
Breckland Council 

Facilities Agreement –  

January 2012 

1 of 16
 

 
 
 
 
 

Breckland Council 
 
 

January 2012 
 
 

Facilities Agreement 
 
 
 
 
 
 

Deleted: September 2006

Deleted: Final Version

Deleted: September 2006



Breckland Council 

Facilities Agreement –  

January 2012 

2 of 16
 

Contents Page 
 
 
Glossary of Terms......................................................................................................................5 
 
 
Section 1 ....................................................................................................................................9 

 
1.0 Introduction..................................................................................................................9 

 
 
Section 2 ..................................................................................................................................11 

 
2.0 Aims of the Agreement ..............................................................................................11 

 
 
Section 3 ..................................................................................................................................14 

 
3.0 Definitions ..................................................................................................................14 

 
 
Section 4 ..................................................................................................................................15 

 
4.0 Union Lay Officials.....................................................................................................15 

 
 
Section 5 ..................................................................................................................................19 

 
5.0 Recognised Time Off for Trade Union Activities .......................................................19 

 
 
Section 6 ..................................................................................................................................31 

 
6.0 UNISON Facilities......................................................................................................31 

 
 
Section 7 ..................................................................................................................................33 

 
7.0 General Conditions....................................................................................................33 

 
 
Section 8 ..................................................................................................................................35 

 
8.0 Application of the Agreement ....................................................................................35 

 

Deleted: 3

Deleted: 5

Deleted: 5

Deleted: 6

Deleted: 6

Deleted: 7

Deleted: 7

Deleted: 8

Deleted: 8

Deleted: 10

Deleted: 10

Deleted: 14

Deleted: 14

Deleted: 15

Deleted: 15

Deleted: 16

Deleted: 16

Deleted: Final Version

Deleted: September 2006



Breckland Council 

Facilities Agreement –  

January 2012 

3 of 16
 

Glossary of Terms 
 

Terminology Meaning within this document 
 

Authority Means Breckland Council. 
 

Contract of Employment Means a contract of service or apprenticeship. 
 

Employee Means an individual who has entered into, or works under (or, 
where the employment has ceased, worked under) a contract 
of employment. 
 
Employees of Breckland Council are also referred to as 
“Officers”. 
 

Employer In relation to an employee, means the authority by whom the 
employee is (or, where the employment has ceased, was) 
employed. 
 
For the purposes of this document, the Authority is Breckland 
Council. 
 

Member The term “Member” is usually referred to within Breckland 
Council as “an elected official of the council” – a Member.  
Also referred to as “Councillor”. 
 
Within this document, the term Member will refer to “an 
employee of Breckland Council who is a member of the union 
UNISON”. 
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Section 1 

1.0 Introduction 
1.1 For the purposes of clarity, UNISON is the only union recognised by Breckland 

Council for the purposes of collective bargaining and representation of all 
Breckland Council Employees (“Officers”). 

 
1.2 This Agreement is made to supplement the advice available to Employers and 

Trade Unions via legislation and the ACAS Code of Practice and recognises the 
importance of maintaining good industrial relations whilst at the same time 
ensuring no detriment to the work of Breckland Council and service to the 
public.  Nothing in this Agreement shall repeal the established statutory rights in 
employment law and relevant Codes of Practice. 

 
1.3 Breckland Council and UNISON agree to the provisions contained within this 

document on the clear understanding that both parties will maintain its spirit and 
intention. 

 
1.4 This document is valid for a period of five (5) years from date of signature.  The 

purpose of the validity period is to establish a point in time in which this 
document should be reviewed for completeness and fit for purpose. 

 

Deleted: Final Version

Deleted: September 2006



Breckland Council 

Facilities Agreement –  

January 2012 

6 of 16
 

Section 2 

2.0 Aims of the Agreement 
2.1 This Agreement is made for the purposes of Breckland Council and UNISON to 

regulate those occasions when time off and other facilities may be granted.  
The agreement is made with reference to Section 178(2) of the Trade Union 
and Labour Relations (Consolidation) Act 1992 (TULR(C)A). 

