

South East Telecoms - Roles and Responsibilities
Draft


The Officers and Committee of the Branch shall be responsible for the management of the affairs of the Branch.  The responsibilities of Branch Officers and Committee members holding positions are as follows: -

1. Chair - – as per National rulebook, and responsible for the control and organisation of the Branch and organising meeting venues.

a. The Chair shall preside and be responsible for the conduct of all Branch meetings and shall sign all minutes of Branch meetings and through the Secretary, order Special Meetings when necessary and shall ensure that the business of the Branch is conducted in a proper manner by maintaining good order.

b. The Chair must ensure that the Branch has proper organised procedures to cater for Branch ballots.

c. To be a member of the Branch Finance Committee

d. The Chair shall, at least quarterly, examine the Branch Accounts and ensure that the financial affairs of the Branch are being conducted in accordance with the Rules of the Union.

2. Secretary – as per National rule book, chief negotiator on behalf of the Branch, distribution and reporting of information and supplying of agreed Union services to members.

a. To keep a record containing necessary particulars of members in conjunction with the Branch Treasurer.

b. To conduct the general business of the Branch in conjunction and consensus with the deputy secretaries.

c. To convene the meetings of the Branch Committee in consultation with the Branch Chair and to provide a report to each meeting.

d. To prepare all documents ordered by a General Meeting of the members or by Branch Committee and to forward, publish or present them in accordance with instructions by the same authorities.

e. To furnish the NEC and CWU Field Officers with such details, statistics or reports regarding the Branch or its members as may be required and to submit details of any amendments to Branch Rules and Standing Orders which have been carried at the Branch AGM to the SDGS Department.

f. To ensure that those responsible within the Branch keep the members informed of any agreements, negotiations and decisions that affect them.

g. To collect and keep readily available all information and data likely to be of service to the Branch.

h. To report briefly to General Meetings, the proceedings of the Branch Committee.

i. To prepare and present to the membership a Report of the work of the Branch.

j. To be a member of the finance committee.

k. To arrange the preparation, under the direction of the Branch Chair, any ballot papers required for Branch Elections and ensure that these are provided to the election officer.

l. To ensure that autonomous sections within the Branch are working effectively.

3. Treasurer/ Financial Secretary - as per National rule book. To keep up to date all financial transaction within the Branch. To allocate and transact any expenditure on behalf of the Branch on direction of the Branch.

a. To keep separate accounts for each fund of the Branch.

b. To receive all monies collected on behalf of the Branch.

c. To remit to the Senior Deputy General Secretary any monies due to Union Headquarters by National Rule or by a decision of a Conference.

d. To deposit all funds in a Unity Trust Bank or as otherwise determined by CWU Headquarters.

e. To present an audited balance sheet at the Branch Annual General Meeting for each account held by the Branch.

f. To have bank statements and account books available at each Branch Committee Meeting.

g. To retain all financial vouchers for at least two years from the date of the audit.

h. To keep all statements of accounts and balance sheets for a period of seven years.

i. To ensure that the Branch accounts are submitted to CWU Headquarters by the advertised date.

4. Vice Chair – to cover for the chair in his/her absence.

5. Deputy Secretary

a. To cover for the Secretary when necessary
b. Control their own zonal patches day to day running on behalf of the branch.
c. The deputy secretaries will work in conjunction with the Branch Secretary and assist other deputy secretary’s where necessary.

6. Assistant Deputy Secretary

a. Assist the deputy secretary’s in their roles and deputising for them when necessary.
b. Keep electronic records / minutes of any branch meeting as required.

7. Political Officer’s  (East, Central & West)  – To deal with any political matters pertinent to the branch, and/or the CWU. To direct monies from the branch political fund as and when required, in accordance with the Branch and National political bye-laws, and report to the branch committee.

a. To ensure that the Branch is affiliated to all Constituency Labour Parties within its geographic boundaries and to regularly liaise with the Branch delegates to the CLP

b. To recruit as many CWU members as possible to the Labour Party.

c. To liaise and communicate with CWU Regional Political Committees, CLP Secretaries, Trade Union Liaison Officers and the Regional Labour Party Office over election and CLP campaigns, local CWU campaigns and general political activity.   Assist in the distribution of Labour Party literature to the membership.

d. To provide a Report to be submitted to the Branch.

e. To assist in the political training and education of the Branch membership.

f. To co-ordinate any CWU political campaign throughout the Branch membership.

8. Branch Editor –  To organise or oversee the
a) The management, preparation and editing of the Branch magazine and such other Union publications, as may be required to prepare, under the instructions of the Branch/Branch Committee or the Branch Chair. 
b) Any branch Social Media accounts

9. Safety Co-ordinator /H&S officer – To co-ordinate All safety issues within the branch, co-ordinate the Branch Safety representatives and liaise with appropriate bodies.

a. The Branch Health & Safety Officer and the Assistant Health & Safety Officer(s) will undertake duties concerning Health and Safety in conjunction with the Branch Secretary. These duties shall include recording accidents affecting members of the Branch and dealing with any associated documentation and investigation or allocating investigations of accidents.

b. They will represent the Branch at relevant Health and Safety Committee Meetings, co-ordinate the activities of the Branch on matters relating to Health and Safety provide support for the Branch Safety Representatives and report to the Branch Committee.

c. They will also disseminate health and safety information to, and co-ordinate the activities and monitor the training and effectiveness of, the Branch Health and Safety Representatives.

d. They will also maintain and update a Health and Safety Library to provide a central point of access to current employers, union, and legislative information.

