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THORPE ST ANDREW TOWN COUNCIL

Finance and Staff Committee Meeting to be held on:
27" January 2020
7.30pm at Town Hall, Pound Lane

AGENDA

Attendance and Apoclogies for Absence

Declarations of Interest

Minutes of the Meeting 18™ November 2019

Public session — limited to 3 minutes per speaker

Finance - to be tabled

Draft Attendance and Wellbeing Policy — Report attached

Safety Ladders at River Green — Verbal Report

Update on Football Club meeting — Verbal Report

Deputy Clerk for Committee and Events/Community Officer Post — Draft Job
Descriptions attached
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Future agenda items (Not for discussion)

Issued 17% January 2020

Town Clerk - Dr Thomas Foreman
Thorpe St Andrew Town Council, Town Hall, Pound Lane, Thorpe S5t Andrew, NR7 OUL
Tel/Fax: (01603) 701048 E-mail: office@thorpestandrew-tc.gov.uk
Website: www thorpestandrew-tc.gov.uk

VAT No. 107 2921 90






Finance and Staff Committee

6

Thorpe St Andrew Town Council
Minutes of the Finance and Staff Committee Meeting
held on 18 November 2019 at 7.30pm

Present:
Miss S Lawn (Chairman)
Mr F Bowe Mr J Emsell MrL Reeves MrS Snelling Mr Fisher

Mr J Ward

Apologies: Mr | Mackie and Mr N Shaw

In attendance:
Dr T Foreman (Town Clerk) Mrs J Fenn (Deputy Clerk & RFO) Mr P Berry

Two members of the public were present.

DECLARATIONS OF INTEREST IN ITEMS ON THE AGENDA
None

MINUTES

The minutes of the meeting held on 16" September 2019 were agreed and signed as
a true record.

PUBLIC SESSION (limited to 3 minutes per speaker)

Two representatives of Dussindale Rovers Football Club provided an overview of the
letter they had written to the Committee regarding the current and future of the football
club.

LETTER FROM DUSSINDALE ROVERS FOOTBALL CLUB

Members considered the letter from Dussindale Rovers Football Club, along with
comments made by its representatives during the Public Session. The Members
discussed the matter at length, specifically the requests to have fencing installed at
the Sir George Morse Park and restricting dogs on the main field.

RESOLVED

To set-up a meeting early 2020 with Councillors, Officers and Dussindale Rovers
Football Club, St Andrews Football Club and Thorpe Village Football Club to discuss
current and existing needs.

INSTITUTE OF GROUNDSMAN
Members considered information provided by the Parks and Estates Manager relating

to Membership of the Institute of Groundsman. The Town Clerk explained the increase in
staff and the need for specialist training meant membership for the whole team was now cost
effective. Members were keen to see greater training on cricket and sport pitch maintenance.

RESOLVED
For the Town Council to take Local Authority/Public Body member for the Parks and Estates

18 November 2019
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staff.

GRANT APPLICATION — THORPE PLAYERS

The Members considered in detail the grant funding application for the hire of lights by
Thorpe Players. The Committee considered the audited accounts, constitution and
details of the productions undertaken in recent years.

RESOLVED

To award £200 to the Thorpe Players for the hire of lighting equipment, on condition
that this is a one-off payment.

BUDGET 2020/21

The Members considered in detail the draft budget prepared for the Committee. There
was significant discussion regarding the ambitions of the Council over the next 12
months and understanding that many of these priorities are time sensitive.

RESOLVED
To recommend that the Town Council approve the draft Budget 2020/21

The meeting closed at 8.55pm.

Signed: .......cooeeii i

Dated: .....covneieeiiieeee e

18 November 2019
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THORFE ST ANDREW TOWN COUNCIL

Finance and Staff Committee : 27% January 2020
Attendance and Wellbeing Policy review

Agenda Item: 6

Reason for this Report
This report has been prepared for the Committee to consider a draft Attendance and Wellbeing Policy.

Background

The Town Council has grown in size since its adoption of a sickness policy, which is contained within
the staffing handbook.

The increase in staffing levels and need to have clear policies in place to address sickness absence,
special leave, mental health and wellbeing, and an appeal process has meant a more comprehensive
policy for sickness absence is required.

This policy contains a number of working practices which need to be codified to ensure consistency
across the Council.

Advice

The Committee is asked to comment and revise the policy as required.

Should the Committee approve the document, it is requested that the Committee undertake a two
week consultation with current staff and consider the responses prior to its adoption.

Legal Implications

All decisions and actions taken by or on behalf of Thorpe St Andrew Town Council must (1) be
within the local powers of the Authority; (2) comply with any procedural requirement imposed by
law; (3) be within the powers of the body or person exercising powers on behalf of the Authority; (4)
be undertaken in accordance with the Authority procedural rules inc. Standing Orders and Financial
Regulations; (5) be fully and properly informed; (6) be properly motivated; (7) be taken with regard to
the fiduciary duty of the Authority to its residents; and (8) be reasonable and proper.

Financial Implications
There are potential financial implications arising from this report.
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SECTION 1 - INTRODUCTION
Introduction

1.1 The Council considers the health and wellbeing of its employees important
and is committed to providing a high-quality working environment for all
employees. The Council aims to promote a positive approach to
maximising attendance through work life balance and health promotion.

1.2 The Council is committed to help prevent and reduce absence levels, o
respond effectively to actual and potential problems with service delivery
and provide assistance to employees with health problems at an early
stage. It is recognised that high levels of attendance contribute to the
planning and provision of its service. The reduction of sickness absence
levels will improve service delivery, increase employee morale, ensure the
organisation is_more competitive_and increase job security. Sickness
¢ organisational issue and should not
i-the broad context of the Council’s
'and wellbeing of all employees and
é?\affect sickness absence levels.

is --unot limited to sickness and health
e prmedical issues such as domestic
problems, ‘, | 0 gikr term tat make attendance problematic.
It is ackndpik ﬁ}a  f W=t ,\ees need to take time off work
due to ; 8 ¢ other unexpected domestic
D |ate paid (or in some instances

work unless they are unable to do so. Attendance is regarded as an
essential element of an employee's overall performance along with quality
of work, output, attitude to the job, relationships, attention to safety and
time keeping.

1.4 The Council aims to ensure that employees experiencing problems with
attendance at work are supported, wherever it is both practicable and
reasonable. Employees who are absent from work due to sickness will be
treated consistently, with respect, understanding and sensitivity.

Roles and Responsibilities

1.5 It is important that everyone clearly understands their roles and
responsibilities within this process.

Employee Responsibilities

1.6 Al Council employees are responsible for:
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a. Attending work on a regular basis in accordance with their contract of
employment

b.  Ensuring they read, understand and comply with this policy and procedure

¢. Fully co-operating with the requirements of this policy when they are in
operation, including attendance at Occupational Health and contact
meetings.

d. Maintaining confidentiality at all times during any sickness proceedings,
with the exception of any conversations which may be necessary with their
Trade Union

e. Behaving and acting in a way that is consistent with the Council's vaiues
of accountability, flexibility, openness, professional integrity, diversity,
respect and working with others

Management Responsibilities

1.7 In addition to their responsibilities as emplovemgers are also
responsible for:

a. Ensuring employees are aware of all relevant policies and procedures by
whatever means are most appropriate.

b. Establishing, demonstrating and consistently uphalding standards of
acceptable attendance. '

c. Fully understanding the Council's Attendance jand Wellbeing policy and
where it is implemented, applying it fairly, consi t'ltly and in a timely way.

d. Seeking advice from Human Resource advisors on all matters relating to
attendance.

e. Keeping adequate notes and records of all evenis and evidence to support
the use of the policy. This is to ensure that there is a robust record to
protect the Council if there is an Employment Tribunal claim and to ensure
the manager has sufficient notes to support any witness statement they
are required to provide. Notes of meetings should be provided to the
employee and signed by the employee and manager as an accurate
record of the meeting.

f. Ensuring that the Council's Attendance and Wellbeing policy is always
adhered to including timescales, appeal rights, rights to representation,
etc.

g. Arranging any meetings and support required as part of the procedure,
e.g. securing dates, despatching invitation letters people to attend stage
interviews, contact meetings etc, organising administrative support to
record the proceedings, send decision letters, etc.

h. Contact the Human Resource and Health and Safety advisors immediately
to arrange a referral in cases of industrial accidents or occupational ill
health.

I Contact Human Resource advisors regarding work related stress
conditions

I3 Regularly access information about compliance with the policy by their
direct reports and ensure that non-compliance is addressed
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k. The Town Clerk will monitor absence and compliance, but this should also
be an agenda for Finance and Staff Committee meetings
l. Maintaining confidentiality at all times throughout the process.

Human Resource advisor responsibilities:

1.8

. Act as advisor to managers to ensure that the Council's Attendance and
Wellbeing Policy is applied correctly.

. Provide managers with information and advice as necessary throughout
the process.

. Assist with any review and monitor sickness cases and outcomes and
support managers to undertake any remedial action that may be
necessary.

. Support line managers to manage sickness cases of 4 weeks plus and
cases of absence due to stress.

» . Assist withgt of the applicgiion of the policy and procedures in the

e xperience.

ﬁght of & L EC
\\ |
PURP\GSE

work by eé};;ioye?wis essential to enable the Council
Brvices. {

bl and encgurage all employees to achieve
d8dards of afendance and aims to ensure a
840 the appligation of the Council’s attendance

in@# Council. ;

1.11 It is therefore essential that employees observe and abide by the
requirements of this policy.

Who is covered by this Policy?

1.12 This Policy applies to all employees of the Council, irrespective of status
and/or grade.

KEY PRINCIPLES

1.13 The key principles related to Special Leave and Sickness Absence are
detailed further in the relevant sections.
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SECTION 2 - EMPLOYEE WELLBEING COMMITMENT

2.1

22

23

The Council aims to promote and encourage wellbeing at work. Wellbeing
produces positive attitudes, engagement, motivation and innovative
thinking. Wellbeing is an important factor in building employee
engagement and is therefore a key management issue for the Council.
The Council has an ongoing agenda in this area and is committed to
continuing to address barriers to wellbeing as well as proactively
identifying ways in which it can enhance employee wellbeing. This
commitment is endorsed and fully supported by elected members, senior
management teams and trade unions.

The Council already has in place a number of policies, services and
initiatives designed to support employee wellbeing such as our use of the
NHS Occupational Health Service, Employee Counselling Service,
Flexible Working policy, efc.

The Council will:

continue to promote health and/w,ellPéing through management policies.

employee wellbeing or wherg/such oltcomes are for whatever reason
unavoidable, respond with eatl ‘supportiand intervention to limit the effects
and promote recovery.

prevent, so far as is practigable, %ﬂ e circumstances detrimental to
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SECTION 3 — SPECIAL LEAVE PROVISIONS

PURPOSE

3.1

3.2

3.3

One of the Council's key commitments is to support the Work life Balance
Strategy and in support of this, a range of flexible working policies and
arrangements exist. These, in addition to the Council’s annual leave
arrangements, should provide sufficient time off to deal with the personal
needs of most employees. However, the Council recognises that there are
times when employees will need short periods of time off work to deal with
family and domestic situations.

The Council recognises that many areas of public service can only function
through the good will of employers who agree to their employees having
time off to attend to such duties. The Council wishes to encourage its
employees to enter public service but must balance this with the needs of
service users.

These provisibns outline the reasons where sp 4 | leave may be granted
(over and above annual leave entitlements), land the number of days
allowable.

KEY PRINCIPLES

3.4

3.5

3.6

3.7

Managers are responsible for ensuring that the
the needs of service users and therefore any of thg provisions in this policy
are subject to management approval. The re not an automatic
entitltement and any request will be subj¢ct to the needs of the
Service. To ensure a fair and consistent approaelt Managers must consult
the Town Clerk prior to giving approval for other than routine special leave
requests.

E adequate provision for

Employees requesting special leave must apply for approval through the
Leave Request Forms, as far in advance as possible considering the
circumstances of the request.

These provisions are to deal with genuine requests for special leave and
any abuse of the provisions will be dealt with under the Council's
Disciplinary Policy. Where applications for special leave are frequent then
managers should discuss this with the employee.

Where special leave is granted and the employee is entitled fo claim an
allowance for loss of earnings, the employee should claim and pay the
allowance to the Council e.g. Jury Service. In such cases, the RFO should
be consulted.
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3.8 Where special leave with pay is approved the daily amount payable will be
the amount normally payable when an employee is taking annual leave.
Where special leave is for periods of less than a day then pro rata
payments will apply. Unless stated otherwise special leave is with pay.

