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1. Introduction 

2. Purpose 
2.1 The purpose of this agreement is to define trade union recognition, partnership working and the framework for collective negotiation and consultation within NHS Brent. 

2.2 Management and the trade unions / professional organisations (hereafter referred to as staff organisations) share a common aim of seeking to:

· ensure the delivery and development of high quality and efficient delivery of health care services 

· enhance effective communication with all staff throughout the organisation

· achieve greater participation and involvement of all members of staff on the issues faced in running and developing the organisation

· work towards the development of a caring, performance culture

· work in partnership for the benefit of patients and employees.  

· To set annual objectives jointly, to be agreed by management and staffside to reflect actions relating to national and local initiatives.

2.3 The parties to the agreement recognise the importance of, and their joint responsibilities for, creating and maintaining excellent employee relations to achieve these ends.  In support of this, NHS Brent’s Partnership Agreement Framework is attached appendix A.

Recognised organisations for the purpose of the agreement are set out in         appendix B.  

3. Scope

3.1 This document is applicable to all staff employed by NHS Brent  

4. Principals 
4.1 The staff organisations recognise management’s responsibility to plan organise and manage the activities of NHS Brent  according to the objectives set by NHS Brent .

4.2 NHS Brent recognises the staff organisations’ responsibility to represent the interests of their members and to work for improved conditions of employment and work, according to the unions’ policies.

4.3 All parties recognise the importance of good employee relations and the     efficient management of resources in achieving these objectives.

4.4 The staff organisations recognise that management has a responsibility to keep employees directly informed on matters concerning the activities of NHS Brent , but this does not negate the requirement under this agreement to negotiate and consult through the recognised machinery on matters covered by this agreement. 

4.5 NHS Brent  and the staff organisations recognise their interdependence and agree that matters affecting their interests shall be considered jointly by consultation, by information or by negotiation as appropriate.

4.6 Both sides agree that their pursuit of this common objective under this recognition agreement shall be by:

· negotiation – for the purpose of reaching agreement and resolving amicably issues between them. 

· consultation – the exchange of views.  Attention should be drawn to the general principles outlined in recommendations 46 and 47 in Chapter 11 of Lord McCarthy’s report ‘Making Whitley Work’. 

“It should be accepted that the mere passage of information is not consultation.  Consultation involves an opportunity to influence decisions and their application.  It is best conducted when some attention has been given to alternatives, but they have not taken their final form”.
· information – keeping each side fully informed of all relevant matters.

5. Recognition of staff organisations 

5.1 The parties acknowledge the right of individual employees to join or not to join a staff organisation.  NHS Brent  acknowledges the right of recognised staff organisations to represent the interests of their members employed within NHS Brent  both individually and collectively. Staff are encouraged to join an appropriate recognised staff organisation as representative unions are to the mutual benefit of employees and the organisation. 

5.2 For the purposes of this agreement, recognised staff organisations will be those listed in appendix B, having members employed by NHS Brent .  This list will be periodically reviewed by NHS Brent .
5.3 NHS Brent  will only consult and negotiate with those staff organisations recognised by this agreement.  NHS Brent  will not extend recognition to any other organisation for staff employed within NHS Brent  without prior consultation with the recognised staff organisations. This does not preclude the canvassing of views of all staff by Staff Representatives of either management or staff side.  Where there is the intention to consult with all staff, communication will, in the first instance, be with the staff side.
5.4 The recognised staff organisations agree to resolve any problem occurring within or between them which do not directly involve NHS Brent  without any actions or constraints being placed upon NHS Brent  or the provision of its services.  NHS Brent  agrees not to become involved in inter-staff organisation issues as long as there are no consequences for NHS Brent  or the provision of its services.

5.5 Any staff organisations which request recognition in the future will be considered as per review referred to under point 3.2.
6.
Accreditation of staff representatives 
6.1 NHS Brent  agrees to recognise Staff Representatives accredited by the staff organisations.
6.2 The staff organisations shall establish with NHS Brent  the number of Staff Representatives having regard to the: national rules of the union concerned; size of its membership within NHS Brent ; number and location of staff groups for which each representative will be available; number and location of existing accredited staff representatives.

 6.3 The election of Staff Representatives and officials shall be determined by the unions.

6.4 The names of representatives, their function and term of office will be notified promptly and officially in writing to the Director of Human Resources & Organisational Development.  The staff organisations agree to notify NHS Brent  of changes of Staff Representatives or officials.  On receipt of such details, or amendments to previously notified details of accreditation, NHS Brent  will notify the representative’s department.

6.5 Staff Representatives shall be substantive employees of NHS Brent .

6.6 The staff organisations shall provide Staff Representatives with written credentials stating the period of office of the representative and which staff group(s) he or she represents.

