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NASUWT CASEWORK ASSISTANCE

MEMBER APPLICATION FORM

THIS FORM IS FOR COMPLETION BY MEMBERS WISHING TO APPLY FOR CASEWORK ASSISTANCE IN RELATION TO MATTERS ARISING FROM THEIR TEACHING EMPLOYMENT.

TERMS AND CONDITIONS

Notes for guidance

Please read carefully

Under Rule 23(a) of the Union’s Rules, casework assistance is granted to NASUWT Members in accordance with the Casework Code of Practice. Under this Code, a caseworker cannot commence casework on a Member’s behalf until the Member has completed and returned this form to the caseworker.

NOTE: Members are asked to ensure that they read these terms before submitting the form so that they are fully aware of the terms upon which casework assistance is granted and the terms under which it may be withdrawn. The Member’s signature at the end of this form will be taken as the Member’s confirmation that these terms have been read, understood and accepted by the Member. Breach of certain terms may result in casework assistance being withdrawn. MEMBERS SHOULD KEEP A COPY OF THIS FORM FOR THEIR OWN RECORDS.

1 
Casework assistance is provided by indemnified caseworkers who may be lay officers or paid officials of the Union. Whether the case is dealt with by a lay officer or paid official will depend upon the type of case and its complexity.

Lay officers are indemnified in writing by the Union to undertake casework if they have participated in the Union’s training courses which cover casework assistance.

Regional Officials, Casework Officials in Wales, Northern Ireland and Scotland and Professional Assistants are paid officials employed by the NASUWT specifically to deal with the wide-ranging circumstances in which members’ employment may be under threat. They have specialist knowledge of education and employment law and deal with all aspects of members’ cases. Regional Officials/Organisers and Casework Officials in Wales, Northern Ireland and Scotland deal with cases heard in the Employment Tribunals.

2 
Casework assistance is available in connection with matters arising from teaching employment to full members, as well as to retired, former, career break and associate members who were in membership of the NASUWT and paying a subscription at the time the issue arose, and, in the case of former members, providing they have not joined another teacher trades union. Members who are three or more months in arrears with their subscriptions at the time the issue arose are not entitled to casework representation, and cannot establish entitlement to representation by subsequently paying arrears.  In addition, members of the NASUWT for whom subscription has been waived by the Union, e.g. because they are newly qualified, are entitled to casework representation.  Student members are entitled to casework assistance for relevant matters arising out of a school placement, providing they were in membership at the time the issue arose.

3 
Casework assistance is always granted at the discretion of the General Secretary. The General Secretary retains the right to withdraw casework assistance at any time (see the NASUWT Rules - Rule 23(c) Casework Assistance).

4 
The General Secretary may impose any term, which s/he considers reasonable upon the Member, as a condition of the continuance of casework assistance.

5 
It should be noted that the Union does not provide dual representation. The Member must not instruct or seek advice from his/her own legal adviser, alternative representative  or any other third party in connection with the case. In this eventuality, the Union will withdraw from any further involvement in the case and the Member will be responsible for any costs associated with the instruction of a legal adviser.

6
The Member must not enter into any correspondence with any party whom s/he believes to be associated with the case unless and until s/he has agreed the content of the communication with the caseworker.

7 
The Member seeking casework assistance must supply to the caseworker dealing with the case all the information which may be required and co-operate fully in the investigation, preparation and prosecution of any case, including requests in connection with medical evidence and documentation. 

8 
The Member is required to be honest and accurate in the information given to the caseworker and should not act against the caseworker’s advice. 

9
Breach of the terms and conditions set out in either 5, 6, 7 or 8 above may jeopardise the case and may result in the withdrawal of casework assistance.

10
Casework assistance granted by the General Secretary is limited to the costs and expenses incurred by the Union officers and officials in the conduct of their enquiries and proceedings. 

11 
Information provided by the Member is processed in compliance with the Union’s Data Protection Notice, which is published from time to time in the Union’s journal. Personal details provided to the Union relevant to a case will be shared as required between the lay officer, paid officials at the Regional Centre and National Headquarters and passed to Union solicitors if necessary. Details of cases and progress on them may be reported to the Legal Aid, Services and Central Benevolent Committee. Members have a right to a copy of information held on them by the Union, except where the information relates to a third party or is legally privileged (see Data Protection Notice). The Union has a policy of destroying files upon which there has been no action after a period of six years.

12 
If, at any time, the caseworker exercises the right to withdraw or revoke casework assistance under clauses 5, 6, 7 or 8 above, the Member has a right to seek a review of the decision. Members should write with their reasons for believing the caseworker’s decision to be unfair to the General Secretary, NASUWT, Hillscourt Education Centre, Rednal, Birmingham B45 8RS.

13
Union caseworkers can offer a wide variety of help, support and advice to members. However, they are not trained counsellors and in some circumstances it would be appropriate for members to consider contacting specialist counselling services. For example, Teacher Support Line is a 24-hour helpline for free confidential counselling (Tel: 08000 562561) which is provided by the Teacher Support Network.