3.9 Where any of these special leave provisions could also be approved under
other provisions such as the Parental Leave and Time Off for Dependants
(both of which are unpaid) then the provisions of special leave would
normally apply.
PROVISIONS
Reason for Further Details Days Allowable (Paid Authority
Leave unless otherwise to
specified) approve
: a. mmedlate rel 10 days. This may be Line
_ men| Husp yfe/ partner/ ¢t M\ extended in exceptional  |[Manager
i . parfe 4 g/ civil p " circumstances by
iependant the Town Clerk
b Death !6f"‘01§ms\ relative! ' | 1 day for day of funeral Line
. _unpaid. Manager.
i | \:
| i
eﬁ‘iof a meknherﬁf staff, \ 'Leave to attend funeral. —for [Line
direct line manager or Manager.
representative
Other employees may request
leave/ flexi
2a. | eave to deal with certain Depending on the Line
Domestic/P unexpected or sudden emergencies | circumstances of the case, up Manager
ersonal hich are immediate, severe and/or | to a maximum of 2 days leave

S

emergencie fragic and to make necessary long-

erm arrangements. Some examples
re critical illness of family/ fire/ theft/
ood

for
each circumstance

Attendance and
Wellbeing Policy
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2b To make arrangements for care Up to 1 day paid per instance | Line
Dependent |(not actually caring for) of | This will be monitored and Manager
care dependants where it is shown to be
arrangement excessive then limits over a
S period of time will be set.

Guidance on this is available

in the A&W

Toolkit
3a. Personal | Authorised absence for medical Where not possible to Line
Medical reasons to attend e.g. arrange an Manager

appointmentg GP, dentist, optician, etc.

GP's, dentists and opticians often
have extended hours and so
employees should make every effort
make appointments outside of their
normal working hours. Where

this is not possible the appointment
must be made for the start/ end of
working hours

appointment outside of
working hours’ time allowed
for appointment and
reasonable travel time. This
is usually up to 2 hours,
although extended
reasonable time may be
agreed. This will be
monitored and where it is
shown to be excessive then
limits over a period will be
set. Guidance on this is
available in the A&W
Toolkit

Attendance and
Wellbeing Policy
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Hospital appointments/
Occupational Health appointments/
Employee

Counselling Service

Time allowed for appointment
and reasonable travel time.
This will usually be 2 hours,
although extended reasonable
time may be agreed. This may
be extended to a maximum of
1 day in exceptional
circumstances e.g. IVF
treatment/ day surgery/
medical procedure. This will
be monitored and where it is
shown to be excessive then
limits over a period will be set.
Guidance on this is available
in the A&W

Toolkit

Line
Manager

3b.
Dependent
appointment
s

Accompanying dependants to
attend a medical appointment at a
hospital or GP which cannot be
made outside normal working
hours. (i.e. for circumstances where
the relative cannot attend on their
own).

Accompanying dependants to non-
medical appointments e.g. social
worker, care professionals which
cannot be made outside normal
working hours (i.e. for
circumstances where the
dependant cannot attend on their
own). Where 2 employees working
for the Council have the same
dependant usually only 1 of them
may claim this unless there are

travel time,
JId UstRlly be up to 2

hou h extended
reasgrigble time may be
agregg This will be
mongoked and where it is

gver a period of time will
be set. Guidance on this is
available in the A&W

Toolkit

Time allowed for
appointment, this would
usually be up to 2 hours,
although extended
reasconable time may be
agreed. This will be
monitored and where it is
shown to be excessive then

Line
Manager

Wellbeing Policy

exceptional limits over a period will be set.
circumstances Guidance on this is available
in the A&W
Toolkit
Attendance and Issue 1 Page 11 of 64




4. Sporting | Employees who are selected to Participants in representative | Town
{Cuitural participate in representative events to be allowed to stay | Clerk
Events. sporting or cultural events at for the duration that they are
National/ International levels. actively participating in the
event, up to a maximum of 5
days.
Requests in excess of above | Town
may be considered in Clerk
exceptional circumstances.

5. Training | Leave to sit approved examinations| Time required to sit exam plus | Line
relevant to job plus examinations up to 3 days revision leave, Manager.
approved through post entry. maximum %z day per
trainipg schemie. examination.

 Lea fo attend ﬁersonal X Up to ¥ day. Line
E.**;f;‘grad ion. manager
Bk / £ :
%or jxl:ig-wittiﬁ'{?'horpe S&R’ndr%’si«:} Time required to attend Line
gown Coypck interview. Manager
4 / 3
" Any other job E’iﬁé_rvie@:' Annual leave/flexi leave. Line
‘ {#Paid leave will be given for manager

he time required to attend

" interviews for employees

under notice of
redeployment/redundancy)

Attendance and
Wellbeing Policy
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7. Public Leave to attend official meetings/ | Up to a maximum Initial
Duties mandatory training during working | of 13 days p.a. for all approval
hours for employees who are categories (up to a total of 13 | by Town
. members of Local days aggregated over all Clerk.
Authorities; categories listed). Subseque
. appointed by a Gowvt. nt
ministry, assoc. of local authorities requests
or a local authority to serve on a for time
Committee, Tribunal or panel; off
. Justices of the Peace; approved
. School Governors; by Line
. Official Prison Visitors; Manager
. Any other body in
accordance with Sect 50 of the
Employment Rights Act 1996.
. Special Constabulary
Military Service (Non-Regular Up {6 & maximum of 2 weeks | Town
Forces). per anfwm-for-annual camp. | Clerk
Candidate in Local Authority and | Onelday's leave on polling Line
Parliamentary elections day Manager
8. Broadland | Employees involved with election 1 day off with pay per election,| Line
District duties i.e. Senior Election Staff, subject to Manager.
Council run | Presiding business requirements
Elections Officers, Poll Clerks, Count
Assistants and Assistants for the
issue and opening of postal ballot
papers.
9. Employees undertaking approved | Up to a maximum of 5 days Town
Volunteering | volunteering activities related to (pro rata). Clerk

Activities

Council business.

Atftendance and
Wellbeing Policy
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10. Time required to attend court. Time required attending court.| Town

Attendance | (Employee must claim and pay to Clerk

at Courtas | the Council any “loss of earnings"

a witness or | payable).

a juror {not

in

connection

with work)

11. Discretion to allow time off in Depending on circumstances. | Town

Attendance | exceptional circumstances. Clerk

at Court as

a

Defendant

12. Unpaid | Requests to take unpaid leave will | Unpaid leave Town

Leave normally be considered after the Clerk
employee’s annual leave allowance
has been exhausted, and in (Request
appropriate circumstances s beyond
(Employees in the Pension scheme 5 days to
should seek advice from the RFO be
section). Each case to be dealt with approved
on its own merits, with requests to by Town
be managed by Line Manager or Clerk in
Town Mayor. I consultati

| on with
Line
Manager)
14. Adverse | Non-attendance due to adverse Annual leave, flexi, unpaid Line
Weather weather e.g. snow. leave or making up of hours | Manager
3.10 NOTE:

» Special leave provisions cannot cover all eventualities, and there
will undoubtedly be exceptional circumstances where it would be
appropriate to grant special leave. Where this is the case, managers
should consult Town Clerk and Town Mayor to ensure consistency.

*  Where leave is to be unpaid this must be confirmed in writing to
the employee before any deduction from their wages takes place.

* For the purposes of this policy ‘Dependent’ is defined as: a spouse,
a child of the employee, a parent of the employee, a person who
lives in the same household as the employee (excluding tenants,
lodgers, live in employees e.g. nanny) or a person that reasonably
relies on the employee for assistance.
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UNPAID PARENTAL LEAVE

3.11 Under the Maternity and Parental Leave etc Regulations there is an
individual right for a parent to take unpaid time off work to look after a child
or make arrangements for a child’s welfare. Parents can use it to spend
more time with children and strike a better balance between their work and
family commitments.

3.12 For an employee to be eligible all the following must apply:

(a) they have one year's service with the Council

(b) they are named on the child’s birth or adoption certificate

(c) they have or expect to have parental responsibility

(d) they are not be a foster parent to the child (unless they've secured parental
responsibility through the courts)

(e) the child is under 18

entitlmml\m?each child aimi_ is for 18 weeks unpaid leave up to
he thday J

3.14 There is alligi 2eks per gar ; can be taken, and the leave must
be?a'xen ks rather thy y . However, where a child qualifies
foriParsonal lnde&’ndence P yment ‘may be taken as days.

A I, \

315 A defin as the/ ime worked over a 7-day period, e.g. an

ProyeeFv 0 wo%,z 5 days'a week v it 'have 2.5 days unpaid leave and

\jweek will gome o \thelr *ﬁutlement

3.76 Unpaid parental leave Ic::zm carry over from previous employment.
However, an employee needs to have one year's service to apply for the
leave. Previous employers should be asked for information about the
amount of parental leave taken where a new employee requests unpaid
parental leave.

3.17 Employees should provide 21 days’ notice of their request to take unpaid
parental leave, where they or their partner are having a baby or adopting
a child notice should be given 21 days before the week the baby or child
is expected.

3.18 Leave can be postponed if the relevant notice is not given. It can also be
postponed where there is a significant business reason to do so. Within 7
days of the request, if it is to be postponed, a written explanation for the
postponement must be provided and a new date suggested. Leave should
not be postponed where it's being taken by the father or partner
immediately after the birth or adoption of a child.

3.19 Unpaid parental leave is requested via Leave Request forms and will ask
managers to sign relevant documents to confirm eligibility.
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SECTION 4 - SICKNESS MANAGEMENT

KEY PRINCIPLES

4.1

4.2

It is the responsibility of managers to minimise absence through sickness,
not only to ensure and maintain best quality service delivery but also to
avoid disproportionate stress upon remaining employees. The
management of sickness absence will be a key element in the Personal
Performance and Development Scheme process for managers. Failure of
managers to properly manage sickness absence could lead to disciplinary
action under the Council's Discipline Policy and Procedure.

To encourage good attendance, the Town Clerk shouid:

provide good working conditions

ensure health and safety standards are maintained

carry out appropriate risk assessments includinff$Hess

ensure all employees are aware of this policy & oftier relevant Council
policies, |

ensure managers are given appropriate training=and support to operate
policies effectively

design jobs so that they give motivation and provide job satisfaction
encourage teamwork '

Employees must not attend work if their conditioweans that they could

compromise their own, or others (e.g. colleagues,

wvice users), health and

safety.

4.3

This procedure deals with sickness absence and the effects it has on
employees and the organisation. Any form of abuse of this procedure will
be dealt with under the Council’s Disciplinary Policy.

4.4 Any cautions issued under this scheme will not be considered when a

4.5

4.6

disciplinary penalty is being determined.

Each sickness case must be judged on its merits, and the individual
circumstances of each case must be considered with understanding and
sympathy. The importance of the operational effect of the absence must
also be considered.

At all stages of the procedure, a proper investigation should be conducted
into the circumstances of the absence and appropriate information
gathered.
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4.7 Work related factors, including the job itself, should be monitored by
managers as part of this process to assess if they are adversely affecting
attendance. Employees should raise concerns with their manager or the
Town Clerk if they believe their job, or any circumstances connected
with their employment, is making them ill or contributing to illness.
Employees should also advise their managers if they have any condition
which is substantially affecting their ability to do their work. In such cases
early referral to Occupational Health may be appropriate.

4.8 Employees must be advised by their managers of their right to be
represented at all formal stages of this procedure by a Trade Union
representative or a work colleague and that they have a right of appeal in
relation to any formal action taken as a result of this procedure. Sufficient
notice must be given to employees prior to any formal interview being
convened. At the informal support stage an employee would not normaily
need to be represented but they may request it if they feel that the
circumstances require it.

The routine return to work interview is excluded from these provisions.

4.9 Managers should achieve consistent and sympathetic treatment of all
employees under this procedure. All employe ﬁuust be made aware of
the sickness procedures and their responsibilitias.

4.10 This Policy will link in with other associated Cou
health and wellbeing. Whilst the Council will m
with the provision of these policies, the fact tha} §ickness absence is as a
result of a disability, work related or caused by sufistance misuse does not
mean that appropriate action cannot be taken inthese circumstances.

cil policies in relation to
e cases in accordance

4.11 Employees will automatically be referred for a medical examination if the
reason for their sickness absence is, Industrial Injury, workplace injuries
or Occupational lll Health. (Industrial Injury is defined as ‘an injury that is
the result of the work that someone does or an accident at work that
happens to an employee while they are performing their job and is as a
result of the employer failing in its duty to provide a safe work
environment’). Referrals may also be made at any stage during this
process, regardiess of the duration of sickness absence. Such referrals
must be made through consultation with the Town Clerk and the employee
informed accordingly.
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In the case of Work-Related Stress managers should ensure that when an
employee makes contact to report sick and state this as the reason that
they try and ascertain more information about the situation and where
possible seek to resolve the issue straight away. If the issue is not resolved
straight away, then a meeting with the employee should take place as soon
as possible. The meeting should look at constructive dialogue about the
workplace issues and additional information will be gathered in line with a
stress risk assessment. A referral will take place following this meeting if
the employee has not returned to work. This is due to a high percentage
of stress cases being linked to organisational issues rather than being
medical. By meeting as soon as possible with the employee and
discussing the issues the manager and employee may resolve any
concerns and the employee could return to work without requiring a
referral. If it is not possible to be resolved in this way the details of the
discussion and the stress risk assessment will provide Occupational
Health with the required information to deal more effectively with the
referral. Em yees,may be accompanled by a trade union representative
or work cobleagyg, Mthe meeting.

health g sick.

