BRANCH COMMITTEE MEETING 16 SEPTEMBER 2004

TRAFFORD METROPOLITAN UNISON

POLICY FOR ATTENDENCE AT CONFERENCES, SEMINARS AND COURSES

Trafford UNISON fully supports the attendance of delegates/visitors at all UNISON National and Regional conferences and seminars.

General Principles
· The Branch Office will make the bookings for both hotel accommodation, and travel arrangements.


· In respect of hotel accommodation, the Branch will book a mid price hotel, after taking into account the distance between the hotel and the conference venue, and the needs of the delegates/visitors.  The Branch Office will make arrangements for the payment of all hotel accommodation.


· If delegates/visitors wish to book additional night’s accommodation, they must pay for this themselves, either by direct payment to the hotel or reimbursement to the Branch in advance.  Similarly if delegates wish to take a partner, the Branch should be reimbursed for any additional costs incurred. 


· Delegates/visitors should pay the costs for bar drinks and personal telephone calls before they check out.   Calls relating to UNISON business will be reimbursed.


· The Branch Treasurer will reimburse all legitimate expenses in relation to travel, subsistence and out of pocket expenses, provided that receipts are submitted.  These will include taxis to and from the railway station. 


· Subsistence allowances will be paid in advance at the agreed rate.


UNISON conferences, which are scheduled to commence in the afternoon, usually do so to allow delegates/visitors sufficient time to travel to the venue on the same day.  In exceptional circumstances, the Branch Office will make arrangements for additional night’s accommodation, subject to Branch Committee approval


i) Where it is not possible to travel on the morning of the event, to arrive in sufficient time for either registration or the start of conference.  This will be dependent on both the destination and the availability of public transport.


ii) Where it is not possible for delegates/visitors to return home on the same day that conference finishes. This will be dependent on both the destination and the availability of public transport.


iii) Where a delegate has additional responsibilities in respect of a Branch motion or amendment and needs time to network with other Branches in order to obtain the necessary support.


iv) Where a delegate has additional regional or national responsibilities which need to be carried out whilst attending.