14       Union caseworkers are unable to provide financial advice, as such advice is regulated by law and requires advisors to be properly qualified and registered. Members may however wish to take advantage of the independent financial advice and services available from Wesleyan Assurance Society, who can be contacted as follows:
Freephone: 
0800 358 0325
Website:
www.wesleyanforteachers.co.uk
15
These terms and conditions must at all times be read in conjunction with, and are subject to, the relevant Rules of the NASUWT except to the extent of any ambiguity between the Rules and these terms in which event the Rules shall prevail. In the case of any situation where these terms contradict the Rules of the NASUWT, the Rules shall prevail.

INSTRUCTIONS FOR COMPLETION

1 
All applicants must complete sections A, C, D, E, F and G. Section B is voluntary but 
it would be most helpful if you would complete it.

2
This form when completed may be copied to other caseworkers of the NASUWT. Accordingly, the required details must be provided in clear and legible form.

3
The applicant should attach to the completed form copies (not the originals) of any relevant documents, together with a detailed account of the incident which has given rise to the need to apply for casework assistance.


PLEASE RETURN COMPLETED FORM TO:

A. PERSONAL DETAILS

1
SURNAME:
______________________________________________________

2
FIRST NAMES:
______________________________________________________

3
MARITAL STATUS: ___________________________________________________

4
FULL HOME ADDRESS: _______________________________________________

__________________________________________________________________________

__________________________________________________________________________

5
HOME TELEPHONE No:  ______________________________________________

6
MOBILE No:  ________________________________________________________

7
E-MAIL ADDRESS:
________________________________________________

8
NASUWT MEMBERSHIP No:
__________________________________________

9
DATE OF JOINING NASUWT:
_____________________________

10
DfES/TR No: _________________________________________________________

11
GTC No: ____________________________________________________________

B.  EQUAL OPPORTUNITIES MONITORING

NASUWT is committed to ensuring equality of opportunity for all, irrespective of gender, ethnic origin, disability, sexuality, religion or age. The following information will be used by NASUWT to monitor and ensure the effective delivery of its services. Information will be treated in confidence and in accordance with the provisions of the Data Protection Act 1998. Completion of this section is voluntary, but it would be most helpful if you would complete it.
Age

What is your date of birth?    ____ / ____ / __________  (dd/mm/yyyy)
Disability

Do you have a disability/impairment?    Yes ٱ     No ٱ
If so, which of the following categories best describes your disability/impairment? (please tick as many as apply)
Chronic medical conditions                   ٱ                 Hearing impairment/deafness      ٱ     
(e.g. epilepsy, diabetes, ME, asthma)
Mental health difficulties                        ٱ                 Mobility impairment                      ٱ       

(e.g. depression, schizophrenia, phobias)

Learning difficulty          
                        ٱ
    Visual impairment/blindness
     ٱ


Other impairment  (please specify) _____________________________________________                                   

Ethnic Origin 
Which of the following best describes your ethnic background? (please tick one box only)
Asian or Asian British



Black or Black British

Bangladeshi
ٱ



African               ٱ
Indian

ٱ



Caribbean  
ٱ
Pakistani 
ٱ



Other Black background   
ٱ
Other Asian background   
ٱ

Please specify_______________________
Please specify_______________________
Mixed Heritage




White or White British

White & Asian


ٱ

English  
ٱ
White & Black African

ٱ

Irish       
ٱ
White & Black Caribbean
ٱ

Scottish  
ٱ
Other Mixed background
ٱ

Welsh

ٱ








Other White background 
ٱ
Other Ethnic Group



Please specify _______________________
Chinese             
ٱ
Other ethnic group  
ٱ      
Please specify_______________________
Gender  

Are you:       female                male           (please tick one box only)
Are you transgender?
Yes         No       (please tick one box only)
Religion or Belief
Which of the following best describes your religion or belief? (please tick one box only)
Baha’i



Muslim
        

Buddhist


Rastafarian

Christian


Sikh


Hindu



Zoroastrian

Jain



Other religion or belief
 (please specify) ______________

Jewish



None




Sexual Orientation

Do you define yourself as:  

Bisexual             Gay            Heterosexual          Lesbian        (please tick one box only)

I hereby give my express consent for NASUWT to process my personal data, including the above sensitive personal data, in accordance with the Data Protection Notice provided on the final page of this Casework Assistance form.