Referrajsimay agsp be m -where t?b' yee expresses concern about their
fore theg reach the point o répo

i Il be managed the Town Clerk for
B Er s. This communication should
e suspended and are also sick.

sgeturn to work intervg;;fvs@mst be carrl ¢ out by the relevant manager
 after everyincidenc ess, preferably on the day of return but no

later than 3 days after the return to work, unless work patterns dictate
otherwise.

4.14 The Council recognises that a proactive approach to health and wellbeing
is the best mechanism for improving the attendance and performance of
employees. It therefore is committed to developing such programmes on
an on-going basis.

4.15 Employees who have more than one job with the Council and are absent
from one job may only remain working in another job if the nature of illness
does not impact on their capability to carry out the duties of their other job.

4.16 Employees must not engage in any external work (paid or unpaid) whilst
on sickness absence from the Council, without prior approval from their
Town Clerk.

4.17 Any form of abuse of the requirements of the sickness procedure will be
dealt with under the Council’s Disciplinary Policy.
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SICKNESS NOTIFICATION REQUIREMENTS

4.18 Managers will ensure that all employees are aware of this policy, and the
specific sickness notification requirements relating to their workplace.
Reporting arrangements for employees who have varied work patterns is
a matter for local determination, but all elements of this process will

continue to apply.

4.19 Employees need to fully comply with the procedure and any local reporting
arrangements to be eligible to receive sick pay and this includes
attendance at any occupational health appointments or contact meetings.

4.20 The provisions in relation to payment during sickness absence are:

During 1% year of service

1 month’s full pay (26 days)

During 1% year and after completing 4

months’ continuous service 2imoniis h"ft,—W( § ; ys)
. . 2 months fufl Bay and 2 months half pay
nd '
During 2™ year of service (52 days) |
. . 4 months full pay and 4 months half pay
rd ;
During 3™ year of service (104 days)
During 4% and 5™ year of servioe 5 months full pay-aend.5 months half pay
(130 days)

After 5 years of service

6 months full bay and 6 months half pay

employees on long term sick a service to prov

(156 days) |

. signposting to relevant

4.21 In recognition of the anxiety that a reduction in F pay causes for

benefits and advice is available. These will’ be communicated to
employees in general but also specifically to employees before they are

likely to go into half or nil pay.

Attendance and 1ssue 1
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FIRST DAY OF ABSENCE

4.22 On the first day of absence, the employee (or, in exceptional
circumstances, someone acting on their behalf) must contact the relevant
manager or nominated representative by telephone as soon as possible.
This will be at least before the time stipulated by the Line Manager which
will usually be before the scheduled start time for the employee. The
manager should be advised of the start date of illness, nature of iliness,
likely duration, and any outstanding work commitments. This contact
should be by telephone. If any employee has concerns about this process
in relation to their access to a telephone or difficulty in using a telephone,
they should discuss these concerns with their manager and agree
alternative methods of communication. If the Line Manager is not available
when the employee calls in sick, the Line Manager will return the
employee’s call as soon as possible.

4:23. If the employee believes that their absence mayhaxe caused by an

424 If ?employee is taken ill at work and contlnuel be absent the next day,
“manager must be notified on the first full d gof absence by the time

sibulated previously.
SECOND TO FIFTH DAY

4.25 The employee (or in exceptional circumstances, someone acting on their
behalf) must maintain this contact each day thereafter for the next four
working days or until a Statement of Fitness for Work from the General
Practitioner is submitted. This reporting requirement may be varied by the
manager depending on the information received on Day One.

MORE THAN 7 DAYS ABSENCE

4.26 A Statement of Fitness for Work (previously known as a medical
certificate) will be required on the eighth day of absence and should be
forwarded to the manager or nominated representative. For continuing
absences, further statements will be required. If a private Statement of
Fitness for Work is requested at any time by the manager, the cost will be
reimbursed to the employee on provision of a receipt. Failure to provide
these statements despite two reminders will result in the absence being
treated as leave without pay rather than sickness.
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SICKNESS AND ANNUAL LEAVE

4.27 Employees who are taken ill on annual leave must follow the normal
sickness notification procedure, including the requirement to make contact
with their manager on the first day of sickness absence and submit a
Statement of Fitness for Work to cover the absence dated from the first
day of iliness if they wish to reclaim the leave.

4.28 Where an employee is on long term certified sickness and wishes to travel
on holidays, they must inform their manager in writing of their intentions at
least two weeks in advance. They should also provide written confirmation
from their GP that they are fit to travel (ideally with an explanation of why
they are fit for travel and not work) and that the holiday will not be
detrimental to their recovery.

4.29 The European Working Time Directive allows employees to carry forward

! al leave and bank holidays stated
v i f ctive and not the Council's annual
: d bank holldays already taken will

4.30 femplo on si ss #bsence ca raquest to take leave whilst they
" sick. E may% gdere an e loyee is in half or nil pay. If a
request is fgade, then the @ffployee will rageive normal holiday pay (if they

are in receipt of SSP the Council will offset the SSP against the holiday
pay). This will not break the period of sickness for reporting purposes and
will not lead to the absence being counted as 2 separate absences. There
is no requirement for an employee to get a Statement of Fithess for Work

to say they are fit as they are not being required to work.
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SICKNESS RELATED TO THIRD PARTY ACCIDENTS

4.31 Where an employee is absent as a result of an accident where damages
may be receivable from a third party, the Council will pay the relevant sick
pay entitlement, subject to the employee undertaking to refund the total
amount paid, or a proportion (dependent on the damages received) should
the claim be successful. In such circumstances the employee must take
all reasonable steps to pursue the claim, which must include the sick pay
received from the Council.

Where a full refund of the sick pay is made, the absence shall not be
recorded for the purpose of calculating sickness entitlement or for trigger
purposes. This will only happen once the refund has been received. If the
refund is paid in part only, then the Council will decide to what extent the
absence should be recorded against the occupational sick pay scheme.
Advice on this issue is available from Human Resource advisors.

RESUMPTION OF DUTIES

4.32 An employee who is sick may return to work ati@ny time (including before
the end of the Statement of Fitness for Work) going back to see
their doctor — even if the doctor has indicated|tifat they need to assess
them again. A suitable risk assessment must e carffetout if requested
by the employee or their trade union representiﬁ' . |

In order to assist in the organisation of work, employe;F/%must give the maximum

possible notice to their manager of their return to ;rk. Where specific rota
schedules may be affected a period of notice may be agreed as a specific
requirement.

4.33 It is the responsibility of Town Clerk to ensure that there is a system within
the Council to input sickness absence into any monitoring system.
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SUSPENSION/ RECOVERY OF SICKNESS ABSENCE PAYMENTS

4.34 Sick pay may be suspended if an employee abuses the Sickness Absence
Procedure by:

. failing to provide relevant certification

. failing to report on the days/times stipulated by the manager

. failing to attend 2 or more appointments with Occupational Health without
giving prior notice

. refusal to attend/non-attendance at Occupational Health appointments
(reasonable costs associated with travelling to occupational health can be
reimbursed upon production of receipts)

. refusal to attend/non-attendance at contact meetings

Or is absent on account of sickness due to:

2 ellberate

iaisprejudicial to recovery

) ! rofessmnal sport
rigi $h it #ccount for private gain
. ,_,1 g for gnother ey iployer (paid or unpaid) where they can access sick

4.35 Wr (19 pay éuspended employees shailihave a right of appeal,
Eh riev {me Policy.

PLA&ETIC OR GﬂE‘eMETIO{ SURGERY

"4:36 Where plastic or cosmetic surgery is certified” by a Medical Adviser
indicating that such surgery is essential to the employee's health or
wellbeing this is a valid reason for an employee to receive occupational
sick pay.

4.37 If surgery is to be carried out without this certification then occupational
sick pay will not be paid and arrangements for annual leave or unpaid
leave must be made in advance. Statutory Sick Pay (SSP) would be
payable and where annual leave is taken then pay will be offset against
the SSP.
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SECTION 5 - FREQUENT/PERSISTENT ABSENCE

5.1 Frequent/persistent absences are normally sporadic and are often
attributable to unconnected, minor ailments. Absences of one day or less
caused by pre-arranged appointments for doctors, dentists, hospital or
physiotherapist etc, which are validated by an appointment card are not
included, as these are covered by the special leave provisions (see
Section 3). However, wherever possible employees should arrange such
appointments cutside working hours.

Sickness Absences of less than a full day will count as a full day’s absence
for the purpose of this Policy.

5.2 On some occasions, Managers will be required to act in line with the short-
term absence trigger stages when there is a pattern of absence or the
frequency/ quantity of absence gives cause for concern. Managers should
specify whysihesahsences are caasing concern. Exampies of pattems of
absences lare:

;.gylehristmas period
T ". r after Bank Hols/Annual Leave

Al I kign going in aIf pay/nil pay
Sk ‘kness Atk last 5d or are of a similar duration

= Sickness At vat B miss out on ¥rggers
Repeatedly hitting mfonnal stages
Sickness absence resulting from frequent/ regular industrial accidents.

This list is neither prescriptive nor exhaustive and there is no set number of
times that absences must occur before it becomes a pattern. Where a pattern
is observed this must be dealt with in a timely manner. Although some patterns
may take time to become evident a manager should not normally need to look
further than 2/3 years for a pattern to be identified. In relevant cases,
Managers should consider whether it is appropriate to escalate the
employee to the next trigger stage as set out in the Short-Term Absence
procedure.
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5.3

5.4

5.5

5.6

5.7

There is no automatic entitlement to have any adjustments to the trigger
stages for absences related to disability. Where an employee is disabled
their absences should initially be counted for the purposes of the “triggers”
for the stages below. However, whether they should subsequently be
counted will be determined at the formal sickness absence trigger
interviews and on receipt of medical advice (see Appendix 1 regarding
sickness absence related to disability and Appendix 3 regarding critical
illnesses).

Pregnancy related ilinesses will not be counted towards the trigger
process. Where an employee is going through 1VF then any absences
linked to this after their eggs have been collected will not be counted
towards the trigger process.

In order to calculate whether absences have automatically “triggered” a
stage in this procedure, the relevant dates are the first day of the most
recent absence back to the end date of the o -absgence in the time
period, e.g. for the Informal Support Stage this ﬁhﬂe first day of the
second absence in the six month period an the last day of the first
absence.

Managers must initiate any sickness absence [iige interviews within 14
calendar days of the employee returning to worki interviews are
not held promptly there is the possibility of f rthmnws occurring
which would have triggered later stages of the Ilcy It is not appropriate
to miss out stages in the procedure and move t further level. Employees
must have been interviewed in accordance with this procedure, allowed a
period for improvement where appropriate, baefdre moving on to a next
stage of the policy.

There is flexibility to refer employees to Occupational Health for a medical
opinion at any point in this procedure.

RETURN TO WORK INTERVIEWS

5.8

59

The Return to Work interview is a key measure in supporting employees
who have been unwell, controlling sickness absence, and identifying any
underlying work-related issues. It is therefore essential that managers
undertake Return to Work interviews as soon as possible after employees
return to work and within working hours. Compliance with Return to Work
interviews will be reported to the Town Clerk and all managers are
responsible for ensuring that their direct reports comply with this
requirement.

Irespective of the length of absence, all employees, on their return io
work, must report to their manager and their manager will complete a
Return to Work interview.
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5.10 The Return to Work interview should be on the day of return. However, if

5.1

that is not possible, it should be held no later than 3 days following the
return to work unless work patterns dictate otherwise.

The Return to Work Interview Form, including the discussion notes on the
back of the form, should be completed at the Return to Work interview.
The purpose of the interview is for the manager to discuss and raise any
concerns about the individual's health, well-being, recovery and overall
attendance as well as highlight any effect the absence has had upon the
work of the section/unit. During the interview the manager should discuss
or consider, as appropriate to the circumstances, the relevant issues listed
below: -

Enquire about the employee’s well-being and ascertain whether they have
made a full recovery
Bring the employee up to date on work related issues/developments during

the absengas ‘
‘ -related Lpfnh!m which may be
*"hethe" thedemployee requires any

&r the employﬁ s ilin could ﬁ regarded as a disability
SAct 2010 and if so theh a refemrdto Occupational Health

ygrnenm %Lte Occupational Health Service
adjuﬁ:nt equlred to enable the

eed for goodtattendance in order to maintain
service prowsmn and the financial effect that absence has on the service
area
Advise of the possibility of the employee hitting an absence trigger
Advise the employee of the Council’s appropriate policies.

