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Casework Form – Guidance notes for member

UCU caseworkers offer help and support for you to resolve your issues.   They may not have immediate answers to all your questions but they do have access to wide range of resources if required.

1. Casework Form – you need to complete Section 2-5 of the Casework Form. 

By completing Sections 4 and 5 you will provide information that will enable us to understand more about the issue and the outcomes you hope to achieve with UCU support. 

You should set out clearly what issues and questions you want help to address.

These are best focused on the specific issues arising in your case, rather than general in nature. For example, “are there grounds for pursuing a claim that I was not promoted because I am a woman?” rather than “please tell me all my potential legal claims based on the information I have given”. It is not necessary to frame your questions in legal language or by reference to specific pieces of legislation as long as it is clear what aggrieves you and in respect of which you seek advice on whether there may be a remedy.

2.  Deadlines/time limits

It is essential that you tell us of any deadlines or time limits you have been given or informed of such as a meeting with your line manager or with Human Resources.  

Please note that you can legitimately request a postponement of a meeting until a union representative is available to attend with you.

3. What to do with completed Casework Form 

Please return the completed Casework Form as soon as possible to:


Sheffield University and College Union, 2 Hounsfield Road, Sheffield, S3 7RF,  or email mailto:ucu@sheffield.ac.uk as soon as possible.  
