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Appendix 'A' Standing Orders.

1.   TITLE: 
The organisation will be called 'Wirral UNISON' and is referred throughout the rules as “the branch”.

2. ACCEPTANCE OF CONSTITUTION: 
The branch accepts the constitution and rules of UNISON at national level and the North West Regional Council.  The intent is that the rules of the branch will always be consistent with those of Unison and the North West Regional Council.  These branch rules should be read in conjunction with the national rules.  A copy of the rules will be available to any member who requests them.

3. CHANGES TO RULE: 
Branch rules must be agreed by two thirds of members present and voting at a quorate branch meeting.  Branch rules must be approved in accordance with UNISON’s procedures.  Any changes to branch rules must be approved by the Annual General Meeting and then by the Regional Office.
4. ANTI-DISCRIMINATION POLICY:  
The branch shall seek to ensure that acts of discrimination are not committed against any person or persons by the union, its officers or members on grounds such as race, gender, sexuality, disability, age, creed, or social class.

5. AIMS AND OBJECTIVES:  
The aims of the branch shall be to support and pursue the aims and objectives contained in the UNISON Rule Book and the objectives agreed by UNISON’s National Executive Committee annually and to achieve the aims and targets set annually through the branch assessment.

6. MEMBERSHIP: 
(a) Eligibility for membership shall be in accordance with the Rules of the union.

(b) Applications for membership take effect from the date at which completed forms are received by the branch or at regional/national level and the first contribution is made.

(c) A meeting of the branch or branch committee may decide not to support a membership application but such a decision must be consistent with the Rules and with Statute.  Such a decision must be explained to the individual in writing, together with their rights of appeal.

(d)  All members must comply with the Rules.

(e)  The NEC may terminate an individual’s membership in accordance with the Rules.

7. SUBSCRIPTIONS: 
Members shall pay subscriptions in accordance with their category of membership as agreed at Annual Conference.  In addition members shall pay any local levy fixed by the branch in accordance with Unison rules, Section H8.

viz.: Local Levies
A branch may fix a rate of subscription for local purposes provided that the   following conditions are satisfied:

(i)
the rate of subscription fixed in relation to any member does not exceed one sixth of  the basis subscription payable by that members under Schedule A and

(ii)
the decision to fix such a rate of subscription is made either by a simple majority of those members voting in a ballot of all members of the branch or by a two thirds majority of the members present and voting at a general meeting of the branch where notice of the proposal to fix such a levy has been set out in the agenda for that meeting.

(a) Where such a local levy is in force, branches shall have the right to arrange that the proceeds of the levy are paid directly to the branch.

(b) 
The proceeds of a local levy shall be accounted for separately and shall be disregarded for all purposes in connection with the calculation of branch                 retention/remission.

8.
RIGHTS AND PRIVILEGES OF MEMBERS: 
The rights, privileges and liabilities of members shall be personal to herself/himself and shall not in any circumstances be transferable or transmissible.  A member shall comply with the constitution and rules of UNISON and shall not act in any way detrimental or prejudicial to the interests of UNISON or its members.

9.
SUPPORT OF MEMBERS: 
Except where the National Executive Council may otherwise allow or determine, a member desiring the support of UNISON shall submit the facts of their case to the Branch Secretary, via their workplace steward.  The branch MAY forward the case to the National Executive Council in accordance with the provision in the rules of UNISON.

10.
ADMINISTRATION AND FINANCIAL YEAR: 
The administrative and financial year of the branch shall be the period commencing 1 January and ending 31 December in any one calendar year.  The Branch shall keep a bank/building society account in the name of the Branch and will maintain a financial record of all assets and transactions in accordance with UNISON guidelines.

11.
ANNUAL GENERAL MEETING: 
(a)
There will be an Annual General Meeting (AGM) of the branch to confirm the election by ballot of branch officers and members of the branch committee, to receive the branch accounts and report on branch development from the branch committee.  

(b) 
The AGM may comprise one meeting or a series of aggregate meetings based on sections or geographical areas in order to maximize the active participation of members.  

(c)
The AGM will determine the basis of representation in the branch and the number of stewards and other representatives to be elected in each work group or workplace. 

(d) The AGM shall be held not later than the 31st March of the relevant year.  The time, date and venue shall be notified to the members and nominations will be invited 12 weeks before the AGM. Written notice of motions and/or nominations must be received by the Branch Secretary by noon 7 weeks before the meeting.  All motions submitted to the AGM must be competent and the name of the proposer and seconder must appear on the motion.  The mover and seconder of any motion must attend the AGM.  The same applies to the mover and seconder of amendments.  In the case of aggregate meetings, the mover and seconder must attend each meeting.  Failure to do so will result in the motion being withdrawn from the agenda.  The Agenda for the meeting will be circulated to members at least 10 days in advance of the meeting.