 
2.2 This Agreement recognises the requirements of the Safety Representatives and 

Safety Committees Regulations 1977, which are made under the Health and 
Safety at Work Act 1974 and further recognises the Management of Health and 
Safety at Work Regulations 1999. 

 
2.3 The general purpose of the statutory provisions on time off for Trade Union 

duties and activities is to aid and improve the conduct of industrial relations. 
 

2.4 This Agreement and its provisions are written with due regard to the ACAS 
Code of Practice and will cover UNISON members who are employees of 
Breckland Council. 

 
2.5 The agreement seeks to have proper regard to management, operational 

requirements and demands of the service provided by Breckland Council.  
Nothing in this agreement will prejudice, or put at risk, the service Breckland 
Council provides to the public, it’s elected Councillors or employed Officers. 

 
2.6 This agreement will facilitate the formalisation of a meeting between Breckland 

Council Human Resources department and UNISON on a monthly basis.  The.  
The meetings will be held to a formal agenda and be minuted.  The minutes of 
each meeting will be agreed before they are published.  Every third (quarterly) 
meeting will be attended by either the Breckland Council Chief Executive or a 
member of the Corporate Management Team, and the full time Regional Official 
of UNISON will be invited to attend. 

 
2.7 The agreement will seek to ensure all formal meetings with UNISON are 

recorded.  To this end, a formal Meeting Log is to be established and populated 
whenever such formal meetings occur, either with the HR department – or with 
any other department or management group.  Meetings between UNISON and 
any part of Breckland Council that are of a personal nature will NOT be 
recorded in the log.  
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Section 3 

3.0 Definitions 
3.1 Where the term “Authority” is used in this agreement, the reference is to 

Breckland Council. 
 
3.2 Where the term Lay Official is used, this refers to employees of Breckland 

Council who have been elected or appointed and accredited by UNISON and 
recognised by Breckland Council (refer to Section 4, paragraphs 4.1 to 4.5 
inclusive). 

 
3.3 Within this document, the term “With Pay” means the amount of salary or wage 

the Lay Official would have received had they been contracted to work during 
the period the time off was taken. 
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Section 4 

4.0 Union Lay Officials 
4.1 Number of Lay Officials 

Whereas it is recognised that UNISON Lay Officials have various 
responsibilities within UNISON guidelines, Breckland Council agrees to 
recognise six (6) lay officials for the purposes of collective bargaining and 
consultations.   

 
4.2 Breakdown of Shop Stewards 

Whereas Breckland Council would not seek to impose nominations on UNISON 
as to the identity and office of the lay officials, Breckland Council would seek re-
assurances that one official would be the “Branch Secretary” and at least one 
other to be the “Health & Safety representative. 
 
The UNISON lay officials to be recognised are as currently: 

 
4.2.1 Branch conveniencer ?– Zandra Waterford & Sandra Owen  
4.2.2 Health & Safety Officer – Dale Wilder 
4.2.3 Work Place Stewards – To be advised (TBA) 

 
4.3 Changes to UNISON Lay Officials 

UNISON agrees to inform the Human Resources Manager of any changes to 
the names and positions of the recognised lay officials within seven (7) days. 
 

4.4 UNISON Lay Officials – Allocated Time Off with Pay 
At the time of writing this agreement (January 2012), UNISON have xxxx 
members (Union members) out of a work force of xxx employees (xxx Full Time 
Equivalents – FTE’s).   
 
In determining an appropriate number of hours per week to enable the  lay 
officials to undertake recognised trade union activities, a maximum collective 
(inclusive of all lay officials) total of 8 hours is agreed. 
 
It is accepted by both parties that some weeks may exceed 8 hours, whereas 
other weeks will be less than 8 hours.  In establishing an 8-hour benchmark, 
UNISON agrees to record their activity for audit purposes and potential review 
of benchmark at regular intervals. 
 
