Information and Consultation Agreement

DATED [insert date when agreement approved by both parties]

This agreement sets out a voluntary framework to implement an Information and Consultation Committee (ICC) for this organisation.  The Committee will comprise of elected representatives (ICC Reps) who will be elected by all employees to represent them in dialogue with the organisation on matters in the workplace which may affect them. In addition, the Committee will include members of the management team appointed by the organisation to co-ordinate the ICC.

This agreement is ‘binding in honour only’ and does not form part of any employee’s contract of employment.  The content may be subject to change after consultation with the elected representatives.

The objective of the ICC will be that both parties work in a spirit of co-operation and, with due regard for their reciprocal rights and obligations, take into account the interests of both the organisation and its employees.  Where practicable, consultation will be conducted with a view to reaching agreement with the elected ICC Reps.

Who is covered?

This agreement applies to all employees who are based in the UK at this organisation [or state specific site/division].  This agreement does not apply to temporary or casual workers or contractors.

Membership of the ICC

The organisation will arrange for the election of [insert number] ICC Reps to cover the following [define areas/job groups]:

[insert details of each group of employees and the number of ICC Reps who will cover them].

The number of ICC Reps appointed will depend on the needs of the organisation and may be increased or decreased in line with operational changes.  In these circumstances the organisation reserves the right to change the number of ICC Reps required and the job groups/areas they represent.  In the event of a change the organisation will give the ICC one month’s notice of the proposed change and details of which areas and/or ICC reps may be affected and when the change will take place.

[OPTIONAL – where a recognised trade union is to be involved in the process]
In addition to the elected ICC Reps the ICC will invite [insert number] of trade union representatives to join as standing members.]

The organisation will appoint the following members of the management team to co-ordinate and manage the ICC process:  

[insert details of the positions that will be appointed, for example, the Managing Director acting as Chairperson, the HR Manager acting as Secretary etc].

Eligibility of ICC Reps

In order to qualify for election those wishing to stand for election as an ICC Rep must have completed [one] year’s continuous service with the organisation and must have a clean disciplinary record. 

Elections will be held on annual/bi-annual basis commencing on [insert month/year].

ICC Reps must work in the area/job group they wish to represent but, in some cases, where no nominations for an ICC Rep are received, other ICC Reps may be asked to cover that area/job group.

ICC Reps wishing to stand for election must be nominated and seconded by two fellow employees.  The organisation will then conduct a secret ballot to elect the ICC Rep for each area/job group.  In the event that only one ICC Rep is nominated, this employee will automatically be elected to the role unless there is a written valid objection from the area/job represented sent to [insert job title] within 5 working days of the employee being appointed.

ICC Reps may be required to stand down with immediate effect if they are guilty of unreasonable conduct which includes, but is not limited to:

· Acting in a disruptive or unreasonable manner with regard to the ICC processes.

· Disclosing information to third parties without authorisation which has been given in confidence as part of the ICC process (see section on Confidentiality).

· Swearing, shouting or unreasonable behaviour in ICC meetings.

· Deliberate or wilful misrepresentation of the views/opinions of those represented.

· Being subject to any formal disciplinary penalty at any time (excluding informal counselling).

· Persistently missing scheduled meetings without reasonable cause.

The Chairperson will make the final decision to remove an ICC Rep from their role if required.

Term of Office

[Half] of the ICC Reps will normally hold office for [three] years and half for [two] years in order to achieve consistency and continuity within the ICC.  Elections to the ICC may be held at other times if an ICC Rep steps down from their ICC role or leaves employment with the organisation.  New ICC Reps will normally serve for three years for their first term of office.

ICC Reps may be re-elected for consecutive terms of office.

The Chairperson and Secretary will serve on the ICC for as long as required by the organisation.  In the event that the Chairperson cannot attend a meeting he/she will appoint a suitable deputy of senior standing to stand in on a temporary basis.  From time-to-time ad-hoc invitations to other members of the management team may be made where their input is relevant to matters for discussion.

[OPTIONAL]
Permanent places on the ICC will be permitted for [insert details, for example, senior union representative, chairperson of the health and safety committee etc].]

Rights of ICC Reps

All elected ICC Reps will have the right to have reasonable paid time off to attend scheduled ICC Meetings.  Other paid time off will be permitted to allow ICC Reps to carry out their duties and to attend preparatory meetings.  Permission for time off must be granted in advance via local management who will not unreasonably withhold their agreement.

