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Being a delegate

As a workplace delegate you are the elected representative of ASU members in 
your workplace. Your role is to represent members and act on their behalf. 

You will work closely with your workmates and 
your organiser to achieve better outcomes for 
members.

You will be guided by the ASU Delegates Charter, 
which contains more detailed information on 
your rights and responsibilities as an ASU 
delegate. It is available by contacting your 
organiser or ASU Office on 03 9342 3300 or 
info@asupsvic.org 

Representing members
A lot of your work will be organising your 
workplace and identifying activists who will share 
the load. A well-organised workplace means 
members sticking together to achieve outcomes 
for the benefit of all members.

As the delegate you need to maintain an 
impartial view and avoid preferencing some 
people over others. 

All members are equal in our union.

Support from your union
Your organiser is your main contact as a delegate. 
They know your workplace and can provide 
advice and assistance. They will also provide 
information and updates relevant to members in 
your workplace and can link members with 
additional industrial or legal support if needed.

We offer a range of training, professional 
development and other opportunities for 
delegates as well as state-wide and industry 
based delegate conferences. These events bring 
together delegates from across the state and  
sets the direction for our industrial and 
campaigning work.

Workplace rights
Your role is protected under Australian workplace 
laws and you should contact us if you are 
receiving any pressure or having your ability to 
conduct union business limited by your employer. 
We take this very seriously and will intervene on 
your behalf if needed.

Branch structure
The union is overseen by elected union officials, 
branch executive members and branch 
conference delegates. The Branch Executive meet 
monthly. All groups are elected by ASU members 
to ensure that the union is a member led 
organisation.

ASU Nationally
The ASU is made up of 8 ASU branches 
representing 130,000 members from around 
Australia. The ASU National Office facilitates 
national campaigns, bargaining and lobbying work 
on behalf of ASU Branches and their members. 
Each ASU branch has elected officials on the ASU 
National Executive to set the direction of the 
union nationally.

We are also affiliated to the Victorian Trades 
Hall Council and the Australian Council of Trade 
Unions (ACTU). This allows us to be part of setting 
the broader state and national agendas with all 
unions and union members collectively across the 
country to ensure we advance workers conditions 
and deliver a fairer more equitable Australia for us 
all.
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Organising is the main work of unions and workplace 
delegates. There are two main reasons:
• To make workplaces stronger so they can bargain for better pay and conditions as well as

defend individual workers from bad treatment.

• To grow the ASU and the union movement so we can be stronger in fights over workplace
laws and the important debates about fairness and equality that impact on all of us.

Organised workplaces mean the 
following for members:

• Greater success and better
outcomes when negotiating with
management.

• Better wages and conditions of
employment.

• A safer and healthier working
environment.

• More services and support from
the union at your workplace.

• Stronger support for each other
in the workplace.

• A united voice to ensure that you
are listened to and treated fairly
and with respect.

Organising is fundamentally about engaging 
workers in a workplace and educating them on 
how to work collectively towards shared goals. 

These goals could be in the workplace, industry or 
the broader community. Organising is how union 
members get real strength to make our 
workplaces and communities fairer and more 
equal. 

Employers have industry bodies and big end of 
town law firms to represent their interests. They 
have no qualms about targeting workers’ pay and 
conditions to maximise CEO pay packets and 
profits for shareholders at the expense of workers 
and their families.

Organising and working together is the way that 
workers can fight back and win. We have strength 
in numbers and standing together makes us very 
powerful. 

As a delegate in your workplace, organising, 
educating and recruiting new members are the 
most important things you can do to make your 
workplace strong.

What is organising and why do we do it?
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Planning to organise your workplace:
Organising means knowing who is a member in your workplace, who is an active member or activist that 
can help you, and, who is a non-member so you can plan how best to approach them to join the union. 
Increasing membership will maximise your ability to affect change for the better within your workplace.

The most important thing is to have a plan. Try to speak to people one-on-one about joining wherever 
possible rather than in larger groups. Work out who the best person is to ask individual non-members to 
join the union, whilst it may be you in many cases sometimes the best person to ask them to join is another 
member that they are friendly with.