6.7 Any concerns NHS Brent  may have with regard to the accreditation of a representative or the conduct of an accredited representative will be discussed with a full-time officer and the local 
branch secretary of the staff organisation.  NHS Brent  reserves the right to withdraw accreditation where it considers a staff representative is in consistent breach of this agreement following consultation with the full time officer and branch secretary.  The reasons for such action will be given in writing to the representative and staff organisation.

6.8 Management of the Trust are also required to comply with the agreement.  Failure to do so may result in action being taken in accordance with NHS Brent  Disciplinary procedures.

6.9 No accredited representative shall be dismissed or disciplined until all reasonable 
attempts have been made to discuss the circumstances with the full time officer and local branch secretary of the staff organisation. These officers will also be informed of the intention 
to suspend a recognised representative from duty.  

6.10 Accreditation will automatically cease for an individual:

· on leaving employment at NHS Brent 
· on ceasing to be a member of the staff organisation concerned

· on ceasing to be a formal representative of the staff side organisation concerned

6.11 Action taken by staff Representatives in the proper performance of their trade union duties in accordance with this agreement shall not in any way affect their employment or career development with NHS Brent .

6.12 Elections - NHS Brent  will provide facilities on site for the election of branch and national staff 
Representatives during working hours subject to the requirements of the service.  Elections 
will be expected to take place at such times that will cause the least disruption to the 
service.

7 Duties of Staff Representatives 

7.1 NHS Brent  and staff organisations recognise that the employee relations functions of Staff Representatives are important in addition to their duties as employees of NHS Brent .  Action taken by Staff Representatives in pursuance of their duties under this agreement, shall not in any way affect their employment with NHS Brent .  For the purposes of this agreement, the functions of accredited Staff Representatives are to:

· represent the interests of members of their staff organisations

· undertake employee relations duties, to be consulted and to negotiate, within the policies of the staff organisation

· sit, where elected or nominated, as a staff side member on joint negotiation and consultation committees in accordance with the constitution of such bodies

· communicate with management, other Staff Representatives or full time officers on matters covered by this agreement

· represent individual members in grievance and disciplinary matters in accordance with the relevant procedure

· seek, with management, to ensure that agreements are observed and differences are settled as speedily as possible

· participate in activities relevant to NHS Brent /NHS within their own staff organisation structure

· participate as learning representatives

· participate as health and safety representatives

· work in partnership with national and local issues.

7.2 An accredited representative will not under normal circumstances:

leave their place of work on trade union duties before obtaining permission from their manager and indicating the expected time of return.  Subject to the need of the service, permission for such absence should not be unreasonably withheld.

enter another department on trade union business without first making contact with the responsible manager or supervisor.

In such circumstances staff representatives are to give a brief reason, bearing in mind the need for confidentiality of the member that they are meeting or the issue the meeting is relating to.

Managers are to seek advice from the Directorate of Human Resources and Organisational Development if further clarification is required.

8. Time off for staff representatives

8.1 Staff Side Co-ordinators (Chair and Secretary) - the Staff Side will receive a combined facility time allocation equivalent to 1 wte posts (subject to further consideration by Joint Staff Consultative Committee (JNCC)).  Allocation of this time will be for the determination of the respective staff sides and may be shared between a vice chair if deemed appropriate by staff side representatives.  

8.2 Staff Representatives will be entitled to reasonable time off to carry out their employee relations duties and trade union activities subject to the prior agreement of management.

8.3 The amount and frequency of time off granted by management in response to requests will have regard to levels as outlined below, and the need to maintain an efficient and effective service for patients.  Work place meetings will be expected to take place at such times which will cause the least disruption to the service.

8.4 All requests for time off must be made by accredited Staff Representatives in writing on the approved form (see appendix E).  As much prior notice as possible (normally at least one week) must be given to the relevant line manager indicating the date, purpose, location, time and duration required for the duty or activity.  It is recognised that the required notice will not always be possible, for example where urgent ad-hoc meetings are called.  

8.5 Where time off with pay is appropriate (see below) the pay will be calculated as if the employee had worked their normal hours for the period, i.e. night shift and on call/stand by payments will be included.  Time off in lieu may be payable where time off is granted in excess of normal hours.  Overtime may be available where management request an ad hoc meeting.  The agreed arrangements in each particular case should be noted on the form.

8.6 Where night duty workers attend meetings during the day, special arrangements will be necessary and managers should ensure the representative is not required to work outside the working time regulations, and where appropriate received adequate compensatory rest.

8.7 Cover for representatives, will not automatically be provided as it is expected that adequate notice will be provided for managers to plan appropriate cover locally from within their staffing establishment.  In order to help support this efforts will be made to involve Staff Representatives in planning dates for hearings, meetings, etc to enable timely handling of situations whilst attempting to plan around representatives’ work commitments.    

