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                                Briefing Document
Communicating with members to enable them to participate in the democratic processes of the Union (2016-17)
 

Every member has the right to seek nomination to any elected position for which they are eligible or to nominate a colleague to such a position and to participate in any meetings at which these issues will be decided. Members can only do this if they are fully informed about the process and have received information about when and where the meetings will be held. 

  

This briefing document reminds you about the processes and information the National Executive has, over time, provided to Local Associations and Federations to assist them in planning their schedules of meetings and communicating that schedule to all members. 
1. Arranging meetings to ensure key dates are met

i) Key dates timetable

  

By using the Key Dates 2016-17 document Local Associations can plan a minimum schedule of meetings to ensure that  elections, nominations, Conference and any other formal items of business are on the agenda (in many cases more than one of these issues can be discussed at one meeting if it is planned well in advance).  The checklist suggests a meeting schedule to ensure that key dates are met. 
A quorate General Meeting must have adopted the Local Association budget for 2017 including the maximum number of Elected Representatives that the Local Association will fund to attend Annual Conference 2017 on its behalf.  You should tell Headquarters the number agreed to be funded by email to Conferencesandevents@mail.nasuwt.org.uk by 30 September 2017.
Local Associations no longer need to nominate their Elected Representatives to Annual Conference at a quorate meeting.  Nomination forms go directly to members and should be proposed and seconded on the appropriate form and returned by individual members to Headquarters by 6 January 2017.  
You should include in the newsletter sent within four weeks of the start of the academic year (see section 2 below) the number of Elected Representatives who will be funded to attend Annual Conference 2017, stating the deadline for receipt of nominations and the date of the meeting at which Elected Representatives will be confirmed.
If fewer nominations are received than there are funded places Elected Representatives can be elected to fill the vacancies at that quorate meeting in accordance with 14(e) of the Model Rules of Local Associations or Rule 15(f) for Federations.
All members have the opportunity to vote for the motions they want to debate at Conference.  The ballot for 2017 Conference Motions will open by 19 December 2016.  While members will vote individually on motions, you may wish to discuss the Annual Conference Preliminary Agenda at an appropriately timed meeting. 

   
ii) Local Association meeting calculator

This helpful tool can be found at www.nasuwt.org.uk/modelrules. Local Associations can input the date of a meeting and it automatically calculates the dates by which calling notices and agendas must have been distributed.

2. Sending information to members 

i)
Model Rules for Local Associations and Federations 

 

The Model Rules require information to be sent within the first four weeks of the new academic year to all members about the Annual General Meeting, a minimum number of General Meetings, deadlines for submission of nominations for Officer and Elected Representatives to Annual Conference, etc.  In addition to that requirement, the National Rules require that members are given the dates of meetings at which nominations will be made for National Executive Members and National Officer posts. 

Local Associations can meet the requirements described above by sending to all existing members at their home address, within four weeks of the start of the academic year, the dates of meetings to be held during the year and an outline of business to be conducted at each.  
Therefore the communication to members sent within the first four weeks of the new academic year should include:

· the dates of:

· the General Meetings for the upcoming academic year;
· the Annual General Meeting;
· deadlines for submission of nominations for local officers;
· meetings at which nominations will be made for National Executive Members and National Officers; 
· the deadline for submission of nominations for Standing Orders Committee;
· the deadline for submission of motions for Annual Conference;

· the deadline for submission of nominations for Elected Representatives to Annual Conference;

· the deadline for submission for proposed amendments to the Local Association Rules;

· any other meetings identified as necessary to meet the requirements detailed in the Key Dates document for that academic year.
· a draft agenda detailing items for discussion at each meeting (including elections and Conference business as set out above and in the Key Dates document; and

· where they can find this information on the NASUWT website in the ‘News Where I Work’ section. 

 
It would be good practice for this communication to include Local Association news and updates and for it to be available in the Local Association area of the NASUWT website in the ‘News Where I Work’ section. It is the Local Association's responsibility to upload this. 
Send reminder notices and draft agendas either directly to all full members at home or via newsletters to workplaces and mass all-member emails. If the initial notice described above has not gone to all members' homes at the beginning of term, then you will need to do this now;

Reminders should be at least in time to meet the Model Rules requirement for them to be sent 35 days prior to the Annual General Meeting, 14 days prior to a General Meeting and seven days prior to an Emergency General Meeting.  

 

In the event of by-elections for national posts that arise throughout the year, you must ensure that nominations for the specified posts are a separate agenda item and that the calling notices and agendas are circulated to all members in accordance with the Model Rules.

ii)
Communicating with new members 

The exception to the above is any new members who will not have received the notice sent within the first four weeks of the start of the academic year. Local Associations can extract the information about new members directly from the membership system by producing reports using e-services as detailed below. 

The Local Association will decide how often they will identify new members but it should be often enough to at least meet the deadlines for notification of the next meeting in accordance with the Model Rules for Local Associations. The information on the membership system can then be used to communicate a welcome to those new members of the Local Association and inform them of the calendar of activity for the rest of the year, encouraging them to become active members of the Union. 

This may be done by post to their home address or, if the list is not too long, an email to members’ email addresses on the membership records. (PLEASE REMEMBER: if you email a group you must not share addresses with other recipients as this is a breach of data protection; the addresses should be put in the blind copy area of the address bar.)
Any meetings that are not calendared and notified to members in advance in the manner described above and at which the business will include election nominations, Conference business, etc will need to be communicated to every member at their home address.
 

It is important to keep copies of information sent to members and the dates on which it was sent in order to demonstrate to the National Union that it was sent to all members in accordance with the Rules and contained the necessary information.  This does not need to be an onerous task and could constitute a copy of the letter sent to all members at their home address at the start of the academic year and the communication forwarding this information to new members.
  

iii) E-services and postings to “News Where I Work”

  

Registered activists are able to use e-services to access the NASUWT membership system, including to retrieve reports about members in their Local Association and to upload to the local area of the NASUWT website the dates, times and draft agendas of meetings and any other local news. This is the information that members see in the ‘News Where I Work’ section. 
E-services users can identify new members of the Local Association as referred to in section 2(ii) of this document. 
Full training on e-services is available from the National Union and a comprehensive online manual is available to all registered users.  For more information contact membership@mail.nasuwt.org.uk. 
iv) All-member emails

Local Associations have the ability to send up to six mass emails per year to all members in their Local Association for whom the Union has a valid email address. This simple process is covered by a protocol which can be found on the NASUWT website in the “Being Involved” section, under Activist Resources.
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