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Introduction 

The purpose of this report is to inform the Joint Consultative Committee of proposed facilities for 
Trade Unions, the detail of which is attached as a draft policy to the report. 

Background 

At a meeting of the Joint Consultative Committee (APT&C) held on 22 November 2001, the Trade 
Union side requested that the use of the internal mail system be discussed at the Personnel 
Practitioners Forum and thereafter be discussed further with the Trade Union side. 

Following on discussions with other Council departments in relation to facilities for the Trade 
Unions, a draft policy has been produced which sets out the level of support to be made available to 
the Trade Unions in terms of internal mail facilities; use of landline telephones and facsimiles; use 
of mobile phones, as well as use of photocopying /printing facilities. 

The terms of the draft policy take account of the arrangements and resources within the departments 
of the Council, as well as acknowledging service delivery implications. 

Recommendation 

The Joint Consultative Committee is invited to note the terms of the facilities proposed for Trade 
Unions within the Council. 

Director of Administration 

Encl. 
f c 

For further information on the content of this report please contact Anne Burns, Chief Personnel Officer 
on (01698) 302320. 
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1. Introduction 1.1 

1.2 

1.3 

1.4 

2. Internal Mail 2.1 
Facilities 

Whilst there is no statutory entitlement for trade unions to be 
provided with access to internal mail facilities, telephone, 
facsimile, e-mail, or photocopying resources, the Council 
recognises that, in the pursuance of good industrial relations, 
access to such facilities, for specific purposes, is beneficial for 
trade union officials active within the Council. 

A Trade Union official is defined as a Council employee who has 
been elected or appointed in accordance with the rules of a trade 
union to be a representative of all or some of the trade union’s 
members within the Council. Typically, these will be shop 
stewards for recognised unions, whose election or appointment 
has been notified to the Council. 

The Council will endeavour to accommodate requests for mail 
distribution, as and when they arise, and where they meet the 
conditions laid out in this guidance. However, where operational 
difficulties are encountered, the Council reserves the right to delay 
the distribution of trade union mail shots. If such a delay is 
anticipated, or occurs, the relevant trade uniods will be notified, 
as soon as possible and alternative arrangements agreed. 

Due to the spread of employment locations, the Council will not 
guarantee timeous delivery and will only be able to accommodate 
trade union internal mail shots if the correspondence is clearly 
addressed to either the individual trade union members, detailing 
their work locations, or, is provided in such a fashion that bulk 
distributions can be organised to clearly identified Shop Stewards 
in specified locations. 

Trade Union Branch Correspondence to Trade Union 
Members in Departments and Across the Council. 

2.1.1 Trade unions active within the Council may request internal mail 
shot facilities to their own trade union members, as and when 
required, for the following purposes, i.e.: - 

a) 

b) 

collecting or disseminating information to trade union 
members for research purposes i.e. surveys, or 
notifying trade union members of the 
scheduling/content/outcome of collective bargaining 
meetingdnegotiations, excluding industrial action (see 
paragraph 2.5).  
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2. Internal Mail 
Facilities 

2.1.2 Requests for departmental internal mail shots should be made, in 
writing, to the relevant Director giving enough information to 
determine if the request accords with those reasons described in 
paragraph 2.1.1 and is operationally feasible, at the time 
requested. 

(cont.) 

2.1.3 Requests for Council-wide internal mail shots should follow the 
process outlined in paragraph 2.1.2 above and should be addressed 
to the Head of Personnel Services. 

2.2 Correspondence Between Individual Trade Union Officials 

Trade Union officials may utilise the Council’s internal mail 
system for communication with other Trade Union officials, 
provided the correspondence is concerned with legitimate trade 
union activities or duties. 

2.3 Correspondence Between Individual Trade Union Officials 
and Trade Union Members within a particular department. 

Individual Trade Union officials may utilise the Council’s internal 
mail system for communication with individual trade union 
members within a particular department, provided the 
correspondence is concerned with legitimate trade union activities 
or duties. Trade Unions will be responsible for the provision of 
stationery etc. 

2.4 Trade Union Regional Area Correspondence to Trade Union 
Members within the Council 

Where there is provision for an internal mail facility in terms of 
the policy, this facility would also be extended for similar 
correspondence from the Regional Offices to Trade Union 
Members within the Council. 

Trade Union Newsletters, Ballot Papers and/or Information 
on Proposed or Actual Industrial Action 

The distribution of: - 

2.5 

a) trade union newsletters; 
b) ballot papers; 
c) correspondence etc regarding any form of industrial action, or 
d) any trade union correspondence not pertaining to a legitimate 

trade union activity or duty, as detailed within this guidance, 
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2. Internal Mail is the responsibility of the trade union concerned and the 
Facilities 
(cont.) 

Council’s internal mail system is not to be utilised for distributing 
such correspondence. 

3. Useof 
Landline 
Telephones 
and 
Facsimiles 

4. Use of Mobile 
‘Phones’ 

2.6 

2.6.1 The facilities detailed in paragraphs 2.1 - 3 above, can only be 
offered where an established mail run visits the locations where 
the identified trade union members are employed. The Council 
cannot provide the above facilities outwith an established internal 
mail run. 

