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Course Introduction

In today’s rapidly evolving industrial relations landscape, strong legal writing skills for trade union officers

are essential for effective collective bargaining, labor dispute resolution, grievance handling, and workplace

advocacy. Trade union leaders operate in a complex environment shaped by labor laws, employment

regulations, compliance frameworks, and human rights standards, requiring precision in drafting legal

documents, union correspondence, memoranda, affidavits, and policy submissions. Legal Writing for Trade

Union Officers Training Course is designed to strengthen the capacity of union officers to produce clear,

persuasive, and legally sound documents that protect workers’ rights and enhance organizational influence.

The course focuses on building advanced competencies in legal drafting, industrial relations

communication, contract interpretation, dispute documentation, and advocacy writing. Participants will

develop the ability to craft professional documents for labor courts, arbitration panels, employers, and

government labor agencies, ensuring accuracy, compliance, and strategic impact. By integrating practical

case studies, real-world union scenarios, and structured legal frameworks, the training empowers officers to

become effective negotiators and authoritative voices in workplace justice, labor rights enforcement, and

collective labor action strategies.

Programme Curriculum

Legal Writing for Trade Union Officers Training Course

Introduction

In today’s rapidly evolving industrial relations landscape, strong legal writing skills for trade union officers are

essential for effective collective bargaining, labor dispute resolution, grievance handling, and workplace

advocacy. Trade union leaders operate in a complex environment shaped by labor laws, employment

regulations, compliance frameworks, and human rights standards, requiring precision in drafting legal



documents, union correspondence, memoranda, affidavits, and policy submissions. Legal Writing for Trade

Union Officers Training Course is designed to strengthen the capacity of union officers to produce clear,

persuasive, and legally sound documents that protect workers’ rights and enhance organizational influence.

The course focuses on building advanced competencies in legal drafting, industrial relations communication,

contract interpretation, dispute documentation, and advocacy writing. Participants will develop the ability to craft

professional documents for labor courts, arbitration panels, employers, and government labor agencies,

ensuring accuracy, compliance, and strategic impact. By integrating practical case studies, real-world union

scenarios, and structured legal frameworks, the training empowers officers to become effective negotiators and

authoritative voices in workplace justice, labor rights enforcement, and collective labor action strategies.

Course Duration

5 days

Course Objectives

1. Master legal drafting techniques for trade union documentation

2. Strengthen industrial relations communication and advocacy writing

3. Develop skills in grievance writing and dispute resolution documentation

4. Understand labor law interpretation and application in writing

5. Enhance collective bargaining agreement drafting skills

6. Improve legal correspondence with employers and institutions

7. Build capacity in arbitration and labor court submission writing

8. Apply compliance and regulatory writing standards in unions

9. Develop policy analysis and union position paper writing

10. Strengthen persuasive writing for labor negotiations

11. Improve case documentation for workplace disputes

12. Build expertise in contractual language interpretation and drafting

13. Enhance strategic communication for worker rights advocacy

Target Audience

1. Trade union officers and shop stewards 

2. Labor relations officers 

3. Union legal advisors and advocates 

4. Human resource union liaison representatives 

5. Workplace grievance handling committees 

6. Labor activists and worker rights organizers 

7. Industrial relations practitioners 

8. Policy and labor law researchers 

Course Modules

Module 1: Foundations of Legal Writing in Trade Unions

Principles of legal clarity and precision writing

Structure of union legal documents 

Understanding industrial relations terminology 

Writing tone for legal enforceability 

Introduction to labor documentation systems



Case Study: Poorly drafted grievance letter leading to dismissal of a union claim 

Module 2: Labor Law and Documentation Frameworks

Overview of employment and labor laws

Legal compliance in union writing 

Interpretation of statutes in drafting 

Documentation hierarchy in labor disputes 

Aligning union writing with legal standards

Case Study: Misinterpretation of labor law weakening a collective bargaining claim 

Module 3: Grievance Writing and Dispute Resolution

Structuring formal grievance letters 

Evidence presentation in disputes 

Timeline documentation techniques 

Writing escalation reports 

Formal complaint drafting strategies

Case Study: Successful grievance resolution through structured documentation 

Module 4: Collective Bargaining Agreement (CBA) Drafting

Key components of CBAs 

Negotiation clause drafting 

Salary and benefits articulation 

Conflict resolution clauses 

Legal enforceability language

Case Study: Weak CBA clause causing wage dispute escalation 

Module 5: Arbitration and Labor Court Submissions

Drafting affidavits and witness statements 

Preparing legal submissions 

Structuring case arguments 

Evidence-based writing techniques 

Legal referencing standards

Case Study: Arbitration win due to strong written submission strategy 

Module 6: Union Correspondence and Formal Communication

Writing official union letters 

Employer negotiation correspondence 

Government labor office communication 

Tone management in formal writing 

Documentation tracking systems

Case Study: Miscommunication leading to stalled negotiations 

Module 7: Policy Writing and Advocacy Documents

Drafting union policy positions 

Advocacy and lobbying documents 

Workplace reform proposals 



Human rights integration in writing 

Strategic messaging for influence

Case Study: Policy paper influencing favorable labor reform 

Module 8: Strategic Legal Writing for Industrial Action

Strike notice drafting 

Legal requirements for industrial action 

Risk mitigation in documentation 

Crisis communication writing 

Media and stakeholder statements

Case Study: Legally compliant strike notice preventing litigation risks 

Training Methodology

This course employs a participatory and hands-on approach to ensure practical learning, including:

Interactive lectures and presentations.

Group discussions and brainstorming sessions.

Hands-on exercises using real-world datasets.

Role-playing and scenario-based simulations.

Analysis of case studies to bridge theory and practice.

Peer-to-peer learning and networking.

Expert-led Q&A sessions.

Continuous feedback and personalized guidance.

Register as a group from 3 participants for a Discount

Send us an email: info@fineskilltrainingcenter.org or call +254769199797 

Certification

Upon successful completion of this training, participants will be issued with a globally- recognized certificate.

Tailor-Made Course

 We also offer tailor-made courses based on your needs.

Key Notes

a. The participant must be conversant with English.

b. Upon completion of training the participant will be issued with an Authorized Training Certificate

c. Course duration is flexible and the contents can be modified to fit any number of days.

d. The course fee includes facilitation training materials, 2 coffee breaks, buffet lunch and A Certificate upon

successful completion of Training.

e. One-year post-training support Consultation and Coaching provided after the course.

f. Payment should be done at least a week before commence of the training, to Fineskill Training Center

account, as indicated in the invoice so as to enable us prepare better for you.

mailto:info@fineskilltrainingcenter.org


Upcoming Scheduled Sessions

Start Date End Date Location Price

07 Sep 2026 11 Sep 2026 Online $1,000

07 Sep 2026 11 Sep 2026 Physical $1,500

14 Sep 2026 18 Sep 2026 Online $1,000

14 Sep 2026 18 Sep 2026 Physical $1,500

21 Sep 2026 25 Sep 2026 Online $1,000

21 Sep 2026 25 Sep 2026 Physical $1,500

28 Sep 2026 02 Oct 2026 Online $1,000

28 Sep 2026 02 Oct 2026 Physical $1,500

Ready to enroll or request a customized program? Book online or contact us:

Register Online Now

Email: info@fineskilltrainingcenter.com | Website: www.fineskilltrainingcenter.com

https://fineskilltrainingcenter.com/courses/legal-writing-for-trade-union-officers-training-course