Ask yourself:
• What proportion of employees in my workplace/site are members?

• How active are they? Who is active?

• Are there more members in certain areas or teams? Why?

• Are there any issues in your workplace where you could organise around and build 
support? - Are there other factors in your workplace affecting members or how active 
members are?

Things that can help:
• Draw a map of your workplace (or use one that already exists) and mark the physical

locations of members and activists.
• Look for areas and gaps and think about who might be good to

speak to people in those areas.
• Think about who people go to in your workplace for advice,

support or other things.
• Understanding what the issues are and what’s

important to your workmates.

Things to avoid:
• Being to assertive when asking someone to join.

• Assuming that everyone cares about all of the same issues as you.

•  Talking to much without properly listening.

Make a simple plan for building strength across your workplace. 

Get members active around issues that affect as many people as 
possible. 

Demonstrate what is possible when workers stand together by  
initially targeting some smaller issues that are easy and quick to win.

Showing people that you can win is a great way to encourage them 
to join the union and to fight for bigger issues.
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Frequently asked questions 

Here are a few common questions delegates often get. If you have any 
other questions that you’re not sure about give your organiser a call.

I can look after myself 
That might be true, but we will always get a better deal working together because there is strength in 
numbers. You will also need your union if you are disciplined, performance managed, unfairly dismissed or 
have a workers compensation or other legal issues at work.

I don’t want to strike 
Strikes are not common, in most cases bargaining leads to an agreement, not to a strike. As a union 
member you have a say in whether we accept an offer, keep bargaining or decide to consider industrial 
action.

I can’t afford it 
It might seem like you’re saving money, but union members earn significantly more on average than non-
unionised workplaces. Union membership also offers significant discounts to union members and is tax 
deductible. The stronger the union is in your workplace, the better off everyone will be.

I’ve been told unions are trouble 
The reason some politicians and big business spread lies about unions is that they don’t want ordinary 
workers getting together to ask for a better deal. These people say unions are trouble because they don’t 
want workers taking home a little bit extra in their pay each week.

I’ll get the benefits anyway 
The stronger the union is in your workplace, the better off everyone, including you, will be. If everyone 
said “I’ll get the benefits anyway” then no one would get anything because no one would be in the union. 
Without you, less pay and worse conditions for all of us. You also miss out on the industrial and legal 
support that comes from being part of your union. 

My boss treats me well 
Even good bosses have to deal with things like financial issues or outside factors. Maybe the owner will 
change, or your manager will leave. Your union is there for you no matter what happens to make sure you 
are protected and represented whatever happens at work.
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Tips for new delegates

Being a workplace delegate is an important responsibility. You are the face of 
the ASU in your workplace and you represent your colleagues within the 
union. 

Most delegates love their role and enjoy the chance to support other workers in getting a fair go. It can 
also be challenging at times, depending on what is going on in the workplace. 

Here are a few tips from experienced delegates to help you in your role:

Getting set up
• Set up a pigeon hole, box or email address

where colleagues can contact you.
• Wear your ASU lanyard or other

identification where possible.
• Put up a sign at your desk and/or in staff

areas letting people know you’re their
delegate.

• Be clear about email addresses, phone
numbers and rules around doing union
business and contacting members in your
workplace.

• Make sure there is a union notice board
set up and well maintained with up-to-date
information.

• Connect with the ASU on Facebook,
Twitter and Instagram and encourage your
colleagues to do the same.

Organisation
• Keep written records and make sure they

are available when you need them.
• Make sure your records are kept secure

and personal information kept confidential.
• Keep a separate diary for union appointments 

and note anything you might need to refer to 
later.

• Maintain a simple to-do list of actions that
need follow-up.

• Ask for feedback from your colleagues and
be open to suggestions.

Communication 
• Listen to your colleagues and try to

understand their issues before giving
advice.

• Taking notes can help you understand
what is going on and provides vital
evidence if discussions need to be
referenced later.

• Be patient and take your time when
listening to issues; people need to
know you are hearing them out and
not jumping to conclusions.

• Make sure you are in a quiet, private
room and that you have enough time
to discuss the issue being raised.

