and our members. 

By giving day to day support and representation to members, by encouraging other workers to join 

the union and by building our organisation you are critical in ensuring that UNISON can function as 

a democratic lay member led union. It is because of Stewards like you that UNISON continues to be 

one of Britain’s largest trade unions and one of the leading public sector unions in the world. 

Barnsley UNISON is fully committed to developing and supporting new Stewards. We value the 

contribution that you make and we are committed to providing you with training and development 

opportunities to enable you to be able to fulfil your role effectively. Training is not only essential to 

enable Stewards to do an effective job but it is also a legal requirement. 

It is an objective of the Branch that all new Stewards will be fully trained and will be competent and 

confident to undertake all aspects of a Steward role within 12 months. In order for us to achieve this 

objective, Barnsley UNISON has developed an Induction Programme for new Stewards. 

This programme is contained within this booklet. 

All new Stewards will be supported by a named Mentor. They will support you and take you through 

the Induction process. Your Mentor will work with you over the next 12 months to ensure that you 

receive the information, training and development opportunities that you need to help you become 

a fully trained and competent Steward. 

I hope you enjoy being part of our team and I look forward to meeting you and working with you. 
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Branch Administrator 
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Branch Chairperson 

Responsible for chairing 

Branch meetings. 

Vice-Chairperson 

Chairs all Branch 

meetings in absence of 

the Chairperson. 

Branch Treasurer 

Responsible for all 

Branch finance. 

Assistant Treasurer 

Supports the Treasurer 

in their role. 

Branch Leadership 

Structure 
All of these positions are elected positions (see Branch Rules 
for more information). 

Branch Secretary 

Responsible for 

Branch administration/ 

coordination, managing 

Branch employed 

staff and leading on 

Corporate and National 

issues. 

Assistant Branch 

Secretary 

Supports the Branch 

Secretary in their role. 

Stewards 

This is a critical role as it is the link 

between the Branch and members in 

the workplace. Represent members, 

deal with casework from local 

workplaces, recruit new members 

and negotiate with local managers. 

Supported by named Mentor (who 

is usually the Convenor for the 

Directorate). 

3 x Convenors 

2 Stewards given full time release from 

Barnsley Council and 1 employed 

directly for casework, corporate 

negotiation, corporate restructures, 

co-ordinating, mentoring and 

coaching of stewards. 

(Report directly to the Secretary). 
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Branch Secretary 

Responsible for 

Branch Administration 

and Coordination of 

stewards and staff. 

Branch Chair-person 

Responsible for chairing 

Branch meetings. 

Treasurer 

Responsible for Branch 

Finance. 

Assistant Branch 

Secretary 

(Vacant) 

To support the Branch 

Secretary and provide 

cover when absent if 

necessary. 

Vice Chair-person 

Chairs Branch meetings 

in absence of the 

Chair-person. 

Assistant Branch 

Treasurer 

(Vacant) 

Supports the Treasurer 

in their role. 

Health and Safety 

Officer 

Responsible for 

co-ordinating all 

H&S issues across all 

employers (inspections, 

negotiations) and 

co-ordinating activity of 

H&S Reps. 

Welfare Officer 

Makes sure that 

members seeking 

welfare assistance 

receive a prompt, 

supportive and effective 

response. 

Branch Officers 
All of these positions are subject to an annual election (See 
Branch Rules for more information). 
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Communications 

Officer 

Co-ordinates and 

manages branch 

newsletters, websites, 

press releases 

and other media. 

Communicates with 

members. 

Pensions Delegate 

Liaising with pensions 

and updating Branch. 

International Officer 

Develops and leads on 

international solidarity 

activities, campaigning, 

promoting support for 

causes. 

Branch Officers 
All of these positions are subject to an annual election (See 
Branch Rules for more information). 

Education Officer 
(vacant) 

Responsible for 

arranging Steward and 

Officer training. 

