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Message from John Quigley, 
Regional Secretary

I am delighted to be able to present you with this 
booklet of learning opportunities. I encourage 
you to make full use of it and organise a series 
of courses in your workplace. This is part of the 
support that Unite offers our members at work 

– support to help our members learn something new and keep 
their skills current.

Lifelong learning is very important for the trade union movement.
You can equate it to the Health and Safety at Work Act of 1974, 
when I was a shop steward. At first, it wasn’t taken seriously, and 
a lot of people didn’t think it was important compared to the other 
pressing industrial relations issues at the time. Over time, though, 
the people who made a real difference to the health and safety 
landscape were the reps.

I fully expect union learning to unfold in the same way over the next 
10 to 20 years. Union learner reps will drive this process forward 
and make sure that unions are a major part of the lifelong learning 
agenda. This will bring new learning opportunities to thousands of 
members, but it will also be a major benefit to business. Businesses 
that support lifelong learning will find they have a more highly 
skilled workforce with better morale.

Working people are sometimes 20 years away from their last 
experience of a classroom. The best way for them to learn is to do 
it along with their peers, and to be supported by some one from 
the shopfloor. I am pleased with the work being done by union 
learner reps and other activists for learning at work, and I expect it 



Unite has a lifelong learning programme that is active across all 
sectors of the Scottish economy. We have learning agreements 
with prominent employers, including the NHS, Remploy, Rolls-
Royce, BAE Systems, First Group, Co-operative distribution, 
DHL, Strathclyde Partnership for Transport, National Australia 
Group, the Church of Scotland, local authorities and UKAEA.

Over the past year, more than a thousand union members have 
completed free, accredited learning, delivered at the workplace.

We use learning agreements to create collective bargaining 
structures that challenge employers to invest in skills. By 
bargaining around skills, we can influence company policy, 
increase training budgets, and make access to training fairer and 
more transparent.

While it is essential – particularly in difficult economic times 
– that Scotland’s workers have the skills they need, people have 
interests outside of work. For this reason, while we provide 
accredited courses in IT and other skills relevant to the modern 
workplace, we also offer members free courses in modern 
languages and other subjects. This generates a demand for skills, 
and helps turn workplaces into learning environments.

We build partnerships to bring in the funding and expertise we 
need, and develop progression routes for our members. We use 
our political influence to argue that the skills landscape needs to 
be fundamentally altered by progressive legislation, with secure 
funding streams for adult learning.

We believe that lifelong learning is a proven strategy for 
renewing and strengthening the union. We have seen the 
evidence in significantly increased recruitment, more dynamic 
branches with more confident reps, and the progression of under-
represented groups – including women and disabled workers - 
into union leadership positions.

- by Lyn Turner
Regional Learning Coordinator

Unite learning strategy



Become a Union Learning Rep
Are you interested in becoming a Union Learning Rep? Speak 
to your Unite convenor or workplace rep, or complete the form 
below and post to your regional office:

Lifelong Learning
Unite the Union

Name:  ________________________________________

Address:  _______________________________________

______________________________________________

Phone: ________________________________________

Email: _________________________________________

Workplace: _____________________________________

Membership number: _____________________________

John Smith House
145-165 West Regent St

Glasgow
G2 4RZ



Role of the Union Learning Rep
Union Learning Reps are union reps who specialise in providing 
support to their colleagues in the area of skills, learning and training. 
They are recognised under the Employment Act and ACAS Code, 
and have similar rights to time off for union duties as other kinds 
of union reps. All learning reps go through an accredited training 
course. 

Additional training is also available, and Unite learning reps are 
supported by regional learning organisers, and an online system 
that can be used to share ideas with reps around the country. 

Typically, learning reps will survey the workforce to find out what 
people want to learn and why.

If people’s learning needs are all related to their job, then the 
learning rep will negotiate with the employer to provide appropriate 
training: it is the responsibility of the employer to ensure staff have 
the skills they need to do their job. Learning reps work closely 
with training initiatives to ensure they are rolled out fairly and 
effectively

However, often people want to learn for other reasons: maybe 
they are interested in promotion, or applying for a different post. 
Maybe they want to brush up their skills so they can help their 
kids with their home work, or learn a language they can use on 
holiday. In this case, the learning reps will advise them about what 
is available, and if necessary, arrange to have a course from this 
booklet run in the workplace.

