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SECTION 7.  OUR FORMAL PROCEDURES 

7.1 YOUR RIGHT TO BE ACCOMPANIED 

7.1.1 An employee invited to any formal meeting stated in any of the respective policies listed under 
this section of the employee handbook will have the right to be accompanied.  

7.1.2 For clarity, there is no right to be accompanied at an investigation meeting, unless the Council 
exercises discretion in extenuating circumstances.  

7.1.3 Under your right to be accompanied, your companion may be either a trade union 
representative or a colleague. You must tell the person holding the meeting who your chosen 
companion is, in good time before the meeting. 

7.1.4 At the meeting, your companion may make representations and ask questions on your behalf, 
however, would not be permitted to answer questions on your behalf. You may talk privately 
with them at any time during the meeting. 

7.1.5 Acting as a companion is voluntary and your colleagues are under no obligation to do so. If they 
agree to do so they will be allowed reasonable time off from duties without loss of pay to act as 
a companion. 

7.1.6 You and your companion (if any) should make every effort to attend meetings. If you or your 
companion cannot attend at the time specified, you should inform the person holding the 
meeting immediately and we will try, within reason, to agree an alternative time. If your chosen 
companion is unavailable at the time a meeting is scheduled and will not be available for more 
than five working days afterwards, we may ask you to choose someone else. 

7.1.7 We may, at our discretion, allow you to bring a companion who is not a colleague or union 
representative (for example, a member of your family) if this will help overcome a disability, or 
if you have difficulty understanding English. 

7.2 FLEXIBLE WORKING POLICY 

7.2.1 Under this policy, any employee with at least 26 weeks’ service will be permitted to request a 
change to their working pattern. This may be to vary or reduce your working hours/days or to 
work in a different location such as from home.  

7.2.2 Employees are only permitted to make one flexible working application every 12-months.  

How do I make a flexible working request? 

7.2.3 Your flexible working request should be submitted to your manager in writing and should be 
dated. It should: 

• state that it is a flexible working request; 

• explain the change being requested and proposed start date; 

• identify the impact the change would have on the business and how that might be dealt 
with; and 

• state whether you have made any previous flexible working requests. 

7.2.4 We may require you to complete a formal flexible working request form and if so, this will be 
provided to you.  

7.2.5 We will arrange a meeting at a convenient time and place to discuss your request.  

7.2.6 We may decide to grant your request in full without a meeting, in which case we will write to 
you with our decision. 

Decision 
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7.2.7 We will inform you in writing of our decision as soon as possible after the meeting. 

7.2.8 If your request is accepted, we will write to you with details of the new working arrangements 
and the date on which they will commence. You will be asked to sign and return a copy of the 
letter.  

7.2.9 If we cannot immediately accept your request, we may require you to undertake a trial period 
to determine whether the request can be accommodated, before reaching a final decision on 
your request. 

7.2.10 Unless otherwise agreed, changes to your terms of employment will be permanent.  

7.2.11 If we feel your request cannot be accommodated, we may reject your request for one or more 
of the following business reasons: 

• the burden of additional costs; 

• detrimental effect on ability to meet customer demand; 

• inability to reorganise work among existing staff; 

• inability to recruit additional staff; 

• detrimental impact on quality; 

• detrimental impact on performance; 

• insufficiency of work during the periods that you propose to work; or 

• planned changes. 

7.2.12 If we are unable to agree to your request, we will write to tell you which of those reasons applies 
in your case. If you are unhappy with the decision, you will have the right to appeal this. You 
should make your appeal in writing within the time period, and to the name stated in your 
outcome letter. Your appeal should be dated and state on what grounds you are appealing. A 
further meeting will then be scheduled to discuss your appeal where you will have the right to 
be accompanied. 

7.2.13 After the conclusion of the appeal process, you will be provided with a written appeal outcome, 
the decision of which is final, meaning there would be no further course of action which can be 
taken under this policy.  

7.3 POOR PERFORMANCE POLICY  

7.3.1 There may be instances where an employee’s performance falls below the standards required 
by the Council. This policy is designed to help and encourage employees to achieve and 
maintain standards of job performance in the event the Council has concerns that this has fallen 
below the expected level.  

7.3.2 For the avoidance of doubt this policy is non-contractual and the Council reserves the right not 
to apply this policy in full to those employees who have less than two years’ service. 

Informal Performance Management 

7.3.3 If performance concerns are evidenced, we will speak to you informally in the first instance to 
explore the reasons for the poor performance. From this meeting targets for improvement will 
likely be set. We will make every effort to ensure that you understand the level of performance 
expected of you and that you receive adequate training and supervision.  

Formal Performance Management 

7.3.4 If following the informal stage your standard of performance is still not adequate you will likely 
be subject to formal performance management in line with this policy. The stages of this process 
are as follows: 

Stage One – First Improvement Notice  
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7.3.1 Following a Stage One performance hearing, if we decide that your performance is 
unsatisfactory, we will give you a first improvement notice. 

7.3.2 The improvement notice will normally remain active for 12 months from the end of the review 
period, after which time it will be disregarded for the purposes of performance management. 
Your performance will be monitored during the review period and we will write to inform you of 
the outcome.  

Stage Two – Final Improvement Notice 

7.3.3 If your performance does not improve within the review period set out in a first improvement 
notice, or if there is further evidence of poor performance while your first improvement notice is 
still active, we may decide to hold a Stage Two performance hearing. Following a Stage Two 
performance hearing, if we decide that your performance is unsatisfactory, we will give you a 
final improvement notice, which will normally remain active for 12 months from the end of the 
review period.  

Stage Three – Dismissal  

7.3.4 If your performance has not improved to the required standard or is still unsatisfactory dismissal 
will normally result. As an alternative to the dismissal, the manager may consider demotion, 
which would involve a reallocation of duties on a salary commensurate with the post, as an 
appropriate sanction.  

7.3.5 If we cannot transfer you to a more suitable work and there is still no improvement after a 
reasonable time, or the standard of achievement is not maintained, you will be subject to further 
performance management that may result in your dismissal.  

Review Periods  

7.3.6 Following each warning there will be a review period. At the end of this review period we will 
meet to discuss your performance and whether you have improved your performance to the 
required standard / and/or hit the required targets which were previously set. Following this 
meeting, the next steps will be one of the following:  

• If your manager is satisfied with your performance, no further action will be taken;  

• If your manager is not satisfied, the matter may be progressed to the next stage of the 
poor performance process;  

• If your manager feels that there has been a substantial but insufficient improvement, 
the review period may be extended.  

The Hearing  

7.3.7 Any hearing will normally be held by your manager. At all stages you will be invited into the 
hearing with appropriate notice and will be advised in writing which will set out the alleged 
unsatisfactory performance and the likely outcome if we decide after the hearing that your 
performance is unsatisfactory. You will be given a reasonable opportunity to consider your 
response before any formal meeting.  

7.3.8 The aims of a performance hearing will usually include:  

• Setting out the required standards that we believe you may have failed to meet and 
going through any relevant evidence that we have gathered.  

• You will be given an opportunity at that meeting to state your case and present 
information and facts that you feel are relevant before any decision is made.  

• Establishing the likely causes of poor performance including any reasons why any 
measures taken so far have not led to the required improvement.  

• Identifying whether there are further measures, such as additional training or 
supervision, which may improve performance.  

• Where appropriate, discussing targets for improvement and a time-scale for review.  
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• If dismissal is a possibility, establishing whether there is any likelihood of a significant 
improvement being made within a reasonable time and whether there is any practical 
alternative to dismissal, such as redeployment.  

The Outcome  

7.3.9 We will inform you in writing of the decision and the reasons for it, where possible also 
explaining this information to you in person.  

7.3.10 The warning will set out: 

•  the areas in which you have not met the required performance standards, explaining any 
further specific targets which have been set and the review period; 

• any measures, such as additional training or supervision, which will be taken with a view to 
improving performance; and 

• the consequences of failing to improve within the review period, or of further unsatisfactory 
performance.  

Right of Appeal 

7.3.1 If you are unhappy with the decision, you will have the right to appeal this. You should make 
your appeal in writing within the time period, and to the name stated in your outcome letter. A 
further meeting will then be scheduled to discuss your appeal, where you will again have the 
right to be accompanied.  

7.3.2 The appeal hearing will reconsider the original decision and you will have the opportunity to put 
forward new evidence which was not available during the first hearing and/or raise complaints 
of a flaw of the original decision-making process, such as the failure to follow procedures or the 
failure to give you a fair hearing. 

7.3.3 After the conclusion of the appeal process, you will be provided with a written appeal outcome, 
the decision of which is final, meaning there would be no further course of redress under this 
policy. 

7.4 SICKNESS ABSENCE/CAPABILITY POLICY  

7.4.1 The Council may need to dismiss an employee whose attendance does not meet an acceptable 
standard either because of a long-term absence or because of a series of short-term absences. 
Such dismissals do not depend on any wrongdoing on the employee’s part and do not mean 
that the Council does not accept that their absences are genuinely due to illness or injury. 
Rather, dismissal is recognition that unfortunately the employee is no longer able to perform 
their role or attend work on a sufficiently regular basis to make their continued employment a 
viable option. 

Short-term absence 

7.4.2 An employee who is absent on more than four occasions within a eight month period will be 
invited to a meeting to discuss their attendance. The meeting will usually be conducted by the 
employee’s line manager and the employee will have a right to be accompanied by a fellow 
employee or a trade union official on the same basis as set out in the performance management 
procedure. 

7.4.3 At the meeting the employee will be asked to explain the level of their absence. Where there is 
any indication that the absences are caused by an underlying medical condition then the matter 
may be dealt with under the procedure for long-term absence set out below. The Council may 
also seek medical evidence from either the employee’s doctor or an occupational health 
specialist in which case the meeting will be adjourned for a report to be obtained 

7.4.4 Subject to any medical evidence, the manager conducting this first-stage meeting may decide 
to issue a warning to the employee setting out the Council’s expectations regarding attendance 
and indicating the level of improvement needed. A review period will normally be set which may 
range from one month to 12 months depending on the circumstances.  
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7.4.5 If the employee’s attendance does not improve to the extent required, they may at any stage in 
the review period be invited to attend a second-stage meeting to discuss the matter. The 
meeting will again be conducted by the line manager and the employee will be entitled to be 
accompanied by a fellow employee or trade union official. This meeting may result in an 
extension of the review period, or the issuing of a final written warning requiring the employee’s 
attendance to improve and setting out the level of improvement required over a specified period 
of up to 12 months.  

7.4.6 If the employee does not meet this standard and there is no underlying condition where 
reasonable adjustments would assist the employee to attend, then they may be dismissed. A 
final meeting will be convened which shall be conducted by a manager of appropriate authority 
seniority and will consider any representations made by or on behalf of the employee who will 
once again have the right to be accompanied by a fellow employee or trade union official.  

7.4.7 Any dismissal arising out of this meeting will be with notice and will include the right of appeal 
which must be exercised within the period stated in the dismissal letter, (usually five working 
days of the decision being communicated). 