8.8 For Employee relations duties/activities time out will be defined primarily as agreed block time out.  Those requiring such time out will enter into discussions between management and staffside to reach agreement on time out as defined under 8.11.
Those requesting time out as ad hoc requests will be considered under section 8.14.
8.9 Time off with pay will be granted in accordance with the provisions of this agreement to enable accredited Staff Representatives to undertake duties concerned with matters of joint concern between NHS Brent  and the staff organisations.  These include:

· terms and conditions of employment or physical conditions in which they are required to work

· termination or suspension or one or more employees

· allocation or work, for example job grading and work practices

· matters of discipline

· staff organisation membership, for example the induction of new employees

· meetings with management for the purposes of negotiation, consultation and other procedures

· matters relating to learning representatives

· matters relating to health and safety representatives

8.10 Time off with pay will also be granted to prepare for negotiations, to inform members of progress, to explain outcomes and to prepare for meetings where the representative is representing an individual member, for example, in disciplinary hearings.

8.11 Individual staff organisations will be permitted the following time off with pay:

a proportionate allowance based on the level and diversity of membership of each staff organisation (i.e. based on the number and type of distinct staff groups within one staff organisation)






or

a further allocation will be allocated by the Directorate of Human Resources & Organisational Development in consultation with the full time officer of the relevant staff organisation, in order to facilitate the progress of consultation on specific issues.  The amount of time off will be dependent upon the issue

The total time off may be split between a number of Staff Representatives. The allowances will not be interpreted rigidly on a weekly basis.  In general, the total amount granted should be reconciled with these allowances on a quarterly basis.

· The time-out will be based on a reflection of the last 12 months activity.

8.12 Where there is an acknowledged heavy commitment of staff representative time, e.g. for negotiation, additional time off may be allocated at the discretion of Directorate of Human Resources & Organisational Development in consultation with the full time officer of the relevant staff organisation.

8.13 Staff organisations will notify the Director of Human Resources & Organisational Development, on an annual basis, of those Staff Representatives who have been appointed to national/regional committees.  The Director of Human Resources & Organisational Development, in consultation with the relevant line manager, will agree reasonable additional time off with pay for these duties.

8.14
Staff requesting time out as ad hoc requests will be required to fill out the form in Appendix E.
8.15 Accredited staff representatives may be granted reasonable time off without pay to participate in trade union activities not directly relevant to the business of NHS Brent , including:

· branch area or regional meetings to discuss union business which is not directly relevant to NHS Brent 
· meetings with full time officials to discuss issues which are not directly relevant to the workplace

8.16 NHS Brent  will grant time off with pay but not expenses (except where agreed in exceptional circumstances), for a maximum of two Staff Representatives of each recognised staff organisation to attend the annual conferences of their organisation.  In exceptional circumstances this number may be extended by prior agreement with the Director of Human Resources & Organisational Development.  

8.17 All requests for such time off must be made at least one month prior to the start of the conference in writing on the approved form (see appendix E).

8.18 NHS Brent  will grant time off with pay, but not expenses for accredited Staff Representatives to undertake necessary training approved by the TUC or the relevant staff organisation which may include:

· initial basic training in negotiating and representational skills

· training concerned with employee relations 

· health and safety courses

· learning representative courses

All requests for such time off must be made in writing on the approved form (see appendix E) as soon as is reasonably practicable prior, ideally at least a month, to the start of the conference including details of the purpose of the course.

8.18 Expenses may be claimed from the professional body or trade union. Please refer to their policies for the specific organisation on claiming expenses for further information.

8.19 Employees may wish to use NHS Brent  study leave policy when applying for courses or conferences.

9. Facilities for staff representatives
9.1 Management will seek to ensure that staff organisations have suitable facilities from which to conduct their business. Staff representatives may use the internal post system and will have access to telephone, lockable cabinets, photocopying, word-processing, and email facilities.  Staff organisations will be expected to share facilities where appropriate.  Any concerns about access to facilities or the cost to NHS Brent  from their use, should be raised in the first instance with the Director of Human Resources & Organisational Development.

9.2 Notice boards will be provided for staff organisations as the main means of exhibiting notices to staff on PCT premises. In addition, use of NHS Brent ’s intranet message board is encouraged in order to extend communication with staff. Notices will clearly show which organisation has posted the notice. In exceptional circumstances management may challenge the propriety of any notice exhibited by a staff organisation and on giving reasons, may secure its withdrawal.  

10.  Joint negotiation and consultation

10.1 Terms of reference

10.1.1
The group responsible for consultation shall be known as the Joint Staff Consultative Committee (JNCC).

10.1. 2 The JNCC is intended by the parties to fulfil the expectations of Section 26 under Agenda fro Change and to operate within the general principles set out.
10. 1.3 The functions and scope of the Joint Staff Consultative Committee are to establish and maintain regular methods of negotiation and consultation between NHS Brent  and its employees so as to maintain and improve employee relations.  In particular, NHS Brent  will consult the unions on:

· the strategic planning of NHS Brent  including the allocation of resources which have staffing implications;

· PCT wide operational decisions, especially those likely to affect the job prospects or job security of particular groups or occupations;

· measures affecting the immediate job environment, health, safety and welfare of NHS Brent ’s employees, and related policies and procedures.