We would like to have a learning rep in every workplace, so that 
all our members can access lifelong learning opportunities. If you 
want to take on an interesting new trade union role, and learn how 
to support your colleagues at work, please be in touch.



How to use this book
This booklet lists some of the courses that Unite’s lifelong learning 
programme is able to offer members. Most of these courses can 
be run, free of charge, at the workplace.

For a course to run you need the following:

10-12 people commited to the course
A venue - this can usually be any room that is large 
enough, although a training room is best
A time - If you can negotiate release from your employer, 
courses can be run in work time. If not, we can bring tutors 
in to run the course after work.

If you and your colleagues are interested in running a course at your 
workplace, start taking names of those that would be interested. 
Contact the lifelong learning department, and we will arrange a 
meeting with you, your employer and a local college to schedule 
a course.

Inform your employer that you would like to run the course, and 
negotiate a venue and suitable time. It is important to make it clear 
that these are free courses provided by the union for members 
- they are not supposed to replace company training. However, 
it is usually worth working with the training department of your 
organisation. 

A good way to find out what your colleagues are interested in 
learning is to conduct a learning needs survey. 

If you need support at any stage, please contact the lifelong 
learning department at the Glasgow office, and we will help you to 
organise a course.

•
•
•



All the courses in this booklet are accredited. Registration 
for accreditation is voluntary. Union courses have no tests or 
examinations, but we can prepare you for external qualifications 
like PC Passport or ECDL. You will build up a file, which shows 
the work you have completed during the course, and credits are 
awarded for achieving the learning outcomes for that course. A 
certificate will be issued. Credits can be built up over a number of 
years and are transferable throughout the country.

They can be used to gain access to other courses in further and 
higher education. They also give unions and employers a clearer 
view of what representatives have learned and are able to do after 
attending a course. New pathways for union representatives are 
opening up all the time. 

For further details contact your regional learning organiser.

Accreditation

About the tutors
The tutors used by Unite are experienced trade unionists. They 
work in trade union education departments, and are familiar with 
workplace environments and industrial issues.

Courses are informal and designed according to union principles. 
Learning is done collectively, with learners supporting each other 
to get the most out of the course.

Surveying your workplace
One of the best ways to find out what members at your workplace 
want to learn is to conduct a learning needs survey. The lifelong 
learning department has a lot of experience using both online 
surveys tools like Survey Monkey and paper-based tools. We also 
have sophisticated tools for analysing data so we can arrange the 
courses people want most.
If you would like to run a survey in your workplace, please be in 
touch.



Here are short descriptions of some of the courses available 
for Unite members. There are many more courses available, 
and bespoke courses can be developed if necessary. For more 
information contact your learning rep or learning organiser.

1. Using Computers

Using Computers - Stage One 
The course introduces learners to using computers safely, and 
introduces some word processing functions, including elements 
of: Creating and Saving documents, Editing and Formatting 
Text, Cut/Copy & Paste, and Using Clip Art. 

The course also looks at how word processing can enhance 
and develop Grammar and Punctuation and Letter Writing Skills. 
It also introduces learners to the Internet, and also includes 
Communications and Using Numbers.

Using Computers - Stage Two
This course further develops the learner’s computer skills. 
As well as using new functions within Microsoft Word, it also 
introduces learners to the use of spreadsheets, including using 
formulas, creating charts and tables, using numbers in everyday 
situations, questionnaire design, and presenting numerical 
information. 

The course also further develops Internet skills and introduces 
learners to the use of email. 

Using Computers - Stage Three
This course builds upon Stages One and Two and prepares 
participants to enhance their new found skills in word 
processing and spreadsheets. This course also covers the use 
of PowerPoint  for presentations and helps enhance their visual 
and verbal communication skills. 