Long-term sickness absence 

7.4.8 Where an employee is absent for an extended period – or it is clear that their absence is likely 
to continue for some time – then the Council will want to investigate the prospects for their 
return and consider what actions can be taken to facilitate this. The extent to which the Council 
can continue to accommodate an employee’s absence will depend on a range of factors, 
including the role of the employee and the prevailing circumstances of the business. 

7.4.9 The Council will seek medical advice as to the employee’s condition either from the appropriate 
professionals caring for the employee or from a specialist occupational health practitioner or 
doctor. The focus will be on ascertaining when the employee will be able to return to work and 
what steps the Council can take to help support the employee back to work.  

7.4.10 An employee is not obliged to consent to any medical reports or records being shared with the 
Council as part of this process. However, in the absence of medical evidence the Council will 
have to work on the basis of what information is available in reaching its decision which is likely 
to be to the employee’s detriment. 

7.4.11 One or more meetings will be arranged with the employee to discuss their condition, the 
prospects for any return to work, and whether anything more can be done by the Council to 
help. The employee will be entitled to be accompanied at the meeting by a fellow employee or 
trade union official.  

7.4.12 Every effort will be made to make suitable arrangements for the meeting to allow the employee 
to attend. Where the employee is simply too ill to take part in the process, the Council may 
proceed to dismissal in the absence of a meeting taking into account any representations made 
on the employee’s behalf. 

7.4.13 Where it appears that the employee will be unable to return to work within a reasonable time 
frame then the Council may need to consider dismissal.  

7.4.14 Any dismissal will be with notice and will include the right of appeal which must be exercised 
within the period stated in the dismissal letter. 

7.5 DISCIPLINARY POLICY 

7.5.1 This policy is designed to help and encourage all employees to achieve and maintain standards 
of conduct, attendance and job performance and this policy may be implemented at any stage 
if the employee's alleged misconduct warrants this. 

7.5.2 For the avoidance of doubt this policy is non-contractual and the Council reserves the right not 
to apply this policy in full to those employees who have less than two years’ service. 

What may constitute as misconduct? 
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7.5.3 The following which is not intended to be an exhaustive list are examples of matters that will 
normally be regarded as misconduct and will be dealt with under our Disciplinary Procedure: 

• Minor breaches of your contract terms or our policies; 

• Damage to, or unauthorised use of, our property; 

• Lateness; 

• Unauthorised absence from work; 

• Refusal to follow management instructions; 

• Excessive personal use of our telephones/email/internet; 

• Obscene language or other offensive behaviour; 

• Negligence in the performance of your duties. 

What may constitute as gross misconduct? 

7.5.4 Gross misconduct is a serious breach of contract and includes misconduct which, in our opinion, 
is likely to prejudice our business or reputation or irreparably damage the working relationship 
and trust between us. If evidenced, gross misconduct will normally lead to dismissal without 
notice or pay in lieu of notice (summary dismissal). 

7.5.5 The following which is not intended to be an exhaustive list are examples of matters that are 
normally regarded as gross misconduct: 

• Theft, or unauthorised removal of our property or the property of a colleague, 
contractor, customer or member of the public;   

• Fraud, forgery or other dishonesty, including fabrication of expense claims and time 
sheets; 

• Physical violence or bullying including actual or threatened violence, or behaviour which 
provokes violence; 

• Deliberate and serious damage to property such as deliberate damage to our buildings, 
fittings, property or equipment, or the property of a colleague, contractor, customer or 
member of the public; 

• Serious misuse of our property or name; 

• Deliberately accessing internet sites containing pornographic, offensive or obscene 
material; 

• Serious insubordination including repeated or serious failure to obey instructions, or 
any other serious act of insubordination; 

• Unlawful discrimination or harassment; 

• Bringing the Council into serious disrepute; 

• Serious incapability at work brought on by alcohol or illegal drugs or being under the 
influence of alcohol, illegal drugs or other substances during working hours; 

• Causing loss, damage or injury through serious negligence; 

• Serious breach of health and safety rules or serious or repeated breach of health and 
safety rules or serious misuse of safety equipment; 

• Serious breach of confidence or unauthorised use or disclosure of confidential 
information or failure to ensure that confidential information in your possession is kept 
secure; 

• Accepting or offering a bribe or other secret payment or other breach of our Anti-Bribery 
policy; 
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• Conviction for a criminal offence that in our opinion may affect our reputation or our 
relationships with our staff, customers or the public, or otherwise affects your suitability 
to continue to work for us; 

• Possession, use, supply or attempted supply of illegal drugs; 

• Serious neglect of duties, or a serious or deliberate breach of your contract or operating 
procedures; 

• Knowingly breach of statutory rules affecting your work; 

• Unauthorised use, processing or disclosure of personal data contrary to our Data 
Protection Policy; 

• Harassing or discriminatory behaviour contrary to our Equality and Diversity Policy and 
Anti-Harassment and Bullying Policy; 

• Refusal to disclose any of the information required by your employment or any other 
information that may have a bearing on the performance of your duties; 

• Giving false information as to qualifications or entitlement to work (including immigration 
status) in order to gain employment or other benefits; 

• Knowingly taking parental, paternity or adoption leave when not eligible to do so or for 
a purpose other than supporting a child; 

• Making a disclosure of false or misleading information under our Whistleblowing Policy 
maliciously, for personal gain, or otherwise in bad faith; 

• Making untrue allegations in bad faith against a colleague; 

• Victimising a colleague who has raised concerns, made a complaint or given evidence 
or information under our Whistleblowing Policy, Anti-Bribery policy, Anti-Harassment 
and Bullying Policy, Grievance Policy, Disciplinary Policy or otherwise; 

• Serious misuse of our information technology systems (including misuse of developed 
or licensed software, use of unauthorised software and misuse of e-mail and the 
internet) contrary to our Information and Communications Systems Policy; 

• Undertaking unauthorised paid or unpaid employment during your working hours. 

Confidentiality 

7.5.6 Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy of 
any individuals involved. All employees must treat as confidential any information 
communicated to them in connection with an investigation or disciplinary matter.  

7.5.7 You, and anyone accompanying you (including witnesses), must not make covert electronic 
recordings of any meetings or hearings conducted under this procedure. It may be appropriate 
on occasion to make a recording of the meeting in order for thorough and verbatim notes to be 
able to be made following the hearing. If the Council intends to record the meeting, this will be 
explained to you and your consent sought.  

7.5.8 You will normally be told the names of any witnesses whose evidence is relevant to disciplinary 
proceedings against you, unless we believe that a witness's identity should remain confidential. 

Investigations 

7.5.9 Unless the misconduct in questions does not require this, an investigation will usually be 
required before proceeding to a formal disciplinary hearing.  

7.5.10 An investigation meeting is simply a fact-finding meeting to enable the Council to establish a 
fair and balanced view of the facts relating to any disciplinary allegations against you, before 
deciding whether to proceed with a disciplinary hearing. The amount of investigation required 
will depend on the nature of the allegations and will vary from case to case. It may involve 
interviewing and taking statements from you and any witnesses, and/or reviewing relevant 
documents.  
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7.5.11 You must co-operate fully and promptly in any investigation. This will include informing us of 
the names of any relevant witnesses, disclosing any relevant documents to us and attending 
investigative interviews if required. 

Criminal allegations 

7.5.12 Where your conduct is the subject of a criminal investigation, charge or conviction we will 
investigate the facts before deciding whether to take formal disciplinary action. 

7.5.13 We will not usually wait for the outcome of any Police action or prosecution before deciding 
what action, if any, to take. Where you are unable or have been advised not to attend a 
disciplinary hearing or say anything about a pending criminal matter, we may have to take a 
decision based on the available evidence. 

7.5.14 A criminal investigation, charge or conviction relating to conduct outside work may be treated 
as a disciplinary matter if we consider that it is relevant to your employment. 

Suspension 

7.5.15 In some circumstances we may need to suspend you from work which we will always endeavour 
to keep as short as possible. While suspended you should not visit our premises or contact any 
of our clients, customers, suppliers, contractors or staff, unless you have been authorised to do 
so by your manager. 

7.5.16 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has 
already been made about the allegations.  

Notification of a hearing 

7.5.17 Following any investigation, if we consider there are grounds for disciplinary action, you will be 
required to attend a disciplinary hearing. We will inform you in writing of the allegations against 
you, the basis for those allegations, and what the likely range of consequences will be if we 
decide after the hearing that the allegations are true. We will also include the following where 
appropriate: 

• a summary of relevant information gathered during the investigation; 

• a copy of any relevant documents which will be used at the disciplinary hearing; and 

• a copy of any relevant witness statements, except where a witness's identity is to be 
kept confidential, in which case we will give you as much information as possible while 
maintaining confidentiality. 

7.5.18 We will give you written notice of the date, time and place of the disciplinary hearing. The 
hearing will be held as soon as reasonably practicable, but you will be given a reasonable 
amount of time to prepare your case based on the information we have given you.  

Procedure at disciplinary hearings 

7.5.19 If you or your companion cannot attend the hearing you should inform us immediately and we 
will arrange an alternative time. You must make every effort to attend the hearing, and failure 
to attend without good reason may be treated as misconduct in itself. If you fail to attend without 
good reason or are persistently unable to do so (for example for health reasons), we may have 
to take a decision based on the available evidence. 

7.5.20 Who chairs the hearing will depend on the circumstances, and will normally be your line 
manager, or another appropriate member of the management team.  

7.5.21 If you have difficulty at any stage of the procedure because of a disability, you should discuss 
the situation with your manager as soon as possible. 

7.5.22 At the disciplinary hearing we will go through the allegations against you and the evidence that 
has been gathered. You will be able to respond and present any evidence of your own. Your 
companion may make representations to us and ask questions but should not answer questions 
on your behalf. You may confer privately with your companion at any time during the hearing.  

7.5.23 We may adjourn the disciplinary hearing if we need to carry out any further investigations such 
as re-interviewing witnesses in the light of any new points you have raised at the hearing. You 
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will be given a reasonable opportunity to consider any new information obtained before the 
hearing is reconvened. 

7.5.24 We will inform you in writing of our decision as soon as reasonably possible following the 
hearing. This will set out the nature of the misconduct, our findings and any action required by 
you.  

7.5.25 In the instance of a written warning, the letter will also set out the time period this remains active 
on your file, and the likely consequences of further misconduct in that active period. 

Disciplinary sanctions 

7.5.26 We aim to treat all employees fairly and consistently, and a penalty imposed on another 
employee for similar misconduct will usually be taken into account but should not be treated as 
a precedent as each case will be assessed on its own merits. 

7.5.27 There may be instances where we decide not to proceed for formal disciplinary action and may 
instead issue you with a letter of concern which is an informal warning. 

7.5.28 Subject to the circumstances and the conduct in question will determine what sanction is 
applied would be one of the following: 

 

First Written Warning This will usually be appropriate 
for a first act of misconduct 
where there are no other active 
written warnings on your 
disciplinary record. 

This will usually remain on 
your file for a period of 6-
12 months 

Final Written Warning  This will usually be appropriate 
for further misconduct where 
an active first written warning is 
on your file, or misconduct 
which is considered sufficiently 
serious to move straight to a 
final written warning.  

