
UNISON SOUTH EAST  
 
REGIONAL POOL PROTOCOL, APPLICATION PROCESS  
& QUESTIONS AND ANSWERS (NOVEMBER 2016) 
 
Purpose 
The regional pool is an allocation of members’ subscriptions that has been set aside to support the work of UNISON branches, committees, groups and forums within the South East region where there is a demonstrable need for additional funding to finance a development programme or actions arising from agreed work plans. The aim is to support all of the UNISON branches and groups within the South East region to become stronger within all of their workplaces, with particular focus on increasing participation from women, Black members, disabled members, LGBT members and young members. 
 
Who can apply to the pool? 
· Individual branches 
· Groups of branches working together 
· Regional committees, groups and or the young members forum .e.g.        Service group committees and self organised groups. 
 
What type of things can we apply to fund? 
 Regional pool funding applications should be made in the context of the Framework for Joint Branch/Region Assessments and Action Plan and meet UNISON’s branch development and organisation objectives. Examples of the sort of things that can be applied for can be found below:
· Recruitment materials and incentive schemes 
· Campaign materials 
· Stalls at events 
· Temporary staff  to carry out recruitment campaigns (see protocol for engaging staff via regional pool funds) 
· Publicity materials 
 
What can't we apply for? 
· Contributions to the normal day to day running of the branch, group   or committee 
 
Can we use the pool to pay for staff appointments? 
· Branches can use the pool to engage staff on a time limited basis to work on a specific recruitment and organising project.  
· Staff must be employed by an individual branch or a "hub" branch taking responsibility for coordinating resources required by branches working together on a joint project 
· Individual branches will be responsible for salary related administration.
· The Regional Organiser (RO) must be fully involved in the development of the bid and must be available to support and advise on staff recruitment and participate in recruitment processes, including short listing and interview. 
· Staff should be paid on equivalent rates of pay to the relevant rates in the national organisation and good employment practice must be adhered to e.g. in relation to recruitment. Where this may give rise to potential equal pay issues, advice should be sought from the Regional Organiser (RO).
Can we use the pool to pay to procure services?
· If the services required are part of an agreed plan linked to branch development and organization objectives and cannot be provided by any existing steward or branch employed staff.
· Any procurement process must follow the UNISON procurement guidance for branches to ensure that they meet ethical procurement standards and follow transparent processes. Details of the process used must be provided to the Publicity and Campaigning Committee (P&C).

· The RO must be fully involved in the procurement process.

 
What information will we need to provide? 
The application should identify those actions arising from the branch or groups action plan and should be accompanied with a detailed plan to identify:
· The intended actions

· Their objectives

· How spending and activity will be monitored

· How success will be measured.

In addition each bid needs to include the following:
An individual Branch making a bid needs to provide:
·  their most recent branch assessment and action plan,  and 
· end of year financial return or a current financial statement and budget. 
· the signature of 
1. their branch secretary, 
2. branch treasurer and 
3. their regional organiser. 
· Finally they need to include the date of the meeting that agreed to make an application.
In the case of a Joint branch bid, each of the branches involved in any bid needs to provide:
·  their most recent branch assessment and action plan, 
· end of year financial return or a current financial statement and budget.  
· the signatures of each of the branch secretaries, treasurers and Regional Organisers for the branches involved.
· In order for a joint bid to work effectively the branches involved need to be clear at the outset, who will be responsible for what, how much each branch is committing to financially and how decisions will be taken. This should be set out in an agreement between all of the branches involved. The agreement between the branches must be included in the bid. Each branch will also need to provide the date the branch met to agree the joint project details and the agreement between the branches. 
· Regional committees and groups need to provide:
· a copy of their current objectives and  action plan 
· the summary budget and expenditure to date. 
· The signature of the committee or group chair
· The signature of the committee of group secretary
· Finally they need to include the date of the meeting that agreed to make an application
What criteria do we need to meet? 
You will need to outline the organising objectives of the bid i.e. the improvements it seeks to achieve in one or more of the following areas: 
· Recruitment and/or retention of members 
· Organisation of activists e.g. recruiting or developing the skills of stewards
· Specific recruitment and organization of women, Black members, disabled members, LGBT members and young members.
· Member participation in the branch.
· Effective negotiation and representation.
· The RO for any branch involved in a bid must have been involved in developing the bid. 
· In the event that an RO is unavailable to sign off a bid, it can be referred to the relevant Regional Manager (excluding the Secretary to the P&C committee). In the event of a disagreement between a branch and their RO in relation to a bid, it will be referred to the P&C committee, and the branch and RO will need to provide a signed written statement identifying any areas of concern. The committee reserves the right to request the attendance of both parties to answer any questions but would not remain in attendance once the deliberation of the bid commenced. The committee will take the final decision on the bid in line with the rules of the union.
· No new bids will be considered for branches with outstanding reports for previously successful bids.
 