Any expenses incurred in relation to ICC duties and meetings will be reimbursed, if authorised in advance by [insert job title], subject to normal expenses procedures.

The organisation values the role of the ICC Rep and undertakes to ensure that no elected ICC Rep will be dismissed or suffer a detriment in relation to their being elected or carrying out their role as an ICC Rep.

Meeting Schedule and Quorum

Each year the organisation will undertake to schedule at least [four] regular ICC meetings which will be held [give details if known] OR details of which will be notified to members of the ICC in advance by the Secretary.

If necessary, ad-hoc or interim meetings may be scheduled at the discretion of the Chairperson where important matters for discussion occur between regular meetings.  

Except for ad hoc or interim meetings, regular meetings will only take place if at least [50%] of the members are present including at least [three] elected ICC Reps.

Agenda for the ICC

The objective of the ICC is to enable the organisation to inform employees and seek their views, via the ICC Reps.  

Matters for communication and/or consultation may include the following items:

· Proposed changes to the organisation which may affect employees, their job roles, location or duties

· External or internal issues which affect the working environment

· Information on economic circumstances affecting the organisation and organisational performance/prospects

· Training

· Any other matter deemed appropriate by the Chairperson

· [OPTIONAL Proposed redundancies and/or business transfers]

The ICC will not discuss issues relating to terms and conditions in contracts of employment or matters relating to individual employees or small groups of employees.  [The recognised trade union will continue to negotiate annually with the organisation on collective matters outlined in the recognition agreement.]

[Separate consultation bodies exist for Health & Safety matter and for Pensions and these should be referred to as appropriate.]

Items for inclusion on the agenda for ICC Meetings must be submitted to the Secretary at least [insert timescale] in advance of each meeting.  ICC Reps should note that, although some time may be given to “AOB” items, time constraints may not permit full discussion at the end of the meeting.

Preparatory meetings for elected ICC Reps will be permitted and facilities made available for one half day prior to the regular scheduled ICC meeting.  Further meetings may be permitted by application to the Chairperson, for example, where issues of significance may require an interim meeting.

ICC Reps may submit questions in writing to the Chairperson in advance of the meeting where items for discussion need clarification.  Responses to questions will either be circulated ahead of the meeting in writing to each member or given at the meeting.  ICC Reps may also request in writing the disclosure of information to assist them with the consultation process.  Requests should be put in writing to the Chairperson who will determine if the information requested can be reasonably provided, subject to the constrains of confidentiality.  If information cannot be provided, an explanation will be given as to why. 

Meeting Protocol

The Chairperson of the ICC will make every effort to ensure that the meeting allows all members to give their views and to enter into discussion on each agenda item.  Questions raised in the meeting which cannot be addressed will be communicated back to members with the minutes of the meeting or referred to the next meeting if not urgent.

Minutes of the Meetings

The Secretary of the ICC will take minutes of each meeting and submit them to the Chairperson and [one] ICC Rep(s) for approval.  Circulation of the completed minutes will take place within 14 days of the meeting being held.

[OPTIONAL][Minutes will be posted on notice boards OR circulated to employees via the organisation’s intranet or [insert details].   Feedback on the meeting may be given by the ICC Rep to their area/job group in [insert details of communication channel/briefing].

Where proposals have been discussed with the ICC, the Chairperson will write to the ICC after the meeting to inform them of the outcome of any discussions and any actions the organisation proposes to take as a result.  For sensitive issue the ICC members will receive notification of action 24 hours before it is communicated to the workforce.  In these cases, members will be required to maintain strict confidentiality until such time as an announcement has been made.

Confidentiality

The subjects discussed at via the ICC will not for the most part be confidential in nature as the organisation views the ICC as an important communication and consultation channel accessible to all employees.  However, in order to ensure the ICC is effective it may be necessary from time to time for the organisation to disclose confidential information to the members of the ICC. The organisation will maintain absolute discretion as to what information may or may not be disclosed and whether such information, if disclosed, is released in whole or in part.  Where items are flagged up as confidential by the Chairperson that information shall remain confidential to ICC members at all times unless express permission is given to disclose it.

All members of the ICC are required to sign a confidentiality agreement which will require each member to agree not to divulge confidential information either during the term of their office with the ICC or at any time thereafter.  Any breach of the confidentiality agreement will be viewed as a serious disciplinary matter which may result in removal of the ICC member from office and/or other disciplinary action including possible dismissal.

Signatures

[insert name]

On behalf of the [insert organisation name] 

[insert date]

On behalf of the elected ICC Representatives

[insert date]