This will usually remain on 
your file for a period of 12 
months 

Dismissal  

(with notice) 

This will usually be appropriate for further misconduct where 
there is an active final written warning on your record. 

Dismissal 

(Gross Misconduct) 

Any gross misconduct regardless of whether there are active 
warnings on your record will usually result in immediate 
dismissal without notice or payment in lieu of notice 
(summary dismissal). 

 

Alternatives to dismissal 

7.5.29 In some instances where appropriate we may at our discretion consider alternatives to dismissal 
which could include demotion or the transfer to another role or department, and will usually be 
accompanied by a final written warning and examples include: 

Appeals process 

7.5.30 If you are unhappy with the decision, you will have the right to appeal this. You should make 
your appeal in writing within the time period, and to the name stated in your disciplinary outcome 
letter. A further meeting will then be scheduled to discuss your appeal, where you will again 
have the right to be accompanied.  
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7.5.31 If you are appealing against dismissal, the date on which dismissal takes effect will not be 
delayed pending the outcome of the appeal. However, if your appeal is successful, you will be 
reinstated with no loss of continuity or pay. 

7.5.32 If you raise any new matters in your appeal, we may need to carry out further investigation. If 
any new information comes to light, we will provide you with a summary including, where 
appropriate, copies of additional relevant documents and witness statements. You will have a 
reasonable opportunity to consider this information before the hearing, and you or your 
companion may comment on any new evidence arising during the appeal before any decision 
is taken. 

7.5.33 The appeal hearing may be a complete re-hearing of the matter, or it may be a review of the 
fairness of the original decision in the light of the procedure that was followed and any new 
information that may have come to light. This will be at our discretion depending on the 
circumstances of your case. In any event the appeal will be dealt with as impartially as possible. 

7.5.34 Where possible, the appeal hearing will be conducted impartially by a more senior Manager 
who has not been previously involved in the case.  

7.5.35 We may adjourn the appeal hearing if we need to carry out any further investigations in the light 
of any new points you have raised at the hearing. You will be given a reasonable opportunity 
to consider any new information obtained before the hearing is reconvened. 

7.5.36 Following the appeal hearing we may uphold or overturn the original decision or substitute a 
different penalty and you will be provided with a written appeal outcome, the decision of which 
is final, meaning there would be no further course of redress under this policy. 

7.6 GRIEVANCE POLICY 

7.6.1 If you have a grievance or complaint to do with your work or the people you work with you 
should, wherever possible, start by talking it over with your manager. By raising the matter 
informally in the first instance, your manager may be able to assist and resolve the situation to 
your satisfaction without the need for a full formal grievance process being undertaken.  

7.6.2 For the avoidance of doubt this policy is non-contractual and the Council reserves the right not 
to apply this policy in full to those employees who have less than two years’ service. 

Formal grievance 

7.6.3 You do however have the right to raise a formal grievance, and you may feel this is more 
appropriate in your circumstances. If so, you should set out your grievance in writing to your 
manager. You should stick to the facts and avoid language that is insulting or abusive. Where 
your grievance is against your manager, and you feel unable to approach them directly you 
should talk to another appropriate member of the management team. 

7.6.4 The written grievance should contain a brief description of the nature of your complaint, 
including any relevant facts, dates, and names of individuals involved. In some situations, we 
may ask you to provide further information. 

Investigations 

7.6.5 It may be necessary for us to carry out an investigation into your grievance. The length of any 
investigation required will depend on the nature of the allegations and will vary from case to 
case. It may involve interviewing and taking statements from you and any witnesses, and/or 
reviewing relevant documents. The investigation may be carried out by your manager or 
someone else appointed by us. 

7.6.6 You must co-operate fully and promptly in any investigation. This may include informing us of 
the names of any relevant witnesses, disclosing any relevant documents to us and attending 
interviews, as part of our investigation 

7.6.7 We may initiate an investigation before holding a grievance meeting where we consider this 
appropriate. In other cases, we may hold a grievance meeting before deciding what 
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investigation (if any) to carry out. In those cases, we will hold a further grievance meeting with 
you after our investigation and before we reach a decision. 

Grievance hearing  

7.6.8 Once your written grievance is received, a grievance hearing will be arranged to discuss your 
issues further once we have received your written grievance where you will have the right to be 
accompanied. 

7.6.9 The purpose of a grievance meeting is to enable you to explain your grievance and how you 
think it should be resolved, and to assist us to reach a decision based on the available evidence 
and the representations you have made. 

7.6.10 Following your grievance meeting, further investigations may be necessary, and following this 
we will write to you with a formal outcome of your grievance which will state any further action 
that we intend to take to resolve the grievance.  

Appeal 

7.6.11 If you are unhappy with the decision, you will have the right to appeal this. You should make 
your appeal in writing within the time period, and to the name stated in your grievance outcome 
letter. A further meeting will then be scheduled to discuss your appeal, where you will again 
have the right to be accompanied.  

7.6.12 After the conclusion of the appeal process, you will be provided with a written appeal outcome, 
the decision of which is final, meaning there would be no further course of redress under this 
policy. 
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	2.3.7 On hearing the fire alarm
	• Do not delay - evacuate the premises immediately;
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	• Do not re-enter the premises or site until instructed to do so by the relevant and appropriately trained fire marshal.


	2.4 LONE WORKING POLICY
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	2.4.4 In the event of lone working, we will ensure staff are provided with adequate information, instruction and training to understand the hazards and risks and the safe working procedures associated with working alone
	2.4.5 When undertaking a lone working risk assessment we will meet with the employee to discuss this in more detail and develop safe working methods and will give consideration to the greater risks to expectant mothers and young persons.
	2.4.6 Employees who are lone working have a responsibility to follow the safe working arrangements developed by the Council and take reasonable steps to ensure their own safety, and should inform their line manager of any incidents or safety concerns.

	2.5 INFECTIOUS DISEASES POLICY
	Minimising the risk of disease transmission
	2.5.1 The Council has a duty of care to maintain a healthy and safe working environment for all. This includes taking steps to minimise the risk of employees contracting an infectious disease from colleagues, customers or clients.
	2.5.2 In the event there is a potential risk from a virus or disease, the Council will undertake a risk assessment and may implement additional measures for staff safety. This may include a temporary change to working practices or the introduction of ...
	2.5.3 In the event a disease outbreak presents itself, the Council will keep all staff updated with what this is, and what the Council is doing to address this.  If ever we find ourselves in this situation, the Council will provide authoritative infor...
	Standard hygiene practices at work
	2.5.4 Employees have a responsibility to minimise the risk of disease transmission to work colleagues, customers and clients and are expected to perform good hygiene control measures at all times.
	2.5.5 Employees issued with PPE to minimise the risk of work-related infection should use it appropriately and clean their hands immediately after removing items such as gloves and facemasks.
	When employees have contracted infectious diseases
	2.5.6 Employees with infectious diseases may be asked to stay at home if their continued attendance in the workplace presents a significant risk of disease transmission to others. Such leave would be deemed sickness leave and paid in accordance with t...
	Vaccinations
	2.5.7 From time to time, the Council may decide that it is appropriate to offer employees particular vaccinations/immunisations as part of its duty of care and in line with ensuring there is a safe working environment. For example, an autumn influenza...
	Disease outbreak
	2.5.8 In the event of a disease outbreak affecting a significant number of employees, a working group of line managers and other designated individuals will be formed to monitor and coordinate activities to control the outbreak. The work of this group...


	Section 3.  OUR KEY PRINCIPLES
	3.1 DATA PROTECTION STATEMENT
	3.1.1 The Council complies with all aspects of Data Protection Laws including the Data Protection Act 2018 and the General Data Protection regulations (GDPR). All information regarding Data Protection is contained separately in our Data Protection Pol...
	3.1.2 Additional information regarding your personal data will be covered off in your Privacy Notice, which is provided to you separately as an addendum to your contract of employment.
	3.1.3 We have a nominated Data Protection Officer which is Chief Executive Officer, therefore if you have any questions regarding your data or anything connected to this, please do contact them.

	3.2 PROOF OF IDENTITY / RIGHT TO WORK IN THE UK
	3.2.1 The Council is legally obliged to ensure that all employees are permitted to work in the UK. It is a condition of your employment that you comply with all reasonable requests to provide details of your identity, right to work in the UK and place...
	3.2.2 The Council may dismiss any employee who cannot demonstrate that they are legally entitled to work in the United Kingdom.

	3.3 EQUALITY AND DIGNITY AT WORK POLICY
	3.3.1 The Council is committed to promoting equal opportunities in employment and ensuring all are treated with dignity whilst at work.
	3.3.2 This policy applies to all, and the Council takes a strict approach regarding its enforcement. Any potential breaches of this policy will be dealt with in accordance with our Disciplinary Policy. Serious cases of deliberate discrimination will l...
	3.3.3 The Council is committed to ensuring that all staff and any job applicants will receive equal treatment regardless of age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, nationality, ethnic or nat...
	3.3.4 In addition, the Council will treat all part-time and/or fixed-term staff members no less favourably when compared to any comparable full-time or permanent member of staff (on a pro-rata basis where appropriate), unless different treatment is ju...
	Discrimination
	3.3.5 In accordance with the law, and the Council’s aims, we do not expect any member of staff to engage in any behaviour which is discriminatory or harassing. This applies in the workplace, outside the workplace (when dealing with customers, supplier...
	3.3.6 Discrimination can come in several forms and staff should be aware of what can constitute discrimination:
	• Direct discrimination: treating someone less favourably because of a Protected Characteristic. For example, rejecting a job applicant because of their religious views or because they might be gay.
	• Indirect discrimination: a provision, criterion or practice that applies to everyone but adversely affects people with a particular Protected Characteristic more than others and is not justified. For example, requiring a job to be done full-time rat...
	• Harassment: this includes sexual harassment and other unwanted conduct related to a Protected Characteristic, which has the purpose or effect of violating someone's dignity or creating an intimidating, hostile, degrading, humiliating or offensive en...
	• Victimisation: retaliation against someone who has complained or has supported someone else's complaint about discrimination or harassment.

	Supporting Disabilities
	3.3.7 If you are suffering with a health issue you are encouraged to tell us about this so that we can consider what can be done to assist and support you.
	3.3.8 As part of supporting you, we will discuss and consider whether it is possible and appropriate to make reasonable adjustments to support you at work. What is appropriate will often be based on the particular circumstances.
	3.3.9 With your consent, we may need to consult with your doctor (or other relevant medical professional, such as occupational health) to explore any possible reasonable adjustments further and ask for a medical opinion on how to support you. We will ...
	What should I do if I have a complaint under this policy?
	3.3.10 If you believe that you have been subjected to discriminatory or undignified treatment at work, then you are encouraged to raise this in accordance with our Grievance Policy.