10.1.4
The JNCC will not normally be involved with the following:

· changes affecting only one group of staff or one staff organisation where the change does not have wider implications (these would be consulted/negotiated at a local level with the union(s) directly involved).

· day to day and operational issues should be dealt with as close as possible to the point where issues arise (i.e. by managers and Staff Representatives at a local level).  Issues which are not resolved at this level will be handled through the grievance or other appropriate procedure; if they are outside the terms of reference and are of wide significance, they may be handled by the JNCC.

10 1.5
 In matters of any doubt as to whether items are appropriate for reference to JNCC, the issue should be discussed and agreed between staff and management side secretaries.  Any situations where NHS Brent  has acted in breach of it’s own policies and procedures may also be raised in this manner.

10.1.6
 Decisions of the JNCC will be by agreement between the parties.  Agreements made by the committee are subject to formal approval by NHS Brent  board. 

10.1.2
Membership 

10.2.1
The membership of the Committee shall be as follows:

Staff side: the staff side shall have eight seats on the JNCC; the distribution of these seats amongst the recognised unions will be agreed by the relevant unions. 

Management side:
up to five management (including the chief executive and the Director of Human Resources & Organisational Development)

10.2.2 Members of the JNCC must be employees of NHS Brent .  If a member ceases to be a PCT employee or member of the union they represent, they will immediately cease to be a member of the committee.

10 2.3
If a member of the JNCC is unable to attend a meeting, he/she may appoint a substitute to attend in his/her place.

Either side may, with the agreement of the other, invite non-members to attend a meeting of the committee to contribute to its discussions, to provide specialist advice, or for training purposes. 

Full-time officers may attend for all or part of a meeting in an advisory capacity.

Each side will appoint its own chair and secretary from amongst its Staff Representatives – they will act as joint chair/secretaries to the committee.

10.3
Conduct of meetings

10.3.1 An annual programme of dates shall be jointly agreed in advance with a   minimum of 10 meetings shall be held each year.  

10.3.2 Either side may request a special meeting of the JNCC to discuss business which cannot wait until the next ordinary meeting.  The meeting must be held within five working days of receipt of the request for it by the other side.  Only the business for which the meeting was requested may be discussed. 

10.3.2 The chair of the JNCC shall rotate each meeting between the management side and the staff side chair. If the management or staff side Chairperson is absent but due to chair the meeting, then the other chair will preside at that meeting.

10.3.3
A quorum shall consist of three management side members and three staff side members. No business shall be formally transacted in the absence of a quorum and with at least two trade unions or professional bodies represented.

10.3.4
The secretaries shall agree the agenda for each meeting and shall act as the channel of communication for administrative purposes.  The management side secretary shall provide secretarial support for joint meetings including the production of minutes, distribution of agendas and other relevant documents. Agendas and other relevant documents shall be distributed to members at least one week before the date of the joint meeting.  Urgent items, not on the agenda, may be tabled and discussed at the discretion of the chairperson who will seek the views of the meeting.

10.3.5 The agenda will be sent out 14 days (calendar) in advance of the next JNCC, in accordance with the calendar of meetings.

10.3.6 The staffside chair (or representative) will communicate with the Director of Human Resources & Organisational Development (or representative) at least 7 (calendar) days prior to the JNCC to finalise the agenda.

10.3.7 The decisions of the JNCC or a sub-committee shall be by agreement between the two sides.  The decision of any sub-committee shall require the approval of the JNCC.  The joint secretaries shall agree the minutes subject to approval at the next meeting and they shall deal with matters, as appropriate between meetings as mandated by their group.

10.4  Amendment of Constitution

10.4.1 The constitution of the JNCC may be varied at any meeting provided that notice of the terms of the proposed amendment has been circulated to each member of the committee at least 28 days before the meeting.  

10.4.2 No amendment shall take effect until it has been approved by the JNCC and NHS Brent  board.

10.5 Sub-Groups

10.5 .1 Relevant sub-groups will be convened, as appropriate, to undertake detailed work relating to terms and conditions of service or issues relating to particular occupational groups.   

10.5.2
 The sub-groups will meet as frequently as necessary to negotiate issues delegated to it. The sub-groups will comprise PCT managers and Staff Representatives of staff organisations nominated by the JNCC.  Decisions taken by the sub-groups must always be ratified by the full JNCC prior to implementation.

10. 6
Disclosure of information 
10.6.1 NHS Brent  accepts the general duty placed on it by the Trade Union and Labour Relations (Consolidation) Act 1992 to disclose information for the purpose of collective bargaining.  To facilitate disclosure, the parties will act in accordance with the provisions of appendix D to this agreement.