Is there a limit on how much we can apply for? 
The only limits on what can be applied for are that: 
· Bids meet the criteria above
· They comply with branch assessments and plans or committee/group/young members forum action plans 
· There are sufficient funds in the pool to cover them 
 
Account will be taken of the size of branch reserves/committee budgets and previous successful bids when considering an application as well as other possible sources of funding, but provided a bid meets the criteria it will usually be agreed in full or in part. 
Can we get help completing our application? Yes – there is a template available which gives ideas about activities and information needed.  You can also get advice from your Regional or Area Organiser or Beth Bickerstaffe B.Bickerstaffe@unison.co.uk   
 
How do we apply? 
A regional pool application form must be completed.  There are two forms one for bids for £1,000 or less and one for bids over £1,000.  The forms are available from your Regional Organiser, from Caroline Butler, caroline.butler@unison.co.uk or from the resources page on the UNISON South East web site. 
 
Regional Pool bids for up to £1,000 received more than one month before the next scheduled meeting will be considered by the P & C Committee at their next meeting or they may be considered by email providing that the criteria above has been adhered to and the relevant information and signed documentation has been provided. Where a quorate number of Committee members (who are not associated with a bid) respond within 2 weeks, a decision will be made on such bids. The quorum is one third of the filled membership of the Committee. Those submitting bids during peak holiday periods should be aware that it may not be possible to obtain a quorate decision. Where there is not a quorate number of members in agreement, the bid will be referred to the next scheduled P&C Committee meeting.  

Any bid for over £1000 must to be submitted at least one month in advance of the next P&C Committee meeting. The bid and its associated documentation will be circulated with Committee papers and considered at the next meeting.  

All bids, regardless of the amount, must be accompanied with the required documentation and a signed form, by all the required signatures, before they will be considered by the P&C committee.

The Committee meets four times a year and dates for future meetings can be found on the regional calendar.
 
Who makes the decision on our application? 
The Publicity and Campaigning Committee administers the Regional Pool and is responsible for scrutinising bids before deciding whether to allocate funds from the pool, and evaluating the effectiveness of regional pool expenditure and ensure fair distribution across the union in line with agreed criteria.
 
Where a bid is received from a Branch, Committee, Group or the Young Members Forum, any member of the Publicity & Campaigning Committee that is a member of the body concerned, will leave the meeting while a bid is being discussed, the committee deliberates and a decision is made. If a decision to support a bid for up to £1000 is done via email, members associated with a bid should not comment by email or vote.

What happens once a decision has been taken?