	3.4 ANTI - HARASSMENT AND BULLYING POLICY
	3.4.1 We want to provide a working environment free from harassment, bullying and intimidation and therefore the Council will take allegations of the same very seriously and will investigate as appropriate to address any issues in accordance with our ...
	3.4.2 Due to how seriously the Council considers such issues to be, in the event an employee is found to have made allegations maliciously or in bad faith and/or have given false or intentionally misleading information during any investigation, this w...
	3.4.3 This policy applies to all on the Council premises, online, or during any work-related social events, business events or business trips etc.
	3.4.4 If you complain about harassment or bullying, you should not be victimised as a result. If you believe that has happened to you, you must tell your manager as soon as possible.
	3.4.5 If you are concerned about the way a colleague is being treated, the best approach may be for you to challenge the behaviour – but do not do so if you are anxious about your own safety. If you do not want to challenge the behaviour yourself, or ...
	What is harassment?
	3.4.6 Harassment is where a person is subject to uninvited conduct that — as an intended or unintended consequence — violates their dignity, in connection with a protected characteristic. Our Equality and Dignity at Work Policy defines ‘protected char...
	3.4.7 We also define harassment as behaviour that creates a hostile, humiliating, degrading or similarly offensive environment in relation to a protected characteristic. Name calling, lewd comments, excluding colleagues, making insensitive jokes, and ...
	3.4.8 Physical, verbal and non-verbal conduct can all amount to harassment. So can things you say or do online, especially on social media.
	3.4.9 This policy covers isolated or ongoing incidents of offensive behaviour. When someone treats another person less favourably because they either submit to such behaviour or refuse to do so, we also see that as harassment.
	3.4.10 The impact on the victim is very important. A person’s behaviour can amount to bullying or harassment even if they had no idea it would be perceived that way.
	What is bullying?
	3.4.11 Bullying is any behaviour that leaves the victim feeling threatened, intimidated, humiliated, vulnerable or otherwise upset. It does not need to be connected to a protected characteristic.
	3.4.12 As with harassment, physical, verbal and non-verbal conduct can all amount to bullying.  It can take various forms, from extreme behaviour involving violence and intimidation, through to subtle actions such as deliberate exclusion from the team...
	3.4.13 Constructive and fair feedback about your behaviour or performance from your manager or colleagues is not bullying. It is part of normal employment and management routine and should not be interpreted as anything different.
	How we deal with harassment and bullying
	3.4.14 Many issues may be able to be resolved informally and it's sometimes a good idea to speak with the person you feel is harassing or bullying you and explain that their behaviour is unwelcome, inappropriate, or it upsets you. Surprisingly it can ...
	3.4.15 Sometimes it is difficult to speak with the perpetrator directly and if you feel this is the case, you are encouraged to speak to a member of management directly who will assist you. If the issue is with your manager — or there’s another reason...
	3.4.16 It’s not always possible to resolve issues informally. If you find yourself in that situation, you should follow our Grievance Policy to raise any issue you have with bullying or harassment.
	Protecting confidentiality
	3.4.17 We will treat your complaint in confidence, as far as is possible, and if we find that you have been the victim of harassment or bullying, we will take steps to stop it continuing or recurring.
	3.4.18 We have a duty of care to all staff, and therefore in instances where a complaint of bullying or harassment is raised informally or in confidence, we may choose to investigate this anyway (especially if this is very serious conduct), to ensure ...
	3.4.19 If you make a harassment or bullying complaint and don’t maintain proper confidentiality at any time during the process, or you are interviewed in connection with someone else's complaint and likewise fail to maintain confidentiality, you may f...
	3.4.20 Where you raise a complaint, and this leads to disciplinary action against another member of staff, any subsequent disciplinary outcome will be confidential in itself and therefore it may not be appropriate in the circumstances to disclose the ...

	3.5 EQUAL PAY POLICY
	3.5.1 The Council is committed to the principle of equal pay for men and women where the work being undertaken is substantially similar or is of equal value to the Council unless there are specific and clear reasons unconnected with the employee’s sex...
	3.5.2 For example, in some cases individuals carrying out similar work may receive different salaries because of seniority, incremental points, qualifications and other such factors.
	3.5.3 If you wish to raise any query with your pay and its evaluation you are encouraged to do so to a member of management, however you can also raise a grievance in accordance with the Council’s Grievance Policy.

	3.6 WHISTLEBLOWING POLICY
	3.6.1 We aim to maintain high standards of integrity in everything we do.
	3.6.2 If you are concerned about an issue which you believe evidences conduct which is dangerous, against the law, or that breaches ethical or professional codes then you are encouraged to report such so that the Council can take steps to ensure this ...
	3.6.3 Employees are afforded protection from detriment or dismissal under this policy when making a qualifying protected disclosure.
	What is a qualifying disclosure?
	3.6.4 A “qualifying disclosure” means a disclosure of information that an employee genuinely and reasonably believes is in the public interest and shows that the Council has committed a “relevant failure” by:
	• committing a criminal offence;
	• failing to comply with a legal obligation;
	• a miscarriage of justice;
	• endangering the health and safety of an individual;
	• environmental damage; or
	• concealing any information relating to the above

	3.6.5 Speak to an appropriate member of management if you are not sure whether something you have become aware of is covered by this policy. If your complaint is about the way people are behaving towards you, then you should refer to our policy on Bul...
	How to raise a whistleblowing concern
	3.6.6 In most cases, you should start by raising your concerns with your manager, either face-to-face or in writing.
	3.6.7 If you would prefer not to go to your manager, you should write to another member of management who you consider appropriate to disclose such concern to, or alternatively you can raise this directly with one of the Council’s directors. You shoul...
	3.6.8 Your letter should say that you are raising your concerns under this policy and then explain what those concerns are. Include all the key facts, dates, and the names of the people involved.
	3.6.9  You will be invited to a meeting to discuss your concerns, and you are entitled to be accompanied at this and any subsequent meetings by a colleague or trade union representative. If you bring a companion, we ask that you both agree to keep you...
	3.6.10 After the initial meeting, we will investigate your concerns and we may ask you to attend further meetings. To investigate properly, we may involve specialists with particular knowledge or experience of the issues you have raised.
	3.6.11  We will keep you informed in general terms about how our investigation is progressing and how long it is likely to take. We may not be able to give you details about the investigation (or any action it leads to) as we need to protect confident...
	3.6.12 Your concerns will be addressed fairly, but we cannot guarantee the outcome of our investigations will be the one you want. If you are not satisfied with how we have conducted the investigations, you can take the matter to a more senior member ...
	3.6.13 Most concerns are raised with good intentions, but occasionally someone makes a false allegation out of malice or because they believe they have something to gain. Anyone found doing this will face action under our Disciplinary Policy and is at...
	Confidentiality and anonymity
	3.6.14 There is a significant difference between wanting to keep your concerns confidential and making a disclosure anonymously. We actively discourage anonymous whistleblowing. Concerns raised anonymously are very difficult — and sometimes impossible...
	3.6.15 If you do not feel comfortable in reporting your concern openly, tell us and we will do all we can to protect your identity. We may want to disclose your identity to people involved in the investigation, but we will always discuss this with you...
	3.6.16 You are protected from reprisals under this policy, but if you are still worried, talk to us. We will explore how far we can go in keeping your concerns confidential.
	How we protect whistleblowers
	3.6.17 If you raise a genuine concern under this policy, we will support you fully even if we find through our investigations that you made a mistake or that there has been no breach of policy, legal obligation or other activity set out above. However...
	3.6.18 All whistleblowers are given the same protection, so you must not threaten or otherwise badly treat others who have raised concerns under this policy. If you do, you may face disciplinary action which could include dismissal for gross misconduc...
	Taking your concerns externally
	3.6.19 This policy outlines the process for raising, investigating, and resolving wrongdoing within the workplace.  It is rarely necessary – or, from our point of view, desirable – for anyone outside the Council to become involved when a whistleblowin...
	3.6.20 In some exceptional circumstances, you may need to go to an external body — an industry regulator, for example. The independent charity Protect can direct you towards the appropriate regulator for the type of issue you want to raise.
	3.6.21 This policy covers the actions of third parties such as suppliers, service providers, and clients, as well as our staff. Should you have concerns about a third party, you are encouraged to raise them with us before approaching anyone else. Your...
	3.6.22 Alerting the media to a concern — particularly before or during an internal investigation — is almost never justified or appropriate in any situation. We strongly discourage you from doing so and will treat any contact with the press as a serio...

	3.7 ANTI BRIBERY POLICY STATEMENT
	3.7.1 We are committed to applying the highest standards of ethical conduct and integrity in its business activities in the UK and overseas. Every employee and individual acting on the Council’s behalf is responsible for maintaining the Council’s repu...
	3.7.2 We aim to carry out our business in a transparent and ethical way and will not conduct business with service providers, agents or representatives that do not support our anti-bribery objectives.
	3.7.3 We do not tolerate any form of bribery, whether direct or indirect, by, or of, its employees, officers, agents or consultants or any persons or companies acting for it or on its behalf. We are committed to implementing and enforcing effective sy...
	3.7.4 A bribe is a financial advantage or other reward that is offered to, given to, or received by an individual or Council (whether directly or indirectly) to induce or influence that individual or Council to perform public or corporate functions or...
	3.7.5 Employees and others acting for or on behalf of the Council are strictly prohibited from making, soliciting or receiving any bribes or unauthorised payments.
	3.7.6 As part of its anti-bribery measures, the Council is committed to transparent, proportionate, reasonable and genuine hospitality and promotional expenditure. Such expenditure must be authorised by management in advance, in accordance with our pr...
	3.7.7 A breach of the Council’s anti-bribery policy by an employee will be treated as grounds for disciplinary action, which may result in a finding of gross misconduct, and immediate dismissal. Employees and other individuals acting for the Council s...
	3.7.8 The success of the Council’s anti-bribery measures depends on all employees, and those acting for the Council, playing their part in helping to detect and eradicate bribery. Therefore, all employees and others acting for, or on behalf of, the Co...
	3.7.9 Employees who suspect bribery or other wrongdoing may be taking place are encouraged to make a complaint under our Whistleblowing Policy, and the Council will support any individuals who make such a report, provided that it is made in good faith.

	3.8 ENVIRONMENTAL POLICY
	3.8.1 The Council seeks to ensure so far as it is reasonably practicable that its operations will be carried out with a commitment to protecting the environment and reducing our carbon footprint as much as possible.
	3.8.2 As a business we know that we generate waste products, some which are unavoidable, but as we strive for excellence in every aspect of our business, we are committed to minimising the environmental impacts of the business operation.
	3.8.3 The Council maintains a policy of ‘minimum waste’ to achieve cost effective and efficient running of all our operations.
	3.8.4 In order to achieve our commitment under this policy we follow the below working practices, and expect all employees to do the same:
	• Avoid unnecessary use of facilities, such as running the tap for longer than necessary.
	• Turning off lights and heating when not required.
	• Recycling all recyclable waste in the bins provided.
	• Limiting printing where possible, and where this is required printing double sided to avoid waste
	• Where possible using recycled or ecologically friendly paper.
	• Comply as a minimum with all relevant environmental legislation as well as other environmental requirements.



