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1. INTRODUCTION  
 
1.1 This agreement forms part of Ashford & St Peter’s Hospitals NHS Trust’s commitment to 

create a positive culture of respect for all individuals including staff, patients, their families 
and carers as well as community partners.   

 
1.2 The Trust’s values of `Patients First`, `Personal Responsibility`, `Passion for Excellence` 

and `Pride in Our Team` (the ‘4P’s’) are integral to all aspects of day-to-day life in the 
organisation and underpin the application of all our employment policies and procedures 
and are intended to guide our behaviour at all levels of the Trust. 

 
1.3 Ashford & St Peter’s Hospitals NHS Trust is committed to developing and maintaining a 

positive working relationship with staff representatives.  As part of its approach to improving 
staff involvement and participation in the workplace, the Trust intends to ensure that trade 
unions, staff organisations and professional associations representing its employees are 
given every opportunity to contribute to the successful operation of the Trust. 

 
1.4 All employees of the Trust are encouraged to join a union or staff association where they 

wish to do so. 
 
1.5 This agreement sets out the arrangements for recognising accredited representatives in the 

Trust and their duties and responsibilities.  
 
1.6 This agreement sets out the arrangements between the Trust and elected staff 

representatives for the following: 

 
1.7 Consultation 

 
1.8 Negotiation 

 
1.9 Individual member representation 

 
1.10 Time off and facilities agreement 
 
 
2. DEFINITIONS 
  
2.1 Within this agreement, the following terms and abbreviations are used: 
 
2.2 Union: Refers collectively to the list of recognised Independent Trade Unions and 

Professional Associations contained within Appendix A. 

 
2.3 Union Representative: A representative of an independent trade union, recognised by the 

Trust (see Appendix A), who is employed by the Trust and authorised by their union to 
carry out collective bargaining and to represent individual members on behalf of their union.  
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2.4 Union Learning Representative: A representative of an independent trade union, 
recognised by the Trust (see Appendix A), who has been elected in accordance with the 
union’s rules to act as a Learning Representative. 

 
2.5 Union Health and Safety Representative:  A representative of an independent trade 

union, recognised by the Trust (see Appendix A), who has been elected in accordance with 
the union’s rules to act as a Safety Representative. 

 
2.6 Staff Representative: A member of staff employed by the Trust who undertakes one of the 

above roles. 

 
2.7 Staff side: Collective term for all Trust-employed staff representatives 

 
2.8 Union full time officer: An official of any independent trade union recognised by the Trust 

(see appendix A) who is employed directly by the trade union to represent members in the 
workplace. 

 
2.9 Employee Partnership Forum ‘EPF’: A regular forum for information exchange, 

consultation and negotiation on matters affecting staff across the Trust. 

 
2.10 Local Negotiating Committee ‘LNC’ - A sub-group of the EPF established as a forum for 

information exchange, consultation and negotiation on policies, procedures, terms and 
conditions, contractual issues and matters relating solely to medical and dental staff. 

 
 
3. PRINCIPLES 
 
3.1 It is to the mutual benefit of the Trust and its staff to recognise unions and staff associations 

to represent the interests of their members, both individually and collectively. 
 
3.2 The unions and professional associations which are listed in appendix A are recognised for 

the purpose of representing their members in the Trust on individual issues, and for joint 
consultation and negotiation on behalf of all staff in the Trust, regardless of union 
membership. These unions will continue to be recognised providing they can demonstrate 
continued staff membership. 

 
3.3 The Trust recognises the right of the unions to elect union representatives and officials to 

act on their behalf in accordance with the terms of this agreement.  The Trust will not 
unreasonably refuse to accredit any member of staff elected by a recognised union. The 
Trust also recognises that the collective body of elected staff representatives will appoint 
various officials to represent the collective group as a whole. 

 
3.4 Unions and staff representatives recognise the right of management to plan, organise, and 

manage the trust’s business, activities and workforce according to the organisation’s vision, 
values, strategic objectives, and business plan. 
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3.5 No unions will be added or removed from the list in Appendix A without the written 
agreement of the joint Chairpersons of the Employment Partnership Forum. 

 
 
4. UNION REPRESENTATIVES 

 
4.1 The Trust recognises the right of the unions' members to elect representatives to act on 

their behalf in accordance with the terms of this agreement. 
 
4.2 The election of staff representatives shall be in accordance with the rules of the unions. The 

unions will agree with management the number of their accredited staff representatives 
within the Trust who will have access to time-off and facilities (as set out in appendix C). 
The names of staff representatives will be notified officially in writing to the Trust at the 
point that a staff representative becomes accredited. Unions shall provide their accredited 
staff representatives with written credentials.  

 
4.3 It is the responsibility of the unions to ensure that their staff representatives are 

appropriately briefed on and trained in their duties, the rules and practices of their union, 
the appropriate agreements and procedures and the practice of employee relations.  