Once a decision has been taken at a committee or via email, subject to quorum rules, the outcome of that decision will be communicated to the bidder within 14 days. If a bid is rejected in part or in full the reason for that will be included in the notification. The wording of this explanation will be agreed by the Chairs group (Chair, Vice Chair, and Secretary) at the end of the meeting, based on the discussion that took place.
Do we have a right to appeal if our application is refused? 
· If an application is rejected in part or in full, then an appeal can be made to the P&C Chairperson.  
· Any appeal must set out the reasons why the Committee decision should be reconsidered and sent to the Chairperson of the Publicity and Campaigning Committee within 14 days of being advised of the Committees decision.  
· The Chairs Group will have 21 days to consider the appeal. If they decide that the original decision should be amended, they will make a written recommendation with their reasoning to the next Committee meeting.  If the Chairs Group decide that the original decision should stand, both the written appeal and the Officers written  recommendation will be referred to the next Committee meeting for a final decision by the Committee.  This cannot be done via email.
· Where an appeal is received from a branch, committee, group or young members’ forum, any member of the P&C that is a member of the body concerned, will leave the meeting while the appeal is being discussed, the committee deliberates and a decision made.
· The committee reserves the right to request the attendance of the bidder at the committee. They may be required to be available to the committee to answer any questions but would not remain in attendance once the deliberation of the appeal commenced.
· The appellant will be advised of the Officers recommendation.  
· If the Chairs Group and Committee do not support an appeal, then the body which made the appeal can seek a review of that decision by the Regional Committee.  
· The Regional Committee will only review a decision of the Publicity and Campaigning Committee after that committee (P&C) has considered any appeal.  
 
How do we claim the money? 
You will be notified of the Committee's decision on your application within 14 days.  Payments of regional pool monies are retrospective and will be based on the production of invoices / receipts must be sent to Beth Bickerstaffe, Regional Manager, UNISON South East, Ranger House, Guildford GU1 4UL or by email to B.Bickerstaffe@unison.co.uk who will provide copies to the Chair before arrangements will then be made to reimburse the branch. 
 
What do we have to do afterwards? 
You will be sent a short evaluation form on a quarterly basis, or shortly after claiming, asking for an update on the progress of the actions set out in your regional pool application including a break-down of expenditure. Failure to provide evidence of progress against agreed objectives will require the P&C committee to review the project and funding agreed.
Regional Pool Protocol on Branches Engaging Staff 
· Staff can only be engaged by Branches on a time limited basis which is limited to a specific recruitment and organising project (rather than core administrative tasks) and is subject to periodic review and approval. This shall be no longer then 12 months and the process for review is mandatory and managed through the Publicity and Campaigning Committee. The review should take the form of an evaluation and audit of the outcome of the bid. 
· Staff will be employed by an individual branch or in the case of multiple branches working, by a ‘Hub’ Branch that has responsibility for coordinating the resources that are required by branches within the Region as set out in the Regional Pool funding application. In the case of the latter a single branch will be the employer but the project may involve a group of branches – the objective being to involve smaller branches in Regional Pool funded organising and recruitment activities. The project staff will be managed on a day to day basis by the relevant branch and not by regional staff. 
· Individual Branches will have responsibility for salary related administration. 
· Branches will need to be aware of changes to pension regulations. To find out details please follow the link https://www.gov.uk/workplace-pensions-employers.  Branch employed staff are eligible to join the UNISON NEC Staff Pension Scheme, however the branch will be responsible for paying the employer contribution, currently 25%.
· Individual Branches must produce an appropriate job description for the temporary post (this must be included in the Regional Pool application) 
· The Branch Secretary, Branch Chair and Regional Organiser must be fully involved in discussions to engage staff and must be involved in the recruitment process, including short listing and interview. In the case of any joint bid, the branch secretary and branch chairs of each of the branches involved should be fully involved in the process.
· The Publicity and Campaigning Committee has responsibility for approving all applications and for monitoring and evaluating each project against timed objectives as laid down within the Regional Pool guidelines. 
· The Publicity and Campaigning Committee will advise branches that they should pay UNISON rates, however ultimately branches, as employers will determine the appropriate rates of pay.
· It is expected that Employers follow good practice in the recruitment and employment of their staff. Branches should consider supporting individuals existing Occupational Pension arrangements where requested. The funding of projects will be dependent upon such standards being met. 
The regions appointed lay body that considers all regional pool bids is the Publicity and Campaigning Committee. 
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