10.6.2 The JNCC will seek to reach early agreement on the information which is to be provided to the unions and the arrangements through which it will be made available. 

10.6.3 The staff organisation’s chairperson may, at any time, make a written request to the management committee secretary for disclosure of any such information as may be necessary to allow staff organisations to adequately represent their members’ interests, indicating the nature of the information, to whom it will be disclosed and the reasons.

11.   Failure to agree 
11.1
In the first instance, NHS Brent ’s Procedure for Handling Disputes will be used to seek agreement.

11.2
In the event of a failure to agree, either staff or management may seek conciliation support from ACAS, or other mutually agreeable means of resolution, which may include mediation or arbitration.

11.3
In the event of a failure to agree, whatever practice or agreement that existed prior to the dispute shall continue to operate (status quo), pending a settlement or until the agreed procedure has been exhausted.

11.4
There remains a responsibility at all times to ensure patient care is provided and that there will be no detriment to service provision of any department.  It is to this end that no industrial action will be taken until the full procedure has been exhausted.

12.   Relations with the media 

1.2.1 The parties recognise the very delicate nature of public relations for NHS Brent  and, in particular, the use of the media.  Where possible, management and staff sides should inform each other when intending to make a press release or media statement.  

12.2. On occasion it may be appropriate to consider producing joint media statements.

13.
Interpretation and amendment

13.1
This agreement may be varied from time to time, by agreement, through the mechanism of the JNCC.  The agreement will be reviewed periodically in light of its operation and any developments in employment legislation.

13.2
This agreement may be terminated by either side by giving six months notice of termination to the other.

13.3
Any disputes as to the interpretation of this agreement shall be referred to the joint secretaries of the JNCC in the first instance and, if not resolved, then referred to the JNCC committee.

14. 
Further guidance 

14.1 Further  guidance on the use of this procedure is available from the Director of Human Resources & Organisational Development or the staff side chair. 

14.2
Useful website - ACAS: www.acas.org.uk
Appendix A
Partnership Agreement Framework

Principles and values

NHS Brent is committed to the systematic and routine involvement of staff and their staff organisation/trade union Staff Representatives at all levels in shaping the service and being part of the decision making which affects their working lives and the delivery of health care.

NHS Brent  aims to maximise staff involvement by:

1. developing and implementing an effective two-way communication process – across the organisation 

2. developing a culture from top to bottom whereby managers involve staff at all times in decision-making and where  staff feel able to contribute and confident that their contribution counts and is valued

3. developing and implementing a structure and process which requires managers at all levels to involve staff in day to day service decisions and formulation of service plans

4. working in partnership to manage change more effectively and achieve long-term goals.

5. establishing a central budget to fund the cost of facilities, time, replacement costs and resources provided under this agreement. This will be an integral part of NHS Brent  financial planning process.

6. ensuring that individuals are not discriminated against during the course of their employment for any staff representative role as part of the involvement process, or for membership of a staff organisation or activities as a staff organisation representative

In return for time, effort and resources invested, the following benefits will accrue to the organisation:

1. learning from staff about their current roles, what they currently value and what they would like to change in order to provide a more efficient and effective service

2. a comprehensive understanding how the existing and any proposed processes/policies/systems affect staff in delivering quality patient care

3. engaging staff to ensure that crucial issues are not missed in the planning and delivery of services

4. motivated staff who value their involvement in service planning

5. effective change programmes which ensure staff have ownership of proposals and actions through their continuous involvement

6. improved retention rates

7. greater productivity

8. improved team working

NHS Brent   

Staff involvement requires managers to be committed to an open and participative working style by being honest, open and fair in their relationships with staff. Managers will demonstrate this through their own behaviour and the behaviour they expect from their staff.

NHS Brent will ensure that:

1. all levels of management are familiar with agreements and arrangements relating to

partnership working/ staff involvement 

2. staff are encouraged and supported to challenge and question systems of work

3. staff representatives have access to all relevant information, other than confidential information about patients or staff, to support involvement in decisions that affect working lives and the delivery of healthcare

4. patient records being used by a third party in disciplinary situations are anonymised 

5. staff involvement will take place throughout the organisation, irrespective of boundaries of profession, service and functional structure

6. the systems and process for staff involvement at both corporate and functional levels will be supportive of and supplementary to the consultation procedures in place

7. the process for staff involvement will provide clarity as to the scope, and responsibilities of jobs

8. staff have the opportunity to express their opinions and be actively involved in issues affecting them

9. managers recognise that staff, and their representatives, must have a degree of protected time away from their place of work to enable them to attend and contribute to the staff involvement process.

