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RECORDING PROCEDURE

FACILITIES TIME FOR TRADE UNION DUTIES AND ACTIVITIES
Single Events (for example attendance at consultation meetings and other work related meetings to represent members, trade union training events, trade union conferences). 
1. Employee should request facilities time for trade union duties/activities using the application for Facilities Time for Trade Union Duties and Activities form. 
2. Employee should send the form to their manager for approval. 
3. The form should be promptly returned to the employee (usually within 5 working days).  

4. If approval is not given the manager should specify the reasons for this.
5. The completed form should be emailed by the employee to HREnquiries@cheshireeast.gov.uk (or post to HR Policy & Strategy, 5th floor, Delamere House, Crewe).  
Ongoing Time Off (where a representative has received prior approval to attend ongoing events eg Corporate Trade Union meeting, Directorate JCNP)

1. Where an employee has received prior approval from their manager for facilities time to undertake trade union duties on an ongoing basis they should complete a recording form on a monthly basis.
2. The form should be emailed to HREnquiries@cheshireeast.gov.uk and copied to the manager. 
3. The manager may review the amount of time taken to undertake trade union duties at any time. 
The information regarding any applications for facilities time for trade union duties and activities will be recorded and monitoring reports will be produced on a regular basis.  