It is also accepted by both parties that where exceptional circumstances and 
unforeseen situations arise and where it is necessary for UNISON to meet the 
terms of this agreement, UNISON will seek the approval from the Human 
Resources Manager and appropriate Director before committing to any 
recognised trade union activity significantly in excess of the benchmark 8 hours.   
 
Time off with pay for recognised trade union activity will be confined to the lay 
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officials nominated by UNISON as described in 4.2.1 to 4.2.4 inclusive. 
 

4.5 Notification of Appointment of Union Lay Officials 
Lay Officials will be appointed or elected in accordance with the rules of 
UNISON.  At the earliest opportunity, UNISON will notify the Human Resources 
Manager, in writing, the name(s) of the representatives appointed indicating the 
office held and area of representation.  UNISON will also advise the Human 
Resources Manager of any resignations and resultant proposed UNISON 
action. 
 
The Human Resources Manager will be responsible for notifying all relevant 
management within Breckland Council. 
 
Breckland Council reserves the right to rescind its recognition of an accredited 
lay Official, via the Human Resources Manager, after consultation with the 
Branch Secretary and/or Regional Officer, where the Lay Official concerned 
seriously or persistently violates the spirit of this agreement, the procedures 
agreed at local, regional or national level; or abuses the facilities offered by 
Breckland Council. 
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Section 5 

5.0 Recognised Time Off for Trade Union Activities 
5.1 Condition Related to Time Off for Trade Union Duties 

In considering time off for legitimate Union duties, Union Lay Officials must be 
understanding of Breckland Councils obligations in maintaining services to the 
Public, the elected Councillors and Officers of the Council.  To facilitate 
recognised Union Lay Officials to discharge their Industrial Relations and 
Health and Safety obligations the following conditions will apply: 

 
5.1.1 The Union Lay Official seeking time off must ensure that a request for 

time off is submitted to their appropriate line manager as far in advance 
as is reasonably possible in the circumstances. 

 
5.1.2 The Lay Official must indicate the nature of the business for which time 

off is required, the intended location of his/her business and the 
anticipated period of absence. 
 

5.1.3 The line manager and UNISON, in consultation with the Human 
Resources Manager, will seek to agree arrangements to cover the work 
of Lay Officials taking time off.  Breckland Council would appreciate 
recommendations from the Lay Official regarding proposed cover. 
 

5.2 Time Off for Conferences and Branch Committee Meetings 
Subject to the approval of the Human Resources Manager and the individual 
Lay Officials line manager, up to 2 delegates may be permitted to attend at 
UNISON National Delegate and Regional Conference with pay. 
 
Further, and subject to the approvals as described in the previous paragraph 
above, up to a maximum of 1 hours time off with pay will be granted to 
recognised Lay Officials for the purposes of attending Local Branch Committee 
meetings.  The number of such meetings in the course of any 12 month period 
to be agreed with the Human Resources Manager. 
 
Whereas the employer is not obliged to pay the employees for time off to 
undertake these activities, Breckland Council recognise the value such 
attendance may have in enhancing industrial relations. 
 

5.3 Time Off for Recognised Trade Union Activities with Pay 
Breckland Council will grant reasonable time off – with pay – for recognised Lay 
Officials under the guidance specified in Section 4, paragraph 4.4.  Examples of 
recognised activities are as follows.  It is accepted by both parties that such 
examples are listed for guidance only and the list is not exhaustive. 
 