This list is neither prescriptive nor exhaustive.

5.12 Managers are responsible for recording the Return to Work Interview.

Managers may wish to follow a similar process to the return to work process

whe

re employees have been absent from work for other reasons, e.g. jury

service, bereavement, personal emergencies, etc.
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SHORT TERM ABSENCE TRIGGERS

It is recognised that the majority of disabled employees maintain an excellent
attendance record and that it should not be assumed that if an individual is
disabled, they are at a higher risk of sickness absence. Whilst the Council is
commiited to being supportive of individuals affected in this way and to
implement reasonable adjustments, care must also be taken not to create a
situation that can be abused and in turn be unfair to other employees. Where
sickness absence occurs, reasonable adjustments such as modification to
trigger points can be considered but this is not an automatic right under the
terms of the legislation. Further advice on these should be discussed with
Human Resource advisors and the opinion of Occupational Health must be
sought.

5.13 It is paramount that employees should be informed of their rights to
representation at ALL formal stages by a trade union representative or a
work colleague. At the informal support stage an employee would not
normally need to be represented but they may request it if they feel that
the circumstances require it. At each formal stage there is a right of appeal
which is detailed in Section 8.

5.14 Managers should provide support to employees who are experiencing
periods of sickness absence. However, it is not usually appropriate for the
manager to offer advice related to personal, financial or domestic
probiems. The support referred to here is informal discussion and advice
and not in-depth counselling which should be referred to a qualified
counsellor e.g. via the Employee Counselling Service, if this is what the
employee wants as an outcome of the discussion. An employee can be
referred to occupational health at any stage and so there could be
consideration of this.
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INFORMAL SUPPORT STAGE

5.15 Managers are required to meet with employees to discuss their attendance
where: -

(a) there are 2 absences within a 6-month rolling period
or

(b) Itis considered that the employee's pattern of absence is likely to lead to
or is already causing difficulties - see paragraph 5.2.

Managers need to include the following when reviewing patterns:

. Failure to attend work — Absent Without Leave (AWOL) (this will need to
be dealt with as it occurs)

. Special Leave

Managers need to consider any reasonable adjustmﬁrﬁsagweed.

5.16 The absences should be brought to the afigntion of the employee
concerned and discussed to determine if therg,i any underlying reason
for the absence. If it is discovered that the ind§ s some problem
relating to their work situation, which has resugted. in sifkness absence,
then this must be discussed with a view tg Jectifying the situation.
Managers should advise the employee that th¢ @ext step in this process
will be the formal stages of the procedure andghat would be a written
caution stage should there be further absencesiover the next 2 months, or

the pattern of absence causes concem.

5.17 The manager has a duty at this point to consider carefully whether it would
be appropriate for an individual who has a record of sickness absence to
work overtime or undertake stand-by duties until their attendance
sufficiently improves. Where an employee has been sick then the sick days
do not count towards the 37* hours required for the overtime rate to be
paid. They need to have actually worked 37* hours before they receive the
enhanced rate.
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STAGE 1 — FORMAL FIRST WRITTEN CAUTION STAGE

5.18 Managers are required to act where following the informal support stage:

(a) there are 4 absences within an 8-month rolling period
or

(b) 1 additional absence of 6 calendar days or more within the 8-month period

or

(c) 1tis considered that the employee's pattern of absence is likely to lead to
or is already causing difficulties - see paragraph 5.2. Managers need to
include the following when reviewing patterns:

. Failure to pitend wm:k Absent Whthout Leave (AWOL) (this will need to
bﬁ dealt Urs)

. ecial L

Managefs: need to consm‘ar ‘any reaéopabla adjustments agreed.

the attention of the employee
tf there is any underlying reason
e individual has some problem
&€ resulted in sickness absence,
®w to rectifying the situation.

‘ L% the next step in this process
will be the Tihal written caufio n stage should there be further absences over
the next 6 months.

5.20 The manager has a duty at this point to consider carefully whether it would
be appropriate for an individual who has a record of sickness absence to
work overtime or undertake stand-by duties until their attendance
sufficiently improves.

5.21 The Stage 1 meeting will include a meeting (organised by the manager)
involving the relevant manager, the RFO, the employee and the Trade
Union representative, where appropriate. The aim of this meeting is to
ensure that all options have been considered.

5.22 Unless there are reasons under the Equality Act why it would be
inappropriate, the employee concerned must be issued with a first formal
written caution, advising of possible consequences.
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5.23 The manager will place the employee under “Case Management” which
will involve close monitoring of the situation. Each subsequent absence
will be reported to the manager who will discuss the appropriate action to
be taken with Human Resources advisors.

5.24 The letter sent to the individual confirming the action to be taken should
make clear that failure to improve the unsatisfactory absence record could
lead to a further caution and that their future employment is at risk.

5.25 To allow an assessment of sustained improvement over a more realistic
timescale, this formal written caution will remain valid for a period of 12
months. The Town Clerk or Town Mayor should be consulted and involved
from stage 1 onwards. Should a formal written caution not be issued due
to consideration under the Equality Act, the Sickness Workfiow will be
reset accordingly.

-SFAGE 2- FINAL-WRHTEN CAUTIONSTAGE

5.26 %Qé}:ggeml are requwa to act wb‘e{?-ﬁllowing Stage 1: -

(a) thqteréhaveb-been 6 abgences Wé!hin i;-*f:o-rolling month period;
or

(b) 1 1ﬁltlon abse :of 6 Iféndar day&or more within the period of the
ing, i n: 12 months

P

or

(c) an absence pattern emerges which causes concern - see paragraph 5.2.
Managers need to include the following when looking at patterns:

. Failure to attend work (AWOL) (this will need to be dealt with as it occurs)

. Special leave

or

(d) the employee fails to achieve and sustain the required improvement during
the period of the caution, i.e. they have 2 further absences in a six-month
period.

Managers need to consider any reasonabile adjustments agreed.

5.27 The employee will be required to attend a formal hearing where their future
employment position will be reviewed.
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5.28 The employee should be issued with a final written caution valid for 18

months. The employee concerned must be left in no doubt that they have
been given a final opportunity to substantially improve and sustain their
attendance, or there will be no alternative but dismissal in accordance with
Council’'s procedures.

5.29 As part of the Stage 2 meeting and following the issue of a final written

caution, there will be a meeting involving the relevant manager(s), the
RFO, the employee and the Trade Union representative, where
appropriate, to ensure that all options have been considered and to see if
any further action can be taken.

5.30 If it has not already taken place, a medical opinion must be sought from

5.31

the contracted NHS Occupational Health Services in respect of whether
there are any underlying medical conditions that should be taken into
consideration.

Where attendance levels have improved and begpssstaiaed as previously
agreed, the manager in conjunction with the Togvg Clerk and Town Mayor
will consider ending “Case Management”. Mofifring of attendance will
then recommence under the trigger point Jefrangements previously
outlined from a date to be determined by the manager. Should a final
formal written caution not be issued due to [cONSIOCTAtions under the
Equality Act, the employee will revert to Stage 1 &ﬂheﬂocedure and the
Sickness workflow will be reset accordingly.

STAGE 3 — POTENTIAL TERMINATION OF EMPLOYMENT

5.32 Managers are required to act if, following Stage.2; the employee has:

(a)

or

(b)

or

(c)

or

8 absences in any rolling 14-month period

1 additional absence of 6 days calendar or more within the period
of the stage 2 warning, i.e. 18 months

fails to achieve and sustain the required improvement during the
period of the caution, i.e. they have 2 further absences in a six-
month period.

(d) an absence pattern emerges which causes concemn
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5.32. Managers need to include the following when looking at pattems:
. Failure to attend work (AWOL)
. Special leave

Managers need to consider any reasonable adjustments agreed.
CONDUCTING A STAGE 3 MEETING

5.33 The employee will be invited to a formal Stage 3 interview which will take
the form of a hearing and be conducted by the Town Clerk with an
Employment Law Solicitor or District/County Council HR Advisor present.
The process is as follows:

. Letter sent recorded delivery to the employee giving them 14 calendar
days’ notice of the meeting. This should be sent within 14 days of the
employee returnlng to work informing them of their right to be accompanied

nilorrepresentative o‘:gork colleague and advising them that

y. Gould be te fAinstion of their employment. Where |t is

trade union representative and the
' ye a copy of the letter.

igered will be sent to the employee
‘;ﬁe given the opportunity to submit

e ager will provide details of the
ate agd ken to date. The employee will
ase and any fact *they wish to have considered.

5.34 If absences are related to disability, managers should ensure no
reasonable adjustment could have prevented dismissal (including
discounting absence where recommended by occupational health).

5.35 The manager hearing the case will be able to question those involved in
the case and wilt consider all representations before reaching a decision.
The decision may be, but will not be limited to, one of the following
outcomes:

. there is insufficient evidence that reasonable adjustments and/or
redeployment has been fully explored and so it is not appropriate to
terminate the employee's contract and a timescale will be given for this to
be carried out

. termination of employment with appropriate notice or pay in lieu of notice.

5.36 The decision may be given verbally at the conclusion of the meeting and
will in any event be confirmed in writing within 5 working days of the
meeting. Where termination of employment is the outcome the employee
will be notified of their right of appeal.
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SECTION 6 - MANAGING LONG TERM SICKNESS

6.1 Long-term sickness absence is defined as continuous sickness of four
weeks or more and can usually be traced to a medical condition.
Management responses to long term absence are determined based on
much firmer medical evidence with advice and support from the contract
Occupational Health. Support and advice will be led by a contracted HR
advisor

6.2 It is possible that long term absence, by its nature, will stem from a
disability within the meaning of the Equality Act. If this is the case specific
advice should be sought from HR advisors.

6.3 Each case, particularly of long-term absence, must be assessed on its own
merits with advice and support from HR advisors and Occupational Health.
However, the Council cannot keep jobs open indefinitely and the
underlyinggprinciplg in dealing withiiong term absence must be to balance
{ £ Courgi's EQeds against thé. circumstances of the employee

\Ce?&x;erne g

' * rred fo gm {Qal examination at any stage in this
glas it is repognised that early support can lead to an
' b‘ arranged after the first Contact
by the manager by the time the
} absence). k should be discussed with the
geling that 'ﬁferral to occupational heaith will

ake h absent for 4. weeks.

8.5 No two long term ab@éndapcases are thea:‘same, and managers will be
supported with any long-term absence’s cases by the Town Clerk (with HR
advisors) who will manage the process.

6.6 Managers may not be able to accommodate indefinitely the consequence
of an employee’s long term absence and an assessment of this will need
to take place following consultation with the individual concerned, Human
Resource advisors, Occupational Health and consideration of the service
needs e.g. impact on the continuing sickness absence on colleagues’
workload and flexibility of the unit.

6.7 When an employee is on long term sickness absence the case will be
reviewed and there will be consideration of the most appropriate future
action. Clarification can be sought at any time in this process from
Occupational Health.
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6.8

6.9

Where employees are on long term sickness and their condition and their
work is such that they would be able to effectively undertake their duties
from home, this may be arranged. The arrangement would be subject to
the agreement of all parties and a risk assessment. Where employees
carry out work from home under this provision, they will not be regarded
as sick.

Where an employee is waiting to be seen by a consultant in relation to a
medical problem and the appointment is unlikely to be within a reasonable
timescale, Occupational Health may make arrangements for a consultant
to examine the employee concerned and provide a report to the
Occupational Health Adviser and the employee’s GP. In some instances,
the fee payable will be met by the Council.

CONTACTING EMPLOYEES ON SICKNESS ABSENCE

6.10 Appropriate contact with employees on long ferma:sick

)ess absence is
particularly important. Effective dialogue shoulf] pentinue throughout the
absence to enable managers to have a clr understanding of the
individual's present health and future employméyk prospects, at all stages
of the absence. Throughout this process, eniployees must always be
informed that their employment is at risk. After 4 weeks absence the Town
Clerk will coordinate this process. It is importan af’%agers maintain

contact during the first 4 weeks of absence.

CONTACT MEETINGS

6.11 As it is known that early support can lead to an|earlier return to work then

arrangements for a contact meeting (normally atthe place of work) should
be made when the employee reaches 2 weeks of sickness absence.
Thereafter, meetings will be coordinated by the Town Clerk on a regular
basis (at least every 6 weeks) but attended by the manager along with the
RFO. It should be stressed that this is not in any way checking up on the
individual. Additional contact can be maintained by telephone and should
be encouraged. However, telephone contact should be additional, not a
replacement for contact meetings unless in exceptional circumstances.

6.12 The contact meeting will be pre-arranged with the individual concerned.

The employee may wish to be represented by a Trade Union during such
a meeting. Arrangements should, as far as possible, be mutually agreed.
Normally, meetings should be undertaken by the manager who will be
accompanied by the RFQO. In addition, if it is felt that a visit by an
Occupational Health Adviser may be advantageous, this could also be
arranged

6.13 If employees are not able to atiend a contact meeting at their place of work

then alternative arrangements should be made to use another venue,
which could include their home or a neutral venue.
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6.14 If, due to special circumstances, a contact meeting between the employee
and the manager is not feasible, then regular contact should be maintained
through other means e.g. telephone, letter, e-mail, contact with relatives,
efc.