Equalities Officer 

(x4) (vacant) 

Works on equal rights 

issues across the entire 

Branch. There can be 

up to 4 per Branch. 

Recruitment Officer 

Responsible for 

coordinating and 

developing recruitment 

activities. 

levels of the union.

Labour Link Officer 

Liaising with local 

Labour Party and 

makes sure that 

members who pay the 

APF levy are heard. 

Retired Members 

Officer 

Coordinating and 

supporting retired 

members by 

campaigning and 

organising local 

activities. 

Young Members 

Officer 

(vacant) 

Organising young 

members within the 

Branch, encouraging 

young membership 

and making sure that 

the voice of young 

members is heard at all 

Sports and Social 

Secretary 

Responsible for 

organising social events 

and discounts for 

members. 
Lifelong Learning 

Officer (vacant) 

Responsible for 

coordinating and 

developing member 

education. 
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Branch Employed 

Staff Structure 
*The Branch Secretary is not employed, this position is an
elected position.

Branch Secretary* 

Ben Harvey-Wade 

Responsible for day to day 

management of Branch-employed 

staff in order to ensure the 

effective running of the Branch (for 

the benefit of all members). 

External Bodies 

Convenor/ 

Recruitment and 

Organising Officer 

Michael 

Short 

Dealing with casework, 

corporate negotiation, 

corporate restructures, 

coordinating and 

mentoring stewards 

in all non BMBC 

employers. 

PLUS 

Co-ordinating Branch 

recruitment initiatives 

(in consultation with 

Branch Secretary and 

Recruitment Officer). 

BMBC Convenors 

Ben Harvey- 

Wade 

April 
Pepper 

Dealing with casework, 

corporate negotiation, 

corporate restructures, 

coordinating and 

mentoring stewards. 

Branch Administrator 

Andrea 

Palmer 

Day to day 

management of Branch 

administration. 

Project Officer 

Gillian 
Nixon 

Promoting member 

education (Employed 

by UNISON National). 
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A brief introduction to 

equality in UNISON 

Equality is at the heart of UNISON. We challenge 

discrimination and win equality in the workplace 

and beyond. Everyone shares responsibility for 

equality in UNISON. 

Self Organised Groups (SOGs) 

Our equality work includes groups for members who experience particular types of prejudice and 

discrimination. These groups meet locally, regionally and nationally to discuss, campaign and 

organise around the specific issues that affect them. They help UNISON understand equality and 

meet our equality aims. These groups are called Self Organised Groups (SOGs). Self-organisation 

brings together members from certain groups that face discrimination. Our four SOGs are for Black 

members; disabled members; lesbian, gay, bisexual and transgender plus (LGBT+) members; and 

women members. We also have equality groups for young members and retired members. 

Self-organisation helps the union identify and challenge discrimination and build equality. It can be 

a way for members to get involved in the union, developing skills, expertise and confidence. Trade 

unionism is all about organising workers around a common experience. It is sometimes thought that 

because the members of self-organised groups meet separately, self-organisation is separatism. It is 

not. UNISON’s self-organised groups are a well-established part of our organisation. They are actively 

involved in all the union’s mainstream work. They have a valuable role in ensuring that the union 

identifies and takes up equality issues, actively challenges discrimination and that our democratic 

structures reflect the whole membership. 

SOGs in Barnsley 

The Barnsley Branch SOGs are co-ordinated by the Branch Equality Officer. Any UNISON member 

who meets the criteria can become part of a SOG. If you identify yourself as being part of one of the 6 

groups and would like to get involved, you are welcome to join or set up one if it doesn’t exist. 

Role of Stewards in Promoting Equality 

Your role as a Steward is to promote equality in your workplace, promote the SOGs and ensure that 

members are aware of the work we do to promote equality and ensure fairness and dignity for all 

workers in Barnsley. 

