TIME OFF FOR TRADE UNION DUTIES Policy

Introduction:

This policy provides guidance for managers on dealing with requests from trade union representatives for paid and unpaid time off from work to conduct trade union duties and activities and attend appropriate training.
The aim of this policy is to set out clear guidance for reasonable time off or trade union duties, training and activities for trade union representatives and to aid and improve the conduct of good employee relations.  This policy is written in accordance with the ACAS Code of Practice on time for trade union duties and activities, and relevant employment legislation.  

Employers have a statutory obligation to grant:


(i)
reasonable paid time for trade union duties and training


(ii)
reasonable unpaid time to take part in trade union activities


(iii)
paid time for safety representative duties and training

It is important for managers and trade unions representatives to ensure that sufficient notice is given when requesting time off whether paid or unpaid, in order to facilitate good planning and avoid any misunderstandings.

The amount and frequency of time requested should be reasonable in all the circumstances.  The operational requirements of the Council need to be taken into account, when considering requests for time off.

Application:

For the sake of clarification the principles of this policy only apply to the trade unions recognised by the Council, which are:

· Unison

· GMB

· T&GWU (Unite)
Principles:

Human Resources is responsible for keeping a database of all trade union representatives appointed by trade unions recognised by the Council.

Trade union representatives are entitled to reasonable time off (whether or not it is paid) as a right not a privilege within the terms of this policy. Managers must not unreasonably refuse requests for time off. 

Time off will be granted subject to the exigencies of the service. Both Management and trade union representatives shall recognise that sensible compromise may be necessary to ensure that a representative has reasonable time off to enable him or her to undertake a representative role whilst minimising the disruption this may have on the running of the service. 

Union representatives must not be discriminated against or disadvantaged during their employment because of their Trade Union duties or activities. 

A union representative’s manager must approve any time off before the representative takes the time off.  The representative should give as much notice as possible.

It is the responsibility of the trade union officials to ensure that the Human Resources Strategy and Policy Team is provided with up-to-date, accurate information about their accredited representatives.

Time Off Paid:

Trade Union and Safety Representatives are entitled to reasonable time off, with pay, to carry out trade union duties and to undertake any relevant training for their representative role. 

The main Trade Union duties are: 

· preparation for and attendance at meetings with Management. These will include consultative meetings, working groups, briefing meetings and collective bargaining 

· meeting with members to consult with them and to inform them of the outcome/progress of matters under discussion with Management 

· representing their members in disciplinary and grievance situations 

· meeting with new employees to explain the role of staff organisations in the work place. 

Safety Representatives 

In the case of safety representatives, whether or not they are appointed also to act as staff representatives, their main duties shall be regarded for the purpose of time off and include: 

· Representing employees in consulting with management in the promotion and development of staff health and safety measures and ensuring the effectiveness of these measures. 

· To make representations to management on general matters affecting health, safety and welfare at work of employees at the workplace and investigate any complaints from employees they represent. 

· To work with management on issues relating to health and safety that affect employees. 

Training 

Time off with pay will be granted for all staff representatives to undertake relevant training for their role. Time off with pay may be granted for further, more advanced training, for updating and for specialist training of branch officials. The appropriate operational Manager must agree each request.  Where possible, reasonable notice should be given. 

Time Off (Unpaid):

Representatives will be given reasonable time off without pay for all other purposes to enable them to undertake Trade Union activities. Time off will not be granted when the activities might constitute industrial action whether or not they are in contemplation or furtherance of a dispute. 

Trade union activities can be, for example: 

· attending workplace meetings to discuss and vote on the outcome of negotiations with the employer 

· branch, area, regional or national meetings of the union where the business of the union is under discussion 

· meetings of official policy making bodies such as the executive committee

· meetings with full time officials to discuss issues relevant to the workplace. 

Allocation of Time Off:

Trade Union Duties

The need for time off for trade union duties will vary, depending on the department, and other factors/events happening, such as redundancies.  Managers should recognise that if, for example, the department is subject to a restructure that may result in redundancies trade union representatives may be called upon to accompany affected employees to individual consultation meetings.  

Managers will need to assess the reasonableness of requests for time off to conduct trade union duties, by taking into consideration service delivery requirements, activities within the department/section, their knowledge of events and past requests for time off.  

Safety Representatives

Time off for safety representatives can often include compulsory Health and Safety training.  Under no circumstances should requests for this type of training be declined.

Training

Trade union representatives usually receive most of their training during the first year of their appointment.  Courses should generally be of 1-2 days duration and be run by an accredited training organisation.  The training programmes should be directed at improving the performance of the representative and, therefore, be of benefit to the Council.  If there is doubt about the suitability of a course or the course is longer than two days, the manager should refer to the HR Strategy & Policy Team for advice.

Dealing with Requests for Time Off:

Managers need to consider each application for time off on its merits, taking into account the reasonableness of the request and giving clear reasons for deferring time off when the needs of the service dictate.  Above all, managers should try to avoid creating unacceptable precedents for the Council. Managers, if refusing paid time-off, could as a compromise agree time-off without pay if funds are used to pay other staff overtime or engaging an agency worker. 

Where managers are concerned about requests for time off, for example, a trade union representative requests time off for training but a letter from the Trade Union has not been received, he/she should contact the HR Strategy and Policy Team to seek clarification.

Policy Review:

This policy will be reviewed on an annual basis.

PAGE  
Page 1 of 4
Time off for Trade Union Duties Policy

Published 17/03/08

Revised 04/01/2011

