
NHS 24

FACILITIES AGREEMENT

1. Introduction

It is in the interests of both NHS 24 and its employees that accredited 
representatives of trade unions/staff organisations should be suitably trained and 
competent in their duties, and that their rights and responsibilities should be clearly 
understood.  It is recognised that the representation of staff by trade unions/staff 
organisations is vital to the operation of good employee relations and that the 
Partnership agenda makes the investment in staff side facilities key to the 
management of the staff in NHS 24.  The purpose of this agreement is to fulfil the 
above requirement and to clarify the provisions for time off and facilities to be 
granted to staff representatives of those organisations covered by NHS 24 
Recognition Agreement. 

 
2. Staff Organisation Responsibilities

2.1    Staff Organisations will: 
 

2.1.1 advise the HR Manager (HQ) of newly accredited representatives and of 
those representatives who demit office. Details of their base and the group 
of employees represented should also be supplied.   It will be the 
responsibility of the HR Manager (HQ) to advise relevant local 
management of elected representatives and to maintain a record of 
recognised staff representatives.   It should be noted that time off facilities 
will only be granted to representatives after the HR Manager (HQ) has 
been notified; 

 
2.1.2 issue representatives with written credentials; 

 
2.1.3 provide appropriate training resources for representatives; 

 
2.1.4 ensure that the time and facilities provided in this context are used 

appropriately and cost effectively. 
 

2.2 Accredited representatives will: 
 

2.2.1    abide by the rules of their accrediting organisation and the policies and        
 procedures of NHS 24; 
 

2.2.2 represent their members on matters of mutual concern to NHS 24 and 
 its employees; 
 

2.2.3 give reasonable notice of time off requirements using the agreed 
procedure. Pre-planned commitments should be notified a calendar month 
in advance.  Notification of time off for training courses should be given 
as early as possible and preferably no later than 4 weeks prior to the 
course. 

 



3. Duties and Activities of Accredited Representatives

3.1 While it is recognised that it is not possible to be prescriptive about all duties, 
activities and the time required to undertake them, as a guide, accredited 
representatives will be entitled to reasonable paid time off to undertake the 
following duties where adequate notification has been given: 
 
3.1.1  participation in the activities, review and further development of  

partnership working in NHS 24 and at national level; 
 

3.1.2 the investigation, preparation and progression of grievances, 
complaints and disciplinary matters with a view to satisfactory 
resolution within agreed procedures; 

 
3.1.3 participation in recruitment of NHS 24 employees to the particular 

staff organisation; 
 
3.1.4 participation in consultation and negotiation arrangements; 
 
3.1.5 provision of advice to members on their rights, responsibilities and 

duties in connection with their employment; 
 
3.1.6 relevant Health and Safety duties where the representative is also an 

accredited safety representative; 
 
3.1.7 attendance at staff organisation meetings and conferences for agreed 

notified representatives. 
 

3.1.8 Staff representatives who are elected to a national committee, 
 executive council or similar body will be allowed reasonable time 
 off to attend relevant meetings. 

 
3.2 It is recognised that senior local representatives in staff organisations and 

representatives who take a lead in NHS 24 negotiating groups such as the 
NHS 24 Partnership Forum and associated sub-groups have a need for 
proportionately more facility time. NHS 24 will agree appropriate secured 
time off for such representatives and arrangements for replacement staff 
where required.  Where this leads to secondment on a full-time basis, NHS 
24 agrees to: 

 
3.2.1 return the individual to a similar post should the secondment end 

using NHS 24’s internal redeployment mechanisms; 
 

3.2.2 ensure that the representative has access to ongoing training and  
development, and job opportunities. 

 
Individuals in such roles will relate to the HR Manager (HQ) for the 
purposes of absence reporting, leave requests and facility time recording. 

3.3 NHS 24 and its recognised trade unions/staff organisations have a mutual 
interest in ensuring that staff representatives are able to discharge their 
functions competently.   NHS 24 will therefore provide reasonable time off 
with pay to attend approved courses for such purposes.   In addition, 



management may on occasion participate in training for representatives 
where this is considered appropriate. 

 
3.4 Staff organisations should seek to undertake annual training needs 

assessment of representatives and branch officers and notify NHS 24 of the 
requirements.  Programmes of training will include joint courses with the 
employer. 

 

3.5 The particular difficulties for night/ part-time stewards relating to time off 
are recognised.   Attempts should be made to assist with time off before or 
after meetings where possible or on a time back basis. Where this is on a 
time back basis, attempts should be made to arrange this as close to the 
duties for which it is claimed as possible. 