	Section 4.  GENERAL POLICIES
	4.1 ATTENDANCE AND TIMEKEEPING
	4.1.1 The Council expects excellent attendance and timekeeping. It is therefore your responsibility to make sure that you are at work and ready to start work at your scheduled start time.
	4.1.2 If you arrive at work late you must immediately report to your manager. If you know you will be late for work, for whatever reason, you should phone your line manager, to ensure this is reported, and advise on your expected arrival time.
	4.1.3 If you are late, you may be required to make this time up at another time of the working week and your manager will discuss this with you.
	4.1.4 Persistent lateness or repeated unauthorised absence will be dealt with in line with the Council’s Disciplinary Policy detailed separately within this handbook.
	4.1.5 If you need to leave work before your scheduled finish time due to extenuating circumstances you should discuss this with your manager prior to leaving. Failure to do so could risk being dealt with as a disciplinary matter and capable in certain...
	4.1.6 If you are sick or injured and cannot attend work then you must comply with the Council’s sickness reporting rules detailed separately within this handbook. Repeated sickness absence will be dealt with in line with the Council’s sickness absence...
	Clocking in/out
	4.1.7 The Council operates a clocking in/out system which all staff are expected to comply with.
	4.1.8 You are required to use the Council’s clocking in system correctly and this applies:
	• immediately before you start your normal working day/shift;
	• when leaving your workstation for a break or for any other reason;
	• when returning to your workstation following any break during your working day/shift;
	• at the end of your normal working day/shift; and
	• before starting and at the end of any overtime period.

	4.1.9 Failure to use the Council’s clocking in system in accordance with these rules will be considered as a disciplinary issue and in certain circumstances can constitute gross misconduct.
	4.1.10 Any card or similar that you are supplied with to record your attendance is your responsibility. If you damage or lose your clocking in card you must notify your manager immediately to arrange a replacement. You will normally be responsible for...
	4.1.11 If you allow another person to use your card or if you use somebody else’s card, your conduct will normally be treated as gross misconduct.

	4.2 Flexitime
	Introduction
	4.2.1 The Council recognises the commitment and hard work of all staff and understands that individuals may, at some time in their working lives, find it difficult to maintain a balance between their professional and personal commitments.
	4.2.2 We also understand that the promotion of flexible working patterns can reduce unauthorised absences from work and employee stress, and in turn promote a good work-life balance and improve performance and productivity.
	4.2.3 One way for us to do this is to offer "flexitime", whereby you can work your total number of contractual hours, but are permitted flexibility as to when you begin and end a day or shift.
	When flexitime can operate
	4.2.4 All employees are entitled to benefit from our flexitime scheme. This means that employees can generally work flexitime, as long as they abide by the restrictions set out below. However, flexitime should not interfere with the Council's needs or...
	4.2.5 Requests from part-time employees to work flexitime will be considered on the same basis as requests from full-time employees.
	How flexitime works
	4.2.6 Each employee who is covered by a flexitime arrangement can vary their hours around the core working periods.
	4.2.7 If you are covered by a flexitime arrangement, you can work extra hours and use these later to take time off work. You can, if you wish, accrue a surplus of hours to take later, up to a maximum of 15 hours within the monthly flexitime period.
	4.2.8 Employees are allowed to build up a maximum "deficit" of 10 hours' time off that they have not accrued.
	4.2.9 The flexible period is one month. Employees cannot carry over surplus hours from one flexitime period to the next. Any surplus hours worked in any one flexitime period will be lost if they are not taken as time off within that monthly flexitime ...
	4.2.10 If you are taking time off using accrued surplus hours that result in you not working the full-time core hours of 10am to 2pm in any one day, you are required to get your line manager's consent. For example, if you are taking a full day off aft...
	Hours of work
	4.2.11 The core working periods, during which employees must normally be at work, are 10am to 2pm.
	4.2.12 The earliest that an employee can start work is 7am and the latest that they can start work is 10am. The earliest that an employee can finish work is 2pm and the latest that they can finish work is 10pm.
	4.2.13 Employees must take a minimum of 30 minutes for lunch. You may take your lunch break between the hours of 11.30am and 2pm.
	Record of flexitime hours worked
	4.2.14 Employees doing flexitime are required to record their start and finish times, lunch breaks and total hours of work on a monthly basis in the clocking-in system.
	4.2.15 Your line manager will review and approve your hours at the end of each month, confirming how much time off you have accrued.
	Working time limits
	4.2.16 An employee working extra hours on a particular day as part of the flexitime scheme must not work more than 10 hours during the day and must take at least a 30-minute lunch break over and above this.
	4.2.17 We must ensure that we comply with working time limits so that workers who do flexitime do not exceed reasonable working hours. We are committed to ensuring that workers' working patterns do not compromise their health.
	Monitoring of flexitime
	4.2.18 We reserve the right to review employees' working patterns from time to time.
	TOIL
	4.2.19 Flexitime should not be confused with TOIL.  Entitlement to TOIL will only arise where the accrual of TOIL has been agreed and approved in advance of accruing the same with your line manager.  If TOIL is approved you are not permitted to double...
	Disciplinary action
	4.2.20 Any abuse of this policy will be a disciplinary offence that can result in disciplinary action up to and including dismissal.

	4.3 DRESS CODE
	4.3.1 The Council operates a smart-casual approach to dress code.
	4.3.2 If you are issued with any safety equipment or clothing including Personal Protective Equipment (PPE) it should be worn or used as appropriate and as directed.
	4.3.3 You are expected to be clean and presentable at all times whilst at work, whether you are working on our premises or elsewhere.
	4.3.4 If your role permits you to work from home, this dress code will not apply, however where you are taking part in video meetings (for example via Teams or Zoom), your appearance should be in line with the standards of this policy, particularly wh...
	4.3.5 Footwear must be safe and clean and take account of health and safety considerations. With this in mind, stilettos and flip-flops are not considered to be acceptable forms of footwear.
	4.3.6 You should not wear clothing or jewellery that could present a health and safety risk and may be asked to remove such if this is deemed to be the case.
	4.3.7 If you arrive at work inappropriately dressed, we reserve the right to require you to go home and get changed and not to pay you in respect of any time lost.

	4.4 ADVERSE WEATHER AND TRAVEL DISRUPTION POLICY
	4.4.1 In some rare instances, the Council acknowledges that there may be difficulties for staff to get to work, such as extreme adverse weather such as heavy snow; industrial action affecting transport networks; or major incidents affecting travel or ...
	4.4.2 On these occasions we recognise that a flexible approach to working arrangements may be necessary.
	Travelling to work
	4.4.3 When dealing with a situation as outlined above, you should make a genuine effort to report for work at your normal time. This may include leaving extra time for the journey and/or taking an alternative route. Travel on foot or by bicycle should...
	4.4.4 If due to the disruption you are going to be late, or you will be unable to attend work, you should telephone your manager before your normal start time.
	4.4.5 If you are unable to attend work, you should check the situation throughout the day in case it improves. If conditions improve sufficiently, you should report this to your manager and attend work unless told otherwise.
	4.4.6 If you do not make reasonable efforts to attend work or fail to contact your manager without good reason, this may be considered as unauthorised absence and you may be subject to disciplinary proceedings. We will consider all the circumstances i...
	Alternative working arrangements
	4.4.7 You may be required to work from home, where possible, or from an alternative place of work, if available. Your manager will advise you of any such requirement. You will receive your normal pay in these circumstances.
	4.4.8 If you are able to work, you may sometimes be expected to carry out additional or varied duties during such periods. However, you will not be required to do anything you cannot do competently or safely.
	Late starts and early finishes
	4.4.9 If you arrive at work late or ask to leave early you may be expected to make up any lost time. Your manager has the discretion to waive this requirement in minor cases or (in the case of lateness) where they are satisfied you have made a genuine...
	4.4.10 Being allowed to leave early before the end of your shift will be at the complete discretion of your manager.
	4.4.11 Where half the normal working day or more is lost this will be treated as absence and dealt with as set out below.
	Absence and pay
	4.4.12 If you are absent from work due to extreme weather or other disruptions to travel, you are not entitled to be paid under your contract.
	4.4.13 If, in exceptional circumstances, we decide to close the workplace, you will be paid as if you had worked your normal hours.

	4.5 SMOKING
	4.5.1 The Council operates a smoke-free workplace (which includes the use of e-cigarettes or similar), meaning smoking is strictly prohibited throughout the Council’s premises which includes any Council vehicle.
	4.5.2 If you smoke, you must only smoke outside and during break times. When smoking outside, you should refrain from congregating around any of the entrances or exits to the Council premises, you must not be wearing any clothing containing the Counci...

	4.6 ALCOHOL AND DRUGS
	4.6.1 The Council generally takes a zero-tolerance approach to the misuse of drugs or alcohol whilst working for or representing the Council.
	4.6.2 We do not condone the use of illegal drugs or substances in any circumstances, and this is especially important where your role is of a safety critical nature.
	4.6.3 It is very important, and we expect all those working for us to be able to carry out their duties safely and free from the influence of drugs or alcohol.
	4.6.4 It is critically important that you do not drive or operate machinery if your performance or judgment might be impaired through the use or misuse of drugs or alcohol.  This includes any drugs prescribed for you.
	4.6.5 If you know or suspect that a colleague is or has been misusing drugs or alcohol, you should raise this in confidence with an appropriate member of management. It’s important that we find out about any issues so that we can help as best we can. ...
	Alcohol
	4.6.6 You must not present for work under the influence of alcohol under any circumstances, nor should your appearance suggest you are under the influence of alcohol.
	4.6.7 You should remember that alcohol remains in your system for some time, and therefore if you are drinking alcohol the night before a scheduled shift in work, you must ensure you are able to present for work on time, in a proper manner and fully c...
	4.6.8 You should not bring alcohol into work unless there is a specific reason to do so which is authorised by a manager.
	4.6.9 Work-related events that involve alcohol are an exception to this policy and you should read our Work-Related Events Policy detailed separately in this section of the handbook.
	Illegal drugs/substances
	4.6.10 You must not present for work under the influence of any illegal drugs or other substances under any circumstances, nor should your appearance suggest the use of illegal drugs, for example smelling of cannabis.
	4.6.11 You must not bring illegal substances onto the Council’s premises at any time, nor should you be in possession of illegal drugs at any time whilst working for or representing us.
	4.6.12 We appreciate that there may be instances due to genuine medical conditions which requires you to take either prescribed or non-prescribed drugs such as pain relief or antibiotics. Whilst this is of course understandable, we ask you to notify y...
	4.6.13 If your role involves driving or operating machinery or similar, then it will be essential to notify management of any medication you may be taking. Failure to do so could result in disciplinary action being taken.
	Breach of this policy
	4.6.14 If your performance is impaired, or your behaviour or attendance is negatively affected because of drugs or alcohol, or our reputation is damaged as a result of your conduct, then it is likely such will be addressed through our Disciplinary Pol...

	4.7 WORK RELATED EVENTS
	4.7.1 There may be occasions where the Council holds work events for staff. Even though such events will usually occur outside normal working hours staff should be aware that this is a work event and so an extension of the workplace, and therefore you...
	4.7.2 All employees are expected to act in an appropriate manner and ensure their behaviour is befitting of a workplace when attending a work event.
	4.7.3 Specifically, employees attending work-related social events must adhere to the following:
	• Employees should consume alcohol only in moderation at work-related social events and alcohol should not be consumed if you are driving;
	• It is strictly forbidden for any employee to use illegal drugs at any work-related social events;
	• Employees should not say or do anything at a work-related social event that could offend, intimidate, embarrass, or upset another person. Improper conduct or other unacceptable behaviour will not be tolerated and is a serious disciplinary matter; and
	• Employees must not behave in any way at a work-related social event that could reflect badly on the Council.