 
4.4 The Trust reserves the right to withdraw recognition to any staff representative in the 

event that: 

 
4.5 The staff representative resigns the union appointment for which recognition had been 

granted 

 
4.6 The union notifies the Trust in writing that the person has ceased to be a representative of 

the union 

 
4.7 The person ceases to be an employee of the Trust 

 
4.8 The unions are required to notify the Trust of changes which will affect recognition rights 

such as a representative resigning the union appointment for which recognition had been 
granted or that the person has ceased to be a representative of the union. 

 
 
5. RESPONSIBILITIES AND DUTIES OF ACCREDITED STAFF REPRESENTATIVES 
 
5.1 The Trust and the Unions accept that the responsibilities and duties of staff 

representatives are as follows: 
 
5.2 To undertake employee relations duties, to be consulted and to negotiate on behalf of 

Union members on issues that may include pay and conditions of employment, grievances, 
discipline, health and safety, equal opportunities, recruitment, work allocation (such as 
grading, job evaluation and flexible working practices), and negotiation of facilities for trade 
union representatives. This is not intended to be an exhaustive list. 
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5.3 To communicate with members, management and relevant union bodies, to meet with other 
representatives or full-time officials regarding matters under this agreement and to organise 
meetings of members. 

 
5.4 To attend meetings of the union of which the person is a representative or official (e.g. 

Branch meetings), in accordance with the Time Off and Facilities for Staff Representatives 
(Appendix C). 

 
5.5 To seek to ensure that local and relevant regional or national agreements are adhered to. 

 
5.6 To represent the union in the consultative machinery at local level 

 
5.7 To represent the union in activities (e.g. conference attendance) other than those specified 

above in particular circumstances which the Trust agrees to be of relevance, and for which 
the Trust agrees to grant time off during working hours. 

 
5.8 To provide information to employees regarding the role of the union and benefits of 

membership. 

 
5.9 Action taken by representatives or officials in line with their duties under this agreement 

shall not in any way affect their employment with the Trust. 
 
 
6. JOINT CONSULTATION 
 
6.1 Consultation may be defined as an exchange of information, views and opinions, with the 

intention of taking all views into account in the process of decision-making, seeking to 
reach agreement. 

 
6.2 The Employment Partnership Forum (EPF) will provide an effective method of regular 

consultation between managers and staff representatives and is intended to form the basis 
of a constructive and co-operative approach towards the achievement of corporate goals, in 
line with our Trust values and strategy. The terms of reference of the EPF are set out in 
Appendix B. 

 
6.3 The function of EPF will be as follows: 

 
6.4 To provide a mechanism for consultation (including formal statutory consultation where    

appropriate).  

 
6.5 To provide a forum for regular exchange of information. 

 
6.6 To debate issues affecting the operation of the Trust or parts of the Trust. 

 
6.7 To discuss and approve changes to procedures and policies that lie within the scope of   

EPF business. 
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6.8 To agree and approve changes to terms and conditions for staff. 
 

6.9 The scope of EPF will include consultation regarding: 

 
6.10 Terms and conditions of employment. 

 
6.11 Policies and procedures affecting employment. 

 
6.12 The implementation of national employment policies/legislation. 

 
6.13 Issues of national and/or local importance affecting the running of the Trust. 

 
6.14 The Trust’s strategic direction and any specific current operational issues. 

 
6.15 Changes to workforce structures including organisational change programmes, 

redundancies and Transfer of Undertakings (TUPE). 

 
6.16 This is not an exhaustive list and the Trust will not seek to limit discussion at EPF on any 

areas of mutual interest and importance.  However, this agreement also seeks to recognise 
the importance of other forums for communication and consultation whereby information is 
shared with staff or where decisions are made that affect staff, for example, Safety and 
Risk Committee. 

 
6.17 The remit of EPF, for the purposes of consultation, will extend to all employees in the Trust, 

and not just to those who are members of the recognised unions.  Terms and Conditions of 
Executive Directors are excluded from the scope of EPF for the purposes of collective 
bargaining, as Executive and non-Executive terms and conditions are determined by the 
Remuneration Committee. 

 
6.18 The Joint Local Negotiating Committee, as a sub-group of EPF, will be the forum for 

consultation in respect of policies, procedures, terms and conditions, contractual issues and 
other matters relating solely to medical and dental staff.   

 
 
7. NEGOTIATION 
 
7.1 The Trust recognises the right of the unions and staff associations to negotiate for the 

purposes of agreeing terms and conditions of service for those staff covered by collecting 
bargaining arrangements. 

 
7.2 Where appropriate, a negotiating sub-group will be established of EPF members, to discuss 

the implementation and variance of terms and conditions of employment. 