10. managers ensure that employees are treated fairly for their staff organisation involvement and that careers are not prejudiced

11. at all times management, staff and staff representatives adhere to the principles encompassed in the rights and duties of the organisation’s staff charter

12. the implementation of partnership working and its associated agreements is jointly audited by staff, staff representatives and managers

Staff Organisations

Staff involvement requires staff and their Staff Representatives at all times to be committed to an open and participative working style. Staff and their Staff Representatives will demonstrate this through their own behaviour and the behaviour they expect from their colleagues.

The staff organisations will ensure that:

1. the time and resources provided in this context are used appropriately and cost effectively their Staff Representatives are elected and accredited in accordance with trade union/ professional organisation constitutions

2. their Staff Representatives are issued with written credentials

3. the Director of Directorate of Human Resources & Organisational Development is notified of the number and location of work groups for which each representative will be responsible

4. reasonable notice of time off requirements are provided

5. appropriate training is provided for its Staff Representatives and members, separately and/or jointly, on partnership working

6. Staff Representatives are familiar with partnership agreement

Accredited Staff Representatives will:

1. abide by the rules of their union/staff organisation and the policies and procedures of Brent PCT 

2. represent their members on matters that are of mutual concern to NHS Brent  and its employees

3. give reasonable notice of time off requirements. Notification of time off for training courses should be given as early as possible and no later than four weeks prior to the course.

Partnership in action

NHS  PCT gives a commitment to work with staff and their Staff Representatives to formulate and implement an annual staff involvement action plan to encompass delivery of:

1. a charter of staff rights and responsibilities

2. a programme of joint development for staff involvement and partnership working

3. a personal development plan (PDP) for all staff

4. staff involvement in service planning

5. a programme to give access to training for unqualified staff and continued professional development for qualified staff

6. an annual staff attitude survey on working life within NHS Brent  and a joint action plan to respond to its outcomes

7. an annual joint audit of progress with the results published in the annual report.

Appendix B 

Staff organisations recognised by NHS Brent 
Under the terms of the recognition agreement

· UNISON (including the British Association of Occupational Therapists)

· Managers in Partnership (MIP)

· Royal College of Nursing

· AMICUS (incorporating the Health Visitors Association)

· British Dietetic Association

· Royal College of Midwives

· Chartered Society of Physiotherapists

· British Medical Association 

· Society of Chiropodists and Podiatrists

· British Dental Association 

Any other professional bodies will be recognised for individual representative purposes.

Any professional body or trade union recognised by the NHS can approach the Trust for recognition or collective bargaining purposes.

Appendix C

Record of staff representative contacts from Staffside representatives

The purpose of this form is to enable a record to be kept within the Directorate of Human Resources & Organisational Development of accredited Staff Representatives of recognised trade unions / professional organisations.  This information will be used to generate circulation lists for any correspondence or communication that NHS Brent  needs to get to all accredited staff representatives.

Trade union/professional organisation:

Member of staff:

Title and role:

(e.g. staff representative/branch Secretary/learning representative/health & safety representative)

Effective from:                                                       

Department:

Job title: 

Manager’s name: 

______________________________________________

NHS Brent  and the staff organisation jointly accept on the issuing of credentials for the above named employee by the Trade Union / Professional Body.  He/she has been elected or appointed in accordance with the rules of the staff organisation to represent the organisation’s members as described above and who meets the criteria for accreditation as defined in the recognition agreement.

Signed:……………………………………………..
Date:……………..

(member of staff)

Signed:……………………………………………..
Date:……………..

(staff side chair)

Signed:……………………………………….……..
Date:……………..
(Director of Human Resources & Organisational Development of human resources)

Appendix D

Disclosure of information for collective bargaining

In the Trade Union and Labour Relations (Consolidation) Act 1992, "collective agreement" means any agreement or arrangement made by or on behalf of one or more trade unions and one or more employers or employers' associations and relating to one or more of the matters specified below. "Collective bargaining" means negotiations relating to or connected with one or more of those matters.

The matters referred to above are: 

(a) terms and conditions of employment, or the physical conditions in which any   workers are required to work

(b) engagement or non-engagement, or termination or suspension of employment or the duties of employment, of one or more workers

(c) allocation of work or the duties of employment between workers or groups of workers

(d) matters of discipline

(e) a worker's membership or non-membership of a trade union

(f) facilities for officials of trade unions

(g) machinery for negotiation or consultation, and other procedures, relating to any of  the above matters, including the recognition by employers or employers' associations of the right of a trade union to represent workers in such negotiation or consultation or in the carrying out of such procedures

General Principles

Brent PCT accepts the general duty placed on employers by the Trade Union and Labour Relations (Consolidation) Act 1992 to disclose to recognised trade unions all information relating to the undertaking which is information:

· without which the trade union would be to a material extent impeded in bargaining; and

· which it would be in accordance with good employee relations practice to disclose

NHS Brent  will aim to be as open and helpful as possible in meeting requests for information.  Where a request is refused the reasons for the refusal will be explained to the relevant representatives.

