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[bookmark: _Toc217372992]Introduction 
It is the policy of the Clerk of Tynwald’s Office to encourage effective communications with staff members and to ensure that good relationships are maintained between staff and the Clerk of Tynwald as the employer. This policy sets out our approach to employee relations and industrial relations. 
This policy will be regularly reviewed and may be changed from time to time.
[bookmark: _Toc217372993]Linked Documents
This policy complies with all relevant legislation including the Equality Act 2017 and the Employment Act 2006 and the Code of Practice on Time off for Trade Union Duties and Activities. 
This policy may be read in conjunction with the:
· Grievance Policy and Procedure
· Disciplinary Policy and Procedure
[bookmark: _Toc217372994]Scope
This policy applies to all employees, casual workers, interns and those on work experience, who work in the Office of the Clerk of Tynwald. 
[bookmark: _Toc178867416][bookmark: _Toc217372995]Key Contacts
Responsible Division: Corporate and Engagement 
Owner: The Clerk of Tynwald


[bookmark: _Toc217372996]Key Principles
The following principles will apply to this policy:
· The Clerk of Tynwald’s Office endeavours to ensure the free flow of information about issues affecting staff and will establish appropriate mechanisms for seeking employees’ views through consultation on appropriate matters.
· Industrial relations will be managed to strike a fair but realistic balance between the operational requirements of the Clerk of Tynwald’s Office in the provision of services and the reasonable needs and aspirations of staff.
· As a separate employer, the Clerk of Tynwald’s Office is not bound by the decisions of the Public Services Commission. The Public Services Commission makes decisions relating to the employment of its employees, including civil servants, manual and craft workers and DESC staff. The Clerk of Tynwald makes decisions relating to staff of the Office of the Clerk of Tynwald. 
· Clerk of Tynwald’s Office staff who choose to transfer to posts in other areas of the Isle of Man Government are not guaranteed to retain their continuity of service or to transfer on the same terms and conditions of employment.


[bookmark: _Toc217372997]Policy
[bookmark: _Toc217372998]Employee Relations
1. The Clerk of Tynwald’s Office will strive to foster good relations with staff to reflect the interests of both parties and seek joint solutions to work related problems, wherever possible.
2. The right, as it exists under law, will be protected of all employees to belong to any staff associations or any professional or other body or trade union of their choice, which will admit them under their rules of membership.
3. The right, as it exists under law, will be protected of all employees to choose not to belong to any staff associations or any professional or any other body or trade union.
4. Dealings with employees and their representatives will be conducted in a frank, fair and constructive manner which aims to create an atmosphere of mutual trust and respect and helps to secure a collaborative working environment.
5. A joint consultative approach will be adopted for discussion of certain issues, for example, working practices, of mutual concern to involve and encourage participation of staff in the interests of promoting efficiency, smooth working and economy.
6. All staff have access to fair and effective procedures for the resolution of grievances relating to their employment, which will be operated openly and equitably.
7. All staff have access to the disciplinary procedures and an appeals process, which will be operated fairly and consistently.

[bookmark: _Toc217372999]Industrial Relations
1. The Clerk of Tynwald’s Office has adopted certain pay and conditions analogous to the Civil Service Regulations and the pay scales as set by the PSC. As such, The Clerk of Tynwald’s Office chooses to follow decisions made through the collective bargaining arrangements as set out by the Joint Negotiating Committee in relation to pay and may also choose to follow other decisions, for example in relation to annual leave, as appropriate to the Clerk of Tynwald’s Office.  The final decision on whether to adopt practices resulting from such decisions lies with the Clerk of Tynwald. 
2. The Clerk of Tynwald’s Office will maintain a constructive relationship with registered trade unions recognised as representing the interests of staff.
3. The Clerk of Tynwald’s Office will seek to engage with registered trade unions recognised as representing the interests of staff as necessary in relation to conditions of employment.
[bookmark: _Toc217373000]3.2.1 Recognition
1. The Clerk of Tynwald’s Office currently only recognises Prospect and Unite the Union. Currently only Prospect and Unite the Union will be included in any consultation process and formal agreements affecting the terms and conditions of staff members and in matters such as discipline, capability and grievance policy. However, this does not limit the ability of staff to bring a representative of any Union to a meeting about their individual case. 
[bookmark: _Toc217373001]3.2.2 Facilities for Trade Union Activities
1. As set out in the Employment Act 2006, facilities will be given to employees who are accredited representatives of recognised unions, currently Prospect and Unite unions, including reasonable paid time off work to conduct Prospect and Unite business in certain circumstances and the possible use of official premises. In all circumstances it is the responsibility of the union representative to obtain the prior agreement of the line manager to attend such meetings, and it is expected that the timing of such meetings is arranged so as to minimise disruption to services.  Final approval rests with the Clerk of Tynwald.
Union duties include the following:
a)  Duties or training concerned with the negotiations with the Clerk of Tynwald’s Office on terms and conditions of employment, dismissal of staff members, allocation of work, discipline, union membership, facilities for union officials and negotiating, or
b) In relation to other functions which the Clerk of Tynwald has agreed as appropriate for the union.

2. An employee who is a member of a recognised union, currently Prospect or Unite the Union, will be allowed a reasonable amount of unpaid time off during working hours to take part in union activities (excluding activities which constitute industrial action) by prior arrangement with the line manager and it is expected that the timing of such meetings is arranged so as to minimise disruption to services. Final approval rests with the Clerk of Tynwald.
[bookmark: _Toc217373002]3.2.3 Consultation
Informal meetings may take place from time to time between representatives of the Clerk of Tynwald’s Office and representatives of a recognised union for the purpose of discussing matters of mutual interest or concern raised by either party.
[bookmark: _Toc217373003]3.2.4 Mediation, Conciliation and Arbitration
At all times the Clerk of Tynwald’s Office will strive to settle disagreements in an orderly fashion and to avoid industrial disputes. However, if such disagreements cannot be resolved through negotiation, the Clerk of Tynwald may authorise settlement by mediation or conciliation. Where a settlement cannot be agreed by such means, the Clerk of Tynwald may authorise independent arbitration, which will be binding on both parties. Ordinarily, the matters which may be referred for arbitration will concern:
a) Pay
b) Allowances
c) Hours of work
d) Annual leave.



Retention and Personal Data
[bookmark: _Toc178867434][bookmark: _Toc217373004]Retention
Information Management is managed under the COT corporate retention schedule
Function		COT Corporate
Sub-function 		Policies 
[bookmark: _Toc178867435][bookmark: _Toc217373005]Personal Data 
The Office of the Clerk of Tynwald on the basis of being an official authority. 
The following is a checklist to ensure the processing of personal data is applied in this policy:
	Principle
	Context
	Applied?

	Lawfulness, fairness and transparency 
	Personal data is processed lawfully, fairly and in a transparent  manner 
	Yes

	Purpose limitation
	Personal data is collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes
	Yes

	Data minimisation
	Personal data processed is adequate, relevant and limited to what is necessary 
	Yes

	Accuracy
	Personal data processed is accurate and, where necessary, kept up to date
	Yes

	Storage limitation
	Personal data is kept in a form which permits identification for no longer than is necessary
	Yes

	Integrity and confidentiality
	Personal data is processed in a manner that ensures appropriate security
	Yes


[bookmark: _Toc512411840]The following is a checklist to ensure the following rights for individuals when processing personal data:
· The right to be informed
· The right of access
· The right to rectification
· The right to erasure
· The right to restrict processing
· The right to data portability
· The right to object
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