 
7.3 The Joint Local Negotiating Committee, as a sub-group of EPF, will be the forum for 

negotiation in respect of issues pertaining solely to medical and dental staff.   
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8. INDIVIDUAL MEMBER REPRESENTATION 
 
8.1 The Trust recognises the Unions’ right to represent the interests of its members employed 

by the Trust at all stages during grievance and disciplinary procedures and to call in Union 
representatives who are not employees of the Trust wherever this is considered 
appropriate. 

 
8.2 Union representatives will be permitted to spend reasonable paid time inside working hours 

to discuss grievance or disciplinary matters with affected employees, and to prepare their 
case (see appendix C). 

 
 
9. TIME OFF FOR UNION DUTIES AND FACILITIES 
 
9.1 The particular arrangements are attached as Appendix C. 
 
9.2 Compliance with the Trade Union (Facility Time Publication Requirements) Regulations will 

be through the annual completion of a record of facility time by staff side representatives 
(Appendix D). The relevant period for annual recording will be for 12 months from 1 April 
each year. This record will be forwarded to the Assistant Director of Human Resources, 
Business Partnering no later than 30 June. 

 
9.3 The Trust will by 31 July of each year publish on their website information relating to trade 

union officials and facility time as below: 
 
 Table 1: The number of employees who were relevant union officials during the relevant 

period, and the number of full-time equivalent employees. 
 Table 2: Percentage of time spent on facility time for each relevant union official. 
 Table 3: Percentage of pay bill spent on facility time. 
 Table 4: Number of hours spent by relevant union officials on paid trade union 
 Activities as a percentage of total paid facility time hours. 
 
 
10. VARIATION AND TERMINATION OF ARRANGEMENTS 
 
10.1 Any disputes as to the interpretation of this agreement shall be referred to the Management 

and Staff Chairs in the first instance.  In the event of failure to agree, the Trust’s Grievance 
procedure may be utilised to resolve the matter. 

 
10.2 EPF members will review in partnership the collective performance and effectiveness of this 

agreement on a regular basis. 

 
10.3 A union shall be deleted from the list in Appendix A if it should cease to have members 

employed by the Trust. 

 
10.4 Other than the above, no variation or amendment will be made to these arrangements 

without the agreement of the EPF. 
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10.5 The agreement may be terminated by either the staff or management chair giving six 

months notice of termination in writing, during which time EPF members will work together 
in partnership to establish a replacement agreement. 
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Appendix A 
 
RECOGNISED TRADE UNIONS AND STAFF ASSOCIATIONS 
 
British and Irish Orthoptic Society       BIOS 
 
British Association of Occupational Therapy     BAOT 
 
British Dietetic Association        BDA 
 
British Dental Association        BDA 
 
British Medical Association       BMA 
 
Chartered Society of Physiotherapy       CSP 
 
Guild of Hospital Pharmacists       GHP 
 
Royal College of Midwives        RCM 
 
Royal College of Nursing        RCN  
 
Society of Radiographers (SoR)      SoR 
 
Unison          UNISON  
 
Unite          UNITE 
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Appendix B 
 
EMPLOYEE PARTNERSHIP FORUM (EPF) 
 
1.0 MEMBERSHIP 
 
1.1 Management members: 
 
1.2 This shall comprise: 
 

1.2.1 Chief Executive (joint EPF Chair) 
1.2.2 Director of Workforce Transformation 
1.2.3 Chief Nurse 
1.2.4 Director of Finance & Information 
1.2.5 Associate Director of Estates & Facilities 
1.2.6 Assistant Director of Workforce – Business Partnering   
1.2.7 Other senior managers (by invitation) depending on the agenda of the meeting 
 

1.3 Where any of the Executive Directors cannot attend, they will make arrangements to send a 
deputy.  A management secretary will be appointed to take the minutes of the meetings. 

 
1.4 Staff side members: 

 
1.5 Staff side members will comprise staff representatives of recognised unions/staff 

associations who themselves are directly employed by the Trust. Staff 
representatives are defined in section 2.1.5. One staff representative will act as the 
nominated Staff Chair (joint EPF Chair). 

 
1.6 All recognised unions will normally have one seat at EPF meetings, plus an 

additional representative if the union membership exceeds 100.  Deputies may be 
sent in the absence of the established member. 

 
1.7 If a representative on the EPF ceases to be an employee of the Trust or a member 

of the recognised union, he/she will immediately cease to be a member of the EPF. 
 

1.8 Other attendees: 
 

1.8.1 Other Trust representatives and full-time officers may attend the EPF in an ex-officio 
capacity with prior agreement of the joint chairs. 
 

1.9 Chair: 
 

1.9.1 Chairmanship of the meetings will alternate between the management and staff side 
chairs.  In the absence of the current Chair, either the alternative Chair or a deputy 
will preside. 