6.15 The aim of maintaining contact/undertaking contact meetings is to be
constructive and positive and to: -

. keep in touch with employees who are absent

. establish the length of time the employee is expected to be absent and
inform them if a referral fo Occupational Health would be appropriate

. ensure the employee is aware of the Employee Counselling Service and
how they can access it

. ensure that the individual is kept acquainted with developments at work
and that they do not feel isolated

E enable mapagemgo establish lfa/w cause of absence is job-related

Wiployee is (aware of the position of their future
b ofthlspollcy

e’ strossf !;patu \f the meeting. However, contact
S malnta}. ; rd of the outcomes, information

eti ﬁ;:hould do so with sensitivity and
d other aéSoclatEd ‘actions should be made on the

6. 17/Atthe firs czntact 3ting me employ should be advised that the next
s}ep will b mech::lgﬁ3 I to Occupxﬁmal Health.
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SECTION 7 - MEDICAL EXAMINATIONS

7.1 The Council has the right to require an employee who gives cause for
concern because of illness to undergo a medical examination at any stage
with the Occupational Health Service. Occupational Health endeavours to
review an employee within 10 working days of referral and where possible
submit a medical report within 5 working days of examination. The
Occupational Health Service can provide advice as follows: -

. The likely duration of sickness absence

. Where absence seems excessive in relation to the nature of the
illness/injury

. Where there is concern about recovery

. Whether there is an underlying reason for absence

. Whether the absence is due to a work-related cause

. Adaptations to work activities or the working environment to enable an
employee ggreontigue to work in " substantive post.

g @mployment whare the employee cannot return to their

. Rehabilitaidn after gerlod of ﬁs
. When referral to an E)r,cupatlo egﬂth Physician is appropriate

Employees whd have.
following a Confagt M&gtin
Employees will i ~
for their sicknest &

phrough aickness and are still absent
e ferretj t&z QOccupational Health.
' medical examination if the reason
Edr Occupational Ill Health. For
work related striigh 45 much information as
possible about $i gpting will then be arranged for
the employee, i ¥ meeting there will be
constructive dialogue with the employee and the relevant areas on the stress
risk assessment will be explored. It is the managers responsibility to inform the
Town Clerk immediately where an employee is absent due to the above
reasons for referrals to be made or a meeting arranged. An employee may
request that this meeting takes place with someone other than their own line
manager, where this is the case a manager within the same service should be
nominated.
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Referrals may also be made at any stage during this process, regardless of the
duration of sickness absence. Such referrals must be made through
consultation with Town Clerk and the employee informed accordingly. See
paragraph 4.11 for further details on referrals for work related stress.

7.2

7.3

7.4

7.5

7.6

7.7

The Occupational Health Adviser may be available to assist with a contact
meeting in exceptional circumstances.

Where an individual refuses to attend an appointment, the Disciplinary
Policy will be invoked. At each stage, the request to undergo a medical
examination should be repeated along with a request to the employee to
give reasons for any refusal.

The employee must notify the Occupational Health Service at the earliest
opportunity and no tess than 3 working days prior if they are unable to
attend an appointment, e.g. they are too ill to travel, etc. If an employee
does not attend an appointment (without giving any notice of
honattendance) the case will be referred to the manager. The manager will
need to check with the employee the reason for non-attendance and
discuss with the Town Clerk the next steps. Failure to attend 2
appointments (without giving notice of non-attendance) or refusal to attend
will result in a stoppage of pay and disciplinary action may be taken. The
Occupational Health service must notify the Council of an employee’s non-
attendance.

If the employee has specific or real concerns about attending a medical
examination or seeing a particular Occupational Health Adviser, the
Council should take this into account and will be flexible to try to overcome
these concerns.

The Council will take account of the Occupational Health Adviser's or
Occupational Physician’s report in making any decision in relation to an
employee. Employees can request that they are provided with the
opportunity to see a report before it is sent to their manager. However, this
does not give them the right to re-write the report. They may raise any
concerns they have about accuracy.

Occupational Health reports will be sent directly to the Town Clerk for them
to liaise with any HR service the Council uses.

(Please read in conjunction with Appendix 2: Action in Particular Cases)

7.9

All employees on long term sickness absence should be referred to the
Council's Occupational Health Service immediately after the first Contact
Meeting for long term absence or when they hit Stage 2 of the short-term
triggers.
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7.10 Managers need to provide as much information as possible to the
Town Clerk so this can accompany the Occupational Health referral
and detail any specific issues, they would like a medical opinion on.
The referral MUST be discussed with the employee.

Employees can request a copy of the referral form.
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7.11 A medical referral may be sought in the following circumstances:

. Immediate referral in cases of industrial accidents and occupational
ill health

. Referral for work related stress following a meeting with the employee
which must be arranged as soon as it is known that the absence is linked
to work related stress

. When advice is needed on the likely duration of the sickness absence and
an indication of when a return to work is anticipated;

. Whether an earlier return to work could be achieved on a part time or
phased basis or to a different job, etc

. When the length of absence appears to be longer than would be
expected in relation to the iliness or injury

. When there appears to be serious doubt whether the employee will
recover sufficiently to resume their duties

. Whether there could be an underlying reason for the level of absence

. Where the employee expresses sich concerns before they reach the point
of reporting sick

. When advise is needed about whe ‘\ employees are fit enough to attend
mestings with management/ hearipgs (however, employees should be
asked if they are able to atteng G £ by the manager and it is only where
they are unsure or say they ars ﬂot rel enough to attend that a referral to
Occupational Health should bs' 741ade

Reasonable costs associated [ with traw llng to Occupational Health
appointments will be reimburse m*errrpio $ upon provision of a receipt.
Employees should discuss this rltJI' to the a?e ntment with their manager.

7.12 Further referrals by the CJuncll will take p#ace as advised by Occupational
Health. Further referrals should be to ascertain whether a return to work in
the near future is likely.

7.13 The Council will need to assess future employment capability considering
at least:

. the medical advice received
. the likelihood of the current level of absence occurring or some other
iliness arising
. the length of the various absences and periods of good health in between
. the impact on those who work with the employee and the overall
effect of the organisation
. the likelihood of suitable alternative employment being found or accepted.
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7.14 The Council's Occupational Health Adviser will give an opinion on the
individual's fitness for work. The Town Clerk and the manager should at
the earliest opportunity meet with the employee to discuss the report. The
manager should contact the employee within 7 calendar days of receiving
the report to arrange this meeting. The meeting should be confirmed in
writing with a copy of the report enclosed. Employees have the right to be
accompanied at this meeting by a trade union representative or work
colleague.

7.15 There will usually be one of 5 options indicated in relation to the employee
referred:

Option 1 - Fully fit to resume Duties

7.16 Where the occupational health report states that the employee is fully fit to
resume duties, when HR advisors and the manager meet with the
employee, they will request that the employee rm work. This can
happen even where they are still covered by Siatement of Fitness for
Work.

7.17 If it is considered justified for therapeutic regsgns, the employee may
return on a phased return to work for up to a month with the actual working
arrangements being agreed with the manager #ng émplayee with advice
from HR advisors. T

7.18 The situation will be reviewed after a month’s phased return and if the
manager after consultation with Occupatiﬁ Health considers it
necessary, the period may be extended by a funiher month. The maximum

period for any phased return will be 2 months. "~

7.19 Where an employee is undergoing a phased return, they will receive
normal pay during the period in question.

7.20 It is reasonable for the Council to rely on the opinions and
recommendations of Occupational Health regarding whether an employee
is fit to return to work. Where there is a potential conflict of opinion then
each case will be considered on its merits. If necessary, this may mean a
further referral back to Occupational Health to determine whether any
additional measures are required.

Option 2 - Unfit to return at present, but likely to be able to return within
reasonable timescale

7.21 The employee will remain sick, but the case will continue to be closely
monitored by the Council to ensure that there is the possibility of a return
to work within a reasonable timescale.
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Option 3 - Unfit to return to full duties of their substantive post

7.22 Where employees are deemed unfit to return to the full duties of their post
on a long term or permanent basis, consideration must be given to the
three options listed below. While the options are being explored, the
position with the sickness must be kept under constant review, with regular
support continuing. At appropriate intervals, further medical referrals
should be made to re-consider the options.

() Rehabilitation Within their Substantive Post
Rehabilitation within their post may take the following forms:

(i) A phased return to work (See paragraph 7.17 above)

(i) Part time working either shorter hours or limited days per week on a long-
term basis, with subsequent reduction in pay

(i) Changes to work practices

Any rehabilitation to the current job must be done in conjunction with any
medical advice received and HR advisors.

It should be clearly specified whether any rehabilitation is on a temporary or
permanent basis. Where it is on a temporary basis, the time constraints should
be clearly communicated to all parties.

Any rehabilitation agreement should be reviewed on a regular basis until such
time as the employee and manager do not feel it is necessary.

There may be a need to seek external specialist help e.g. Disability Advisers
from Access to Work, to help to provide advice and guidance (see Appendix 5
for contact details).

(i) Redeployment

Recommendations for redeployment must be based on medical grounds as
advised by Occupational Health.

. If medical redeployment needs to be sought, the employee must complete
the relevant form and apply for inclusion on the Redeployment Register in
accordance with the Redeployment Policy which only gives an employee
12 weeks to find suitable alternative employment. Where the employee is
suffering from an illness that falls under the provisions of the Equality Act,
consideration should also be given to redeployment to higher graded jobs
(refer to Redeployment Policy & Procedure). Where a post is identified as
a possible redeployment opportunity HR advisor will discuss the suitability
of the post for the employee with Occupational Heatth.
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Where an employee is not eligible for redeployment on medical grounds
managers may contact HR advisors to discuss redeployment on others
grounds as per paragraph 2.2¢ of the Redeployment Policy which states:
‘Employees need to be moved from one work environment to another either
for service essential reasons or other exceptional circumstances’.

(iii) Mutual Termination of Contract and Early Release of Pension
Benefits

Mutual termination of contract occurs where both the employee and the
manager agree that employment should cease. Where the employee is
eligible under the pension regulations, consideration will be given to an
early payment of pension benefits. This will involve a reduction in the
benefits payable because of the early release which must be agreed by
the employer. This may involve an assessment by Occupational Health.

Option 4 — Unfit to Return to Work for the Foreseeable Future

7.23 The Council cannot keep jobs open indefinitely and if appropriate, any
Council appoint HR Services, in conjunction with the manager, will initiate
proceedings to consider dismissal on the grounds of long-term ill health.
Before proceeding, given the sensitivity of the situation, a case conference
will be convened by any Council appoint HR Service with the manager.

7.24 Prior to dismissal, the Council should seek to redeploy and offer suitable
alternative employment where available. This will be important where the
cause of the individual's absence is disability related. Under the Equality
Act this could mean either making significant alterations to a disabled
person's original job to prevent “substantial disadvantage" or
redeployment to a more suitable position.

7.25 Dismissal on the grounds of long term but not permanent ill health is
distressing for both employer and employee. However, the Council has a
duty to efficiently maintain its services and cannot therefore sustain
indefinite long-term absences.

7.26 To contemplate dismissal, any Council appoint HR Services and the
manager must have provided the employee with previous specific cautions
that their employment is at risk. The first such caution, where appropriate,
should take place after the Occupational Health Service referral and
report.
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7.27 The employee will be invited to a formal meeting which will take the form
of a hearing and be conducted by the Town Clerk/individual appointed by
the Council with a member of any Council appoint HR Service present.
The process is as follows:

. Letter sent to employee giving them 14 calendar days’ notice of the
meeting, informing them of their right to be accompanied by a trade union
representative or a work colleague and advising them that a possible
outcome could be termination of their employment. Where it is already
known that the employee is represented then where possible dates should
be pre-arranged with their trade union representative and the trade union
representative would receive a copy of the letter.

. Copies of the paperwork to be considered will be sent to the employee
with the notification letter and they will be given the opportunity to submit
any paperwork § calendar days prior to the meeting

7.28 At the meeting the employee’s line manager u details of the
sickness absence to date and the actions takenlt&date. The employee will

be able to state their case and any factors theylwish to have considered.

7.29 If absences are related to disability, man
reasonable adjustment could have preve |
discounting absence where recommended by} fecupational health/ any
Council appoint HR Service), that redeployfrient has been properly
considered and that dismissal is fully justified! ih accordance with this

policy.

ors  should ensure no
>d dismissal (including

7.30 The Town Clerk or person appointed by the Cauncil to hear the case will
be able to question those involved in the case and will consider all
representations before reaching a decision. The decision may be, but will
not be limited to, one of the following outcomes:

. there are insufficient grounds to terminate the employee's contract under
this policy and further consideration should be given to the possibility of
reasonable adjustments, e.g. allowing a longer period for recovery

. further consideration given to redeployment

. consideration given to requesting ill health retirement, where supported by
medical evidence

. termination of employment with pay in lieu of notice.

