Annex 2: Guidelines for reps’ duties

The following are intended as "guidelines", and not a set of rules or formal facilities agreement between Fujitsu and the union.  The scale and timetable of the issues being dealt with are the key factors in dictating reps workload.
· All reps should attend a reps stage 1 course as soon as possible after election

· Reps should attend a reps stage 2 course about a year later

· Reps should attend occasional training on specific issues, relevant legislation changes, or special courses aimed at the IT sector for example.  These would not normally exceed 7 days for a rep in a year

· Reps should attend the weekly reps meetings, which normally last 1 hour

· Reasonable time depends on the scale of the issues being tackled, and the number of reps available

· In the absence of any particular responsibilities, reps also need an average of about 3 hours a week to keep up to date with correspondence, communicate with members etc.  This can often be fitted around other work to minimise disruption, depending on the normal work of the rep.

· Where reps are dealing with particular issues, disciplinaries, grievances etc, they need time to prepare as well as to attend any meetings, write up notes etc.  This part of a reps duties fluctuates most.  Managers and HR should give reps as much warning as possible of impending issues/announcements etc.  Reps should discuss with their managers as soon as possible when they realise that there will be increased demands on their time, to minimise disruption to work.

· On average, a rep takes a total of about half a day a week for union duties, in "normal" times.  It's sensible to think of this as "aggregated" - e.g. if only half the reps are available, double the time per week for those who are.  Similarly, delays in getting new reps trained increase the workload on others.

· Senior reps average about 1.5 days per week for union duties, in "normal" times

· Employees who are reps sometimes coincidentally have other duties (e.g. workstation assessor, H&S rep, UKCF rep, FSCF rep, official trade union activities) - these duties are totally separate from rep duties, and are not considered here.

· The company and the union will agree mechanisms to track the time spent and what it is for

· The company and the union will agree a timescale to analyse the use of time and reduce the workload using a “Sense and Respond” approach
· Everyone will try to improve the predictability of time requirements on the basis of the analysis.  For example, identifying time required for “normal” activities and extra time for defined tasks.
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