Provision and Usage of the Internal Mail Facility 

2.6.2 All trade union correspondence for internal distribution must be 
marked to the addressee, with an accurate mailing address and 
stating, ‘TRADE UNION CORRESPONDENCE - TO BE 
OPENED BY THE ADDRESSEE ONLY’. 

3.1 

3.2 

4.1 

4.2 

5. Useof 5.1 
Internall 
External 
E-Mail 
Facilities 

5.2 

Trade Union officials, who have access to telephone/facsimile 
facilities as part of their normal Council duties, may make 
reasonable use of these facilities for legitimate trade union duties, 
taking due regard of the exigencies of the service. The Council 
reserves the right to impose a charge for the use of these facilities. 

The use of telephones or facsimiles by Trade Union officials must 
not impede the operational requirements of the Council. 

Wherever possible, Trade Union officials are encouraged to utilise 
landlines when undertaking legitimate trade union duties which 
necessitate the use of a telephone. 

Where Trade Union officials have been provided with mobile 
phones for business use, these should only be used for trade union 
business in an urgent situation. 

Trade Unions active within the Council may utilise the Council’s 
e-mail facilities in relation to those activities outlined in paragraph 
2.1.1 above. 

Requests for departmental e-mail shots should be made, in 
writing, to the relevant Director giving enough information to 
determine if the request accords with those reasons described in 
paragraph 2.1.1. 
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5. Useof 
Internall 
External 
E-Mail 
Facilities 
(co n t .) 

6. Use of Photo- 
copying / 
Printing 
Facilities 

i.3 

j .4 

5.5 

5.6 

5.7 

5.1 

6.2 

6.3 

Requests for Council-wide e-mail shots should follow the process 
outlined in paragraph 5.2 above and should be addressed to the 
Head of Personnel Services. 

The relevant trade union will be responsible for creating and 
distributing e-mail mail shots and, after the relevant permission 
has been received, will ensure that such mail shots are directed 
only to members of that trade union. 

Trade Union officials, who have access to the e-mail system as 
part of their normal Council duties, may utilise the Council’s 
internal and external e-mail system for communication with 
individual trade union members, other Trade Union officers within 
the Council and their own Regional Officers/Offices etc, provided 
the correspondence is concerned with legitimate trade union 
activities or duties. 

Trade Union officers utilising the internal/extemal e-mail system 
must observe the same strictures as detailed within paragraph 2.5 
above for the use of the Council’s internal mail system, subject to 
any policy, protocol or operating restriction made by the Council 
for employees generally 

For reasons of confidentiality, Trade Union officers are requested 
not to utilise the internal/extemal e-mail system for sensitive or 
confidential communications pertaining to individual trade union 
members i.e. grievance, discipline etc. 

Trade Union officers active within the Council, and who have 
access to such facilities as part of their normal Council duties, 
may utilise Council photocopying facilities in relation to 
correspondence and paperwork associated with internal grievance 
and disciplinary hearings only. Where there is no access to these 
facilities, the Trade Union Official may request them from their 
departmental management. A charge based on cost prices will 
apply. 

Requests for the use of Council photocopying facilities should be 
made to the relevant departmental manager, giving enough 
information to determine if the request accords with paragraph 6.1 
above and is operationally feasible, at the time requested. 

At all times, it is expected that Trade Union officers will 
undertake their own photocopying and, where practicable, in their 
own time. 
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6. Use of Photo- 6.4 In exceptional circumstances, for instance, for a hearing that has 

copying / 
Printing 
Facilities 
(con t .) 

generated an unusually large amount of correspondence and where 
the use of a photocopier would be impracticable, the relevant 
Director may authorise the use of print room facilities, where 
available, or, alternatively, authorise the use of photocopying 
facilities outwith normal working hours. In such circumstances, 
the relevant trade union will be expected to meet the costs of any 
work undertaken. 

7. General 7.1 
Comments 

7.2 

The Council offers these facilities to all recognised trade unions 
active within the Council. 

The Council expects Trade Union officers to limit their use of 
these facilities to those areas described within this guidance; to 
observe legislative strictures regarding the distribution of 
defamatory or libellous correspondence and to consider the 
appropriateness of including comments, views or opinions 
detrimental to the Council, its officers or Council Members within 
such correspondence. 

7.3 Whilst providing access to these facilities, this should not be 
interpreted as the Council necessarily endorsing any comment or 
opinion expressed by, or by way of, the trade union utilising the 
internal mail or e-mail system. No liability will be assumed by 
the Council because of this facility. 

The Council does not accept any responsibility or liability for the 
safety, security, confidentiality or delivery of any correspondence 
distributed on behalf of the trade uniods. 

7.4 

7.5 The use of the facilities detailed herein must not impede the work 
of the individual trade union official or the Council in general. 
However, the provisions of the Council’s guidance note ‘Time 
Off For Trade Union Duties, Training And Activities’ should be 
considered and applied, where relevant. 

It is expected that the use by trade union officials of a facility or 
service provided by or on behalf of the Council will comply with 
legislation and all practices, procedures and/or policies introduced 
by the Council. 

7.6 

6 Draft 07/03/02 
Approved at PSC: xx/xx/xx 

Approved at Full Council: xx/xx/xx 


