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TIME OFF FOR PUBLIC AND EMPLOYEE 
RELATIONS DUTIES POLICY 

 
 
POLICY STATEMENT 
Fujitsu encourages and supports contribution to the wider community and society. 
Making a contribution to the community also provides opportunities for personal 
development, enables an interchange of ideas, supports Fujitsu’s Values and 
enriches the community and society in which we live. 
 
Fujitsu is keen to support employees who choose to participate in the wider 
community by allowing reasonable time off for public duties. This policy provides a 
framework for managers to ensure consistency when dealing with an employee’s 
request.   
 
It also describes the company’s arrangements for dealing with requests for time off 
for employee representation and trade union duties as both public and 
representational activities lead to employees not being available to carry out their 
normal work. 
 
APPLICABILITY 
All Fujitsu UK employees. 
___________________________________________________________________ 
 
PUBLIC DUTIES 
 
Introduction 
Fujitsu is keen to support employees who choose to make a public contribution to the 
community and will consider requests to grant reasonable time off for employees to 
participate.  
 
Requests for time off will be considered for a wide variety of public duties and 
activities.   
 
Fujitsu will allow employees who hold certain public positions, reasonable time off to 
perform the duties associated with them. The following list provides some examples 
and is not exhaustive. If managers are unsure whether a public duty is covered they 
should seek advice from their HR representative: 
 

• Magistrates, sometimes know as  justices of the peace 
• Members of a board of prison visitors or a prison visiting committee 
• Members of a local authority 
• Members of a police authority 
• Members of a statutory tribunal (e.g. an Employment Tribunal) 
• Members of a relevant health body 
• Members of a relevant education body ( e.g. school governor) 
• Members of the Environment Agency or the Scottish Environment 

Protection Agency 
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Fujitsu will permit reasonable time off for employees to undertake other specific 
activities such as: 
 

• Attendance at meetings of the public body or any of its committees or sub 
committees; 

• Performance of duties approved by the body for the purpose of 
discharging its own functions or those of its committees or sub–
committees; 

• Any duties of a justice of the peace. 
 
Reasonable Time 
Where possible employees should be permitted to take off a reasonable amount of 
time in which to perform their public duty. The amount of time required to perform the 
employee’s public duty must be discussed and agreed with their manager 
beforehand. The following should be taken into consideration when deciding the 
amount of time to be permitted: 
 

• How much time is required overall to perform the duties and how much time 
off is required to perform the particular duty in question 

• How much time off the employee has already been permitted for the purpose 
of this activity 

• The circumstances of Fujitsu’s business and the effect of the employee’s 
absence upon it 

• The employee’s performance against team targets and work deadlines 
• Levels of current workload 
• Local resourcing requirements 
• Resource levels within the team 

 
Once the overall amount of time has been agreed there should be agreed 
arrangements on how and when the specific time off is requested so that the 
manager can organise appropriate cover. 
 
The balance of responsibility between contributing to Fujitsu and its clients, and 
contributing to society, will require careful consideration. Managers must judge what 
is reasonable and possible without compromising service to clients or over-burdening 
colleagues.  
 
Should the amount of time being devoted to public, employee relations or civil duties, 
impact Fujitsu’s ability to deliver to it customers the Company reserves the right to 
review the situation and specify the conditions on which permission will be granted. 
 
Below is a table including a list of activities for which the company has decided a 
specific level of support will be given, this list is not exhaustive. It includes the 
maximum levels of time, whether paid or unpaid, that is permitted by Fujitsu. 
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ACTIVITY MAXIMUM TIME 

PERMITTED IN EACH 
CALENDAR YEAR 

NOTES 

Reserve Forces, 
including Territorial 
Army, Reserve Air Force, 
Royal Naval Reserve and 
Royal Marines Reserves 

Up to two week’s paid 
leave per annum to attend 
annual training which is a 
condition of membership. 
Employees can request up 
to a maximum period of 
two additional weeks 
unpaid leave. 

Any additional time can be 
requested as unpaid 
leave. The employee must 
produce official documents 
to their manager to 
confirm dates. 