5.3.1 Collective bargaining relating to: 
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1. Terms and conditions of employment, or the physical conditions in which 
employees are required to work.  Examples could include: 

 
- Pay 
- Hours of work 
- Holidays and holiday pay 
- Sick pay arrangements 
- Pensions (National collective bargaining – not local) 
- Equal opportunities 
- Notice periods 
- The working environment 

 
2. Engagement or non-engagement, or termination or suspension of 

employment or the duties of employment of one or more workers.  
Examples could include: 

 
- Redundancy and dismissal arrangements 
 

3. Allocation of work or the duties of employment as between employees or 
groups of employees.  Examples could include: 
 

- Flexible working practices 
- Job Grading & Job Evaluation 
 

4. Matters of discipline.  See the following examples: 
 

- Discipline procedures 
- Arrangements to accompany employees who are trade 

union members at formal internal disciplinary interviews. 
- Arrangements for appearing on behalf of employees as a 

witness before agreed outside bodies or industrial 
tribunals. 

 
5. Trade Union membership or non-membership. 
 
6. Facilities for Lay Officials of Trade Unions  

 
See Section 6 of this agreement. 

 
5.3.2 Consultations about matters that will enhance good industrial relations.  

Such matters could include: 
 

- Recruitment and selection policies 
- Human Resource planning 
- Vocational Training 
- Job Descriptions 
- Job Evaluation/Grading 
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5.3.3 Health and Safety activities relating to The HASAW Act 1974 (section 
2.5) provides for the appointment of safety representatives, with legal 
powers, from among members of recognised trade unions (UNISON). 
These officials, elected from among trade union members from the 
workplace, will represent the health and safety interests of employees in 
consultation with the employer.  Together, the safety representatives 
(UNISON and Council Officers) and the management of Breckland 
Council will develop and implement policies aimed at improving and 
maintaining the health and safety of employees at work. 
 

5.3.4  Health and safety representatives have the following roles/ rights: 

• The legal right to represent employees in discussions with the 
employer about health, safety or welfare.  

• To represent other employees in discussions with HSE or other 
enforcing authorities.  

• To investigate work place hazards as well as accidents and 
dangerous occurrences.  

• To collect and report accidents and occurrences of ill health. 
• To carry our regular inspections of the workplace, which may require 

relevant documentation to be inspected.  
• To organise and attend safety committees 
• To participate with their employers in attending any training that is 

necessary to maintain their knowledge and skills. 
 

5.4 Time Off for Trade Union Members – without Pay 
Breckland Council will consider requests from UNISON Members for time off 
without pay, subject to operational requirements of Breckland Council being 
met. 
 
Whereas Breckland Council accepts the right of all Union Members to pursue 
their union interests, the Council would reasonably expect for such Union 
Members to pursue those interests in their own time. 
 

5.5 Time Off for Training of Recognised Union Lay Officials 
 
Breckland Council Commitment 
The limit of six lay officials is to help both UNISON and Breckland Council 
establish improved industrial relations and facilitate a commitment from 
Breckland Council to support Union Shop Steward training parts 1 and 2, and 
Health & Safety training parts 1 & 2 for the nominated Health and Safety 
representative(s). 
 
To carry out their duties effectively it is recognised that Union Lay Officials 
should undergo training to gain skills and knowledge appropriate to their 
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training courses may be granted in accordance with the following conditions: 
 
5.5.1 Attendance at a recognised trade union training course will be 

dependent upon the approval of the Human Resources Manager after 
consultation with the appropriate line manager.  Approval will not be 
unreasonably withheld and is subject to the conditions detailed below: 
 
5.5.1.1 When the Trade Union have identified a need for training and 

accordingly wish for an accredited Lay Official to receive such 
training, nominations must be provided to the Head of Human 
Resources together with a justification, copy of the course 
syllabus or prospectus indicating the course duration, and 
location.   
 
Agreement to attend Trade Union recognised courses will not 
be unreasonably withheld, given that such courses would 
normally be limited to those relating to collective bargaining 
and health and safety. 
 

5.5.1.2 Notice in writing, where reasonably practicable or at least one 
month in advance, must be given that the request may be 
processed and operational arrangements made. 
 