(e)
Other general meetings may be called by the branch committee or by 20 members of the branch or 5% of the membership, whichever is the greater.

12. MEMBERS MEETINGS:
 Not used.

13.
QUORUM: 
The quorum shall be:

(1)
The Branch AGM: 100 members.
(2) 
The Branch Committee: 22 members.

14. 
ELECTION OF OFFICERS: 
The following officers of the branch shall be elected at the AGM:-

 (a) 
Branch Chair

        Branch Vice-Chair

        Branch Secretary

        Assistant Branch Secretary 

        Branch Treasurer

        Branch Negotiator 

        Communications Officer

        Education Co-ordinator

        Welfare Officer

        Equalities Officer

        Women’s Officer

        Health & Safety Officer

        Membership Services Officer

        Sports and Social Officer

        International Relations Officer

Young Members Officer


Lifelong Learning Co-ordinator
        Branch Auditors (2)

Others determined as necessary for the effective operation of the branch.                 Proportionality and fair representation shall pertain to all officer posts.  At                 least 50% of the officers must be women and at least 25% must be low paid                 workers.

(b) 
Affiliated Political Fund (APF) Officer only those members contributing   to the APF can vote for this post.
(c) 
In the event of a vacancy occurring in any office referred to in this rule   before the next AGM of the branch, the branch committee shall appoint a                suitable person to fill the vacancy.

(d) 
Branch Officers listed in (a) may be nominated by Branch Committee, each Stewards Committee represented in the Branch or any two members.                All nominations must be received by the Branch Secretary in writing at least 7 weeks before the AGM.

(e) Each nominee will be notified and given the right to withdraw not later            than 6 weeks before the AGM.

(f) 
If there is more than one candidate a vote will be held.

(g) 
The vote may be conducted by a postal vote in accordance with the procedure and timescales contained in the Code of Good Branch Practice.
(h) 
In the event of a ballot, official papers will be supplied and each     member of the branch shall be entitled to one vote in respect of each post     to be filled.
(i)
Where no valid nomination has been received before the deadline, nominations may be called for and candidate elected at the AGM, or endorsed by the branch committee subject to ratification by the next general meeting.

15.
DUTIES OF GENERAL OFFICERS:

(1)
CHAIRPERSON:


a. To preside at all general meetings and meetings of branch committee and ensure that business is properly conducted.

b. To direct the administration of branch policy in accordance with the decisions of the general meetings of the branch, the branch committee and its sub-committees.

(2)
SECRETARY:

a. 
Convene and attend all general meetings of the branch and branch     committee and arrange for the minutes and other branch records to be kept in a proper manner.
b. Co-operate with the union' head office in keeping a record of                                                                                members names, addresses and work groups, and to communicate    changes to head office.
c.  Communicate with members, regional and head office on behalf of      the branch.
d. 
In conjunction with the branch committee ensure that the branch     observes the union' rules.
e.
At the end of her/his appointment (or at any other time so required by the General Secretary) deliver to the Chairperson or such person as the General Secretary may appoint, all minute books, records and other   property belonging to the union.
 f. 
To conduct the correspondence of the branch.
g.
To supply each member with voting papers issued from time to time by the union not less than seven days prior to closing date.
h.
To lead negotiations with employers.
j. 
To ensure the representation of members at gross misconduct    interviews and grievance hearings.
k. Report the election of stewards to branch for ratification and issue    of credentials.
l.
To be responsible for the employment, direction and supervision of any staff employed by the branch consistent with employment law and current good practice.  In the event of any first stage hearings of staff disciplinary or grievance matters, the Branch Secretary will be joined by another Senior Branch Officer other than the Branch Chair.  Any appeal arising from a first stage grievance or disciplinary hearing will be heard by the Branch Chair and other Senior Officers not involved at the first stage hearing.  The outcome of any disciplinary or grievance hearing will remain confidential and the outcome only will be reported to the branch committee on its conclusion.

(3)
TREASURER:
a. 
Conduct the financial business of the branch and keep the accounts in accordance with the rules.
b. 
At the end of her/his appointment (and at any other time when so required by the General Secretary) deliver to the Chairperson or such person as the General Secretary may appoint all accounts, financial records and money belonging to the union.

(4)  OTHER BRANCH OFFICERS POSTS:
Duties of other branch officer posts will be determined from time to           time by the branch committee.

16.
ELECTION OF THE BRANCH COMMITTEE:

 The branch shall elect a branch committee at each AGM.