Restrictions on the Duty to Disclose Information

Any information requested must be in NHS Brent ’s possession and relate to the services provided by NHS Brent .  The latter may not disclose any information which:

i. contravenes any prohibition imposed by or under enactment

ii. is given to NHS Brent  in confidence.

iii. is obtained by NHS Brent  in consequence of the confidence proposed by another person.

iv. relates to an individual unless that individual has consented to that disclosure.

v. may cause substantial injury to NHS Brent  for reasons other than its effect on collective bargaining.

vi. is obtained for the purpose of any legal proceeding.

vii. is confidential information about employees

viii. is in breach of the Freedom of Information or Data Protection Acts.

In providing the information NHS Brent  is not required to produce original documents for inspection or copy, nor is it required to compile or assemble information which could entail work or expenditure out of reasonable proportion to the value of the information on the conduct of collective bargaining.

Information to be disclosed

Some examples of information which could be relevant in certain collective bargaining situations are listed below.  The list is not exhaustive nor does it imply that each or any item will be disclosed in all circumstances:

	Pay and Benefits

Principles and structure of pay systems

Job evaluation schemes

Analysis of earnings and hours worked giving, where appropriate, distribution and make up of pay showing any additions to basic rates or salary.

Total pay bill

Details of fringe benefits and non-wage labour costs

	Directorate of Human Resources & Organisational Development Policies

Recruitment and selection

Organisational change/redundancy

Training

Equal opportunities

Appointments

Appraisal systems

Health and safety at work



	Workforce Composition

Numbers employed, analysed according to grade, department, and location.

Labour turnover

Absenteeism

Overtime

Staffing Levels

Planned changes and work methods, materials or organisation

Workforce plans


	Financial

Cost structure

Unit cost and management cost data

Financial position of NHS Brent 
Contract income

Asset data



	Performance

Activity data

Cost improvement targets

Contractual performance


	


Before being disclosed, the information asked for must be seen to be relevant to the needs of the staff organisation in the collective bargaining situation giving rise to the request.

Requests for Information

Staff organisations should identify and request information they require for collective bargaining.  It is in the interests of both parties for information to be obtained in advance of negotiations whenever practicable.  Requests should identify the information required and the reason the information is considered relevant.

Information agreed as relevant to collective bargaining should be disclosed as soon as possible following the request and normally within two working weeks of the request.  NHS Brent  will present information in a form and style which staff organisations can be reasonably expected to understand in relation to their request.

The parties agree that any disputes arising from the operation of this agreement will be settled through the established Procedure for Handling Disputes.

Review

Both parties will monitor the operation of these provisions through the joint consultative and negotiating machinery including the contribution and relevance of shared information to the conduct of collective bargaining.
Appendix E 

NHS Brent  

Request For Ad Hoc Time Off For Union Duties (Section 6.3.7)
Representative’s details 

Name:






Job title:

Area of work:

Trade union/professional organisation:

Specialist representative role:

 (e.g. health and safety representative, learning representative)

Time off requirements 

Date: from:





to:

Times: from:





to:

Location: 

Date request made:

Purpose: (to ensure confidentiality) please give minimum details e.g. meeting member

Cover required:
yes/no

Other arrangements (if applicable): 

Approval 

Name of manager:




Job title:

Signature (indicates approval of time off):

Date:

Cover to be arranged:
yes/no

If not approved, or if the request was withdrawn please indicate reasons:

Managers are able to seek advice from the Directorate of Human Resources & Organisational Development

Appendix 1 - Equality Impact Assessment Toolkit
Complete at start process

[Use separate sheets where necessary to give details]

	DOCUMENT AUTHOR
Jane Busby 
	DIRECTORATE
Human Resources

	NAME OF DOCUMENT/POLICY/STRATEGY/PROCEDURE

Joint Procedure Agreement (OR Recognition Agreement

	NEW                      

EXISTING

ASSOCIATED POLICIES, STRATEGIES OR PROCEDURES 

	DATE
	


Aim/Status

	[a] What is the aim/purpose of the policy/strategy/procedure?

The purpose of this agreement is to define trade union recognition, partnership working and the framework for collective negotiation and consultation within NHS Brent.


	[b] Who is intended to benefit from this policy/strategy/procedure and in what way?

This document is applicable to all staff employed by NHS Brent  



	[c] How have they been involved in the development of this policy/strategy/procedure?
Staffside have been involved


	[d] How does it fit into the broader corporate aims?



	[e] What outcomes are intended from this policy/strategy/procedure?
Fairness for staff 

	[f] What resource implications are linked to this policy/strategy/procedure?