For more information on equality in UNISON please refer to the Code of Good Branch Practice or the 

Branch Equality Officer. 
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Branch Equality Officer/s (x4) 

(There can be up to 4 Equality Officers in a Branch. Their role is to co-ordinate and 

convene the SOGs and support their work). 

LGBT+ members 

Lesbians and gay men 

are those who are 

attracted to people of 

the same gender. 

Bisexual people 

are those who feel 

attraction for more 

than one gender. 

Transgender are those 

whose gender identity 

differs from the gender 

they were labelled at 

birth. 

Disabled members 

In UNISON we adopt 

the social model of 

disability which says 

that disability is caused 

not by a medical/ 

physical condition but 

by barriers in society. 

We focus of trying to 

challenge barriers not 

‘fixing’ a condition or 

impairment. 

Black members 

In UNISON, Black is 

used to indicate people 

with a shared history. 

Black with a capital 

‘B’ is used in its broad 

political and inclusive 

sense to describe people 

in Britain that have 

suffered colonialism 

and enslavement in the 

past and continue to 

experience racism and 

diminished opportunities 

in today’s society. 

Young members 

In UNISON, a young 

member is someone 

under the age of 27 

years. 

Women members 

In UNISON, all 

members who identify 

as women, are 

welcome to join our 

Women’s SOG. 

Retired members 

In UNISON, a retired 

member is someone 

who has retired 

from work and is not 

employed. 

Self Organised 

Groups (SOGs) 
All of the SOGs have access to Branch resources. Each SOG 
has a budget in order to promote the work of their group. Each 
SOG is able to elect delegates to attend Regional SOG and SOG 
Conferences. Each SOG should report to the Stewards Forum on 
a monthly basis. For more info, please refer to Branch Rules. 
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A brief introduction to 

democracy in UNISON 

UNISON is proud to be a “member-led union”. 

Democracy is central to our structure and 

our achievements have been reached as 

a representative, democratic union where 

everyone has an equal voice. All members have 

a right to make the decisions which determine 

the work we do. 
Our Branch of UNISON is run on democratic principles, and structures are in place to ensure that all 

the union’s processes are fair and representative. For more information about how the democratic 

structures in our Branch work, please read the Branch Rules. 

Stewards Forum (Branch Committee) 

Branch decisions and policies are agreed by the Stewards Forum (Branch Committee). All stewards 

and officers of the branch meet once a month to discuss the issues that are affecting our members 

and to plan what action we are going to take (as a Branch) to support the members and help them 

resolve their issues. We have an organising approach in Barnsley UNISON and we take action with 

members not for members. 

Stewards should ensure they attend. The meeting agenda and all other documents will be made 

available up to 5 days before the meeting. If you need a printed copy of the documents for the 

meeting or the documents in a different format for accessibility reasons, please let the Branch Office 

know as early as possible. It is your responsibility as a Steward to make sure that you read the 

documents before the meeting so that you are able to contribute to debate and represent the views of 

your members. 

Sub-Committees 

The Branch can have any number of sub-committees. They meet outside of the Steward’s Forum to 

discuss specific issues. The sub-committee makes recommendations which are referred back to the 

Steward’s Forum for a decision on the action the Branch should take. Any steward or officer of the 

Branch can be part of a sub-committee. For more information please ask. 
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Annual General Meeting 

Each Branch of UNISON is required in accordance with the union’s rules to hold an Annual General 

Meeting (AGM) within the first quarter of the year. Our AGM is usually aggregated over more than 

one meeting to encourage the widest possible participation of members. This is the most important 

meeting of the year and all members are invited to attend. In order that we can conduct business and 

represent our members properly we have a quorum of 40 members, this means that we need at least 

40 members to be in attendance at the AGM. Your role as a Steward is to attend the AGM but also to 

encourage and support your members to attend. At the AGM, members approve the Branch finances 

and vote on who they want to represent them over the coming year. Voting also takes place to elect 

Branch Officers and decide the Branch priorities for the coming year. 

