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Time Management

A ong dag semingr

This semingr is almed at trade wnion members who have Adifficulties in
organising thelr working time effectively. It is particularly wsefid for trade
union managers or members who have some managerial responsibility.

The programme Will cover such issues as:
® Handling Workloads
® Establishing and setting privrities
® Strategies for efficiency
® Planning effectively

Venue: GFTU Offices, Headland FHouse, London
Date: 19 October 2011

Closing date: 23 September 2011
Course vef: 37/41

Please note that whilst the GFTIL will PaYy travel expenses in line with existing polieys we ao not normally
provide overnight accommodation for 1 Ay seminars, however if You live a significant distance from
tne venue please spear to Joan at GFTU o discuss Your needs.

You can apply online or for a nomination form, please contact your union, the GFTU or download a form
the GFTU website education page.

For wore information, please contact:
Judith jackson, Head of Educational Services, GFTU Educational Trust,
4% Floor, Headland House, 202-312 Gra Y's nn Road, London WC1X gDP
e-mail Judith@ofruw.org.ule or joan@gftu.org.ule , website www.gfeu.org.uke




regardless of experience. 1t will covers toples such ag;

* Stress as a workplace health and safety Lssue
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bealing with Bullying,
HAarassment and Stress at Wk

This revamped course (s cowslstewttg our most popular and deals with three
Lportant workplace issues. This course ic suitable for all veps and stewards

The equal Opportunities aspects
Harasswment and how to deal with it
Tackling workplace bullying

Developing strategies to beat the bullies

venue: Barcelo Hotel, Torquay

bate: 20-21 October 2011
Closing date: 20 September
Course Ref: 38/11

For a nomination form please contact Your union, the GFTU office, download
a form from the GFTU website education Page or apply online.

For more Lnformation, please contact:
Judith Jackson, Head of Educational Senvices, GFTU Educational Trust, 4t
Flooy, Headland House, 208 - 212 GraY’s lnn Road, London, WC1X §DP

Tel; 0207 520 £340
e-matl; Judith@oftucorg.uke

FAX; O205 520 £250
webstte; www.oftu.org.uk
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Bealing with stress and conflict
in the workeplace

This is a new course for patd officlals, VEPS or members who have beew tnvolved in dealing
with conflict Lin the workplace and the stress caused by it The course will cover the
following issues;

* Key causes of workplace conflict

* Thelaw avound dispute vesolution,

* Understanding the effects of stress on performance and personality

® Tools to hawdle stress and pressure

* Taking up members cases

vewnue: Park Plaza Hotel, Leeds

bate: 28 - 20 October
Closing date: 30 September

Course Ref: 40/11

Nowdnation forms can be obtained from your union, the GFTU office or you can
downlond one from the GFTU website education page. You can also apply online.

For more information, please contact:
Judith Jackson, Hend of Educational Services, GFTU Bducational Trust, 4% Flpor,
Headland House, 208-212 Gra Y's lnn Road, London, WC1X €DP
Tel, 020 #520 €240
e-mail: joan@aftu.org.uk or Judith@aftu.org.uke Web site: www.gftu.org.uk
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Vilnerable workers and the Law - Equality
REpS Stage 3

This is a new course for all those who have beew traimed as equality reps either by the
GFTUW or thelr own wnlons. The course is supported bg the Union Modernisation Fund
and will focus on the rights and needs of vulnerable workers. The course will nerense the
equality reps ability to help and advise workers by

* Training on basle employment rights to ensure vidnerable workers can know their
right at work

* Learning how to practically assist vulnerable workers
o Helping reps to develop Links with employers and other agencies
* Improving organising skills

* Toking up members cases

vewnue: Park Plaza Hotel, Leeds
Date: 28 - 30 October

Closing date: 30 September
Course Ref: 39/11

Nomination forms can be obtained from Your union, the GFTW office or You can
download one from the GFTU website education page. You can also apply online.