7.31 The decision may be given verbally at the conclusion of the meeting and
will in any event be confirmed in writing within 5 working days of the
meeting. Where termination of employment is the outcome the employee
will be notified of their right of appeal.
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7.32 If a meeting is arranged and an employee is not able to attend, the Council
will attempt to re-arrange the meeting within the next 5 working days, at a
mutually convenient time.

7.33 If a second meeting has been arranged with an employee but, for example,
due to the health of the employee cannot attend, a decision will be taken
in their absence as outlined in paragraph 7.30.

7.34 Following dismissal on the grounds of long-term ill health:

(i) If after their appeal and notice period, an employee subsequently regains
fitness to work, the Council could consider considering re-employment as
close to their earlier grade and nature of work as possible;

(i} If an employee in the pension scheme is subsequently found to be
permanently unfit without regaining fitness to work, under the provisions of
the Pension Regulations they may be entitled to a pension based on ill
health retirement{early payment ofdeferred pension benefits).

35 he rlq;hﬁ of appa.al agalnsi;/tle-rmnatlon of contract on the grounds
rLat permarfbnt ill health ﬁnd this will follow the Sickness
rfocess detailed lﬁl Sectich 8.

3 tiers of ill health retirement

- Physiciar®8eems that the employee is

permanently medlcally unfit, they will determine which tier of ill health

retirement is applicable. Where an employee is in the Teachers’ Pension
Scheme the employee would need to apply for ill health retirement.

7.36 Where ill health retirement has not been requested and such an opinion is
received, any Council appointed HR Services and the manager should
meet with the employee and inform them of the position. If the employee
decides that they wish to retire, their request should be confirmed in
writing, and the procedure outlined above should be followed. However, if
the employee wishes to be considered for alternative employment, then
the Council's Redeployment Policy should be utilised to seek suitable
alternative employment. Where necessary there should be a referral to
Occupational Health to ascertain what work would be suitable.

7.37 If a search for alternative employment is unsuccessful and the employee
still does not wish to retire but it is decided that dismissal is the only option,
the correct procedure must be followed. i.e. see paragraphs 7.27 - 7.31
above. Employees found permanently unfit on medical grounds will
normally be given a payment in lieu of notice.
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SECTION 8 — SICKNESS APPEAL PROCEDURE

8.1

8.2

8.3

8.4

8.5

8.6

8.7

Where an employee appeals against any action taken under the formal
stages of the sickness absence procedure, either short term or long term,
the grounds and reasons for appeal need to be identified. The following
process will be followed at the appeal hearings which will be undertaken
as a review rather than a re-hearing. However, where the appeal is based
on a procedural flaw then a rehearing will take place.

At the commencement of the appeal hearing, the Chair of the Appeal (a
manager more senior than the one that took the decision) will introduce all
parties present, outline the procedure to be followed and will confirm that
all parties understand the procedure. At any stage during the appeal, the
Chair will be able to questions any of the parties present.

The manager that took the decision will outline the circumstances around
the employee’s absence that led up to the degistenstesissue a warning/
proceed to dismissal and explain the rationale fosdhgir decision. The
employee or their Trade Union representativé !véand the Chair can ask
questions of the manager.

The Chair of the Appeal should ask the employee or their Trade Union

representative to outline the grounds of their ap aTTT‘hé #manager and the
Chair can ask questions of the employee. o

After both parties have provided their evidenceg,; each will be given the
opportunity to sum up the main points, with M angement going first. No
new evidence can be submitted at this stage. Howing the summing up
stage, all parties will withdraw leaving only the eal Chair authorised o
make the final decision and the representative from any Council appeinted
HR Services.

In deciding, the Chair can, if required, recall any of the parties involved to
clarify any areas of misunderstanding or doubt. If one party is recalled,
then the other party must be present to hear any questions and the
answers provided.

The decision should be communicated in writing to the employee as soon
as is reasonably practicable. The decision of the Chair of the Appeal will
be final and there are no further appeal rights within the Council.
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Appendix 1: GUIDANCE ON DISABILITY RELATED ABSENCES

1.

From 1%t October 2010, the Equality Act replaced the Disability
Discrimination Act (DDA). The Equality Act aims to protect disabled
people and prevent disability discrimination. The Disability protected
characteristic of the Equality Act is complex and needs careful
consideration in relation to definition of disability and of discrimination.
Advice can be sought from HR advisors and Occupational Health,

Under the Equality Act, a person has a disability if:
they have a physical or mental impairment

the impairment has a substantial and long-term adverse effect on
their ability to perform normal day-to-day activities".

There is no definitive list of impairments covered by the Ieglslatlon The

definition is very wide and depending on the nature gndssves

and the effect

on normal day to activities might include, for example,-peop advith:

Sensory impairments {vision and hearing)

Heart conditions

Musculoskeletal conditions, affecting the Iimbsjh?
Recurring or fiuctuating conditions such as a
syndrome, Crohn’s disease
Mental health problems such as depressign;: schizophrenia, eating
disorders, bipolar affective disorders, personali '(fjisorders

Epilepsy

Asthma

Dyslexia

Diabetes

Severe disfigurements

Learning disabilities

Progressive conditions (e.g. cancer, HIV or multiple sclerosis etc)

nds , back or neck
glisy] irritable bowel

This is not an exhaustive list.

8

A disabled person has the right to take a complaint under the Equality Act
to an Employment Tribunal. Where a complaint is upheld, the Employment
Tribunal may award compensation and damages. As with race and sex
discrimination, there is no upper limit for compensation for Disability
Discrimination.
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The Equality Act recognises that treating ali employees the "same" can
penalise disabled people unfairly. Consequently, to remove this
disadvantage, employers are obliged to make reasonable adjustments to
working practices to accommodate the needs of disabled people. This duty
arises where a provision, criterion or practice applied by or on behalf

of the employer, or any physical features of premises occupied by the
employer, places a disabled person at a substantial disadvantage
compared with people who are not disabled. Where the duty arises, an
employer cannot justify a failure to make a reasonable adjustment.
“Substantial disadvantages” are those which are not minor or trivial and
must be causing a substantial disadvantage to the disabled person in
question.

An employer has a duty to make reasonable adjustments if it knows or
could reasonably be expected to know that an employee is disabled. The
implementation of adjustments is not an absolute duty. It is a duty to
make a reasonable adjustment. In this context reasonableness will often
depend on likely effectiveness, practicality and cost. Further information
on reasonable adjustments can be found in the Council's Reasonable
Adjustments Policy.

In many cases employees will advise managers that they think that they
are disabled. Managers may also use one to one meetings, retum to work
discussions and/ or Personal Performance and Development Review
meetings where they think there is a problem to sensitively raise the issue.
The Disability Rights Commission has advised that local authorities should
follow self-classification systems, i.e. individuais define themselves as
having a disability. Whilst the Council adopts this approach, to consider
relaxing of triggers or discounting absences we would look for confirmation
from Occupational Health that the Equality Act applies.

Where managers become aware that a disabled employee has a condition
that is affecting their ability to do their job, consideration must be given as
to whether reasonable adjustments could be instigated which would
enable the person to work effectively. Advice may be sought from the
Occupational Health Service in order to clarify whether the Equality Act
does apply and if so, whether there are any adjustments that the Council
should consider. A review of adjustments should take place every 6
months (as per the Reasonable Adjustments Policy) and/ or when:

the effects of an existing impairment changes;
. a disabled employee’s work or work pattern changes,
. a disabled employee requires additional training.
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8. Some examples of what could be considered as “reasonable adjustments”
are as follows:

. adjusting the working environment, e.9. making a doorway wider or easier
to open, providing natural daylight bulbs or changing the height of shelving

. allocating some of the employee’s less important duties to another person

. redeploying the employee to fill an existing vacancy.

. altering the employee’s hours of working, including flexible working

. assigning the employee to a different place of work or training closer to
their home

. allowing the employee to be absent during working or training hours for
rehabilitation, assessment or treatment

. modifying instructions or reference manuals

. modifying a policy, practice or criteria

. providing a reader or interpreter

. changing attitudes, e.g. providing mental health or HIV awareness
sessions for staff to ensure a more welcomingsenviranment, free from
misinformed opinions and prejudice

. acquiring or modifying equipment (advice mgy: be obtained from the
Access to Work Team) e.g. voice activated so ¥re an adapted keyboard
or mouse

«  giving or arranging training or mentoring/ coaching

. allowing an advocate to attend any meetings that take ptace as part of this
process =

. allowing an employee to record meetings with|the prior agreement of all
parties and recordings to be made available to glfparties with no editing

. relaxing of the trigger stages as appropriate* l}n example of this could
be where an employee is undergoing treatmept and may want to come
into work in between treatments rather than béwon long term sick and so
may have periods of short-term absence following each treatment.

This is not an exhaustive list.

* It is recognised that the majority of disabled employees maintain an
excellent attendance record and that it should not be assumed that if
an individual is disabled, they are at a higher risk of sickness
absence. However, it is recognised that in some cases, medical
conditions that may fall within the definition of disability may give
rise to sickness absence. Whilst the Council is committed to being
supportive of individuals affected in this way and to implement
reasonable adjustments, care must also be taken not to create a
situation that can be abused and in turn be unfair to other staff.
Where sickness absence occurs, reasonable adjustments such as
modification to trigger points can be considered but this is not an
automatic right under the terms of the legislation. Further advice on
these should be discussed with HR advisors and the opinion of
Occupational Health must be sought.
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Whether it is reasonable or not for an employer to have to make any
adjustment will depend on several things, such as cost and effectiveness.
However, if an adjustment is reasonable to make, the employer must make
it. In order to avoid discrimination, it would be prudent for managers not to
make fine judgements as to whether an individual fall within the statutory
definition of disability, but to focus instead on meeting the needs of each
employee. Each reasonable adjustment request made should be
considered on an individual basis depending on the nature of the case.

Various factors influence whether a adjustment is considered ‘reasonable’.
These include:

10.

11.

How effective the change would be in avoiding the disadvantage the
disabled person, any other employee or member of the public would
otherwise experience

Its practicality

Costs and extent of any disruption caused

The availability of financial and other assistanc&

Effect on other employees

Adjustments made for other disabled employees:

Additional advice and support in this area is awvailable from HR advisors
and Occupational Health.

Some practical examples of reasonable adjustments are as follows:

which involves writing letters. The employer gives all applicants a test of
their letter writing ability. The person can gene ly write letters very well
but finds it difficult to do in stressful situations and within short deadlines.
They are given longer to take the test.

A person who is disabled because they havegslexia applies for a job

A call centre normally employs supervisors on a full-time basis. A person
with sickle cell anaemia applies for a job as a supervisor. Because of pain
and fatigue relating to their condition they ask to be able to do the job on
a part time basis. The employer agrees. The hours of work offered amount
to an adjustment to a working practice.

An employer has designated car parking spaces for senior managers. An
employee who is not a manager but has mobility impairment and needs to
park close to the office and so is allocated a car parking space.

An employer makes structural or other physical changes such as widening
doorways, providing ramps, relocating light switches or moving furniture
for wheelchair users.
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. An employer reallocates minor or subsidiary duties to another employee
as a disabled person has difficulty doing them because of his disability.
e.g. a job involves occasionally going onto the open roof of a building but
the employer transfers this work away from an employee who suffers with
severe vertigo.

12. The manager should talk to the employee who requires a reasonable
adjustment to find out exactly what difficulties or barriers they are facing in
achieving their role effectively. Once the specific detail has been
ascertained, the Manager is likely to be able to assess what reasonable
adjustments can be made to overcome the barriers experienced by the
employee. If the Manager and the employee can easily and informally
implement or accommodate the adjustment, without having to seek further
advice from Health and Safety or Occupational Health; they should do so.

13. Records of the conversations/ agreements made between the manager
guld be made, epsy nng both parties have a copy. Where

.and employeeshay
&ﬂmore fig- i uired then the documentation in the
\%aesona ' ‘?\djus e

14. Wrne :rl%nage ,g.on&dzﬁ refu?ng a reasonable adjustment, they
frefent

the refevant se of tfbe Reasonable Adjustments Policy.
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Appendix 2 - ACTION IN PARTICULAR CASES

1.

An employee will be entitled to be paid if suspended from work on medical
grounds under various statutes.

Where the individual is unable to work because of adverse medical
reaction to workplace conditions, consideration should be given to a
search for alternative work.

In cases where effective consultation directly with the affected individual
proves difficult, the manager should keep in touch through relatives/
carers.