Signed: _________________________________________   Date: ____________________
C. EMPLOYER’S DETAILS

12
FULL NAME OF EMPLOYER:  ___________________________________________

__________________________________________________________________________

13
EMPLOYER’S FULL ADDRESS:  ________________________________________

__________________________________________________________________________


__________________________________________________________________________

D. WORKPLACE DETAILS

14
WORKPLACE ADDRESS: ______________________________________________

AND TYPE OF  _______________________________________________________

SCHOOL ETC:
_______________________________________________________


15
SCHOOL TEL. NO:  ___________________________________________________
16
SCHOOL FAX NO: ____________________________________________________

17
SCHOOL E-MAIL ADDRESS: ___________________________________________

18 
POST HELD:
_______________________________________________________

19
DATE STARTED IN CURRENT POST: ____________________________________

20  
NAME OF WORKPLACE 


NASUWT REPRESENTATIVE:
_________________________________________


E. DETAILS OF THE MATTER WHICH GIVES RISE TO THE NEED FOR CASEWORK ASSISTANCE

21  
DETAILS (with dates and times)

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 

__________________________________________________________________________

__________________________________________________________________________ 

Continue on another sheet as appropriate.

F. NASUWT DETAIL

22 
DETAILS OF ANY NASUWT OFFICER/OFFICIAL WHO HAS BEEN INVOLVED IN THIS CASE:

__________________________________________________________________________

__________________________________________________________________________ 

23  
HAS THE UNION PROVIDED YOU WITH CASEWORK ASSISTANCE BEFORE? IF SO, PLEASE PROVIDE DETAILS (INCLUDING NAMES OF NASUWT OFFICERS/OFFICIALS INVOLVED):

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________ 

__________________________________________________________________________

__________________________________________________________________________

G. DECLARATION AND FORM OF AUTHORITY

Please read the following declaration carefully:-

(i) I confirm that I was in membership of the NASUWT at the time of the incidents I have listed in section E. 

(ii) I have read and understood the Terms and Conditions under which the General Secretary grants members casework assistance.  

(iii) I authorise NASUWT to handle this case on my behalf. 

(iv) 
I understand that, should I instruct or seek advice from my own legal adviser, alternative representative or any other third party in connection with my case, I will be personally responsible for any costs so incurred and NASUWT may withdraw casework assistance. 

(v)
I understand that I must not enter into correspondence with any third party about my case unless and until I have agreed the content of the communication with my NASUWT caseworker. I understand that, if I breach this term, casework assistance may be withdrawn.

(vi)
I understand that casework assistance is provided on condition that I provide relevant information to NASUWT when requested to do so and cooperate fully with the NASUWT caseworker(s) conducting my case. I understand that, if I fail to do so, casework assistance may be withdrawn.

(vii)
I understand that I am required to be honest and accurate in the information given to NASUWT caseworker(s) and to act in accordance with the advice of the Union caseworker(s). I understand that, if I fail to do so, casework assistance may be withdrawn.

(viii) 
I understand that, if casework assistance is withdrawn, NASUWT will have no further responsibility for the conduct of my case, nor for any costs which I may incur in connection with the case.

Signed:____________________________________    Dated:_______________________


Dave Wilkinson


Derby NASUWT Branch Secretary


4, Windmill Lane, Belper


Derbyshire, DE56 1GN 








DATA PROTECTION NOTICE





NASUWT collects and maintains personal information in order to carry out its functions as a trade union, provide membership services and comply with certain statutory obligations. All personal information is treated with the utmost confidentiality and with appropriate levels of security. By joining NASUWT, you agree to our processing your personal information, including sensitive personal information, such as trade union membership as follows: 





The purposes for which NASUWT will use personal information, including sensitive personal information such as trade union membership, are for a range of union based activities including:-





• 	to facilitate communication between members;


• 	to ballot members;


• 	to facilitate the internal democracy of NASUWT;


• 	to facilitate representation and negotiation;


• 	to maintain records as to the eligibility of members and their dependents to enjoy benefits under the Rules of the Union or as offered by service providers;


• 	in offering and providing benefits, services, goods or products to members and their dependants.


• 	to analyse for the purposes of targeted mailing and the development of NASUWT activities;


• 	statistical profiling including that relating to trade union membership, health and racial origin, where NASUWT considers that appropriate.





All information (updated as appropriate) is kept throughout membership and, to the extent necessary, for such reasonable period after membership as may be necessary to enable the member to access any post-membership benefits. 





In order to carry out some of the above it will be necessary for NASUWT to disclose information. Personal information will be made available to NASUWT employees and lay officers, both at headquarters and at branch regional offices. It will also be released to agents, contractors and other service providers, but only for the purpose of such agents, contractors or other service providers using the information on behalf of NASUWT. Where, occasionally, the Union uses the services of such organisations, they are contractually obliged to process personal data in a secure and confidential manner under strict instructions. Such organisations include those who provide approved legal, financial and membership services or who distribute NASUWT publications.





Members have the right to object to and stop direct marketing in any form by organisations contacting them on behalf of NASUWT. If they wish to exercise their right to object and stop such direct marketing then they should write to the Membership Team requesting that such mailings be stopped or, alternatively, write to the organisation in question direct.





You have the right to ask for a copy of the information the Union holds on you (for which there is a small charge of £10) and to request that any inaccuracies be corrected.





This Notice will be amended from time to time and will be regularly published in Union material such as the journal and the diary.
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