 The branch committee so elected shall consist of:-                                                     

(a) The branch officers listed in branch rule 14(a) with the exception of the branch auditors; 

(b) The elected stewards each stewards committee shall, at least 28 days prior to the AGM, forward to the branch secretary the names of the stewards          appointed;
(c) Any member of the branch elected to the National Executive Council and/or the Service Group Executive;
(d) The Secretary of the Retired Members Section with voting rights as defined by rule D5.3;
(e) Voluntary orgs/independent representatives on branch committee can only vote on issues pertinent to their employment;
(f) Representatives of the recognised self-organised groups within the branch;
(g) The Affiliated Political Fund Officer will be a member but without voting        rights.
17. 
 FUNCTIONS OF THE BRANCH COMMITTEE
 The branch committee shall administer the business of the branch between      AGM's in accordance with the branch and national rules and in particular:

(i) 
Meet, not less than, six times each year at venues and times as the committee may determine.

(ii) 
Formulate and co-ordinate policy.

(iii) 
Appoint sub-committees as necessary.

(iv) 
Call Special General Meetings as necessary.

(v)
 Receive reports from officers, branch and stewards committees and to take steps necessary to maintain the domestic machinery of the branch in regular and effective working order.

(vi) Establish arrangements for representation of members and any difficulties will be referred to the regional officer in the first instance.

(vii) Adopt and approve a scale of expenses payable to officers, stewards and members, taking into account: resources; the genuine needs including              provisions for carers' costs; and the restrictions applied by the Inland               Revenue, to ensure that all members can participate in Unison activities               without financial loss.
(viii) 
Elect delegates to annual conference, service group conference, regional council and nominations to regional committees, national executive council and national service group executive.

(ix) 
Establish self-organised groups as necessary, in accordance with the      national rule book.

(x) 
Submit a report on its yearly activities and a duly audited financial statement to the AGM.

(xi)
In the event of any casual officer vacancy arising, the branch committee shall have the power to appoint a member to fill the vacancy.  Such appointee shall hold office until the next AGM.

18.   MEMBERS ATTENDANCE AT BRANCH COMMITTEES: 

All members of the branch shall be entitled to attend any meeting of the branch as an observer, provided that they can show proof of membership and the facilities allow.

19.  STEWARDS ORGANISATION:

The basis of the organisation will be the UNISON member.  Each       member will be represented by a steward and/or stewards committee.

The area covered by a steward or stewards committee will be defined by       the branch.

Collectively stewards will form a stewards committee for which the quorum will be 33% of the stewards.

The formation of any stewards committee will be subject to approval by the       branch committee.

Stewards will be elected to represent their committee on the branch     committee and its committees.

All stewards will be accountable to the branch committee for their actions as      a steward.

Allocated branch officers will be members of stewards committees but with    no voting rights.

All departmental negotiations will be led by the allocated branch officer.  Stewards committee's are encouraged to appoint substitutes to attend    branch committee and/or to rotate representation.  They shall have full    voting rights and notification of these arrangements must be given to the    Branch Secretary prior to the meeting.

Each stewards committee based on total departmental membership shall be    entitled to the following representation on the Branch Committee:-

Up to 100 members                          
  - 
two representatives

Every additional 100 or part thereof 
  - 
one representative up to a 

                                                              
maximum of 30.

20.  CONDUCT OF MEETINGS
(1) 
All meetings will be conducted in a fair and democratic manner. 

(2) 
All meetings will be advertised widely and as far in advance as possible (in the case of the AGM, members will be notified in writing at least 12 weeks before the meeting or the first aggregate meeting).

 (3) 
The procedures to be used at the meeting will be explained clearly.
 (4) 
The branch will maintain records of meetings, financial records and other appropriate records to enable the branch to function.

21.  INDEMNIFICATION OF OFFICERS: 
The branch committee shall have the power to indemnify any officer, steward or employee from and against all costs and charges, damages and expenses whatsoever, which she/he shall sustain or be put to, by reason of her/his accepting office or acting in execution of her/his functions under these rules, unless the same shall happen through that persons lack of good faith, or willful neglect or default.

22.  MEDIA COMMUNICATIONS

Communications to the media on behalf of the branch shall be made only       by officer(s) authorised by the branch committee.

23. AFFILIATIONS

(a)
Affiliations to relevant constituency Labour Parties will be decided by the APF membership.
(b)
Affiliations to trade councils shall be determined by the AGM or branch        committee.

24. DONATIONS

Donations shall be agreed by the AGM or branch committee in accordance        with the union’s policies and objectives and subject to provisions of       national rule.