5.5.1.3 Payment of course fees, travelling and subsistence allowances 
will be the responsibility of UNISON. 
 

5.5.1.4 Attendance at training courses will be subject to a limit of six 
days per recognised Lay Official in any rolling 12-month 
period.  In exceptional circumstances and where a special 
need may arise, applications for attendance at courses which 
exceed this limit will be considered by the Human Resources 
Manager and paid Official of UNISON (e.g.  a TUC Shop 
Stewards Stage 1 course which is 10 days in duration). 
 

5.5.1.5 Time off for Lay Official training is not included in the time 
allocation of 8 hours (see Section 4, paragraph 4.4). 
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Section 6 

6.0 UNISON Facilities 
6.1 Provision of Facilities 

The following facilities will be provided by the Breckland Council for use by 
recognised Lay Officials of UNISON where in the opinion of the Human 
Resources Manager, such facilities are appropriate 
 
To date, the facilities have been provided free of charge.  However, Breckland 
Council reserve the right to charge UNISON for the use of the facilities provided 
after due consultation and appropriate notice. 
 
In the spirit of this agreement, Breckland Council will continue to provide the 
facilities to UNISON: 
 
6.1.1 Access to a telephone. 

 
6.1.2 Use of internal mail services. 

 
6.1.3 Use of E-mail and Intranet services, subject to compliance with 

Breckland Council policies.   
 

6.1.4 Fixed and suitable accommodation for meetings and interviews with 
Union members where appropriate, and where the volume of the Lay 
Officials work justifies it. 
 

6.1.5 Use of IT, reprographic and storage facilities on the understanding that 
should capacity become an issue, priority will be given to Breckland 
Council requirements. 
 

6.1.6 Use of notice boards at Breckland Council premises.  
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Section 7 

7.0 General Conditions 
7.1 Appropriate legislation governs the rights to facilities and time off arrangement, 

together with the means of redress if difficulties arise.  Problems relating to 
granting of facilities and time off for Lay Officials shall initially be discussed 
between the Branch Secretary of UNISON and the Human Resources 
Manager.  Where matters cannot be resolved, these will be pursued through 
the Grievance Procedure.  Collective difficulties and matters of principle shall 
be referred to the full time official of UNISON. 
 

7.2 Where, in the opinion of the Human Resources Manager the provision of 
facilities, as listed in Section 6, are used to the detriment of Breckland Council, 
or the use of such facilities breach Breckland Council policy, such use of 
facilities will be suspended pending appropriate consultations with full time 
officials of the union.  The Human Resources Manager and the Branch 
Secretary of UNISON will seek to resolve any issues before suspension is 
considered. 
 

7.3 Lay Officials and Union Members shall not prolong the time they are absent 
from work on Trade Union duties or activities, or abuse the facilities where 
provided. 
 

7.4 Questions of interpretation arising from this agreement should be referred to in 
the first instance to the Human Resources Manager and the Branch Secretary 
of UNISON. 
 

Formatted: Highlight

Deleted: Head of 

Deleted: Head of 

Deleted: Head of 

Deleted: Head of 

Deleted: Final Version

Deleted: September 2006



Breckland Council 

Facilities Agreement –  

January 2012 

16 of 16
 

Section 8 

8.0 Application of the Agreement 
8.1 This agreement is valid for a period of five (5) years from date of signature.  

The purpose of the validity period is to establish a point in time in which this 
document should be reviewed for completeness and fit for purpose. 
 

8.2 The Agreement may be terminated, by either side, giving three months notice in 
writing. 
 

8.3 This Agreement will operate from xxxxxxxx and will jointly be monitored and 
reviewed by both parties.  Such review will be an agenda item for each 
UNISON/Human Resources meeting (See Section 2 paragraph 2.6). 

 
 
 
This agreement was ratified by the Breckland Council Local Joint Consultative Committee 
(LJCC) on xxxxxxxx. 
 
 
 
 
 
Signed:…………………………………………………Date:………………………………………….. 
 
Chief Executive - Breckland Council 
 
 
 
 
Signed:………………………………………………….Date:…………………………………………. 
 
UNISON  
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