 
4. NHS 24 Responsibilities

4.1 NHS 24 undertakes to: 
 

4.1.1 create a specific central budget to manage the time off arrangements 
for staff representatives and to facilitate the identification of costs 
associated with staff side facilities to enter into the planning process; 

 
4.1.2 ensure managers at all levels are aware of NHS 24 policy relating to 

staff side facilities; 
 

4.1.3 ensure that representatives are not disadvantaged or victimised for 
undertaking this role. 

 
4.2 The following facilities will be made available to recognised staff 
 organisations to allow them to undertake their role: 
 

4.2.1 Premises can be booked free of charge for meetings by arrangement 
with the appropriate manager; 

 
4.2.2 Appropriate office accommodation will be made available to staff 

organisations and facilities will be made available for staff 
representatives to discuss any matter with a member or members 
privately if required; 

 
4.2.3 Staff representatives will be permitted to make necessary calls in 

connection with their responsibilities free of charge; 
 

4.2.4 Staff representatives may use the internal mail system to distribute 
information free of charge; 

 
4.2.5 Appropriate stationary and photocopying will be available free of 

charge.  Where there are extraordinary requirements these should be 
discussed with the HR Manager (HQ); 

 
4.2.6 Noticeboards will be made available for the use of staff 

organisations; 



4.2.7 Staff representatives will have agreed access to PC’s and associated 
facilities such as e-mail and intranet; 

 
4.2.8 Access to administrative support to undertake functions relating to 

the Partnership Forum and their sub-groups. 
 

4.3 Access to Information 
 

NHS 24 will provide access to the following information to allow staff 
representatives to undertake their role: 
 
4.3.1 all documents relating to agreements which affect members  

represented; 
4.3.2 information for collective bargaining purposes as detailed in the  

 ACAS Code of Practice; 
4.3.3 minutes, agendas etc. pertinent to the Partnership process,  

including planning documents relating to the financial position    
and service development and  review. 

 
4.4 Facilities for Recruitment 
 

NHS 24 undertakes to offer the following facilities: 
 

4.4.1 the deduction of subscriptions from payroll and associated  
reports as requested on an ad hoc basis; 
 

4.4.2 details of new employees and leavers.  
 

4.5 Other Facilities 
 

NHS 24 undertakes to offer these further facilities: 
 

4.5.1 the facility for representatives to meet with full-time officers; 
 

4.5.2 facilities to conduct a ballot where this is required by law or which 
is otherwise mutually agreed. 

 

5. Requests for Facility Time

5.1 NHS 24 and each staff organisation will adhere to the PIN guidelines on 
Facilities as a minimum standard. 

 
5.2 It is recognised that a number of commitments for staff representatives       are 

fixed. Staff will not be required to submit a written request for scheduled 
partnership meetings as dates for these will be set in advance and managers 
informed appropriately. 

 
5.3 Other duties are more ad hoc in nature reflecting requests from members in 

relation to various matters, e.g. grievance, discipline. 



Local representatives from each organisation will be responsible for 
submitting written requests (Appendix I), in advance, to the appropriate 
managers.   The requests will advise of the date, time, venue, nature and 
anticipated length of the facility time.   Where facility time is required at 
short notice the individual representative will seek verbal permission from 
the appropriate manager again giving the necessary details.   Facility time 
will not be unreasonably denied and mutual agreement will be sought.  
However, management reserve the right to refuse facility time where the 
representative’s absence would have an undue impact on the delivery of the 
service. 

 
5.4 A retrospective written record of facility time actually required including 

short notice requests will be completed by the local representatives and given 
to the appropriate managers and HR Manager (HQ) on a monthly basis. 

 
5.5 Requests for staff meetings similarly require a written request to the local 

contact centre manager.   Individual members additionally require to verbally 
request time off to attend the meeting.   Again, permission for such meetings 
will not be unreasonably withheld. 

6. Operation of the Agreement

6.1 Difficulties in the application of the agreement should be raised with the 
local manager in the first instance.   Where the matter cannot be resolved 
at a local level it should be raised with the appropriate HR Adviser by a 
local representative or full-time officer where appropriate. 

 
6.2 Where the matter cannot be resolved informally, this should be pursued 

further through NHS 24’s Policy on Employee Concerns . 
 

6.3 The operation of the Facilities Agreement will be subject to a joint annual 
review of the effectiveness of the agreement.   Alterations to the Facilities 
Agreement will be subject to joint agreement. 

 
The agreement may be terminated by either party with six months notice in writing. 
 