 
2.0 MEETINGS 
 
2.1 Ordinary meetings of the EPF will normally be held at bi-monthly intervals, with the dates 

agreed on an annual basis.  Special or ad-hoc meetings may be held by joint agreement as 
soon as possible following a receipt of a request to the joint chairs.  The request will state 
the purpose of the meeting. 
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2.2 The agenda and papers for ordinary meetings will normally be circulated a minimum of 
seven days prior to the meeting by the management secretary.  Items for inclusion in the 
agenda will be requested 14 days prior to the meeting.   

 
2.3 The management secretary will prepare draft minutes of the meeting within 7 days for 

agreement with the staff chair before circulation.   
 

2.4 The quorum for meetings of EPF shall be three management members and six staff 
members. 

 
3.0 SUB-GROUPS 
 
3.1 EPF may appoint sub-groups (e.g. policy sub-group) to consider any issue, by agreement 

of both staff and management. The terms of reference will be determined by EPF and will 
include both management and staff members.  Membership of sub-groups may also include 
management and staff representatives who are not EPF members. 
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Appendix C 
 
TIME-OFF AND FACILITIES FOR STAFF REPRESENTATIVES 
 
1.0 INTRODUCTION 
 
1.1 The Trust recognises the benefits of having well-trained and skilled staff representatives in 

the workplace, and that to assist in the achievement of this, reasonable facilities must be 
available for staff representatives to carry out their duties and activities and undergo 
training. 

 
2.0 TIME-OFF 

 
2.1 Staff representatives are entitled to reasonable paid time-off during working hours to 

undertake union duties for which they have been accredited to undertake including:  
 

 Consultation meetings and support for employees going through organisational change 
including collective and individual redundancies and Transfer of Undertakings (TUPE) 

 Collective bargaining (negotiation) on  
 Pay and terms and conditions (not covered by national agreements) 
 Physical conditions such as aspects of Working Time (e.g. break times, length of shifts)  
 Employment policies 
 Facilities and time off 
 Representation of members in relation to grievance and disciplinaries and 

accompanying members to internal meetings and reasonable preparation for such 
meetings 

 Giving evidence at outside appeals bodies e.g. Employment Tribunal 
 Attendance and preparation for Employment Partnership Forum meetings (including 

any sub-groups)  
 Time off to undertake the duties of a Learning Representative (for Learning Reps only) 
 Training which is related and necessary to the above duties and has been approved. 

 
2.2 The precise time-off will depend on the circumstances of the situation and will be agreed by 

the representative and their line manager in advance.  
 

2.3 Paid leave is subject to the prior approval of the manager bearing in mind the exigencies of 
the service. The approval will not be unreasonably withheld and must be agreed in 
advance. 

 
2.4 Time-off in lieu may be granted to representatives attending to duties in their off-duty time, 

to be agreed with the line manager. 
 
3.0 REPORTING REQUIREMENTS 

 
3.1 Staff Representatives agree to keep a record of paid time spent on union duties (including 

duties undertaken as a learning rep or health and safety rep) and submit this to the Trust on 
a regular basis. 

 
 
 

  



                                                    

Volume 2 
Employment & 

Occ. Health 

Section 1 
Employment 

First Ratified 
September 2017 

Next review  
April 2024 

Issue 3 Page 15 of 16 

 

4.0 OTHER FACILITIES 
 

4.1 The Trust will make available reasonable facilities as follows:  
 

 Provision of facilities for members to meet within normal working hours to elect 
representatives 

 The provision of accommodation on trust premises for meetings of staff representatives 
 Reasonable telephone and IT use 
 The provision of notice boards for union notices 
 Photocopying facilities 
 The provision of facilities for deducting union fees by payroll deduction.  
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Appendix D 
 

RECORD OF FACILITY TIME For year __________ 

Please complete the template and return to the Assistant Director of Human Resources, Business 
Partnering by no later than 30 June. 

Name  

Trade Union  

Trade Union Role  

Trust role   

 
SUMMARY OF ACTIVITY FOR THE PERIOD APRIL TO MARCH  

Date  Activity  Total Time Spent (Hours)  

 Attendance at the EPF/Local Negotiating Committee (LNC)  

 Representation of members at formal hearings and other 
meetings concerned with the resolution of issues 

 

 Attendance at Trust staff side meetings as well as workplace 
meetings of Members 

 

 Health and Safety Committee meetings, inspections or 
related issues 

 

 Preparation for Trade Union duties which include preparation 
for negotiations with management, employment relations 
case work 

 

 Attendance at the Trade Union’s Annual Conference, Health 
Conference, Executive Committee meetings and Regional 
meetings. 

 

 Attendance at training courses relating to employment 
relations or health and safety organised by the Trade Union 

 

 To interview members requiring assistance on matters 
relating to their employment with the Trust 

 

 Communication with members to keep them informed  

 Others, please specify.  

 