	4.7.4 Any breach of the above rules will render the employee liable to disciplinary action under the Council’s disciplinary procedure, up to, and including, dismissal.
	4.7.5 If you are expected in work the next day, you will be required to attend in a fit manner and capable of undertaking your role. Reporting for work under the influence or any unauthorised absence will be treated as a disciplinary matter.

	4.8 HOMEWORKING POLICY
	4.8.1 The Council aims to promote a flexible approach to how we work and operate, and this policy fits with this vision and aims to promote a positive work/life balance.
	4.8.2 The Council therefore allows flexibility for employees to work from home in occasional/ad hoc circumstances and this will usually mean homeworking can be arranged at short notice.
	4.8.3 However, in order to work effectively, home working has to primarily meet the business needs of the Council and the Council’s work cannot be impacted by any period of homeworking.
	4.8.4 Reasons for occasional homeworking may include the illness of a child or adverse weather conditions but may also be that this is more convenient for an employee due to other commitments (provided these other commitments do not impact on the Coun...
	4.8.5 If you wish to request homeworking you should contact your manager as soon as you think you will need to work from home. Whilst not all jobs are suitable for home working, any request will be considered on its merits and your manager will assess...
	4.8.6 When working from home, the Council expects all employees to work to the same extent that they would if present at the work premises. If it becomes apparent that an employee is taking advantage of the Council’s flexible approach to and is theref...
	Our workforce's need to be flexible
	4.8.7 Given the degree of flexibility that the Council permits, we expect our workforce to be flexible also.
	4.8.8 You may be required to attend work on particular days at the request of your manager, for example for in-person training and for meetings the Council has determined are best conducted in person.
	4.8.9 Similarly, there may be circumstances in which we ask you to work remotely, or to work from such other place as we may reasonably require, when you would otherwise expect to attend the workplace, for operational needs, for example if we have too...
	4.8.10 If you have any questions regarding hybrid working or wish to discuss your personal working arrangements, please speak to your manager.
	Permanent Homeworking – Flexible working
	4.8.11 If you wish to work from home on a permanent basis, you should make the request in writing under the Council 's flexible working policy.
	4.8.12 We recognise that there are a number of homeworking arrangements that you may request, and that these arrangements may be requested as part of a flexible working application, such as:
	• working from home as your main place of work;
	• working from home on a part-time basis on fixed days of the week; or
	• splitting your working time between the workplace and your home subject to business factors and manager approval.

	4.8.13 Your written application should set out:
	• the nature of your request and the reason for it;
	• the proposed start date for the new arrangement;
	• an explanation of how you think it will affect the Council and its business; and
	• how such effects can be dealt with.

	4.8.14 We will arrange a meeting to discuss the feasibility of any request to work from home. It is our policy to view such requests in a positive light and we will, whenever it is possible and practicable, agree to the request.
	4.8.15 Whether a request for permanent homeworking can be agreed will depend on whether or not your work can be done from home effectively. We cannot agree to all requests because every job is different, and situations and circumstances differ and so ...
	General principles when working from home
	4.8.16 In order to be able to work from home, you must be able to demonstrate that you have a suitable environment in which you can work from effectively.
	4.8.17 Employees must ensure that they can work free from disruption, for example by having adequate care arrangements in place for dependants who may be at home during working hours.
	4.8.18 It is the responsibility of the home working employees to inform their manager if their home working base changes so that the arrangement can be reassessed.
	4.8.19 If you wish to work from home, you will need to be able to show that you can:
	• work independently, motivate yourself and use your own initiative;
	• manage your workload effectively and complete work to set deadlines;
	• identify and resolve any new pressures created by working at home; and
	• adapt to new working practices, including maintaining contact with your manager and colleagues at work.

	4.8.20 In addition to the above, you will need to be able to show that you have a suitable workspace, appropriate internet connection and an active telephone line capable for work related use meaning that your performance and work will not be detrimen...
	Council policies
	4.8.21 When working from home, all employees are still required to comply with the Council’s policies and procedures in full, and at all times.
	4.8.22 The Council’s dress code policy will not apply when working from home, unless you are visible on video link, where suitably smart casual attire would be required.
	Hours of work
	4.8.23 While working remotely, you must be available and working during your normal hours of work, as set out in your contract of employment.
	4.8.24 You must agree an appropriate working pattern with your manager. We ask you to be mindful that you are not overworking - "downtime" from work is essential. To help maintain your wellbeing, please make sure that you take adequate rest breaks:
	4.8.25 Requests from homeworking employees to change their hours of work will be treated in the same way as requests from office-based employees and must be agreed by their manager.
	Management, training and workplace attendance
	4.8.26 Your manager will remain responsible for supervising and assessing you in the same way as staff based in the workplace and will agree the best way to appraise your performance and provide ongoing supervision in a remote way. Your manager will r...
	4.8.27 If you receive an unsatisfactory grade in an appraisal or a review or are subject to a written warning for any reason, your homeworking arrangements may be terminated immediately and you will be expected to return to the workplace.
	4.8.28 When working from home, you may be required to attend the workplace or other reasonable locations for meetings, training courses or other events which we expect you to attend, and this is a conditional term of being permitted to work from home.
	4.8.29 If you permanently or predominately work from home, when attending the workplace, it will be unlikely you will have a designated desk, however we will arrange an appropriate place for you to work.
	Visits to your home
	4.8.30 We reserve the right to visit your home at agreed times for work-related purposes, including health and safety matters. It is a condition of any agreement that you agree to such visits, which will be for the purposes of:
	• delivering and collecting work;
	• performance monitoring and feedback;
	• general discussions about work-related matters;
	• installing, maintaining, repairing or replacing work equipment;
	• ensuring health, safety and security; and/or
	• any other work-related purposes that we consider appropriate.

	Health and safety whilst working from home
	4.8.31 You should liaise with your line manager to ensure that your remote working set-up is appropriate and that you are working in a safe manner.
	4.8.32 Prior to you starting home working, the Council will undertake a risk assessment at your proposed place of work in order to ensure that it is suitable for its purpose and that the work can be carried out safely. This may be carried out by yours...
	4.8.33 The risk assessment will be reviewed on an annual basis to ensure that it remains appropriate.
	• Whilst working from home, you must also take responsibility for your own health and safety and that of anyone else who is affected by your work (for example others in your household when you are working from home).
	• You must notify your line manager if:
	• you feel any discomfort due to working remotely (such as back pain); or
	• you believe that there are any work-related health and safety hazards;
	• any work-related accidents occur in your home.

	4.8.34 Failure to comply with the above principles in relation to health and safety whilst homeworking may result in the withdrawal of the home working arrangement and disciplinary action.
	Council equipment
	4.8.35 The Council will provide you with the necessary equipment to enable employees to work effectively from home. This should be discussed with your manager and what equipment is deemed necessary will be assessed on a case-by-case basis
	Insurance
	4.8.36 It is your responsibility to ensure that you have adequate home buildings and contents insurance. The Council will not accept liability for damage caused to the home or its contents. You should also ensure that your insurance permits working fr...
	4.8.37 The Council will not accept any responsibility for an employee who suffers any detriment, loss or legal action as a result of not obtaining the necessary permissions from your insurer, mortgage lender, landlord etc.
	Data Protection - confidentiality and security
	4.8.38 Employees who are working remotely are responsible for keeping information associated with our Council secure at all times including all computer equipment as well as any documents and other data.
	4.8.39 When working from home you are under a duty to practise good computer security, including using a unique password for your work laptop/computer and any other devices you use for work.
	4.8.40 You should also ensure any hard copies of documents of work-related documents are kept securely.
	4.8.41 If you are provided with a Council owned laptop/computer this must only be used for work-related purposes and must not be used by any other member of your household or third party at any time or for any purpose.
	4.8.42 You must report any actual or potential breach of security, confidentiality or data protection to your manager immediately.
	4.8.43 Failure to keep information secure is a serious matter and will be dealt with under the Council’s disciplinary procedure.
	Expenses
	4.8.44 Employees may be able to claim tax relief for any household expenses incurred as a result of working from home, provided the expenses are solely work related. Employees who wish to benefit from this tax relief should visit the government websit...

	4.9 DRIVING AND VEHICLES POLICY
	Driving for work purposes
	4.9.1 If you are required to drive as part of your role, you must hold a full and valid UK driving license which is appropriate to the vehicle you are driving. The Council will request a copy of this for our records.
	4.9.2 If using your own vehicle for business purposes, you are responsible for ensuring your insurance cover permits business use. You may also be required to provide evidence of up-to-date MOT and servicing certificates. You must inform the Council i...
	4.9.3 In the event you are disqualified from driving for whatever reason, you will be unable to drive for work purposes. If driving is an essential element of your role, this could ultimately impact your ongoing employment with the Council, however in...
	4.9.4 Your safety whilst driving is the Council’s priority, however you also have a responsibility to drive carefully and in a safe manner to protect yourself and other road users. Speeding is not acceptable in any circumstances, and you should never ...
	4.9.5 If you drive for work purposes, you must disclose any medical issues to management that would impair your ability to drive in a safe and secure manner.
	4.9.6 Remember whilst driving to take adequate rest breaks in line with your contract when driving for prolonged periods.
	4.9.7 Remember - it is illegal to use your mobile phone whilst driving. You should never use your mobile phone whilst driving on Council business unless you have a so on a properly installed hands-free system and traffic conditions mean that it is saf...
	Council Vehicles
	4.9.8 If you are entitled to a Council vehicle, you will be notified separately. Any vehicle that is provided by the Council is subject to the terms of this policy.
	4.9.9 The vehicle provided is at the sole discretion of the Council and is a benefit for the proper performance of your role and is not a contractual entitlement. In the event the vehicle needs to be replaced, the Council will have the right to decide...
	4.9.10 In the event you are absent form work for holiday or sickness for a prolonged period, the Council reserves the right to require the vehicle for another employee to use until your return to limit disruption to the business.
	4.9.11 We reserve the right to conduct random checks of a Council vehicle to ensure this is being looked after in line with this policy.
	4.9.12 You are responsible for looking after the vehicle, and keeping it clean, both inside and out and in an acceptable road worthy condition.
	4.9.13 If there is any fault with the vehicle you must inform your manager immediately so this can be assessed to ensure the vehicle is still fit to drive.
	4.9.14 You are not permitted to make any alterations to the vehicle without permission from management.
	4.9.15 The Council will cover the costs of insurance and tax as well as reasonable servicing and maintenance costs. Unless the Council arrange and pay this directly, receipts will be required for reimbursement.
	4.9.16 In the event of an Employee failing to comply with the obligations under this policy, the Council shall be entitled, at its sole discretion, to withdraw or limit the use of the Council vehicle so provided without giving any reason and without c...
	Who can use the Council vehicle?
	4.9.17 If you have been assigned a specific Council vehicle, then only you may drive this, unless told otherwise by management. If you have received authority for someone else to drive the Council vehicle, such as a family member, you should use your ...
	4.9.18 Unless you are told otherwise, Council vehicles are to only be used for business purposes. Express permission must be obtained before a Council vehicle is used for social purposes.  You should speak to a member of management if you are unsure a...
	What happens if I have an accident when driving the Council vehicle?
	4.9.19 In the event you have a road traffic accident in the Council vehicle, you must notify the Council without unnecessary delay, regardless of how trivial you may feel the accident was.
	4.9.20 Unless you are unable, due to injury, where your health and safety would take priority, in the event of an accident you should make effort to obtain the names and details of any parties involved in the accident, including any witnesses.
	4.9.21 In line with our duty of care, we will ensure the necessary steps are taken to ensure your safety, and if necessary, we will arrange alternate transport back to the workplace.
	4.9.22 Following an accident, we will meet with you to discuss what happened, and you may be required to provide a summary report of what occurred.
	4.9.23 Subject to the circumstances of the accident, you may be required to pay the Council’s insurance excess if we are required to claim on our Council vehicle insurance.
	4.9.24 If an accident is due to your carelessness, negligence or dangerous driving such conduct will likely be treated as misconduct and might result in dismissal. In serious cases.
	4.9.25 You must inform the Council of any Police involvement whilst driving a Council vehicle.
	What happens to the vehicle if my employment terminates?
	4.9.26 In the event your employment terminates for whatever reason, you are required to return the vehicle to the Council in the condition it was in when first received by you, subject to normal wear and tear.
	4.9.27 You agree to refund the Council for any damage to the vehicle that you have not notified the Council of previously and that is not as a result of ordinary wear and tear.
	4.9.28 In the event you are summarily dismissed (usually in instance where gross misconduct is evidences) or where you are not required by the Council to work out your notice period (regardless of who gave notice), you may be required to return the Co...
	4.9.29 It is your responsibility to return the vehicle to the place that the Council designates at the time that the Council stipulates. Any reasonable transport expenses incurred in returning home will be met by the Council.
	4.9.30 The Council may, at its sole discretion, agree to your continued use of the Council vehicle after the last day at work and if this is the case you will be notified of such and the terms and conditions of such continued use will be set out.
	Fines/ Charges and Criminal proceedings
	4.9.31 If you or the Council become involved in criminal proceedings in connection with your use of the Council vehicle, you will be responsible for all parking fines and charges, costs, fines, criminal compensation and any other similar liability con...
	4.9.32