An investigation of every accident which results in time being lost from
work will be undertaken by the manager and, where appropriate, the
relevant Health and Safety Adviser. A written report of the incident will be
made. Similarly, all alleged work-related ill health must be investigated by
the manager with the support of a Health and Safety Adviser and
Occupational Health Adviser.

Terminally lll Employees

5.

In the case of a terminally ill employee, there is a need to consider the
person's situation and their continued employment in a particularly
sensitive and understanding way.

Consultation is a key part in determining the individual's wishes and in
providing them with information on the best options available.

Alcohol/Drug Dependency

7.

10.

Managers should ensure that such issues are dealt with in an appropriate
manner, i.e. recognising that normally drug/ alcohol dependency is a
health problem, which could be treated, and that employees need to be
treated with sympathy and understanding.

HR advisors will provide assistance to managers in dealing with people
who have dependency problems.

The Council's Alcohol and Drug Misuse Policy should be followed and
training will be available to assist managers in this area.

Addiction to or dependency on alcohol, nicotine or any other substance
(apart from prescribed medication) is explicitly excluded from constituting
a disability under the Equality Act. However, ilinesses caused by addiction
e.g. certain liver conditions, will be covered.
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Stress

11.

12.

It is a legal obligation for stress to be included in the health and safety risk
assessment process. The Council has procedures and offers training in
risk assessing and stress for teams and individuals.

The Council has a Stress Management Policy that should be implemented.
e.g. in respect of risk assessing and implementation of Annual Service
Area Stress Action Plans. The Council is addressing the Health and Safety
Executive's six stress management standards as part of its approach to
managing stress.

HIV/ Progressive llinesses

13.

14.

Managers should approach HIV and AIDS as one of several illnesses
where mismanagement can result in stigma and discrimination for the
individual concerned. Confidentiality is, therefore, of the utmost
importance and will be reflected in any Policy the Councit determines. In
many cases, time off for counselling should be allowed and systems
should be established for the safeguarding of the employee's privacy. An
employee diagnosed as either HIV or AIDS is under no obligation to
disclose this to the Council, however under the Equality Act a person
diagnosed with HIV or AIDS is classed as disabled from the point of
diagnosis.

Progressive conditions are conditions which are likely to change and
develop over time. Where an employee has a progressive condition, they
will be covered by the Equality Act from the moment the condition leads to
an impairment which has some effect on ability to carry out normal day-to-
day activities, even though not a substantial effect, if the impairment is
likely eventually to have a substantial effect on such ability (with the
exception of HIV/ Aids as per paragraph 13).

Critical lliness/ Cancer in the Workplace Policy

15.

A manager may be one of their employee’s most important sources of
support when faced with dealing with a critical iliness such as cancer. An
understanding of what that iliness is, its treatment, side effects and the
issues that may emerge during an individual's recovery and return to work
will help managers fulfil this important role. Macmillan has developed
specific advice and guidance for employers on how to handle cancer
related cases and this has been incorporated into Appendix 3 Critical
lliness guidance. The Council has a Carers Policy which further supports
staff in the management of attendance. Details of the Carers Policy can
be obtained from HR advisors.
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Appendix 3 — CRITICAL ILLNESS GUIDANCE

1.

The Council has a responsibility to provide help and to support employees
diagnosed with a critical iliness and will be as flexible as possible in its
approach to these situations, dealing with each case on its own merits. At
a time of uncertainty and conflicting emotions for those diagnosed, this
guidance endeavours to establish a good practice framework approach
whilst allowing flexibility to accommodate the circumstances of each case.
It also provides guidance to managers in how best to support their
employees and signposts sources of internal and external guidance and
advice.

The way the Council responds to the needs of employees diagnosed with
a critical iliness will reflect its commitment to be an employer of choice,
adhere to the Social Model of Disability and will impact on employee
morale.

Zritical illness is broadly defined as a
ydition as diagnosed by a GP and/ or
: y or may not require a course of
ginesses would include cancer, heart
¥s Disease, polio, etc. This list is

health |specialist {18
/ way 0 gxample, i

', ular Dys rophy, Barkingg
illustiativeloniy and s not exhﬁustlve

—

A J gmployee's d n{lhty pri z;aey and* cpnf dentiality should always be
cted ?onse\u ntly, Z \|nformat|on concerning their
m-m chn ition sheuld b shared wﬂl&out their prior consent.

Every effortwill be made ‘n support individuals diagnosed with a critical
illness and this will include sensitive communication with and appropriate
involvement/ engagement with the employee whilst they are in work and
during periods away from the workplace.

Advice from Occupational Health and HR advisors should be sought at the
earliest opportunity on the possibility, where practicable, of introducing
temporary flexible working arrangements, where necessary or required, to
support employees in managing their absence, treatment and related
needs.

Employees will in no way be discriminated against on the grounds of their
critical illness and the principles of the Council's Equal Opportunities Policy
will be fundamental to the implementation of this guidance. Specifically,
the Council will not discriminate against those diagnosed with a critical
illness in relation to access to learning and development opportunities,
promotion, secondment opportunities, efc.
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Practical and relevant guidance, advice and support covering issues such
as treatment, absence from work, return to work, work adjustments etc.
will be made available to the employee. Further, in recognition that teams
may also be affected by the employee’s situation, support and information
will alsc be widely available.

Employees diagnosed with a critical illness should be treated fairly and
consistently although each case will be slightly different. However, where
an employee feels that they have been treated unfairly as a result of their
critical illness, the matter should be raised with their manager in the first
instance who will seek to try to resolve the issue informally. If the matter
cannot be resolved in this way, the Grievance Procedure remains available
to the employee. The Grievance Procedure should not be used following
any formal action taken against an employee in respect of the Sickness
Absence Procedures. In these instances, employees have the right to
appeal using the appeals procedure outlined in the Sickness Absence
Procedures.

PROCEDURE FOR EMPLOYEES DIAGNOSED WI%tH A CRITICAL ILLNESS
ADVISING MANAGERS

10.

1.

12.

Once an employee feels able to share their dia raoms they should advise
their manager and/or arrange to meet. If the Bripl

discuss this with their line manager, if they hgyg DEeh |

self-referred, they can request that Occupafi@gnal Health and/or HR
advisors can be involved on their behalf. In sorgg cases, employees may
advising the organisation
about the illness as part of the Occupation§l@Health report process.
Occupational Health can provide advice in thel&eport and agree a way
forward with the individual regarding what information needs to be relayed
to their manager. Occupational Health will provide appropriate support
throughout the iliness.

Although the initial disclosure may not be easy for the employee, it is
difficult for a manager (and therefore the Council) to support someone if
they are unaware of the individual's circumstances. In practical terms, it is
also difficult to attend treatment, take time off to meet health needs or
ensure that work is covered, without the manager knowing the reason why
and what is involved.

Employees have the right to be accompanied by a Trade Union
representative or work colleague at any time during discussions with their
manager.
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13.

The employee may not know the full extent of their illness until they have
begun treatment or had some form of surgical procedure/ investigation and
so there may be a need to take time off at very short notice. This would be
covered by time off arrangements in Sickness Absence Procedure,
Special Leave Provisions or some other form of flexible working
arrangements.

EARLY DISCUSSIONS

14.

Following disclosure of the diagnosis by the employee and as soon as it is
appropriate to do so, the manager should meet with the employee and
discuss: -

The provisions and application of the Sickness Absence Procedure
including any reasonable adjusting advised by Occupational Health
Any need to take immediate time off e.g. special leave, annual leave to

el '|ty to work and
‘ranly adjusted to assist

"al td OccupH onal Health, if not already|done, to geek information
i the illnes recommendations for retu lhgTU “work, reasonable
is, poss mty of redeployment, etc.

J{a practlcal terms, tI\e émployee will be offered ‘ifformation on:

The Couneif's Slckness Absence Procedure-and details of sick pay
entitlements

Counselling and other support services, e.g. Employee Counselling
Services, external support agencies

Flexible working information and possible work adjustment options

Other sources of information and support

ADVISING WORK COLLEAGUES

16.

17.

It is up to the employee, when they feel ready, to share any information
with others who need and/or should know, and they can either relay this
information themselves or ask their manager to do so on their behalf.
Where possible, the manager will agree with the employee from the outset
what (if anything), when and who wil! advise colleagues and others at work

Managers should respect the employee’s wish for privacy and
confidentiality concerming their personal circumstances. At the same time,
however, the manager may need to make arrangements to cover sickness
absence if it occurs.
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PAYMENT OF SALARY/ WAGES DURING SICKNESS ABSENCE

18.

The Sickness Absence Procedure will be applied (including provision of a
Statement of Fitness to Work, etc). The payment of sick pay will be in
accordance with the relevant sick pay provisions and will be based on the
employee’s sickness entitlement. Further advice can be sought from HR
advisors or the Trade Unions.

OPTIONS FOR SUPPORT

19.

20.

21.

22,

The employee may choose to seek counselling and support, and this can
be from the in-house confidential Employee Counselling Service,
Occupational Health Service, the Disabled Employee Group or external
agencies. Full contact details of further sources of information are attached
in Appendix 5 of this policy.

Occupational Health, because of their required early invoivement, will play
a Key role in advising on fitness for work, suitable alternative duties to be
undertaken, reasonable adjustments, etc. The Council has a duty to make
reasonable adjustments to workplaces and working practices to make sure
that disabled people are not at a substantial disadvantage compared to
others .What is considered a reasonable adjustment will depend on the
costs and practicality of making the adjustment and effects on the
employer’s business. Health and safety issues should also be considered.

Depending on the nature of the illness, the employee may wish to carry on
working during treatment, either on a full time or part time basis. Prior to
treatment; it is often difficult to know exactly how it may affect the
employee, so it is important that close contact on this matter is maintained.
Full or part time flexible working options, where practicable, should be
explored and discussed by the manager with the employee. Based on
advice from Occupational Health, reascnable adjustments and
modification should, wherever the job allows it, be made.

In summary the manager can help an employee by: -

Planning a reduced andf/or more flexible working arrangement, e.g.
changing the employee’s hours so that the employee can travel to and
from work at less busy times (e.g. outside rush hour).

Temporarily reassigning duties to others, if this is feasible and/ or
considered appropriate.

Encouraging the employee to take short breaks every now and again to
rest.

Allowing the employee to work from home, if the job can be reasonably
adjusted to sustain home working for an agreed and time limited period
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23, It may however not be practicable for the employee to continue working
during treatment and consequently, they will be on sick leave. The
manager should ensure that formal contact meetings, in accordance with
the Sickness Absence Procedure, take place so that the employee knows
what is happening at work and is kept up to date with developments.

TIME OFF FOR TREATMENT

24. If an employee returns to work either during or after treatment, they may
need to take time off for medical appointments and follow up procedures.
These appointments are covered as part of Special Leave provisions. The
employee should, as far as possible, let their manager know of these
appointments in advance so that any cover arrangements if necessary,
can be made.

EXTENDED PERIOD OF ABSENCE

25. If an employee needs to take an extended perigd of-anse: nce, this time off
will be treated as sickness absence in accordgnf W|th thelr entitlement.
Trigger points may be varied, and advice s ild be sought from HR
advisors.

KEEPING IN TOUCH

26. Employees on sickness absence may feel v
exacerbate any feelings of isolation .In the ¢
absence away from work and in addition to
manager; colleagues may wish to keep in social|cgntact with the individual,
in order to keep them updated on a range of atters. Where contact
meetings are not appropriate, the option of periodic telephone discussions
by the manager to review how the employee is doing should be
considered.

 of a lengthy period of

rg vulnerable which can
(ﬁntact meetings by the
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AFTER TREATMENT - RETURNING TO WORK

27. Often a diagnosis of a critical illness will lead individuals to rethink their
lifestyle and priorities. Some employees may choose not to return to work
or are not able to do so. For others, work can take on an increased
importance in their life.

28. It is important that employees returning to work, especially following a
prolonged absence, are offered the support they need. After treatment has
finished and, if the employee has not been working during this period, the
basis of the return to work will need to be determined. This will be based
on the Occupational Health advice received.

29. Returning to work after a break of a few weeks or months can be physically
and emotionally stressful and difficult to adjust to. The employee must take
time to think about what is right for their situation and circumstances.

enf alth is importgm:f-ﬁlamipg for the return
cﬁ is key albngswithsmonitoring their
|

!

( the r will arrange to meet with
ons f@rimaking the transition back to work.

hetorial return
34 sidered. ®th johs to be explored could

includle:

D Meing -ﬁhased turn jp work withi ir\'nl agreed timescale, where an
sﬁployee&reases%ﬂ' Irs gradual&;' ; erueeriod to time

» A change ®working patt¢®#or hours "- "

. Temporarily working from home, where the job can be appropriately
modified

. Other flexible arrangements working or reduced hours

. Modifying the employee’s role or some of the employee’s responsibilities
for a temporary period

. Help with transport to and from work, e.g. Access to Work

. Reasonable adjustments to the employee’'s physical location or
workstation

. Consider any training or refresher course that may be needed

. Scheduling regular review dates for this transition period
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IMPAIRMENT CAUSED BY CRITICAL ILLNESS

31.