25. EXPENSES AND HONORARIA

(a)
The rate of expenses for members attending meetings or carrying out other activities on behalf of the branch shall be agreed by the AGM in accordance with the Scheme for Branch Expenses contained in the Branch Finances Handbook.

(b)
Any honoraria paid to a branch officer will only be made in accordance with the Scheme for Honoraria Payments in Branches contained in the Branch Finances Handbook.

APPENDIX A
STANDING ORDERS
1.         Chair
The Chair of the meeting shall be the Branch Chair.

2.          Order of Business
The order of business shall be as set out on the notice convening the meeting.

3.
Emergency Motion not on the Agenda
Except as provided in standing orders, an emergency motion which is not set out on the agenda shall not be considered except with the consent of the meeting. All motions submitted must be competent and to be considered, such a motion must be in writing and the name of the person who proposes to move it and the person who proposes to second it must appear on the motion. The people proposing and seconding any motion must be present at the meeting. The motion should be handed to the Chair before the meeting.  The Chair will read any such motions at the start of the meeting and put each immediately to the meeting to ascertain whether the meeting will consider it or not.  The person who proposes to move such a motion shall only be allowed to do so if the meeting has first agreed to consider the motion.

4.
Order of Debate
(1) No member shall speak more than once on any motion or amendment       except that:-

     (a)
the mover of a motion may speak in reply;

     (b)
any member shall be allowed to give a personal explanation.

(2) No member shall speak for more than five minutes, unless the meeting so decides.  If the meeting divides on the question of time, it shall be by show of hands, without debate.

(3) When a member speaks she/he shall address the Chair, give her/his      name and department, and confine her/his remarks strictly to the question then under discussion.  If two people should rise simultaneously, the Chair shall decide priority.

(4) A member shall be entitled to make a personal explanation, but in doing       so, she/he shall confine her/his observations strictly to the personal question.

(5) Not more than one member shall remain standing at the same time,    whether asking questions or speaking.  If while one member is speaking,     another member indicated that she/he wishes to raise a point of order, the      member who is speaking shall give way and resume her/his seat until the point has been made and disposed of.

(6) If the Chair rises to call a member to order, or for the purpose of directing the course of the proceedings, any member who is speaking shall thereupon resume her/his seat.

(7) If any member refuses to obey the repeated rulings of the Chair, the Chair shall be empowered to 'name' such offending member and may move (without any debate thereon) that the offending member be suspended from that meeting.

(8) When an amendment is moved and seconded no other amendment shall be taken into consideration until the first amendment has been disposed of.

(9) If an amendment is carried, it shall displace the original motion and become the substantive motion for consideration, whereupon any further amendment may be moved, provided any such further amendment is not inconsistent with the terms of an amendment already carried.

(10) The mover of an original motion shall, if no amendment be moved, have a right to reply at the close of the debate upon such motion. If there be an      amendment she/he shall be entitled to speak thereon, and at the close of the        debate upon such amendment, to reply.  She/he may speak once upon subsequent amendment, but shall have no right of reply again before the debate is closed. 

The mover of amendment shall not be entitled to reply except when the amendment has been carried, and has become the substantive motion and then only in the event of the debate on the substantive motion being continued. The mover of an original motion or of an amendment which has become a substantive motion shall not introduce new matter in her/his reply.  After reply the motion shall be put from the Chair without further debate.

(11) Any member who has not spoken on the question before the meeting may move that the Question be now put on the seconding of which the Chair if she/he is of the opinion that the subject before the meeting has been sufficiently discussed and provided that no member is speaking on the question at the time shall, without further debate, immediately put the question to the vote by show of hands and if the 
motion as to the question being put is carried, the question under discussion shall be put to the meeting.

The mover of the original motion shall, however, have the right to reply before    the question under discussion is voted upon.

In the case of discussion on a report the form of the motion shall be “That the meeting proceed to the next business”.

(12) The Chair of the meeting shall, in the case of equality of votes have a casting vote, if she/he so wishes.

5.
Procedural Motions

The following motions may be moved at any time without previous notice on the agenda:-

(a) That precedence be given to any particular item of business set out on the agenda.

(b) That leave be given to withdraw or amend a motion or an amendment, or to refer a motion or amendment to the appropriate branch committee for consideration.

(c) 
That the question be now put.  (The Chair shall caution the meeting not to accept the amendment if, in her/his opinion, there has been insufficient discussion of the particular motion or amendment under debate).

(d) 
That the meeting proceed to the next business.

(e) 
That the speaker be no longer heard.

(f) 
That the debate be adjourned.

(g) 
That the meeting be adjourned.

(h)
 That the meeting (or any part thereof) be held as a private session.
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