	4.10 PROPERTY
	Council Property
	4.10.1 Council property must only be used for the purposes for which it is intended and must not be removed from the premises without prior approval from management.
	4.10.2 You must return all Council equipment and property without delay on termination of your employment.
	4.10.3 You are required to report any damage to Council property to your manager without delay.
	4.10.4 If the Council suffers a financial loss or damage to stock, fixtures or fittings, or property including vehicles as a result of your carelessness, negligence, or failure to comply with our policies and procedures, disciplinary action may be taken.
	4.10.5 In addition, you may be required to pay the full or part cost of making good any losses including vehicle insurance excess charges consequentially applied and any hire equipment or other costs which the Council has had to reimburse to a third p...
	Keys
	4.10.6 You may be given a set of door keys for the building, and these must be kept safe at all times.  The keys must not be left unattended at any time and when asked to lock up you must ensure that all doors and windows are securely locked, and any ...
	Personal Property
	4.10.7 The Council does not accept any liability for the loss of, or damage to, personal property brought onto the premises.
	4.10.8 You must not bring valuable personal items to work or leave valuables unattended or overnight.
	4.10.9 Private vehicles parked on or around the Council premises are at the owner’s risk. The Council accepts no liability for any loss or damage caused to such vehicles.
	Lost Property
	4.10.10 All items of lost property must be handed into a member of management so that attempts can be made to establish ownership.


	Section 5. IT SYSTEMS, TELEPHONES AND MONITORING
	5.1 PROHIBITED CONDUCT
	5.1.1 The ‘Prohibited Conduct/Actions’ stated in this policy applies to all policies contained in this section of the Employee Handbook.
	5.1.2 The Council strictly prohibits the use of our computers, computer equipment, office equipment, email, telephone or internet systems to access, view, create, post, download, store, send, print, copy or distribute:
	• Illegal material;
	• Pornographic material of any kind or material of a sexual nature;
	• Obscene material;
	• Discriminatory, defamatory, harassing, derogatory or insulting material;
	• Offensive material (that is material likely to cause offence, upset or embarrassment if it is received, seen or discovered to have been accessed); or
	• Confidential or sensitive Council material unless authorised to do so.

	5.1.3 The following actions are also prohibited:
	• Generating or otherwise participating in the distribution of a virus;
	• Copying software;
	• Using Council programs and software for any unauthorised use;
	• Using Council software or design programs for unauthorised use;
	• Uploading, downloading, opening or distributing unauthorised software;
	• Infringing the trademark and/or licencing rights of this Council or any other person/business;
	• Transferring confidential or sensitive Council data/information to a personal email account or device; and
	• Infringing the copyright of any individual or business.

	5.1.4 Any employee found to be in breach of any of these rules will be subject to disciplinary action, which in serious cases could constitute gross misconduct justifying immediate dismissal.

	5.2 SECURITY OF OUR SYSTEMS
	5.2.1 The security of our systems and data is of great importance to the Council. If it is compromised it could expose the business to risk and harm. To prevent this from occurring, you are required to comply with the security measures detailed below:
	• You must not make any modifications to computer equipment or computer software (including downloading or removing software) without first obtaining permission from management;
	• No external devices or equipment should be attached to our computers or computer equipment without the prior approval of management – if you are permitted to use a memory stick this should be password protected;
	• Whilst the Council has anti-virus software and spam filters in place, it is still expected that employees will take reasonable care to ensure that our systems do not become infected. If you are suspicious that an email or an attachment may have a vi...
	• You are required to secure your computer terminal if you are leaving it unattended. You must either log off or lock your system.
	• If you are using a laptop, computer or any other mobile computing device it is your responsibility to ensure that it is kept secure at all times. Particular care must be taken whilst away from the workplace. All mobile computing devices must be pass...

	5.2.2 In the event of loss or theft of Council equipment containing Council data, you must immediately report this to the management and provide a description of the information on the device.
	5.2.3 Passwords are confidential and must not be given to another person without prior permission from management.  If you are preparing to leave your position with this Council for any reason (for example because you have resigned), you must make any...
	5.2.4 The rules in this policy are very important and as such we expect them to be complied with at all times. A serious violation of this policy may result in summary dismissal for gross misconduct.

	5.3 COMPUTER/EMAIL USE
	5.3.1 If you are provided with and use a computer as part of your role, you should ensure you always use this appropriately and for the purpose for which it was intended.
	5.3.2 Using Council computers for personal use should be kept to a minimum and should only be used within designated break times.
	5.3.3 In any email sent in the course of employment you must ensure that you are professional.
	5.3.4 In line with the Council’s rules regarding prohibited conduct, using email for the receipt and distribution of jokes and banter is not permitted if this is deemed offensive in any way. You should be aware that what may seem like a joke to you ma...
	5.3.5 Emails can be disclosed in legal proceedings. Employees must bear this in mind when drafting, responding to, or forwarding emails. Even if emails are deleted, it is likely that they are recoverable and as such capable of being disclosed.
	Confidential information
	5.3.6 You are responsible for ensuring that you do not use email to distribute confidential or sensitive Council information to an unauthorised third party.
	5.3.7 You are strictly prohibited from transferring confidential or sensitive information to your personal email account.
	5.3.8 If you are sending a group email to clients/potential clients (for example for marketing purposes) you must ensure you protect the confidentiality of our client list and the privacy of clients/potential clients.

	5.4 INTERNET USE
	5.4.1 The internet must be used in a reasonable and professional manner at all times.
	5.4.2 You must not engage in any Prohibited Conduct, or act in a manner which breaches any Council policy or term of this handbook. It should be remembered that ‘cookies’ and similar tracking devices may be left on website visits and these can be trac...
	5.4.3 If, as part of your role you are permitted to make ‘postings’ (or carry out similar actions) on the internet on behalf of the Council, you will receive additional training and guidance regarding what is and what is not considered acceptable.
	5.4.4 Employees are not to watch or record live television at our premises using our equipment unless otherwise authorised.

	5.5 PHONE USE
	5.5.1 Telephone calls of a personal nature should normally not be accepted during working hours unless in the case of an emergency.
	5.5.2 Employees’ personal mobile telephones must be on silent during working hours. Employees should normally restrict personal mobile telephone calls and text messages to their rest breaks.
	5.5.3 On an occasional basis you agree to be contacted outside working hours by the Council and/or clients and customers to assist with operational matters.
	5.5.4 You may be provided with a mobile telephone in order to assist with the proper performance of your duties. The mobile telephone remains the property of the Council who reserve the right to withdraw its use and it must be returned to the Council ...
	5.5.5 You are permitted to make and receive personal telephone calls on any mobile telephone issued to you, but this must be kept to a minimum. If the Council considers that there has been improper use, you may be required to meet the cost of any call...

	5.6 SOCIAL MEDIA POLICY
	5.6.1 We recognise most people have some form of online presence through various social media platforms. The purpose of this policy is to ensure all employees are aware that what they post on social media can impact the Council and subsequently their ...
	5.6.2 You should avoid making any comments on any form of social media that could damage our reputation or business interests, even indirectly. Whilst in our employment, when using social media, you must not post comments or content which:
	• are defamatory or disparaging in nature in relation to both staff and any third party;
	• are directly or indirectly harassing, bullying or unlawfully discriminatory in nature in relation to both staff and any third party;
	• make false or misleading statements; or to impersonate colleagues or third parties;
	• suggest it is an opinion of the Council, (unless expressly authorised to do so);
	• reveal photos of any staff member (without their prior permission);
	• reveal sensitive business-related topics, such as Council performance; or
	• do anything to jeopardise our trade secrets, confidential information or intellectual property.

	5.6.3 Employees are not permitted to add any clients, suppliers or any other general business contacts of the Council to any of their personal networking or social media platforms, which includes LinkedIn.
	5.6.4 It is strictly prohibited for any employee to state on their social media that they work for the Council or post any content that refers to the Council or includes the Council’s logo or other trademarks.
	5.6.5 The Council reserves the right to review social media profiles when investigating wrongful acts or complying with any legal obligation.