Standing at 
Parliamentary or local 
Elections  

Unpaid leave can be 
requested for the duration 
of the campaign.  
 

An employee wishing to 
stand at an election 
whether it is local or 
national must advise their 
manager of their intention 
to do so.  

Service at Parliamentary 
and Local Government 
Elections 

Any period of absence 
granted for such duties 
can be requested as 
unpaid leave. 
Employees can request up 
to a maximum period of 
two weeks unpaid leave. 

Employees may serve as 
presiding officers and 
polling clerks at 
parliamentary and local 
government elections, 
subject to operational 
requirements. Employees 
must obtain permission 
from their line manager 
prior to agreeing to serve 
in this capacity. 
Employees may retain any 
fees received for 
performing this duty. 

Sports/ Cultural  An employee who is 
selected to take part or 
coach or officiate at a 
national or international 
sports event will be 
granted one weeks paid 
leave.  
Employees can request up 
to a maximum of two 
additional weeks unpaid 
leave. 

Any additional time should 
be as unpaid leave.  

Justices of the Peace  An employee who is 
required to attend court as 
a JP should be given paid 
leave of absence up to a 
maximum of the 
equivalent of half a day 
per week. Employees can 
request up to a maximum 
of two additional weeks 
unpaid leave. 

Any additional time should 
be requested as unpaid 
leave. 
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Court including jury 
service 

An employee who is 
required to attend court as 
a juror or witness should 
be given paid leave of 
absence for the period 
they are required to 
attend. 

Any fees received are 
required to be repaid to 
the Company with the 
exception of travelling 
expenses. 

Local Community The amount of paid time is 
at the discretion of the line 
manager and will take into 
consideration operational 
requirements. 
Employees can request up 
to a maximum of two 
weeks paid leave and a 
maximum of one 
additional weeks unpaid 
leave.  

Local community service 
will include activities such 
as the lifeboat service, 
mountain rescue and 
special constables. 
Please refer to the 
Charitable Support and 
Community Relations 
Policy 
 

Support to Corporate 
Charities 

Employees are able to 
spend up to 1 day a year 
to participate in charitable 
activities to support our 
corporate charities. Any 
additional time will be 
subject to management 
approval and will take into 
account operational 
requirements 

Examples currently would 
be our corporate charities 
which are Shelter, 
Children in Need and The 
Prince’s Trust.  Support 
can be given to other 
organisations as long as 
they are a UK registered 
charity.  Any team building 
activities to assist 
corporate charities will 
count towards the 
permitted time.  

Other voluntary public 
duties 

Employees should be 
given reasonable paid 
time off to attend meetings 
of voluntary public bodies; 
normally one day per 
month on average is 
reasonable). 

Examples would be 
School Governors, Local 
Councillors, or 
Registered Charity work. 
Please refer to the 
Charitable Support and 
Community Relations 
Policy 
  
 

 
Other activities may arise as a consequence of Professional Community membership 
or employment by Fujitsu.  Reasonable paid time will be made available for these 
activities.  This may be representation on professional bodies, board of a Technical 
College or a community action group or government think tank, etc.   
 
 
 
EMPLOYEE RELATIONS 
It is the responsibility of an employee undertaking any of the roles listed below to 
agree and discuss appropriate time off with their manager. While the expectation is 
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that such requests will normally be granted there may be occasions when business 
needs mean that specific requests have to be refused. 
 
 
 
Employee Representatives 
There are a number of Consultation Forums across the business for many different 
purposes.  It is envisaged that the amount of time that is reasonable to spend on 
consultation activities will vary; however only in very exceptional cases will the 
Company permit more than 50% of an employee’s contracted hours to be spent on 
such activities.  This time includes all consultation and representative activities/duties 
as a whole across the Company such as Union and Company activities. 
 
From time to time it may be appropriate for the permitted time to be increased in line 
with business activity or requirements.  This can only be done with agreement of the 
Head of HR and Business Lead for that area.  
 
Trades Unions 
If the company has reached an agreement with a recognised trade union on time off 
arrangements, that agreement replaces the sections of this policy headed ‘Trade 
Union Representatives’ and ‘Union Learning Representatives’. 
 
