Leeds Local Association of the University and College Union
Guidance for Members Seeking Personal Assistance 

1. The UCU routinely helps members with individual problems arising from their employment by the University of Leeds.  The range of problems that are covered is very wide including, for example, potential disciplinary action, renewal of fixed term contracts, pensions, promotion and career development, study leave and research facilities, and harassment.

2. Members are strongly encouraged to contact the UCU as early as possible in the development of a problem.  Experience shows that rapid reference to the UCU can often nip a problem in the bud while it may be too late to be of effective help if matters are allowed to develop without UCU intervention. 

3. In particular, any member of the UCU who is summoned to attend a meeting for disciplinary reasons with their Head of Department, or other person to whom they are responsible, should immediately alert the Leeds UCU.  It is our strong advice that they only attend such a meeting in the presence of an UCU representative: however, the final decision on whether to be accompanied is up to the member her/himself. 

4. Members are advised that, should they find themselves present at meetings where serious issues relating to their performance or conditions of work arise unexpectedly, they should immediately ask for time to seek UCU or other advice.  Members are also advised to make their own record, at the time, of any work related incidents or developments which give grounds for concern.   

5. Normally the UCU will only offer its help to UCU members.  Nor will it normally help members who have only joined the Association once the problem has become apparent.

Exceptionally, help may be given to non-members (or late joiners) in either of the following cases:

i)  the member of staff has only recently become eligible to join the UCU;

ii) the problem is one which the Leeds UCU believes should be pursued in the general interests of its members.

In all such cases the person concerned must join the UCU at the earliest opportunity.

6. Members who seek the assistance of the UCU should contact the Administrator in the UCU Office
Sue Redhead





UCU Office, Room 412, Parkinson Building
      



Phone: 0113 343 5904
      



e-mail: s.j.redhead@leeds.ac.uk
7. The Administrator, having checked that the person concerned is a member of the UCU, or having referred the case to the President who has decided that the case falls under 5 i) or 5 ii), will normally refer the case to the Casework Manager who will pass it on to one or more advisors.  These are drawn from those officers of the Leeds UCU and other members of the Leeds UCU who have been certified by the National UCU as having the requisite training or to handle personal cases.

8. The advisor (or, in exceptional circumstances, the President) will make a preliminary assessment of the case.  S/he will recommend EITHER that the member be represented by the Local Association OR that the case should be forwarded to the regional Assistant General Secretary under the terms of the UCU’s national legal protection scheme.  The decision over which course to adopt belongs to the member. 

9. Where the case goes forward to the regional AGS the procedure is as set out on the attached flow sheet and consists of the following main stages: 

(a) The AGS will advise the member to adopt an alternative approach or forward the case to the UCU solicitors.  A member who does not want to take the alternative approach may nonetheless forward the scheme to the appropriate office of the UCU solicitors.

(b) The solicitors will consider the case.  If they conclude that it has      no legal merit the member may ask for a review of the decision by the Regional AGS and the solicitor.  Their decision is final subject only to member’s right to make an application for support from the legal aid committee. (see clause 10)

(c) Where the case is taken forward under the National Protection scheme the advisor appointed by the President will liaise with the solicitors and the regional AGS.

10. The national UCU will provide members with legal aid in certain cases when it is thought appropriate or necessary to engage in legal processes outside the institution.  The provision of financial help for legal advice is governed by national policy set out in the Membership Handbook.  In particular members should note that assistance with legal costs cannot be given except with the prior knowledge and consent of the national UCU in accordance with the rules.

11. Personal cases are kept strictly confidential to the President and those advisors or UCU officials to whom the President refers the case.  Material relating to individuals held by the Leeds UCU is deemed to be held by the national UCU as far as the Data Protection Act is concerned and not by the University of Leeds.  General issues involved in personal cases may be reported to the UCU Committee or the UCU membership, but, except with the permission of the member concerned, this will be done in such a way as to protect their anonymity.  This stipulation should be read in conjunction with clause 15.

12. The University has several formal procedures which can be used to resolve disputes.  Experience has shown that cases may often be resolved informally but in some circumstances a more satisfactory outcome can be obtained by using the formal procedures.  Members will be advised accordingly; however, the decision on which course of action to adopt rests unambiguously with the member concerned.  

13. Advice is given to members on the understanding that members will reveal all relevant facts known to them to their advisor and that they will not seek additional help outside the Leeds UCU without the knowledge and support of their advisor.  They must also be willing to provide such documentation as the President or advisor requests; this will vary from case to case but may typically include a C.V., a chronology of relevant developments and relevant supporting documents.  Some material may be required at the outset to enable the advisor to make an informed recommendation about which procedure should be adopted. (see Clause 9) Failure to comply with these conditions, which are essential if the UCU is to give its best advice to members, may lead to the withdrawal of the support of the UCU.

14.  Members who are not happy with their advisor should inform the President.

15. Disputes can arise between UCU members in which both parties seek the assistance of the UCU.  This occurs not only when a Head of Department is an UCU member but when, for example, one UCU member as the leader of a research project has a supervisory role in relation to another UCU member.  Disputes can also arise between colleagues where there is no management responsibility. In all such cases the Leeds UCU will normally attempt to resolve the dispute informally by conciliation or mediation.  To assist with this the relevant advisors to the two parties will exchange information.  The Local Association will only support a member in a procedure directed against another UCU member if

i)  the member has agreed to try to resolve the dispute informally conciliation or  mediation;

ii) failure to resolve the dispute informally is not judged (by the President of the Local Association) to be due to the unreasonable behaviour of the member.

16. Where an UCU member is subject to a University procedure initiated by another UCU member then: 

i)    s/he may avail her/himself of support from the University; or 

ii)  
s/he may ask the Leeds UCU President to provide her/him with the services of a local committee member who has not had any previous involvement in the case.  In some circumstances, the President may advise that it is appropriate to involve a regional official or Assistant General Secretary from another region who has not had any previous involvement in the case.

17.  Members should be aware that advisors drawn from the Local Association are volunteers acting in their own time, and that therefore there are limits on the total amount of time that they are able to devote to any one case.  In particular, once a problem has been resolved, the responsibility of the advisor is at an end.  Should a new problem arise, the member should again approach the President of the Local Association.

18.  Members have often cause to be grateful to their UCU advisors. They should be aware that it is the policy of the Leeds UCU that advisors should not accept gifts from members they have been able to help. Grateful members are therefore asked not to embarrass their advisors by offering tangible tokens of their appreciation.  They may consider instead making a donation to the UCU Benevolent Fund.  Such donations should be addressed to: The Secretary, UCU Benevolent Fund, Egmont House, 25-31 Tavistock Place, London, WC1H 9UT.

19.  Though care has been taken in drafting this document, it may be that it conflicts, or will in the future conflict, with national UCU advice on personal cases and legal aid.  In all such cases, the national UCU advice, current at the time, shall take precedence.
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