 
For more information, please refer to the Code of Good Branch Practice and the Branch Rules. 
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Branch Democratic 

Structures 
Please read in conjunction with the Branch Rules. 

 

 

 
 
 
 

Branch 

Management 

Committee 

Meeting of stewards 

and officers to monitor 

progress of branch 

organising framework 

and action plan. Reports 

to Stewards Forum. 

 
 

Branch Officers 

Meeting 

Meeting to coordinate 

officer actions. Reports 

to Stewards Forum for 

approval and 

discussion. 

Annual General 

Meeting 

Meeting of all members 

to elect officers, change 

constitution and 

approve expenditure 

accounts. 

 
 
 
 

 
Stewards Forum 

(Branch Committee) 

Meets 10 times per 

year, for elected 

representatives to make 

decisions on all matters 

defined by Branch 

Rules. 

Branch General 

Meetings 

As and when required, 

dealing with Branch 

wide issues and 

consulting with 

members. 

 
 

Local Workplace 

Meetings 

Stewards should 

organise regular 

meetings with members 

to deal with issues in  

the local workplace 

and keep members 

informed and involved 

in the Branch. Steward 

to represent members 

views at Stewards 

Forum. 

 
 
 

Finance, Negotiating 

& General Purpose 

Meeting 

Deal with all financial 

matters/policies to 

report to Stewards 

Forum for approval. 

Health and Safety 

Committee 

(BMBC) 

Coordinates with 

Branch health and 

safety policy, organised 

by Health and Safety 

Officer. 

Self Organised 

Groups 

Organised by Equality 

Officer. (see page 10). 



New Steward Induction Programme (2020/21) 

16 

 

 

 

 

A Brief Introduction to 

the Wider Union 
 

 

National Delegate Conference (NDC) 

Every year all Branches from across the UK come together for NDC. Here, members debate and 

vote and decide the union’s priorities and objectives for the coming year. The Barnsley Branch send 

delegates and ensure that the voice of Barnsley members is heard at a national level. 

 
Regions 

UNISON’s branches are grouped into 12 geographical regions, according to where they are based in 

the UK. Barnsley UNISON is part of the Yorkshire and Humberside Region. Each region has a regional 

office, staffed by full-time organisers, to support the work of the branches and liaise with head office. 

 
Regional Council 

Each Branch elects delegates to the Regional Council, which decides the union’s regional policies. 

Regional delegates can be elected onto the National Executive Council (NEC) which is UNISON’s 

policy making body. 

 
Service Groups 

UNISON is organised into service groups, which are made up of members working in the same 

sector. Barnsley Branch is part of two Service Groups, Local Government and Communities (this 

is the Service Group for our members in the community and voluntary sector). All Branches elect 

delegates to attend Regional Service Groups to ensure that the voice of members is heard at a 

regional level. 
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Barnsley Branch 
How we fit into the wider union 

 
 

National Delegate Conference 

Delegates from Branches sent to 

debate and vote on UNISON policies 
 
 
 

 

National Executive Council 

UNISON members elected 

every 2 years by members to 

run the day to day working of 

UNISON. 

Service Group Conference 

Conference for specific service 

groups. 

 
 

 

Regional Council 

Delegates from all branches 

across all service groups, (e.g. 

Local Government, Health) to 

discuss policy to feed up to NEC. 

Regional Local 

Government Committee 

Implement decisions made by 

Service Group Conference. 

 
 

 

Regional Committee 

Meets frequently to implement 

Regional Council decisions or 

make its own recommendations 

to be approved by Regional 

Council 

Emergency Committee 

Only meets during industrial 

action. 

 
 

 

Barnsley Branch 

Can nominate members to attend all 

bodies and send delegates to 

conferences. 
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Jargon Buster 
 

 

UNISON is no different to any other organisation and we often use jargon and 

acronyms, however we are aware that this can sometimes make people feel excluded 

and we try very hard to use language that everyone understands. This way everyone 

can feel included and feel like they can contribute. If ever you don’t understand 

something, please ask, we will be more than happy to explain. Below are some of our 

most often used acronyms, it would be great if you could add to this list and let us 

know so we can update this list next year. 
 

