
START
1. We need a (better) time off agreement

2. Call a branch/workplace committee meeting to discuss and plan

3. Map the branch/workplace to identify strengths and 
weaknesses in membership levels and union organisation

4. Locate where all union representatives are in the branch/workplace map

5. Identify areas for action – where do we need (more) reps?

6. Interview or complete a survey to gather information on 
each union representative’s existing time allocated for union responsibilities, 

work loads, activities conducted during time allocated, dates and types of 
training completed, any issues about getting time off

7. Collate and analyse all the information gathered

8. What is needed/possible to achieve?
What do we have now? What do we need in the future?

9. Develop proposals

10. Plan and run campaign among the 
membership and within the workplace

11. Agree a date to approach management about 
negotiations for a (better) time off agreement

12. Negotiate agreement

13. Review and monitor 
agreement, and when needed 

commence steps again

Steps to negotiating a time off agreement
Part of the TUC Bargaining to Organise resources. For more information go to www.tuc.org.uk/b2o
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