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GUIDELINES FOR BRANCH CONVENORS* WORKING TOGETHER IN 

THE BRANCH OFFICE 
 
Following UNISON principles, we agree to respect each other, our job, our 
workloads, timescales, personal space and individuality. 
 
We agree that all communication/behaviour shall be constructive, supportive 
and polite and language used non-offensive. 
 
Standard Working Hours 
 
Start and end time of day: That we agree a start and end time of day to 
enable us to have work-life balance and to meet the needs of our members. 
 
The office is open 9am-5pm Mon-Thurs (9am-4pm Fri), so these will be seen 
as core office hours.  In order to allow flexibility a “flexi-time” scheme is 
available whereby convenors shall work an average of 37 hours per week 
(measured over a four week accounting period) over a standard bandwidth of 
7.30am-6.30pm Monday to Friday.  A maximum of 20 hours credit and 5 
hours debit can be carried over at the end of each four week accounting 
period. 
 
If a convenor needs to attend to TU duties** outside of the 7.30am-6.30pm 
bandwidth then wherever possible they will notify the Branch Secretary in 
advance of the nature of the duty, its location and estimated duration.  
Appropriate time of in lieu will subsequently be agreed between the convenor 
and the Branch Secretary.  Should there be a failure to agree the amount of 
time off in lieu to be taken then the matter will be referred to Regional Office.  
UNISON does not expect or encourage anyone to work more than their stated 
hours per week for H&S reasons and achieving a good work-life balance. 
 
Annual Leave 
 
Currently there is no mechanism in place for Convenors to request Annual 
Leave.  As a courtesy, convenors should let the Branch Secretary know of 
their intention to take leave, which should then be agreed and recorded in the 
office diary or other central branch register.  Likewise the Branch Secretary 
will let all staff know of her/his intention to take leave. 
 
The amount of annual leave each convenor has will equate to their 
entitlement in their substantive employment.  Convenors are requested to 
advise the Branch Secretary of their leave entitlement at the start of each 
leave year so that she/he can make sure that all convenors take their full 
allocation.  All parties are expected to comply with the guidance contained 
within the Working Time Regulations in respect to notice for leave requests. 
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Casework 
 
In order for the branch to be able to manage casework effectively each 
convenor will share with the other convenors what their current caseload is. 
This will assist in the allocation of casework to stewards and with the intention 
that each convenor has a level of casework which is both fair and 
manageable. 
 
A central record of cases allocated to convenors and other branch 
representatives will be kept and maintained by the Office Manager so that 
she/he and the Branch Admin Team can manage calls from members 
appropriately. 
 
Convenors will therefore meet on a regular basis at least once a week to 
discuss and allocate current casework. 
 
If at anytime a convenor feels they have too much work to manage then this 
needs to be raised with the Branch Secretary who will then take appropriated 
action to re-allocate some of their workload. 
 
Duty Calls/Days 
 
There is the expectation that each convenor will undertake a “duty day”.  
Currently the Branch Secretary will have one day per week, the Deputy 
Branch Secretary 2 days per week and part-time convenors  2 days per week 
between them (actual days to be taken shall be agreed between convenors 
and the Branch Secretary).  There is also the expectation that on at least one 
duty day each week the convenor should be available and in the office for the 
whole 9am-5pm period (4pm if a Friday), so that members and reps know that 
they can get in contact for advice and assistance.    
 
If a call comes in from a member where there is a UNISON representative in 
the member’s section, department, workplace and/or bargaining group (or 
employer, if outside of the main employer) then that call should be directed to 
them in the first instance. If the representative is unable to deal with the issue 
then that representative should contact the duty convenor or branch for advice 
and/or assistance. 
 
Arranging Meetings 
 
Wherever possible members should be asked to come into the office for 
meetings.  If this is not possible, then meetings should be arranged at a 
mutually agreed suitable alternative location.  The details of all meetings 
should be clearly entered in convenors’ personal Outlook Calendars.  These 
details shall include the time and location of meeting, the name of person the 
convenor is meeting (if appropriate) and an indication of how long the meeting 
is expected to take and to include travel time.  Mobile phones are allocated to 
convenors for work use and to be taken when going out so that they can be 
contacted if necessary. 
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Trade Union Activities 
 
Requests from convenors for time away from branch duties to attend Trade 
Union activities will not be unreasonably refused. 
 
Where such activities take place during core office hours then the time taken 
to attend the activity will count towards the convenor’s paid working time to a 
maximum of 7.4 hours per day (Monday-Friday). Requests for time off to 
attend meetings on scheduled dates (e.g. for National & Regional meetings 
and/or conferences) shall be made as soon as reasonably practical once the 
dates become available.  In the case of other meetings or activities as much 
notice as possible shall be given. 
 
 

Finally 3 key things that we all need to remember: 
 

Communication 
 

Respect for each other 
 

The need to work together as a team 
 
*For the purposes of this document the term “Convenor” and “Branch Convenor” refers to 
those elected representatives of the Branch who are subject to a formal full or part-time 
secondment from their employer to undertake trade union duties and activities. 
 
**For the purposes of this document the term “duties” includes all Trade  Union training and 
duties as defined in the Acas Code of Practice for Time off for Trade Union Duties and 
Activities 
 

     