Trade Union Representatives 
An employee who is an accredited representative of a trade union in a part of Fujitsu 
which is covered by a trade union recognition agreement is allowed reasonable time 
off during working hours with pay to undertake their duties in accordance with 
legislation and the current ACAS Code of Practice.  
Examples of such duties are: 

• Undertaking authorised union training 
• Consulting with or receiving information from Fujitsu.  
• Accompanying members at disciplinary or grievance hearings, including 

preparatory work 
• Negotiating with the company  

 
Recognition Agreements in place at the time may expand on the above and may also 
identify who is permitted time off for trade union activities (as distinct from trade 
union duties), and whether the time will be paid or unpaid. In the absence of any 
express agreement, the time required for activities will be unpaid. 
 
Accredited union representatives in areas of the company where we do not have 
union recognition have no legal entitlement to time off (paid or unpaid) to undertake 
their role except in relation to accompanying members at disciplinary or grievance 
hearings. 
  
Trade union representatives should normally take an amount of time that is 
reasonable to perform their duties/activities (see note above on representative time 
as a whole). However only in exceptional cases will the Company permit and pay for  
more than 50% of an employee’s contracted hours to be spent on such activities. 
This 50% of time is the total of all union duties/activities and other Company 
consultation activities.  If representatives routinely require more than 50% of time, 
this must be approved by local management and the Employee Relations Manager.  
Such requests will only be considered where trade union representatives can 
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demonstrate due consideration has been given to proactively seeking an alternative 
solution such as the redistribution of a proportion of their duties / activities to other 
representatives. 
 
 
Union Learning Representatives  
Union Learning Representatives in areas where the company recognises their union 
are entitled to reasonable paid time off for training and for carrying out their duties. 
Union members are entitled to unpaid time off to consult their learning 
representatives, as long as they are in a part of the company where the union is 
recognised. These rights are limited to areas where unions are recognised for 
collective bargaining purposes.  The time for such consultations must be agreed with 
the local manager. 
 
RESPONSIBILITIES 
 
Employees  
All employees are responsible for familiarising themselves with their individual terms 
and conditions of employment and with the general Company standards in relation to 
attendance at work.  
 
An employee requesting time off for undertaking any of the permitted duties within 
this policy duty must make every effort to provide reasonable notice of their 
requirement in order to facilitate the covering of duties in their absence. The more 
notice which can be given to their manager may increase the possibility of 
consideration for time off. 
 
All employees are responsible for gaining approval from their manager to take time 
off to undertake public/ employee representative duties during company time. 
 
Managers 
Managers are responsible for considering and approving requests promptly for 
reasonable time off to undertake public/employee representative duties in 
accordance with the specific guidelines. 
 
So far as is consistent with business demands, managers are expected to be 
responsive and supportive to any employee who makes such a request. Managers 
should, where required adjust an employee’s workload so that there is no 
requirement to work the equivalent amount of time during non – business hours to 
make up the time, whilst at the same time ensuring there is no significant detrimental 
impact to the business operation. 
 
Human Resources 
HR is responsible for advising, guiding and educating managers in the application of 
this policy. HR will ensure that there is consistency and fairness for all employees 
who request time off for public duties.  
 
POLICY OWNER: 
This policy is owned by the Head of HR Specialists on behalf of the Human 
Resources Director, UK and Ireland. 
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EXEMPTIONS: 
The Head of HR Specialists is responsible for defining all aspects of the policy.  
There are exemptions provided for some employees who have been transferred to 
Fujitsu under TUPE arrangements from another organisation where they are covered 
by an alternative policy and for those who are subject to current recognition 
agreements. 
 
REVIEW DATE: 
Next Review Date: 1st January 2014 
 
REFERENCES & RESOURCES: 
Charitable Support and Community Relations Policy 
Annex 2 - Guidelines for Reps Duties - Fujitsu/Unite 
 
 
FOR FURTHER INFORMATION: 
Please contact your local HR Representative.  
 

Version Tracking  
Version Number 2.1 
Effective Date 01/08/13 
Supersedes 2.0  - 01/01/13 
Author Sandra Kemp 
Approver Philippa Holroyd 
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