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UCU Personal Case Pro-forma
University of Hertfordshire

CONFIDENTIAL

Please be aware that our Caseworkers will be supporting you as part of their local UCU role.  This is in addition to their University of Hertfordshire workload so your patience is appreciated.

Please also note that we can only deal with cases for people who are already members.  We do not normally work on cases which have their origins before a person’s membership began.


Documentation to include
Every case is different, but there are important documents which are always useful to send if you have them available.  These include:
· Your contract, including employment date(s) and terms and conditions.
· Any formal letters which have been sent to you about the situation.
· Minutes or notes from any relevant meetings.
· The relevant policies your institution uses, e.g. Sickness policy, Disciplinary policy, Redundancy policy, Grievance policy.

Once completed, please send this form to uhucuoffacc@outlook.com
Please complete this pro-forma by answering all the questions below.
Your case will be dealt with confidentially but details may be shared with our caseworkers and the branch administrator.

	Details required
	Your answer

	Full name
	

	Email address (we recommend you use an email address your employer cannot access)
	

	Phone number(s)
	

	UCU Membership number 
You can find this at MyUCU
	

	UCU join date
	

	Do you have any access needs or require reasonable adjustments?
	



About your employer
We will not contact your employer without your permission
	Details required
	Your answer

	Your school/department:
	

	Your campus:
	

	Who is your line manager?
	

	Name and email address of HR contact, if involved
	

	When was your start date? 
	

	Has your employment ended?  If so, when and how?
	


Case type
	Type of problem
	Please check all which apply

	Bullying / harassment
	☐
	Disciplinary
	☐
	Grievance
	☐
	Health and safety (including work related stress)
	☐
	Age discrimination
	☐
	Disability discrimination
	☐
	Gender reassignment discrimination
	☐
	Marriage and civil partnership discrimination
	☐
	Pregnancy and maternity discrimination
	☐
	Race discrimination
	☐
	Religion or belief discrimination
	☐
	Sex discrimination
	☐
	Sexual orientation discrimination
	☐
	Sickness absence
	☐
	Capability including probation
	☐
	Fixed term contract
	☐
	Part time contract
	☐
	Variable hours contract
	☐
	Redundancy
	☐
	Other (please explain)
	☐


Case details
	Details required
	Your answer

	When did the problem begin?
	

	Briefly outline the problem.
Include key dates, incidents and conversations. 

	

	Relevant documents and evidence. 
List the documents here, and include them when you return this form.  See below for a list of useful documentation.
	

	Have you raised the issue with anyone else, e.g. HR?  Who, and what advice did they give?
	

	Have any meetings been arranged?  Give details.
	

	What outcome are you looking for?
	

	Is there anything else we should be aware of about your case?
	



Your signature 
By signing, you confirm that you have read the whole form and understand and agree with the notes given in the Information section.  If you are sending the form electronically and do not have an electronic signature, you can type your name in the signature box as your confirmation.
	Signature
	Date
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Accessibility
1. We aim to be accessible to all. If you need any help completing the form, please ask your local representative.
Confidentiality
2. We will use the information you provide only to process and advise you on your case.  Your case will be dealt with confidentially, but details may be shared with local UCU Caseworkers.  If this is a concern to you, please speak to your caseworker.
3. Please refer to our Privacy Notice at ucu.org.uk/privacy for further information about how we use your data, and your rights under data protection legislation.
Working with a caseworker
4. The regional office has limited resources.  A regional office caseworker will focus on employment related matters and prioritise formal process preparation and meetings (subject to sufficient notice), but we will have limited time to support you in informal discussions with your employer.  If you are looking for long-term support for an informal, ongoing situation you may wish to contact your local branch to ask if they can provide this for you.  Local branches have in-depth knowledge of the specific policies and ways of working in your institution.
5. Once we have received and checked your form in the regional office, we will assign a caseworker to you if we are able to do so.  
6. Your caseworker will let you know the best way of contacting them during your case, and how quickly you can expect a response.  They will not be able to respond immediately to messages, or be available to take calls at all times.  Please be patient, they will respond as soon as they can.
7. Be open with your caseworker about everything relating to your situation, and any concerns you may have about the process. They will not judge you, and they need to know everything about your case in order to advise you effectively.
8. As your case progresses, your caseworker will discuss how you should work together, and it is likely that you will share tasks between you.  We understand that unexpected events can get in the way of meeting deadlines, but please let your caseworker know in good time if you are unable to keep to agreed dates.
9. You will remain responsible for your case, including for making any decisions about direction, for producing and submitting any required documentation and for meeting any deadlines (e.g. hearing submissions, legal claims).  Your caseworker will advise and support you.  They will not do anything you tell them that you don’t want them to do, but they may not undertake actions which they do not agree with or which they believe to be harmful to your case.
10. At times your caseworker may need to ask you difficult questions about your case, or provide you with advice that is difficult for you to hear. Please be assured that this does not mean your caseworker does not believe you, or is not on your side.  It is an essential part of supporting you, both to help you to prepare for questions from your employer, and to help you to understand the strengths and risks in your case prior to making decisions. 
11. In very rare cases where a member behaves in an unreasonable manner or makes persistent unreasonable demands and continues to do so after the unreasonableness has been explained to them, we may be forced to withdraw caseworker support.  Although every case is different and individual circumstances will be considered, examples of unreasonable behaviour or demands may include:
· Intimidating, bullying, harassing or acting in an aggressive or seriously disrespectful way to your caseworker or other UCU staff or members; 
· Making persistently excessive demands on your caseworker’s time, in terms of the volume and / or timing of communication or requests;
· Pressuring your caseworker to undertake or support actions they believe to be unethical;
· Persistently failing to complete tasks by the dates agreed with your caseworker;
· Delaying or persistently changing decisions on your case to the point where progress cannot be made; or 
· Pursuing multiple individual complaints against your employer, if your caseworker advises a single process for all complaints would be a better strategy.
12. Your relationship with your caseworker should be one of mutual respect, and we hope that you will find the support from your caseworker invaluable throughout your case.

Legal claims and deadlines
13. If you are considering bringing a legal claim, there are strict time limits which apply.  The first step to bring a claim to an Employment Tribunal is to enter into ACAS Early Conciliation, and for most claims you must do so within three months minus one day from the act you are claiming about.  Go to acas.org.uk/early-conciliation for more information.
14. If you are approaching the time-limit please let us know immediately, and don’t allow the deadline to pass whilst waiting for a response.
15. You are responsible for observing all relevant time limits and any legal proceedings you might wish to bring.
16. Please note that under the UCU Legal Scheme, UCU will not normally provide advice in relation to issues that arose prior to a member joining UCU. We will therefore only be able to provide such advice in exceptional circumstances.
Other sources of help and information 
17. Information about UCU legal support can be found here: ucu.org.uk/legal.  Access to the UCU legal scheme would be through your caseworker.
18. Counselling and support from Education Support, through UCU membership:ucu.org.uk/educationsupportpartnership.
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