Annex 2 – Time off for representatives

1. Scope and background

This Annex to the Union Recognition Agreement for Fujitsu Services Manchester sets out how the Company will allow reasonable time off for UNITE representatives to adequately represent the employees covered by the agreement, at least to the standard set out in the ACAS Code of Practice “Time off for trade union duties and activities”.

The amount of time required collectively and by individual representatives will fluctuate over time and is heavily dependent on the scale and timetable of issues being addressed and on the number and capability of representatives available.

This agreement aims to ensure adequate time for effective representation while balancing the following:

· Controlling overall cost

· Efficiency of the work of representatives in both their normal jobs and in their representative functions
· Ease of management

· Minimising disruption to the business

All these objectives are best met when individual representatives and their managers can agree mutually convenient arrangements and demonstrate flexibility in both directions.  This Annex is intended to support that approach, rather than be restrictive.
Managers and HR can help by providing the maximum possible advance warning when issues arise or meetings are required, and by agreeing mutually convenient dates and times for meetings wherever possible.

The Company and UNITE will work together with the aim of dealing with issues in the most efficient way and avoid generating unnecessary workload.

2. Representatives

UNITE will inform the Company following the selection of its Workplace, Health & Safety, Learning, Equality and Environment Representatives and Deputies.  The Company does not currently provide time off for Equality or Environmental Representatives.  Health & Safety Representatives’ time off is covered by separate regulations and a separate Code of Practice and is not included in the limits set out in this agreement.

The greater the number of representatives, the easier it is for work to be shared.  It is therefore agreed that there will be no limit on the number of Representatives and Deputies, other than the limits on the total time off specified in this Annex.
Representatives are expected to undertake appropriate training for their role and to deal effectively with issues affecting employees.  Representatives will often require time for preparation, for meetings with relevant employees, for meetings with company representatives, and for reporting back.

Representatives act under the direction of the members in line with legislation, the union’s rulebook and the agreements reached with the Company.  If the Company believes that any Representative is making inappropriate use of time off and this cannot be informally resolved directly with the individual, this will be raised with the union, in line with section 6.7 of the Recognition Agreement.  UNITE shall be responsible for ensuring that time is used appropriately by its accredited representatives.

In line with section 6.3 of the Recognition Agreement, Representatives will be given reasonable paid time off for trade union activities, as well as duties.
3. Limits on the amount of time off for representatives
In order to allow both flexibility on time off and some element of control it is agreed that there should be an annual maximum total time off for all UNITE’s Manchester Workplace and Learning Representatives.  This is set at 5 employee years, i.e. 9,650 hours per year, to include all time off for union training, duties and activities.  No more than 15% of this may be used for union activities which are not primarily Fujitsu or industry related.
Over the year we expect that the maximum time off (including all union, Fujitsu Voice, public duties other than jury service etc) for any individual Representative should average no more than 3 days per week but in most cases the figure will be considerably lower.
4. Use of Resources Outside the Bargaining Unit
To maximise flexibility and ease the pressure on particular individuals or teams, UNITE may allocate some of their allocated time to Representatives outside the Manchester Bargaining Unit, to carry out tasks or deal with issues which affect employees both inside and outside the scope of the Manchester Recognition Agreement.  It is understood that to enable reps to do so, training may be required.
To use this facility, UNITE will propose to the Company in advance:

· The name(s) of the Representatives outside the bargaining unit

· The tasks or issues it is proposed that they deal with

· An estimate of the time (timing and cumulative total) this is expected to take

The Company will agree the arrangements with UNITE.  Such agreement will not be unreasonably withheld.

When using time allocated for the Manchester Bargaining Unit under this agreement, Representatives from areas of the Company where UNITE is not a recognised trade union would formally be acting on behalf of the bargaining unit.  Similarly, they would be accountable to UNITE in the bargaining unit while acting in that capacity.
5. Exceptions to the limits
In calculating these limits, the following will not be counted:

· any unpaid additional hours on union duties and activities

· time a Representative agrees with their manager when they would otherwise “be without work to do” (as defined in Annex 1) including being “on the bench”.  This should not interfere with seeking work, training and other work tasks employees are reasonably expected to carry out.
· time travelling to meet with Company representatives at locations other than Manchester

· time “made up” or taken as Time Off In Lieu (TOIL)

· a reasonable amount of time to monitor and manage the use of time under this agreement

The Company may initiate exceptional projects (e.g. a major redundancy or TUPE consultation), or initiate a number of smaller activities which between them require significant additional involvement of UNITE reps and hence additional facility time.  This additional time will be agreed between the Company and UNITE at an early stage and the additional time will be recorded against specific time codes.
6. Recording of time off for representatives
In order to allow UNITE to manage the use of the facility time allowance, the Company will ensure that all Representatives have access to a single system to record their time in accordance with sections 6.10 and 6.11 of the Recognition Agreement.
The Company has not established a system for centrally accounting for time, but will quickly resolve any difficulties this creates for Representatives or their managers.  This issue will be jointly reviewed at the end of the 2011-12 financial year.
One Project Code will be used for recording all time off covered by this Annex.  UNITE will set up appropriate Task Codes beneath this to allow the operation and monitoring of this Annex.