ERF = Employee Relations Forum (in BMBC) 

- a monthly meeting between all the trade 

unions and BMBC Human Resources. 

APF = Affiliated Political Fund (also known 

as Labour Link)-members can opt to donate 

part of their subscriptions to the Labour 

Party 
 

JECC = Joint Employee Consultation 

Committee (in BMBC) -  meeting held 

between trade unions and elected 

councillors in BMBC at least annually. 

BMBC = Barnsley Metropolitan Borough 

Council. 

 

HR = Human Resources. BPL = Barnsley Premier Leisure. 
 

NJC = National Joint Council (in Local 

Government). 

ACAS = Arbitration and Conciliation 

Service. 
 

Proposer = The name of the person raising 

the Motion. 

SVER = Selective Voluntary Early Retirement 

(in BMBC). 
 

Seconder = The name of the person 

supporting the Proposer. 

ET = Employment Tribunal. 

 

Barnsley Trades Council = A meeting of 

all the Trade Unions in Barnsley borough 

(known as Barnsley TUC). 

 
TUC = Trade Union Congress—national 

group of Trade Unions. 

 
NEC = National Executive Council. 
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Suggested Further 

Reading 
 
 

UNISON’s rules govern the way the union runs and how various parts of the union, 

including branches, regions, service groups and membership groups, work. They also 

outline the rights and responsibilities of members. The rules are kept under constant 

review and can be changed if agreed by a two-thirds majority of delegates at each 

national delegate conference. The rules are published in the UNISON rulebook. A new 

edition is produced after every national delegate conference, which incorporates the 

latest updates and rule changes. You can view, download and/or print a copy of the 

2019 Rule Book here: https://www.unison.org.uk/25913/ 
 

UNISON Barnsley Branch Rules, Constitution and Standing Orders 

Rules specific to the Barnsley Branch. 
https://barnsleylg.unison.site/content/uploads/sites/217/2020/01/Branch-Rules-
Constitution-and-Standing-Orders-updated-2019.pdf 

UNISON Code of Good Branch Practice 

This Code should be read in conjunction with the Rule Book. It details how a Branch 

should organise itself both in terms of structure and organisation. The 2014 version is 

available here: 

https://www.unison.org.uk/content/uploads/2014/10/On-line-Catalogue224272.pdf 

 
UNISON Stewards Handbook 

This essential publication is intended for all new Stewards and Workplace 

Representatives and packed with useful information. 

https://www.unison.org.uk/content/uploads/2014/10/On-line-Catalogue226292.pdf 

 
Democracy in UNISON 

This guidance document outlines the rights and responsibilities of members when 

organising and campaigning on behalf of UNISON. 

https://www.unison.org.uk/content/uploads/2013/06/On-line-Catalogue133053.pdf 

 
Organising for Equality 

This document details UNSON rules and guidance on equality and self organisation. 

https://www.unison.org.uk/content/uploads/2014/05/On-line-Catalogue222252.pdf 

https://www.unison.org.uk/25913/
https://barnsleylg.unison.site/content/uploads/sites/217/2020/01/Branch-Rules-Constitution-and-Standing-Orders-updated-2019.pdf
https://barnsleylg.unison.site/content/uploads/sites/217/2020/01/Branch-Rules-Constitution-and-Standing-Orders-updated-2019.pdf
http://www.unison.org.uk/content/uploads/2014/10/On-line-Catalogue224272.pdf
http://www.unison.org.uk/content/uploads/2014/10/On-line-Catalogue226292.pdf
http://www.unison.org.uk/content/uploads/2013/06/On-line-Catalogue133053.pdf
http://www.unison.org.uk/content/uploads/2014/05/On-line-Catalogue222252.pdf


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 




