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To: Branch Secretaries, Education Coordinators, and Treasurers
Dear Colleagues
Using Course Attendance Certificates as Evidence
Towards ERA Certification and Payment of Branch Expenses

At its recent meeting the Regional Learning and Organising Committee discussed the question of how Branches could easily 

· Gather evidence that a steward had completed a course (during the last five years) which would lead to ERA certification

· Use this as evidence to pay expenses claims locally

I attach for your consideration a model certificate - a copy of which is on the website for you to amend – www.unisonnw.org.uk/courses
When the Branch authorises a member’s application to attend a course they could issue them at the same time, with a similar certificate to the one attached. At the end of the course the individual could ask the tutor to sign this attendance certificate then send it to the Branch, who could keep a copy for their records. The Branch could then return the certificate to the individual to place in their own training record. You could of course also use the production of the attendance certificate as evidence to pay expenses. The Branch would then have easy access to information evidencing attendance, which you could fax or email to us, allowing region to ‘convert’ the individual’s RMS record to ERA certified steward.

It would be particularly helpful to us if you could adopt this arrangement when sending reps on TUC stage one courses, as we have no other way of knowing which UNISON steward has attended which course. (Reps attending regionally organised UNISON courses should always receive a course attendance certificate in their pack)
If you would like a supply of certificates with your Branch name on please let me know. 
Many thanks in anticipation of your kind cooperation

Yours sincerely
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Helen Titherington, 

Regional Education Officer
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North West: COURSE ATTENDANCE CERTIFICATE

This is to certify that: 
(Full Name and UNISON Membership Number)
Of the UNISON Branch:
(Full Name)
Has attended all sessions in the following course:

Title: 
Location: 
Dates: 

Tutor Name – please print:  
Tutor Signature and date:

The UNISON member named above is responsible for presenting this certificate to their branch – the information may be used as evidence for expenses claims and/or where appropriate Employment Relations Act (ERA) steward certification