Course overviews



Important
The completion of Using Computers Stages One, Two, and 
Three will give learners the skills and experience to prepare 
them to sit the test for PC Passport if they so wish. 

 
2. PC Passport

PC Passport is a suite of IT qualifications awarded by the 
Scottish Qualifications Authority (SQA) and is available at three 
levels – Beginner, Intermediate and Advanced. The Beginner 
level is for the newcomer to IT and computing and requires no 
prior experience. 

The three areas of the award are:
Introduction to Internet and On-line Communications

Identify key components, terms and issues associated 
with the use of on-line communications.
Locate information using basic Internet/intranet facilities.
Use e-mail and on-line forms to communicate 
electronically.

Introduction to IT Software and Presenting Information
Identify basic functions of computer software application 
packages.
Identify features of data and information.
Use basic functions of computer software application 
packages.
Produce solutions to specified tasks using features of 
software application packages.This area is learned using 
a word processing package, a spreadsheet package and 
a presentation package. 

Introduction to IT Systems
Identify features and uses of different types of computer 
systems and peripherals.
Identify potential risks, and solutions, associated with 
using computer systems.
Carry out a range of tasks using a Graphical User Interface 
(GUI).

•
•
•

•
•
•
•

•
•
•



3. ECDL

The European Computer Driving Licence (ECDL) is an 
internationally recognised  qualification in computing and 
IT which demonstrates that the holder of the award has a 
comprehensive set of skills and knowledge of the main uses 
and applications of computers and the Internet in business and 
everyday life. 

ECDL comprises seven modules each of which can be 
achieved by sitting a separate test carried out under controlled 
conditions. The seven modules are:

1. Basic concepts of IT 
2. Using the computer and managing files 
3. Word processing 
4. Spreadsheets 
5. Database 
6. Presentation 
7. Information and Communication

Studying for ECDL is generally flexible to meet the needs and 
prior experience of each candidate. Someone with some general 
computer skills can expect to achieve all seven modules in less 
than a year studying a few hours per week. The novice learner 
may take up to two years to complete ECDL. Candidates will 
choose to sit each module test when they feel confident and 
ready to do so. It is available both by disatnce learning or through 
a local college.

4. Brush up your Skills

This course helps those of us who have let some of those skills 
we learnt at school get a little rusty. 

Each course is designed to meet the specific needs of the class 
members and can incorporate help with Grammar, Spelling, 
Punctuation, Form Filling, Letter Writing, Report Writing, CV 
writing, and working with numbers. 

The course is delivered through a combination of traditional 



classroom based sessions and sessions involving the use of 
computers.

5. Home Budgeting

This course considers the day to day financial issues facing 
everyone. The course looks at managing household finances, 
understanding bank and mobile phone bills and statements, and 
also gives an understanding of the implications of interest rates, 
currency exchange and APR. The course can be customised to 
meet the needs of the groups of learners taking part.

6. English for Speakers of Other Languages (ESOL)

Available at a number of different levels, this course is designed 
with the workplace in mind. It is a practical English language 
course ideal for migrant workers. 

7. Modern European Languages

Modern European Languages - Stage One
These courses are a great introduction to either Spanish, 
French, or Italian and will help when meeting people, making 
introductions, sharing personal information like name, age, job 
etc and holding conversations at home and abroad. The courses 
also introduce the alphabet and looks at how to spell and use 
basic grammatical structure.
Modern European Languages - Stage Two
These courses build on the lessons from the Stage One course, 
and introduce both verbal and written language communication. 
The course covers giving and receiving directions, using transport 
and requesting information. The language skills learned here 
will also help learners hold a short conversation about work, 
their job or the union with a colleague



8. British Sign Language

British Sign Language - Stage One
This course introduces the sign alphabet, and spelling in sign. 
The course also covers meeting people, introductions, and 
sharing personal information about home life and work. 

British Sign Language - Stage Two 
This course builds on the lessons learned in the Stage One 
course. Topics covered include shopping, banking, countries 
and places, and more detailed personal and job related 
information. 

 
9. Investors In People (IIP)

This course introduces learners to Investors in People. It will 
help you to recognise the roles of the different sections of the 
workplace involved in the Investors in People process, and 
explore some of the options offered by IIP. 