32.

If an employee’s illness causes an impairment that affects the return to
work, the Council will make reasonable adjustments to enable the
employee to continue to work. The Disability provisions of the Equality Act
2010 cover all aspects of the employment cycle from recruitment through
to an individual leaving the organisation, including after they have left. It
also makes it unlawful for an employer to treat a disabled person less
favourably, (e.g. an employer cannot refuse to employ or promote an
individual simply because they have an illness that is covered by the
Equality Act.)

The Act also protects an employee against harassment and/ or
victimisation and makes it unlawful for an employer (or prospective
employer) not to make ‘reasonable adjustments’ for disabled employees
(or job appllcants) such as changes to employment practices and

proceduregsanei worklng envi ent if it means someone with illness
@\{ered b dality Act ig placed at a substantial disadvantage.
\ﬁémer ad e80 issues 18 8y ilable from HR advisors.
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GIVING UP WORK

33.

34.

35.

Some people choose to give up work completely when they are diagnosed
with a critical iliness. This allows them to focus on their iliness, its treatment
and to reassess their lives and priorities. If work has been a major focus
of an employee’s life, it can be difficult to adjust to not working. If the
employee wishes to leave, it is important to clarify the reasons why as
sometimes these decisions are taken when emoctions are at an all-time
low. Whilst such decisions are personal, employees should be encouraged
to take proper advice before making the decision fo give up work. In this
situation an employee may want to seek counselling and talk this through.
The Employee Counselling Service or external agencies listed in Appendix
5 can be accessed. The employee could consider leave under the
Sabbatical Leave Policy whilst they consider their long-term options.

If following referral to Occupational Health the employee is permanently
unfit and suitable alternative roles are not available, their employment will
be terminated on ill health grounds with any associated pension benefits.
If an employee is ineligible for retirement because of ill health, can no
longer carry out their role and aliernative employment is unavailable,
termination of the contract may need to be considered. Managers should
consult HR advisors and seek advice from Occupational Health to discuss
options prior to making these decisions.

It is strongly advised that in these circumstances, if the employee is in the
Local Government Pension Scheme, they (or someone acting on their
behalf) should contact the Pensions Section for advice on options
available.
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Appendix 4 - GUIDANCE ON MENTAL HEALTH CONDITIONS

1.

Where it is known that an individual suffers from a mental health condition,
it is reasonable that the manager should take account of this when
reviewing sickness absence. In relation to the normal approach to
sickness absence management, because of the nature of certain types of
mental health conditions, managers should be particularly alert to the
effects of their action on the employee.

In recognition of this, it is advisable that close liaison with Occupational
Health, the relevant GP and Trade Union, etc is maintained throughout.
Specialist bodies such as charities and Disability Service Teams in some
of the larger local Job Centres can also be of help.

Mental health conditions include a wide range of experiences: some
conditions may be quite mild and moderate, while others may take on a

more sevaere-form,. affecting a person’s ability to cope with day-to-day
\lﬁmg

fgom feeling ‘a bit down’ to common

; |
Mental heglih condi gs can raa
di Ik(;%ers sgch as/ anxiety ﬁ pFession, to severe mental health
cond#ionsistch a blﬁolardis er o

chizophrenia.
Nojone reglly ko  why s0, peopge_\feact to life events far more than
Lo ] T - i : . | :
others. Therg are yefious m " psychological and social factors which
d ;

‘ te to a\decline i @‘-pe‘rson"? \ental health, but there is no one

: jtj:ontrlb
use.

7 |
Conditions-may ememge Euddenly, as & result of a specific event or
incident, or gradually, over a pericd when the condition may worsen or
improve.

Some conditions are persistent and may be classed as a disability, while
others come and go, giving the individual ‘good days’ and ‘bad days.

According to some estimates, 1 person in 4 has some form of mental
health condition in their lifetime. For as many as 1 person in 50, the
condition will be serious enough to affect their ability to work or to form
personal relationships.

lliness is more easily understood if it is visible and mental health conditions
may be less conspicuous than some forms of physical illness. An
employee may also work very hard to disguise their symptoms, or they
may develop other ‘secondary symptoms’ not directly related to the original
condition — for example, the strain of coping with depression may cause
someone to become dependent on alcohol or drugs.
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10. Many employees and line managers are uncomfortable talking about
mental health. Misconceptions about mental health conditions persist —
mental health is often viewed as something disturbing or dangerous that
lurks hidden beneath the surface of someone’s personality.

11. Managers may also be reluctant to intervene because:

. They feel they may have contributed to the poor mental health of the
employee — perhaps by overloading them with work

. They do not have the confidence or knowledge to deal with an issue and
may feel out of their depth.

12. You do not necessarily need to be an expert or counsellor to manage
mental health conditions. A good starting point is to manage physical and
mental illness in the same way by focusing on:

ployees‘ ,
s and the: aﬁtmy to empathise — feeling sympathetic

% open:guitt\re» in which employees feel able to
diseuss thait problé u ’

13. Le |ng tal he condmgs will prevent managers from
fe g out p’t and to judge when they need to
es to

emp S|de

T &CAS have|stated t % ﬁ]are three th _"s you can do to help maintain
‘the healt @f emplo ‘

avith mental health conditions
remain in work and productive:

. Spot the signs — This may initially mean taking a note of what you see as
you walk around or in team meetings and then choosing the right moment
to intervene.

. Engage with the problem — There are some good practical steps you can
take to help with coping strategies, and some legal requirements you need
to bear in mind, for example your duty to make reasonable workplace
adjustments to the working environment in certain circumstances

. Keeping a watching brief — This does not necessarily mean passively
observing, although in some circumstances this be the best option.
Promote awareness of mental health issues and create a culture where
employees feel they can talk to you about their concerns. Keeping
communication channels open is critical.
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15.

The first signs of mental health conditions will differ from person to person
and are not always easy to spot. In many cases of moderate depression
(the most common mental health condition) the person becoming
distressed may not display symptoms or may seek to hide them because
they worry about what others will say or think about them. The key thing
to look out for is changes in usual behaviour and some common early
signs of a mental health condition could be:

Losing interest in activities and tasks that were previously enjoyed

Poor performance at work

Mood swings that are very extreme or fast and out of character
tearfulness

Self-harming behaviour

Changes in eating habits and/or appetite: over-eating, bingeing, not eating
Sleep problems

Increased anxiety, looking or feeling ‘jumpy or agitated, sometimes
including panic attacks

Feeling tired and lacking energy

Isolating themselves, socialising less

Wanting to go out a lot more, needing very [litle sleep, feeling highly
energetic, creative and sociable, making neﬁﬂends rapidly, trusting
strangers or spending excessively — this may signal that they are
becoming ‘high’

Hearing and seeing things that others don't

Other differences in perception; for example, mistakenly believing that
someone is trying to hurt them, or trying to take aver their body.

All these signs can vary in severity. They can be relatir:ely minor, or pass quickly,
or be particularly severe and distressing. ’
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16.

Possible issues to raise with an employee who has a mental health
condition (taken from SHIFT Line Managers' Resource -A Practical Guide
to Managing and Supporting People with Mental Health Problems in the
Workplace):

ask open questions about what is happening, how they are feeling, what
the impact of the mental health condition is. Ask them what solutions they
think there might be but appreciate that they may not be able to think
clearly about solutions while experiencing distress

how long has the employee felt unwell? Is this an ongoing issue or
something that an immediate action could put right?

discuss whether work has contributed to their distress. Listen without
passing judgement and make sure you address their concerns seriously
are there any problems outside of work that they might like to talk about
and/ or it would be helpful for you to know about? (You should not put
pressure on the person to reveal external problems)

is the emp yeeqware of possml spurces of support such as relationship
03; bereavemenigou g]r alcohol services, legal or financial
d\ﬂce’?

: that you can do to help and make
| ‘g that the organisation may provide
haalth, counselling and that if they
nedical care that it would be helpful
Aeide effects of medication that might
ERgE g0 right to this information, the
%nnot be expected to make

f the Equality Act if you are not

does the employee have ideas about any adjustments to their work that
may be helpful? These could be short or long term

do they have any ongoing mental health condition that it would be helpful
for you know about? If so, is it useful to discuss their established coping
strategies and how the organisation can support them? It is the employee's
choice whether to reveal this, but you can explain that it will be easier for
you to make reasonable adjustments for a condition you know about
establish precisely what they wish colleagues to be told and who will say
what. Any inappropriate breach of confidentiality or misuse of this
information might constitute discrimination under the Equality Act

agree what will happen next and who will take what action
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JOB DESCRIPTION.
DEPUTY CLERK COMMITTEES AND EVENTS

1.To prepare, where necessary, in consultation with appropriate members, agendas
etc., for meetings of the council and its committees; to attend such meetings and
prepare minutes for approval. To send relevant papers to County & District
Councillors, police and the press.

2. To receive, when necessary, correspondence & documents on behalf of the
Council and deal with the correspondence or documents or bring such items to the
attention of the Council. To issue correspondence as a result of the instructions of, or
the known policy of the council.

3.To supervise in the clerk’s absence any other members of staff in keeping with the
policies of the council. Liaise with Parks & Estates Manager, Parks & Estates Team
and any contractors

4.To deal with complaints and issues from telephone callers and visitors in the
absence of the clerk.

5.To lead on the organisation of all events, including St Georges Day, Fireworks and
Christmas Lights. Assist with Town Mayors Reception and any other official events.
Work closely with Events Committee and members, including members of the public,
staff holders, entertainers and caters.

6. To help organise the running of the office, ordering office supplies as required.

8.Update Planning lists and files. Preparing papers for Plans meetings. Ensure
procedures are carried out.

9. To carry out any filing, timesheets or outstanding tasks including typing for the
Town Clerk or Councillors.

10. To help produce a Newsletter twice a year conjunction with the Town Clerk and
Councillors. Arrange printing and delivery to 6750 homes in Thorpe St Andrew

11 Assist RFO with finance duties as directed.






ESSENTIAL SKILLS

Excellent communication skills

Reliable

“Can do” attitude

Flexible approach to work

Ability to meet deadlines

Ability and confidence to produce meeting minutes
Experience in general office use of Word/Excel/ outlook
Experience of event management

Knowledge of general accounts/accounting systems
Experience of producing newsletters (Publisher software)
Knowledge of Community Events and relevant experience.
Full clean driving licence

DESIRABLE

Knowledge of local government environment
Knowledge of local government planning systems
Knowledge of GDPR

Experience with dementia and carers






Community Officer, min 8 hrs per week {or as required)

Fiexible working across mainly Wednesdays {Community Day, including Afternoon Teas,
Dementia café, Dementia drop in and Roxley Singers) and Thursdays { 1% and 3™ Thursday
with new parent toddler group in conjunction with Lime Tree Nursery) Other days as
required

Main purpose

To develop and support existing community activities on behalf of the council. Implement
new activities where appropriate. Support all councillors and volunteers offering training if
required.

To work collaboratively with others out in the community, including partner agencies, the
voluntary and community sector, businesses, councillors and local people to develop their
assets, skills and resources to improve the quality of life for {ocal people and the wider
community.

Responsibilities

1. To ensure a Community focused services delivery through working in partnership with relevant
internal & external groups & services

2. To co-ordinate, maintain & market a programme of activities within community facilities and
ensure the programmes are complementary with neighbouring facilities.

3. To identify external funding sources & secure funding where possible,

4. To lead in the development of a range of activities, including, but not limited to, capacity building
programme including the design and delivery of related resources for example training.

5. Continue to support existing main Events being an active member of the Events committee.
Support new clerk in development and organising existing events.

6. To undertake such other relevant duties as may from time to time. Office/ meeting cover as
required. To attend and support all council events, assisting with arrangements where needed.

7. Support and give training as required for new Deputy Clerk post.






Job Description
To offer advice, information, signposting and assisted signposting
To build relationships with individuals and groups.

To develop a knowledge of community resources and networks & to work in an imaginative &
creative way to common aim.

To connect people with each other, and with the comrunity and appropriate services.
To build good networks with professionals and voluntary/community organisations.
To laise with RFO and Town Clerk on matters relating to budgets and council policy
To be aware of Health and Safety directives.

Report to Town Clerk weekly on projects and progress, discuss development

Present Commitment-

Afternoon Tea, 1* Wednesday. Prep time, set up and delivery approx 5hrs

Dementia Café & Dementia Drop in 3rd Wednesday. Prep time, set up and delivery approx. 6.30hrs
Roxley Singers 4" Wednesday. Prep time set up and delivery app 2hrs

Lime Tree Parents & Toddlers 1% and 3™ Thursday 9-12.00 3hrs

The 2" Wednesday is taken up with Fostering booking in the mornings. Till such time as activity
arranged for afternoon approx 6hrs would be spent in the office.

Approx. 25hrs a month






