UNISON EAST MIDLANDS

10 STEPS ON HOW TO

ORGANISE EQUALITIES
 LUNCH AND LEARN SESSIONS











Step 1 – Decide on a subject for your session – can be on supporting a group of workers e.g. Black Workers or an issue eg. sickness absence.  Decide whether the session is for all staff or just UNISON members – it is recommended to open it to everybody. 








Step 2 – Decide on a guest speaker – you?  Someone form the Branch Committee?  The Regional Equalities Organiser (� HYPERLINK "mailto:s.roelofs@unison.co.uk" �s.roelofs@unison.co.uk�)?








Step 3 – Decide on a date – discuss with Branch Secretary.








Step 4 – Contact the guest speaker and find out if they are available for your date?


 May need to have back up dates.








Step 5 – When date is settled on book a room for about 20 people.








Step 5 – When date is settled on book a room for about 20 people.








Step 6 – Find out if the Branch can afford some refreshments and if so order them.








Step 7 – Produce an A4 simple leaflet – the Regional Equalities Organiser has model leaflets.








Step 8 – Circulate the leaflet widely, pin it up on boards, ask the Branch to send it to all members.








Step 9 – Circulate the leaflet again!  Make sure non-members receive the leaflet too.








Step 10 – Decide on someone to help you on the day especially in approaching


 non-members to see if they would like to join!