For wmore information, please contact:
Judith jackson, Head of Educational Services, GFTU Educational Trust, 4% Flooy,
Headland House, 208-212 cra Y's tnn Road, London, WCLX £DP
Tel; 020 F520 €240
e-matl: joan@afeu.org.uke or Judith@afeu.org.uk Web site: www.gftu.org.uk
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Tackling Workplace tHazards

This course is for more experienced health and safety reps and is a Monda Y to
Friday course that will cover such issues as.

Repetitive Strain mJ' ury

Ergonomics

® Nolse

Styess

Toxle Substances

Please ensure that Low have negotiated paid vetease from your employer to attend this
conrse before you apply.

You must have attended a Basics of Health and Safety Course beforg applying

venue: Northern College, Near Barnsley, South Yorkshire

Date: F -11 November 2011
Closing date: 3 Octolber
Course Ref: 41/11

Childeare awd other spectal needs can be met with advance notice.
For a nomination form please contact Your unlon, the GFTU or download one from the GFTU website
education page or you can apply online.

For more information, plense contact:
Judith jackson, Head of Educational Services, GFTU Educational Trust, 4% Floor, Headlana House,
308-312 gray's nwn Road, London, WCLX gDP
Phowne; OR0F 520 €240 Fax; 0207 520 8350
e-matl gftuhg@oftu.org.uk
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Advanced law and
advocac 7

This weekend vesidentinl course s an ntensive update tn employment law
andt advocacy) and is aimed at experienced trade wunionists, paid officials and
senlor lay offlctals only.

This year the course will consist of;
® I depth updates on recent Legislation and case Law
® Using disputes procedures
o Alternative dispute resolution
® Topical law issues

e How to be an advocate for your members
venue: Park Royal Hotel, near warrington

Date: 11 - 13 November
Closing date: 14 October

Course vef: 42/11

For a nomination form. please contact your union, the GFTU or download one from the GFTU website
education pages or You can apply online.

For wore nformation, please contact: judith jackson, Head of Educational Services, GFTU Educational
Trust, 4% Floor, Headland House, 208-212 Gray’s thn Road, London WC1X gDP
Phone:0207 520 8240 Fax: 0207 520 €350
e-mail gftuha@aftuorg.uk: website www.gftu.ore.uk
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Emotiongl Intelligence

This s a very popular course for the GFTU and it is g follow on from the self-
management and personal effectiveness course. it i< abmed at all trade union members
who want to make the most of themselves ano Lmprove their own Linter personal skills and
get the best out of all situations. The course will cover the following and much, much
YWOove,

* Handling interpersonal relationships

Understanding other peoples behaviour and adapting accordingly

Developing empath Y with others

(mproving relationships in the worlkeplace by changing benaviour

venue: Barcelo Hotel, Buxton

bates: 25 - 27 November 2011

Closing date: 2€ October 2011

Course Ref: 43/11.

Yow oan download a nomination form from the GFTU website education Page, from your owin wnion or
you can contact the GFTIL Education bBept. You camn also apply online at www.aftu.org.uk

For more information, please contact:
Judith jacksown, Head of Educational Services, AFTU Bducational Trust, 4t Flopy,
Headland House, 208 - 210 Qray’s inn Road, London, We1x epp
Tel; 0207 520 gz40 Fax; 0207 520 2250
e-mall; udith@aftuorguk  website: www.gftu.org.uk
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Understanding
Oom/vﬂng AcCcounts

This course is almed at shop stewards andl workplace reps who play an active
role bn negotiations with their eveployer. The course will cover such issues as:

Disclosure of information

e Collective bargaining techniques
o Analysing company information
o Understanding financial jargon

* Effective negotiating strategies

vewue: Barcelo Hotel, Buxton

Pates: 25 -2F November 2011
Closing date: 28 October

Course Ref: 44/11

For & nomination forw please contact Your union, the GFTU or download one from the GFTU website
education page.

For more information, please contact:
Judith jackson, Head of Educational Services, GFTU Educational Trust, 4% Floor, Headland House,
B08-312 qray’'s lnn Road, London WCLX EDP
Phowne:0207 520 €340 Fax: 0207 520 €250
e-vail juolth@aftu.org.uk; www.gftu.org.uk




