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Good Practice Guidance for 


Effective Employee Relations











1. 	Aim





1.1	Our aim is to promote a framework for the conduct of positive industrial relations and employee relations in Sutton.  The Council’s core values of working in partnership, enabling and involving in decision making and promoting equality underpin the way in which the Council manages its industrial and employee relations. 





1.2	The Council recognises that providing the best possible services needs a relationship between the Council and its employees based on trust, understanding and reasonableness.  It values the important role recognised trade unions play in staff relations and the efficient running of services. The Council is committed to developing productive working relationships and supporting employee representatives to enable them to carry out their duties effectively.





1.3	This document is issued as guidance to all managers and to employee and to trade union representatives for information, to facilitate and promote effective employee relations.  





2.	Purpose





2.1	The purpose of this guidance is to aid and improve effective discussions, consultations and negotiations between the Council and employees and their representatives. To achieve this the Council will ensure that:





employees are aware of and have access to the services and support the recognised trade union representatives provide





communication channels between the Council and employee representatives are effective at all levels





dialogue between the Council and employee representatives is based on mutual trust and respect





disputes are resolved as close as possible to the point at which they arise





it meets its legal obligations to recognised trade union representatives and individual employees as members of a trade union.





2.2	This guidance does not preclude employee or trade union representatives or members of trade unions from carrying out lawful organised official industrial action as defined by the Employment Relations Act 1999.





3.	Standards





3.1	Managers and employee or trade union representatives will:





	(  	be respectful and professional at all times





	( 	recognise roles and responsibilities





	( 	prepare for meetings for example by reading documents in advance 		and consulting stakeholders, to ensure they are productive





	( 	provide information in good time





	( 	take part fully in meetings and discussions





	( 	be respectful of an alternative view





	( 	provide explanation and reasons to support a view 





	( 	communicate clearly





	( 	work towards positive outcomes





	(	commit to resolving issues within Service Groups at the lowest level 			wherever possible





	( 	deal with issues speedily and effectively.





�
4.	Managers’ Role 





4.1	All managers have a key role to play in building and strengthening the goodwill and co�operation needed to foster positive and effective employee relations. 





4.2	Managers will ensure that:





(	arrangements are agreed with the recognised trade unions to facilitate the election and recognition of workplace employee representatives and that they keep an up-to-date record of representatives in their areas





(	recognised TU representatives are allowed reasonable paid time off to fulfil TU duties and for attendance at relevant trade union training courses for example for safety representatives 





(	recognised trade union representatives are allowed reasonable time off without pay  to take part in trade union activities and attend associated training events and seminars 





(	Employee Side representatives are allowed to meet for a maximum of 2 hours during work time before each regular meeting of  the Council and Employee Joint Committee.   The Employee Side representatives on the Committee will be compensated for the time spent at the meeting.  They shall be permitted to take time off in lieu at plain time rates (or shall be permitted to be paid at plain time rates if time off in lieu is not permitted) for the time spent in attending and travelling (up to one hour) to meetings of the CEJC.  Any representative who would normally have been working at the time a meeting is held should not be out-of-pocket because of their attendance





(	recognised trade union representatives are allowed reasonable access to office facilities for example telephones, internal mail and the use of named noticeboards





(	requests from trade union representatives (giving reasonable notice) to hold meetings with their members and conduct legitimate trade union ballots during working hours are properly considered





(	disputes are resolved using the agreed Council procedures, advice is sought  from  Group Personnel Managers and records are kept of any dispute hearing specifying the outcome





(	all collective agreements are properly implemented





(	recognised trade union representatives are encouraged to develop and maintain the necessary skills to promote good employee relations





(	effective employee information and communication systems are established which will help to maintain a healthy industrial and employee relations environment





(	employee and trade union representatives are consulted on changes to  collective agreements





(	employees and their representatives are consulted on matters which affect their employment with the Council and fall outside any collective agreements





(	information is provided that will allow for effective consultation





(	procedures are followed for dealing with grievances, discipline, reorganisation and redundancies and employee or trade union representatives are given reasonable time off to consult their members on collective or individual matters.





5.	Employee Representatives’ Role





5.1	Employee representatives will ensure that:





(	the Council is kept informed in writing of:





the names of all local recognised trade union and Employee Side representatives


the employment group represented


any changes in the status of a trade union official for example election to serve regionally or nationally


the names of any employee who stops being an official of the union


any other relevant information.





(	all relevant employees within their area of responsibility are consulted





(	issues are raised promptly and a resolution sought at a local level





(	responses to proposed changes are timely and in the best interest of employees and the organisation





(	reasonable requests for time off for recognised TU duties and activities are made in accordance with the agreed procedures 





(	representatives develop and maintain the necessary skills to promote good industrial and employee relations





(	procedures for dealing with disputes, grievances, discipline, reorganisation and redundancies are followed.





5.2	To support implementing this guidance the following information is under discussion with the Council’s Employee Side:





Legal requirements


Requesting time off


Approving time off 
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