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Participant Information Sheet





































































































































































































































































































































































































Thank you for registering to attend a UCU Training course. This guidance is intended to ensure you have, for reference, key information regarding the organisation of the course for which you have registered. 





If you have any further questions, please contact training@ucu.org.uk for more information.








Before the course





Transport costs


Members travelling to UCU Training courses are requested to use the most reasonably priced form of transport available and to book tickets in advance where possible. *Members are responsible for making their own travel arrangements and bookings.  As part of UCU’s commitment to protecting the environment, we encourage members to use the most environmentally friendly mode of transport that is available. 





*Individual members who find paying for their own transport problematic should contact the Regional Administrator. Please retain any receipts.





You are entitled to claim up to £10 worth of subsistence for each outward and inward journey that you make to the course. Again please retain receipts.





Postponement of courses 


UCU Training makes every effort to ensure courses take place as scheduled. However, there may be occasions when courses have to be postponed. In these cases UCU Training will endeavour to inform participants at least four days in advance of the scheduled date of the course. In case of postponement by UCU Training any transport expenses incurred by members in anticipation of the course (i.e. pre-booked train fares) will be reimbursed. Please contact your regional administrator in the first instance.





In the event that you are unable to attend the course please contact the course administrator at the earliest possible opportunity so your place can be offered to another UCU member.





Accommodation bookings 


If you are travelling out of region or in special circumstances and require overnight accommodation please let the Regional Administrator responsible for the course know as soon as possible (and no later than 3 working days before the course) so this can be booked for you. 





By registering for this event, you are committing UCU to spend money in order to support your attendance. UCU wants as many members as possible to participate in its events, but in doing so, urges members to give their full commitment to attend.  


If, subsequent to your registration, unforeseen circumstances force you to cancel your attendance, please contact training@ucu.org.uk as early as possible.


Early cancellation may allow another member to participate in your place, and will save the union’s resources.
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At the course





Claiming expenses


All reasonable costs (including child care for courses out of your region) for members attending agreed UCU Training courses will be met from the UCU Training budget. 





In order to receive expenses you must complete the UCU Training expenses form that will be given to you at the end of the course and attach relevant receipts. Hand the form in to the course tutor or submit it by post to the Training Administrative Officer within six weeks of the date of the course. 





Full day attendance


Participants are expected to attend courses as scheduled. If you are aware that you may have to leave the course early or arrive late please contact the UCU Training Administrator or the regional office where the course is taking place to confirm that this is acceptable.





Refreshments


Lunch and refreshments will be provided on the day of the course. Please notify the course administrator of any dietary requirements we need to be aware of.





Equality





If you have any specific requirements, for example access into and around the building; a hearing loop or printed materials in non standard formats please let us know as soon as possible so that we are able to assist fully.





We want to ensure that everyone has an equal opportunity to make the most of the course and would therefore ask you to bear in mind that comments of a derogatory or discriminatory nature make others feel uncomfortable and excluded. If you feel that someone is behaving in an unacceptable manner please let the tutor know.





After the course


Information to LAs and Branches


The names of those who have attended UCU Training will be passed on to the appropriate branch secretary/LA administrator to ensure LAs/branches are able to support, provide opportunities for development and best utilise the skills and knowledge of those who have received training.






























































































































