N/A


Impacts

	[a] what is the likely impact [whether intended or unintended, positive or negative] of the 

    initiative on individual users or on the public at large? No


	[b] Is there likely to be differential impact on any group? If yes, please state if this impact 

     may be adverse and give further details [e.g. which specific groups are affected, in 

     what way, and why you believe this to be the case] No
 

	[i] Grounds of race, ethnicity, 

    colour, nationality or 

    national origin 


	Please tick box

yes             no


	 Please tick box

Adverse?         Please give 

                         further details 


	[ii] Grounds of sex or marital

     Status Women and Men


	yes             no


	 Adverse?         Please give 

                         further details 

	[iii] Grounds of gender:

      Transgender or 

      Transsexual People
	yes             no 


	Adverse?         Please give 

                         further details 


	[iv] Grounds of religion or

      belief:

      Religious /faith or other 

      Groups with a recognised 

      belief system  
	yes              no 


	 

Adverse?         Please give 

                         further details 

	[v]  Grounds of disability
	yes             no


	 Adverse?         Please give 

                         further details 


	[vi] Grounds of age:

      Older people, children

      and Young people                           
	yes             no


	 Adverse?         Please give 

                         further details 

	[vii]   Grounds of sexual 

         orientation:

         Lesbian, gay, bisexual
	Yes               no   


	 Adverse?         Please give 

                         further details 

	[viii] Grounds of carers:

       Older relatives, children
	yes               no    


	Adverse?         Please give 

                         further details 


	[ix] Grounds of human rights

 
	yes               no     
	 Adverse?         Please give 

                         further details 

	Is the policy directly discriminatory?

yes            no  


	Is the policy indirectly discriminatory?

yes                             no 

If you said yes, is this objectively justifiable or proportionate in meeting a legitimate aim

yes                             no 
	Is the policy intended to increase equality of opportunity by permitting positive action or action to redress disadvantage

yes            no 

Please give details.



	If the policy is unlawfully discriminatory it must go to a full impact assessment (please 

Contact the Equality, Diversity & Human Rights Advisor – Human Resources Directorate)


	Persons conducting EqIA


	

	Signed


	Date


Appendix 2: Intranet Policies Archiving Procedure
When a document is superseded by a more recent version, or otherwise needs to be removed from the intranet:

· The web manager is responsible for removing the document
· The document is not deleted: it remains on the main intranet server with the same file name. 

· The web manager can do a manual search on the database if there is a need to find and retrieve archived files.

Appendix 3 – Document Review Checklist

	
	Title of document being reviewed:
	Yes/No/
Unsure
	Comments

	1.
	Title
	
	

	
	Is the title clear and unambiguous?
	Yes
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	Yes
	

	2.
	Rationale
	
	

	
	Are reasons for development of the document stated?
	Yes
	

	3.
	Development Process
	
	

	
	Is the method described in brief?
	Yes
	

	
	Are people involved in the development identified?
	Yes
	

	
	Do you feel a reasonable attempt has been made to ensure relevant expertise has been used?
	Yes
	

	
	Is there evidence of consultation with stakeholders and users?
	Yes
	

	4.
	Content
	
	

	
	Is the objective of the document clear?
	Yes
	

	
	Is the target population clear and unambiguous?
	Yes
	

	
	Are the intended outcomes described? 
	Yes
	

	
	Are the statements clear and unambiguous?
	Yes
	

	
	Are style, font type and size etc correct?
	Yes
	

	5.
	Evidence Base
	
	

	
	Is the type of evidence to support the document identified explicitly?
	Yes
	

	
	Are key references cited?
	Yes
	

	
	Are the references cited in full?
	Yes
	

	
	Are supporting documents referenced?
	Yes
	

	6.
	Approval
	
	

	
	Does the document identify which committee/group will approve it? 
	Yes
	

	
	If appropriate have the joint Human Resources/staff side committee (or equivalent) approved the document?


	Yes
	

	7.
	Dissemination and Implementation
	
	

	
	Is there an outline/plan to identify how this will be done?
	Yes
	

	
	Does the plan include the necessary training/support to ensure compliance?
	Yes
	

	8.
	Document Control
	
	

	
	Does the document identify where it will be held?
	Yes
	

	
	Have archiving arrangements for superseded documents been addressed?
	Yes
	

	9.
	Process to Monitor Compliance and Effectiveness
	
	

	
	Are there measurable standards or KPIs to support the monitoring of compliance with and effectiveness of the document?
	Yes
	

	
	Is there a plan to review or audit compliance with the document?
	Yes
	

	10
	Review Date
	
	

	
	Is the review date identified?
	Yes
	

	
	Is the frequency of review identified?  If so is it acceptable?
	Yes
	

	11
	Overall Responsibility for the Document
	
	

	
	Is it clear who will be responsible for co-ordinating the dissemination, implementation and review of the document?
	Yes
	


Acknowledgement: Cambridgeshire and Peterborough Mental Health Partnership NHS Trust
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