• Clarify the actions you and/or your
colleague will take at the end of the
meeting.

Tips for new delegates
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Speaking and reporting back
• Organise your thoughts and make some

notes of what you want to talk about.
• Keep comments short and avoid rushing

what  you have to say.
• If you have a main message or key point,

repeat it a few times during your
comments.

• Handouts or presentation slides are useful
for longer presentations, but are not
needed in most cases.

Conducting meetings with 
members

• Meetings should be informal where possible
with clear goals and the agreement of all
members present where possible.

• Brainstorming problems and ideas can be
useful.

• Encourage everyone to participate and add
their ideas.

• Avoid private discussions or controversial
issues that are not part of the main
discussion.

• Remind your colleagues that they are a
collective and that staying united is the best
way to win, even if they don't always agree
with the group decision.

• Consult with your Organiser regularly and
listen to their ideas for representing your
colleagues and winning for your workplace.

• Support the collective decision and treat
everyone with respect no matter what your
personal view is.

Recruitment and dealing with 
non-members

• Talk to non-members one-on-one and try
to understand the things that are
important to them at work.

• Treat people with respect, even if you don't
agree with their decision to not join the
union or on a matter being discussed at
work.

• Think about who might be open to talking
about joining the union.

• Don't be too assertive and put the hard sell
on people, no one wants that.

• People want to be listened to, if you can
present the union as something that will
make their life easier, more secure, or that
will help protect them or solve problems
for them they will most likely join.

• People join their union for positive reasons
or when they already have a workplace
issue, the more who join before they have
a problem at work the better for them and
the better for your workplace.

• Remember that when you recruit new
members to the union, you are making
your workplace stronger.

Tips for new delegates
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Basic protections at work

This information sheet summarises a few key provisions of Australian workplace 
laws. Please contact your organiser for more information. This does not 
represent legal advice and should be read for general information purposes only.

National Employment Standards 
(NES) and modern awards
The NES and modern awards together comprise 
the basic safety net for Australian workers. 
These provide the legal minimum in terms of 
wages and conditions. The NES includes the 
following legislated employment conditions:

1. 38 hours per week (plus reasonable additional
hours) as the maximum weekly amount of work.

2. Right to request a flexible working arrangement.

3. Offers and requests to convert from casual to
permanent employment.

4. Parental leave of up to 12 months plus
the right to request a further 12 months.
Maternity, paternity and adoption leave
provisions.

5. Annual leave of 4 weeks plus an additional week
for some shift workers.

6. Paid Personal/Carers leave of 10 days plus 2
additional days unpaid carers leave. 2 days
compassionate leave per occasion (unpaid for
casuals). Family & Domestic Violence Leave.

7. Community service leave for voluntary
emergency activities (unpaid) and up to 10 days
paid leave for jury duty.

8. Long service leave as determined by the Victorian
Long Service Leave Act.

9. Paid leave for public holidays.

10. Minimum notice of termination, redundancy pay.

11. Provision of a Fair Work Information Statement.

Awards and enterprise agreements
Most industries have Awards, which set out the 
minimum pay and conditions for workers. 

An enterprise agreement is negotiated between 
an employer, workers and the relevant union. It 
cannot include pay or conditions that pay less 
than the Award overall.

An enterprise agreement takes precedence over 
an Award once it has been voted on by workers 
and approved by the Fair Work Commission. In the 
absence of a negotiated enterprise agreement the 
Award determines the pay and conditions.

Other protections
The Fair Work Act also contains other protections 
that apply to all workers, including:

Your employer cannot dismiss, refuse to employ, 
demote, discriminate against you, reduce your 
conditions or take other ‘adverse action’ against 
you for doing the following:

• Making use of a workplace entitlement
• Initiating a proceeding under workplace laws
• Making a complaint or inquiry about your 

employment
• Belonging to or being active in your union
• Taking protected industrial action
• Being absent from work due to illness or 

injury.
• Right to pursue anti-Bullying orders. 

Unfair dismissal protections apply to workers with 
6 months service, or 12 months in small 
businesses.

