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Private & Confidential

<Name>
NGSU Representative

<month> 2017
Dear <name>
NGSU Representatives – Time-Off Arrangements

I’m delighted to hear that you’ll be carrying out the role of a NGSU Representative; it’s an important role, ensuring the views of employees are represented and helping to influence the way we work at Nationwide.  

We believe effective employee relations are essential to Nationwide’s continued success. To enable you to fully participate in NGSU activities you’re entitled to take time off to fulfil your NGSU duties (full details of the agreed time off arrangements are detailed in the attached information sheet). 
You need to meet with your manager to discuss and agree the time off arrangements and ensure you both: 
· Understand the duties of an NGSU Representative.
· Agree the support you need in order to carry out your role successfully.

· Are aware of the dates of NGSU meetings you are required to attend (a copy of the timetable of NGSU meetings is attached).
· Agree appropriate cover when NGSU duties are scheduled.
· Encourage the whole team to understand your role as an NGSU Representative.  

· Ensure your duties are recognised in your performance document and how they fit with your performance goals.
By working closely with the NGSU we can together continue building society, nationwide.
Congratulations on your role, I hope you find it both worthwhile and enjoyable.
Joe Garner
Chief Executive

cc:  <manager name> Actions required:

Please support your employee and help them fulfil their Unions duties:

· Talk to them about what their role entails and their time-off requirements 
· Schedule in union meetings into work rotas and plans to support their attendance

· Consider and recognise their union duties in their performance reviews 

· Keep a copy of this letter in their file while they are carrying out this role.
NGSU Representatives: Agreed Time off & Support

Time off and support 

If you carry out more than one union role, the time-off arrangements are cumulative.
· District (Branch) and Department Reps and NEC Members 

The time-off provision for NGSU officers and representatives depends on the position you hold. It is expected that, for each position, the following time-off will be required, spread through the calendar year, to attend relevant NGSU meetings:

District and Department Representative



8 days per annum

NEC Member






11 days per annum

Disciplinary Officer





As required
You can take time to attend the NGSU’s biennial conference.
Nationwide also recognises that you may need to assist, counsel, and formally represent NGSU members on occasions that could require some additional time during the working day. Such additional requests for time-off will be considered sympathetically by your manager.

· Safety Representatives

As a Safety Representative you can take up to eight days a year to attend relevant meetings such as the Health & Safety Committee and Facility Committees and undertake safety inspections.  In addition you will be given time-off to attend health and safety training that has been deemed reasonable to fulfil your duties.

EIC Business Committees
If you represent NGSU at a Business Committee you can take up to 12 days to prepare for and attend meetings. The frequency of meetings will be determined by each Business Committee. 
Performance Document 
Your work with the NGSU should be reflected within your performance document.  This is important because it will help you and your manager to understand how your NGSU duties fit with your performance goals.  It may be appropriate to adjust your performance goals to allow for time you will spend carrying out NGSU work.  It is also important that the contribution you make as a result of your NGSU role is recognised as part of your overall performance.
Your NGSU duties provide a number of training and development opportunities.  You may wish to include these within your personal development goals within your performance document.  The NGSU will provide you with a Development Record which you can use to document your NGSU work and show how this has contributed to your development.  You and your manager may wish to discuss your Development Record as part of your Performance Review.

NGSU Representative Training – a number of courses/self learning workbooks/recommended reading etc is set out on the Employee Involvement Intranet site, choose NGSU Representative Training (from the left navigation bar).  You may wish to include these as part of your development plan. 

Expenses

If you are a member of an Employee Involvement Committee you can claim relevant expenses, e.g. travelling costs, from your Nationwide branch or department cost centre – you should submit your claim in the normal way.  All other expenses incurred as a result of fulfilling your NGSU duties will be met by the NGSU – details of how to claim can be obtained from the NSGU office at Middleton Cheney.

Further Information

Full details of the arrangements for time-off for NGSU Representatives can be found in the Recognition and Procedure Agreement located in the HR Policy Point on the Intranet. 

If either you or your manager have any further questions please contact AskHR or the NGSU at Middleton Cheney on 01295 710767.
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