INTRODUCTORY EMAIL TEMPLATE

This template should be adapted to your local circumstances. We have bolded a suggested ‘disclaimer’ to highlight its importance but you don’t need to bold it in your email. If colleagues request to be removed from the mailing list, you can set up a local Google group for those who do want to receive information or contact IT to set up a local UCU mail list (e.g. UCUlaw).

Subject:  K-UCU

Dear Colleague,

I am pleased to inform you that I have agreed to take on the role of ‘Section Representative’ for [complete as appropriate] for our branch of the UCU (University and College Union).   

As a Section Rep I can help convey any general concerns, issues or suggestions we may have to the K-UCU Committee, and I can also help you stay informed about events and developments that may affect us. You are still encouraged to contact the K-UCU Committee directly (see http://www.keeleucu.co.uk/ for details), but as a Section Rep I will also offer a ‘local’ presence. I will not be re-sending union emails you already receive on the Keele UCU mailing list, if you are a member.

If you are not yet a UCU member, I will be happy to provide you with information on the benefits of membership and how to join.  Aside from being part of a Union that works to ensure sector-wide good working conditions, job security, academic freedom, secure pay and pensions, as a Keele UCU member you will also be part of a team that works closely with our own HR and Management groups on your behalf to help form and review policy and advise on a broad spectrum of workplace issues, such as the Dignity and Respect Framework, restructuring and performance appraisal.  

Please feel free to contact me with any questions or concerns you may have. I have used the [section] mail list, if you don’t want to receive further union-related circulars, please let me know.

Kind regards,

[your name]

___________________________

Section Rep, [your section]

on behalf of K-UCU

NB: In future emails, please add the following disclaimer at the end of the message: 
This email may go to non-members, including management, if you don’t want everyone to read your response, please email me directly.