The Company will provide facilities, and where necessary training, to allow designated UNITE Representatives to set up Task Codes, control who can book to them and to generate reports on time off for the purpose of monitoring and managing the use of facility time and adherence to the limits.

7. Requesting and authorising time off for representatives
It is the responsibility of individual Representatives and their managers to agree a method of requesting and agreeing time off.  Four alternative approaches have generally been found to work in different circumstances:

a) Specific requests

The Representative makes a request for time off for each specific date, time and duration.  The manager considers and, where appropriate, authorises each request.
This is likely to be suitable where a Representative rarely requires time off, so the number of requests will be small, and where the manager would need to take specific action as a result of authorising the time, such as arranging cover or ensuring other people are not off at the same time.  In other situations the overhead of managing time in this way is likely to be disproportionate.

b) Requests for blocks of time

The Representative and manager agree an average amount of time the Representative will require.  The Representative requests that time off as a number of blocks (e.g. half days).  The manager considers and, where appropriate, authorises each block.
This is likely to be suitable where a Representative needs a significant amount of time off, so specific requests would be unmanageable, but where the manager would need to take specific action as a result of authorising the time, such as arranging cover or ensuring other people are not off at the same time.

This approach works best if the manager and Representative feel comfortable in being flexible with each other, for example changing the agreed blocks at relatively short notice as a result of changing business pressures or unexpected issues or appointments involving the Representative.

c) Regular pattern of time

The Representative and manager agree to time off on a regular pattern (e.g. a certain day each week).
This is likely to be suitable where a Representative needs a significant amount of time off, so specific requests would be unmanageable, where the manager would need to take specific action as a result of authorising the time, such as arranging cover or ensuring other people are not off at the same time, and where the Representative is able to control their Representative workload to a high degree, rather than being involved in meetings organised by other people.

This approach works best if the manager and Representative feel comfortable in being flexible with each other, for example changing the pattern at relatively short notice as a result of changing business pressures or unexpected issues or appointments involving the Representative.

d) Managing own time

The Representative manages their own time, and takes responsibility for raising the issue with their manager if it becomes hard to reconcile conflicting work and Representative responsibilities.  The manager monitors the overall time taken after the event, and raises any concerns with the Representative.
This approach works best where the manager does not need to take specific action as a result of authorising the time, such as arranging cover or ensuring other people are not off at the same time.

Representatives should seek to maximise the notice given for any requests for time off and seek to arrange their representative duties to minimise impact on the business.

Managers should respond promptly to requests for time off with a clear approval or refusal.  Requests should be given at least equivalent priority to other requests e.g. Annual Leave.  Managers should not unreasonably refuse a request for time off.  If a manager thinks they may need to refuse a request, they may wish to discuss alternative arrangements with the Representative.  If a request is refused, e.g. for business reasons, the manager should give the Representative the reason.
Only in exceptional circumstances should authorisation for time off be withdrawn after having been given, as this is highly disruptive to the efficient organisation of work and may waste time and money as a result of the impact on other Representatives, managers, HR or externally.
Managers must ensure that the non-union workload of Representatives is proportionally reduced so that their targets remain realistic and achievable, and they are not under pressure to work additional hours to make up for time spent on representative functions.
8. Employees
Employees are allowed reasonable paid time off in work time to:

· participate in learning and events and to access their Learning Representatives

· meet their representatives to discuss matters affecting them personally

· attend UNITE members’ meetings

Time for employees who are not UNITE representatives does not count towards the limits set out in this agreement.
9. Relationship to the Company’s Time Off For Public and Employee Relations Duties Policy
This Annex replaces the “Employee Relations” section of the Company’s policy for those it covers.
10. Dispute Resolution
In the event of any disagreement or dispute on the interpretation or implementation of this agreement which cannot be directly resolved between the Representative and their manager, the following steps to achieve resolution will apply:

a) Informal discussions between appropriate Company and UNITE Representatives

b) Use of the “Collective Issues” procedure in section 10 of the Recognition Agreement
11. Implementation

Once this Annex is agreed, the following steps will be taken in order:

1. The senior rep, who is currently full-time, and his manager will agree a plan for a gradual phased reduction in facility time and a resumption of suitable CSA work.  The plan will include objectives, a personal development plan, suitable training and support, and a timetable for a phased reduction in facility time.

2. The senior rep starts a phased reduction in facility time according to the plan within one month of the effective date of this annex. 
3. The senior rep completes the phased reduction in facility time within 6 months of the commencement of the phased reduction.  The planned training etc may or may not be complete by this time.

4. Any other reps exceeding the limits in this agreement agree plans with their managers for phased reductions in facility time.
5. Any other reps exceeding the limits in this agreement begin their phased reductions in facility time.

6. Any other reps exceeding the limits in this agreement complete their phased reductions in facility time.

For a twelve month period from starting the phased reduction in facility time, the Senior Representative will have an “NS” PAC rating and will not be subject to disciplinary procedures in connection with skills or performance capability issues in the new role.
For a twelve month period from starting the phased reduction in facility time, if the senior rep is in scope of a job reduction situation, standard selection criteria cannot be applied.
12. Review

This Annex will be jointly reviewed twelve months after the phased reduction in facility time for the Senior Representative has begun.