10. Senior Safety Officer’s (East, Central & West) – To advise the Branch on items of safety to liaise with co-ordinator and investigate accidents where necessary. To cover for the safety co-ordinator when necessary.

11. Safety Officer – To assist the Senior Safety officers with additional duties, such as cable chamber and to cover Senior Safety Officer when required.

12. Women’s Officer – To advise and act in the Branch on any matter pertinent to women.

a. Women officers should have a leading role in any recruitment or organisational campaigns where potential female workers are being targeted. Some of the area that a women’s officer will have responsibility for will include:
i. Promoting Issues affecting Women.
ii. Reporting to the branch/region on relevant issues.
iii. Escalating relevant issues where necessary.
iv. Acting as a point of contact between members and the branch.
v. Acting as a liaison between CWU HQ and the branch on issues concerning female members.
vi. To provide information to female members (to which the women’s officer may themselves receive from CWU national or regional level).

b. To attend Regional Women’s Committees and the CWU women’s conference and provide input in where appropriate

c. There are no specific agreements on facilities time for branch women’s officers with any of the main employers with whom the CWU currently negotiates. This means that any facilities and support for the branch Women’s Officer needs to be negotiated separately with the employer or built into the overall allocation of paid release.

d. Branch Women’s officers will require support from their branch, region and CWU HQ. It will be up to each branch and region to determine how best to give that support.

e. CWU head office recognises that branch women’s officers will have a variety of skills and experiences and therefore is committed to working with women’s officers, branches and regions to provide appropriate training and development wherever possible.

13. Equality Officer – To advise the Branch on any matters pertinent to equal opportunities for all Branch members.

a. To assist the Branch to understand and promote Equal Opportunities

b. To ensure the Branch promotes the Equal Opportunities statements and policies agreed from time to time by the Union at Biennial Conference and within the Branch.

c. To establish a liaison with properly constituted local groups within the geographical area.

d. To advise other Union Officers on any Equal Opportunities issue arising in negotiations and representations.

e. To prepare reports to the Branch covering Equal Opportunities work and on issues the Officer wishes to bring to the attention of the Branch.


14. BAME Officer. To deal with issues pertaining to Black, Asian and Minority Ethnic issues

15. Education Officer/Union learning Co-ordinator – To promote education within the Branch and to process applications for National Education Courses and to organise local education courses at the discretion of the Branch Committee. To organise the Union Learning reps and oversee the Union Learning Branch Centres and liaise with the Branch Secretary.

16. Union Learning Rep - To encourage and facilitate learning for all members where possible and to assist and report to the Education Officer.

17. Retired Members Secretary/Officer – to organize the retired members section and advise the branch on retired members issues.

18. Welfare Fund Trustees (max. six) – to administer, in conjunction with the Branch Financial Secretary, the Branch Welfare Fund (see Welfare Fund Regulations LTB 547/15).

19. Youth Officer- To deal with branch issues appropriate to youth. To create and maintain a Youth network across the Branch area. To contact and deal with youth in the day to day running of the Branch.

a. The primary role of Branch Youth Officers is to represent members in the Branch under the age of 29.

b. Branch Youth Officers also have a leading role in helping to organise and recruit such members.

c. They therefore:
· Promote issues affecting young people.
· Report to Branch and Regional Youth Committees on relevant issues.
· Escalate any issues as appropriate to senior Branch/Regional Officers.
· Act as a point of contact between members and the Branch.
· Act as a point of contact between Head Office and the Branch on issues concerning young members.
· Provide information to young members (which the Branch Youth Officer may themselves receive from CWU National or Regional level.

d. There are no specific agreements on facilities for Branch Youth Officers with any of the main employers with whom the CWU negotiates.  This means that any facilities and support for Branch Youth Officers needs to be either negotiated separately with the employer or built into the overall Branch allocation of paid release.
e. Branch Youth Officers will require support from the Branch, Region and CWU Headquarters.  It will be up to each Branch and Region to determine how best to give that support.
f. CWU Head Office recognises that Branch Youth Officers will have a variety of skills and experiences and therefore is committed to working with Youth Officers, Branches and Regions to provide appropriate training and development wherever possible.
g. This guidance is subject to Biennial review.

20. Recruitment Officer - The Recruitment Officer will organise the Branch’s recruiting activities, monitoring and advising the Branch Committee where recruitment action may be necessary reporting back to the Branch Committee regularly.

21. Retired Members Officer - The Retired Members Officer will maintain contact with the Branches Retired Membership and represent their interest at the Branch Committee.

22. Assistant Secretary Postal - The Assistant Secretary Postal will be responsible for ensuring effective representation of Postal members and that postal members are in receipt of all services CWU membership entitles them to. The Assistant Secretary Postal will report to the Branch Committee.

23. Committee Member - Any member of the branch who wishes to help steer the strategy of the branch and to help keep the officers abreast of events in the field. To assist the branch officers getting any relevant information out to the members.
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