Note: Please contact your organiser for more 
information about workplace laws and 
protections, including the specific conditions 
applicable in  your workplace.
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Australian unions have a proud history of improving the lives of workers, their families and 
the community as a whole. Since the first unions were formed in   the late 1820s, they have 
been fighting for safety, pay and fairness at work. 

The ASU was formed in 1900 when a group of clerks met in Melbourne to collectively fight for workers. The 
ASU we know today was created through the amalgamation of three unions in 1993. You can read more 
about the ASU’s history on our website.

You can be proud to follow in the footsteps of thousands of workplace delegates over the last 200 years 
who have all been part of a proud tradition of workers standing together.

Some of the biggest achievements of unions in Australia include:

1902 First workplace compensation laws
introduced

1908 First industrial award established covering 
shearers and other pastoral workers

1911 The ASU goes national when the 
Federated Clerks Union is registered

1920s First provisions for sick leave won

1923 First national award established

1936 First annual leave won by printing workers

1937 First campaign to win equal pay
for women by ASU

1947 Penalty rates for work in unsociable hours

1951 First long service leave won

1969 Principle of equal pay accepted by 
workplace regulators

1971 First unfair dismissal case won in court

1973 17.5% annual leave loading won for 
metal workers

1979 Maternity leave for women in private 
sector

1980 Asbestos banned for safety reasons

1985 OH&S laws introduced in Victoria

1986 Compulsory superannuation payments by 
employers, 3% increasing to 9.5%

1996 Introduction of collective bargaining 
delivers benefits for workers

1999 ASU creates Australia’s first award for call 
centre workers

2007 Your Rights at Work Campaign defeats 
Workchoices

2010 ASU wins equal pay case for social and 
community sector workers

2011 National paid maternity leave scheme 
introduced

2011 Increase in compulsory superannuation 
payments to 12% over time

2012 Right to request a flexible work 
arrangement introduced

2018 Family and Domestic Violence Leave 
inserted into Awards and the NES

These are just a few highlights. Every pay increase, allowance, entitlement and improvement in 
workplace conditions has been fought for and won by Australian unions. 

History of Australian unionsHistory of Australian unions
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ASU Delegates Charter

This charter has been endorsed by delegates and activists as a guide to the 
rights and responsibilities of delegates in our union. Please speak with 
your organiser if you have any questions.

Delegate responsibilities to members in 
their workplace and their union

Union membership
• To increase/maximise the number of member 

at the workplace, with 100% membership 
being the ultimate goal.

• To know how many members there are at 
the workplace. 

•  To be approachable, available, informative 
and resourceful in order to keep existing 
members in our union.

To be a skilled delegate
• Keep up to date with current training
• Share the skills and information you have 

learned with other members in the 
workplace.

• Put new skills into practice in the workplace 
and discuss issues with the union organiser. 

Represent members
• By representing the views of members.
• By gathering all relevant information for 

members.
• By giving members appropriate guidance,
• By maintaining confidentiality
• By keeping accurate written notes of all 

meetings. 
• By agreeing with members what outcomes 

you are seeking before meeting with 
management.

To keep members informed and active

• To encourage a high level of activism 
in the workplace.

• To explain the benefits of union 
membership to new employees as 
part of their induction to the 
workplace.

• To encourage members to do as 
much as possible themselves.

• To seek out and encourage pro-
active members who are willing and 
able to carry out leadership 
positions.

• To share your workplace amongst 
other members

• To have regular contact with other 
delegates, both formally and 
informally.

• To stay united behind the aims and 
objectives for the workplace.

• To provide accurate, concise and up 
to date information for members 
about current issues.

• To keep union notice boards up to 
date.

• To make time to speak to individual 
members about current issues

• To maintain regular contact with the 
union organiser about workplace 
issues and levels of membership.
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Beyond the workplace
• Promote awareness and understanding of our 

union's aims, objectives and achievements 
wherever possible. 

• Keep informed about campaigns in other 
workplaces or industries.

• Maintain regular contact with delegates from 
other workplaces, particularly those in the 
same industry.