In particular it looks at the role of Trade Unions in the process. 
It will help you to identify key components of IIP and to assess the 
need for improvements to comply with IIP within the workplace. 
The course will help you prepare a plan for taking up identified 
opportunities, specifying actions and arguments.

10. Introduction to Pensions

This course gives an introduction to understanding the world 
of pensions. It will help learners identify the main sources of 
income in retirement and understand key ideas and terminology 
in pension information. The course will also help identify the key 
standards and regulations and explain how to use information 
on pensions. 
Note: This course will not give financial advice



11. Learning to Learn on the Internet

This course introduces learners to the world of online learning. It 
covers both the technical aspects involved and the way learning 
takes place on line. 

The course covers Logging On, Using Discussion forums, 
downloading documents, working with others online including 
group working, using web based resources, and responding to 
tutor led educational sessions. The course also covers aspects 
of roles and responsibilities online including time management.

12. Coping with the Economic Downturn

With financial crisis and threats of redundancy, this course 
aims to equip you to respond to potential changes in your 
workplace.
 

13. e-Citizen

e-Citizen is a fun and simple way for people to learn how to use 
the internet and email. It features simulated websites so that 
people can familiarise themselves with how a website operates, 
whilst also learning how to use the internet safely and securely. 
It starts with how to switch on a computer and use a mouse and 
then moves on to to writing and sending emails, how to open 
files, how to shop online and how to find information online to 
name just a few elements. It is all done at an easy pace, so 
people can learn as quickly or slowly as they wish.

14. e-Type

With e-Type you get the opportunity to demonstrate exactly how 
good a typist you can become. There are three grades you can 
achieve; Gold, Silver or Bronze and you get an opportunity to 
go for each.



e-Type is taught through a series of 10 structured lessons that 
follow a simple and logical sequence. 
The lessons concentrate on developing two skills:

Typing at speed 
Improving accuracy

This means you can increase your skills in both areas and as you 
progress you will get handy hints that will help you improve. 

15. Intro to Word, Access, Excel and Publisher
This course has built in flexibility and can be delivered over two 
full days, or in half day or two hour blocks.

17. SVQs and other vocational qualifications

We are able to help you to achieve Vocational Qualifications 
at levels 2, 3 or above. For instance, members at Strathclyde 
Partnership for Transport have completed a number of City & 
Guilds courses in 17th Edition Wiring Regulations.

18. Open University

The Open University is committed to providing a quality education 
to working people at an affordable price. Unite members get a 
10% discount on OU courses, and many courses are eligible for 
ILA funding. The OU has accredited modules to help you make 
the most of your prior learning, and a number of Unite members 
are working towards HNCs, HNDs or Degrees through the OU. 
For free online OU courses, visit http://openlearn.open.ac.uk/

19. Redundancy support

Are you facing Redundancy? Unite works with PACE and local 
colleges to help you find opportunities to improve your skills. 
Contact your learning organiser for more information. 

•
•



20. Modern Apprenticeships

We work with employers and Sector Skills Councils to make 
Modern Apprenticeship available to our members. Contact your 
learning organiser for more information. 

21. Funding learning

Remember that if you earn less than £22,000 pa you are eligible 
for ILA funding. You can get £200 for a short course, or £500 
towards a Higher Education of Professional Qualification. For 
more information, visit www.ilascotland.org.uk or phone 0808 
100 109.

22. Other learning

We are sometimes able to access funding for many other 
kinds of learning, including German, Holistic Therapies, Digital 
Photography and more. If you are looking for something 
specific for your workplace, let us know and we will try to source 
funding.

22. Courses for Union Learning Reps

For details of courses for Union Learning Reps, see the 
programme available from the Education Department.

Courses for ULRs include:

Union learning representatives (10 days)
Skills for life (2 days)
Using online surveys (3 days)
Negotiating with Employers on Learning 
Advanced courses in industrial relations and union learning
Other courses can be developed as required

•
•
•
•
•
•



For more information contact your learning rep
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