Delegate rights to support from their 
employer

Recognition and respect
• Paid-time to perform legitimate union 

business, with the delegate's position being 
appropriately back-filled.

• To right to bargain collectively on behalf of 
members.

• Paid-time research and prepare prior to all 
negotiations with management.

• The right to be treated with respect and 
without victimisation by all relevant 
management representatives. 

• Recognition of the position of delegates as 
the proper representative with the right to 
speak on behalf of members in the 
workplace.

• Genuine consultation by the employer prior 
to decisions being made which impact on 
union members including representation on 
consultative committees. 

• An assurance that issues raised by delegates 
will be dealt with promptly.

Facilities 
• Access to private room to meet with 

individual members and perform union 
business.

• Facilities and paid-time to consult with other 
delegates and members on a day-to-day 
basis. 

• Access to basic communication and 
information resources including telephone, 
email, internet, photocopier and stationary. 

• Provision of a union notice board in a 
prominent location in the workplace. 

• Access to all relevant information, including 
appropriate Awards, agreements, job 
descriptions and company policies. 

Organising the workplace
• Access in paid time to new employees to 

explain the benefits of union membership as 
part of their induction to the workplace. 

• Access to a private area for meetings of 
members

• The right to call paid meetings to discuss 
legitimate union business without fear of 
victimisation or discrimination against any 
members attending.

Access to training
• Paid access to reasonable periods of leave for 

attendance at accredited union training 
courses, including penalty payments and 
travel expenses. 

• Special consideration for the needs of 
regional delegates in being able to access 
union training.

• An assurance that management will not 
undermine training leave by changing rosters, 
failing to backfill the delegate's position, or 
victimising the delegate in any way for their 
attendance.

Note: Please contact your Organiser or the ASU 
Office on 03 9342 3300 or at info@asupsvic.org for 
upcoming training programs. 
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ASU Delegates Charte

Beyond the workplace
• Access to time to pursue activities designed 

to promote our union in workplaces, in 
other industries and in the community to:

o Promote legitimate union issues 
and campaigns through rallies and 
community involvement.

o Participate on committees and 
involvement in other workplaces or 
community groups.

• Promote delegate's interaction and 
communication with other delegates in the 
industry and across our union.

• Promote delegate development, including 
paid work in the union office. 

• Access to paid time for participation in 
internal union forums and committees (eg. 
Branch Conference) 

• Access to appropriate paid time, resources 
and reimbursement of expenses associated 
with union activities outside the workplace.

Delegate rights to support from the ASU 

Training and development 
• The provision of up-to-date, relevant and 

responsive training which reflects delegate 
requirements, including training on issues 
identified by delegates. 

• Training and development in addition to 
courses, by way of the provision of 
information and handbooks, and support and 
instruction on the job by union officials. 

Facilities and resources
• Access to union office facilities, including 

computers, phones, information and 
clerical support. 

• The provision of up-to-date Awards, 
enterprise agreements and wage sheets. 

• The provision of regular updates on union 
issues, changes to legislation and awards/
agreements, and information on upcoming 
events.

• Reimbursement of all reasonable expenses 
incurred as a delegate by the union office.

• Particular recognition of the difficulty 
regional delegates face in accessing 
support for their role. 

• The provision of appropriate delegate 
identification material, including union 
badges or posters in the workplace 
identifying delegates. 

• The provision of up-to-date information for 
organising the workplace, such as leaflets 
(including recruitment material, 
newsletters and other union literature), 
new member packs, application forms, pay 
sheets, union policies, union magazines, 
and information on non-industrial benefits. 

Access to union officials
• Access to, and support from, union 

officials, including ready access to union 
organisers by phone and email.

• A guarantee that officials will respond to 
calls within a reasonable timeframe. 

• The provision of accurate, consistent and 
complete information. 

• The provision of specialist advice as 
required. 

Delegate appreciation and events 
• Recognition and appreciation of the work 

of delegates through:
o Regular expressions of appreciation
o Delegate awards
o The promotion of interaction 

between delegates through social 
events, conventions, training 
courses, conference link-ups, 
websites, campaigns and meetings. 

ASU Delegates Charter
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