	5.7 CCTV POLICY
	5.7.1 This policy is to make staff aware that we have CCTV in operation within our premises, and to explain why this is so.
	5.7.2 Cameras are normally located in all public areas of town council buildings.
	5.7.3 Using CCTV is necessary for the Council's legitimate interests. Cameras are installed for the main purpose of securing our premises and detecting and preventing crime or serious misconduct by employees.
	Purpose of CCTV
	5.7.4 The Council will not use CCTV for monitoring the work of employees or finding out whether or not they are complying with the Council's policies and procedures.
	5.7.5 CCTV will be installed only if it is a necessary and proportionate way of dealing with a problem. The Council will ensure that all cameras are set up in a way that ensures that there is minimal intrusion of staff privacy, and that any intrusion ...
	5.7.6 In areas of surveillance, signs will be displayed to inform employees that CCTV is in use. If workers access the relevant areas, their images will be captured on CCTV.
	Limits on use of CCTV
	5.7.7 CCTV will obviously not be operated in toilets or changing rooms.
	5.7.8 CCTV will be used in this way only where it is a proportionate means of achieving the aim in the circumstances.
	5.7.9 Covert CCTV will only ever be set up for the investigation or detection of crime or serious misconduct. The use of covert CCTV will be justified only in circumstances where there is a reasonable suspicion that criminal activity or serious miscon...
	Evidence from CCTV footage
	5.7.10 CCTV evidence may be used against an employee in disciplinary proceedings only where such evidence tends to show, in the reasonable belief of the employer, that the employee has been guilty of serious misconduct. The employee will be given a ch...
	Storage of CCTV footage
	5.7.11 CCTV footage will be securely stored, and only authorised personnel will have access. No CCTV footage will be kept for any longer than is necessary. Further information on this is contained in our Privacy Notice and Data Protection Policy.

	5.8   MONITORING POLICY
	5.8.1 Use of our computers and IT systems (including internet and email) are monitored which includes personal use.
	5.8.2 Monitoring is carried out lawfully and to the extent that it is necessary for business purposes. Monitoring is carried out via random spot checks and continually using automated software. Monitoring of emails is usually confined to address or he...
	5.8.3 The Council reserves the right to carry out monitoring for the following (non-exhaustive) purposes:
	• To prevent or detect crime;
	• To comply with any legal obligations;
	• To monitor compliance with this policy;
	• To ensure compliance with Council procedures;
	• To monitor the quality of work;
	• To investigate alleged or suspected wrongful acts;
	• To secure effective system operation.

	5.8.4 Information obtained by monitoring may be used as part of disciplinary, capability or other Council procedures set out in this handbook.


	Section 6.  ABSENCE FROM WORK
	6.1 SICKNESS ABSENCE REPORTING AND SICK PAY
	6.1.1 You should make every effort to attend work, however we understand there are occasions where you may be sick and so unable to attend work.
	6.1.2 You must follow the absence reporting procedure, and failure to do so will mean your absence is deemed unauthorised and dealt with as a disciplinary issue. Please therefore take careful note of the below:
	• If you are sick and so cannot attend work, you must phone your line manager ideally as soon as possible. If it is not possible to call before your start time you should call as soon as is possible, explaining why you couldn’t phone sooner.
	• If you are going to be absent for more than one day, you must continue to phone each day to advise of your absence, unless you are covered by a fit note from your doctor.
	• If your line manager is unavailable, you should speak to another member of management.
	• Do not send a text message or email as this is not an acceptable form of absence notification and can lead to disciplinary action for failure to follow the absence reporting procedure.
	• You should leave contact details so that we can get in touch with you.

	6.1.3 If your absence lasts for 7 or more consecutive calendar days, then you must:
	• Get a Fit Note from your GP confirming your inability to attend work.  This form must be sent to your manager immediately and in any event to arrive no later than the 10th day of absence. It is important that you comply with these procedures otherwi...
	• If you cannot return to work when your medical certificate expires, you must obtain another medical certificate from your GP and send it to your manager immediately.  You must have a Fit Note to cover the total period of your absence.
	• You should telephone your manager at least one working day before you return to work so that arrangements can be made for your return or to allow appropriate ongoing cover arrangements to be put in place.

	6.1.4 Failure to observe and comply with these procedures may result in your absence being treated as unauthorised, which could result in payments being withheld, and disciplinary action being taken.
	Return to work
	6.1.5 On your return to work, you may be required to attend a return-to-work meeting which will usually be held with your manager. Within this your absence will be discussed, as well as your absence record in general, and whether you are fit to return...
	6.1.6 If you are taking medication, you must inform your manager as some medication causes drowsiness, which can be dangerous in certain circumstances.
	Fit notes
	6.1.7 In the event that a Fit Note completed by your doctor indicates that you may be fit for work with some support, we will want to discuss this with you before making a decision.  We will look to find a solution that can be reasonably implemented. ...
	6.1.8 If we do not think it is practical to provide the support indicated by your doctor to enable your return to work, we will use the Fit Note as if your doctor had advised you were ‘not fit for work’.  Sick pay as per your contractual terms and Sta...
	Absence levels
	6.1.9 If your absence record becomes concerning and excessive, this will be monitored and addressed in line with our Sickness Absence and Capability Policy and could lead to formal absence management.
	6.1.10 We reserve the right to require you to attend an Occupational Health Assessment (with your consent) where considered necessary. The Council will meet the cost of such, subject to you agreeing to attend the arranged appointment.
	6.1.11 If you do not agree to this, we will have to make a decision about managing the situation without the benefit of medical evidence.
	Statutory Sick Pay (SSP)
	6.1.12 During authorised absence due to sickness, you are entitled to SSP, provided you earn more than the minimum criteria set out in the SSP regulations.
	• Waiting days - before payments of SSP are made to you there is a period of 3 waiting days.  This will start from the first day that you should have been available for work.
	• SSP - if you are sick for a period of 4 or more working days, you will receive SSP if you are eligible.  SSP is treated the same as wages and is subject to Income Tax deductions and National Insurance contributions.

	6.1.13 Payments may be withheld if we believe there is reason to doubt the validity of a claim for sick pay.
	6.1.14 If you are absent from work as a result of an injury or illness for which you later receive compensation, you agree to reimburse the Council for any sick pay you have received that the Council is unable to recover from any other sources.
	Sickness absence and other work
	6.1.15 If you are absent from work due to sickness or injury, you must tell us before you carry out any form of alternative or additional employment, self-employment or voluntary work, whether paid or unpaid.  A breach of this rule may lead to discipl...

	6.2 MEDICAL APPOINTMENTS
	6.2.1 Whenever possible such appointments should be made outside of working hours. There is no right to time off for non-emergency check-ups.
	6.2.2 The Council recognises that it is sometimes not possible to avoid an appointment during the working day, however where this is necessary, the Council asks you endeavour to keep disruption to a minimum by trying to arrange the appointment at the ...
	6.2.3 Time off for such appointments will be unpaid unless:
	• any lost time is made up with the prior authority from management; or
	• you take the time off as agreed holiday in line with the Council’s holiday rules.
	• in certain circumstances, the Council may exercise discretion to pay for such an appointment.

	6.2.4 The rules regarding antenatal/adoption related appointments are separate and are covered off in Section 8 of this handbook.

	6.3 EMERGENCY TIME OFF FOR DEPENDANTS POLICY
	What is Dependant Leave?
	6.3.1 The Council recognises that situations arise where you need to take time off work to deal with an emergency involving someone who depends on you. Provided the reasons for such a request are genuine and you inform the Council as soon as possible ...
	6.3.2 As a general benchmark, Dependant Leave tends to be one to two days of leave, however there is no defined limit on what length of leave you can take, and so you can take off as long as it takes to deal with the immediate emergency.
	6.3.3 The legal right to take emergency time off for a dependant does not however extend to allow you to take time off work to provide that care yourself and instead you will need to make alternative arrangements for their longer-term care.
	6.3.4 If you want to stay off work longer to care for them yourself, you will normally need to take this as part of your annual leave entitlement or discuss alternative care arrangements with your manager.
	What will I be paid during Dependant Leave?
	6.3.5 Dependant leave is unpaid; however, the Council may exercise discretion to pay for absence in certain extenuating circumstances.
	Who is classed as a Dependant?
	6.3.6 Your husband, wife, child or parent, or someone living with you as part of your family can all be considered as depending on you. Others who rely solely on you for help in an emergency may also qualify.
	What may be considered an emergency situation?
	6.3.7 The right to time off only covers emergencies. If you know in advance that you’re going to need time off, you may be able to arrange this with the Council by taking another form of leave, such as other family related leave, or at your request ag...
	6.3.8 For these purposes, an emergency is an unexpected situation that arises where someone who depends on you:
	• is ill and needs your help;
	• is involved in an accident or assaulted;
	• needs you to arrange their longer-term care;
	• needs you to deal with an unexpected disruption or breakdown in care, such as a childminder or nurse failing to turn up; or
	• goes into labour.

	6.3.9 You can also take time off if a dependant dies and you need to make funeral arrangements or attend the funeral. Please also see our Bereavement policies contained separately in this section of the handbook.
	What notice do I need to give?
	6.3.10 You must tell the Council as soon as possible why you are away from work and how long you expect to be off.
	6.3.11 In extreme cases of emergency, we understand it may not be possible to inform us of the situation which has meant you could not attend work. In such circumstances we ask you to let a member of management know in some form, whether this be a pho...

	6.4 ANNUAL LEAVE
	6.4.1 Our holiday year runs from 01 April to 31 March during which time you may take accrued holiday consistent with the Council’s staffing requirements and the rules set out below.
	6.4.2 If due to sickness absence you have been or will be prevented from taking your full statutory holiday entitlement in the year to which it relates, please contact your manager to discuss how the Council’s holiday policy will apply in this situation.
	6.4.3 If you start or leave your employment during the holiday year you shall be entitled to pro rata annual entitlement for each week of service in that holiday year.
	Holiday Entitlement
	6.4.4 Your individual holiday entitlement is set out in your Contract of Employment. If you are required to reserve any of your annual leave entitlement for a specific part of the year, this will again be detailed within your contract.
	6.4.5 You are entitled to carry forward a maximum of 5 holidays from one holiday year to the next, but this is subject to the approval of your line manager and will generally only be granted if you were not able to take leave due to the demands of the...
	How do I make a holiday request?
	6.4.6 All requests for holiday must be made on approved forms and authorised in advance by your manager.
	6.4.7 All holidays should be submitted at least 28 days in advance in advance and failure to do so could mean your request is rejected due to their not being time to arrange necessary cover.
	6.4.8 Holiday is restricted to no more than two weeks at any one time, but we may exercise discretion to allow a longer period of holiday in certain circumstances.
	6.4.9 If you provide less than the required notice, we will still permit holiday, if possible, where this can be accommodated.
	6.4.10 The Council will not be liable for any financial loss you might incur if you book a holiday without first receiving confirmation that your holiday request has been granted.
	6.4.11 Holiday requests will be granted on a ‘first come, first served’ basis and will not normally be permitted during preparation for or on the day of a public event hosted by the Council. Your holiday request may be rejected if it is not possible f...
	6.4.12 The Council may from time to time require employees to take part of their holiday entitlement on particular days to meet the needs of the business. If you are required to do so, you will be given twice the length of notice to the time the Counc...
	Holidays on Termination
	6.4.13 Upon termination of your employment, you will be entitled to pay in lieu of any holiday accrued in your last holiday year but not taken. If you have taken holidays in excess of entitlement the Council shall be entitled to deduct the excess pay ...
	6.4.14 The Council may require you to take (or not to take) any outstanding accrued holiday entitlement during your notice period and you will be notified of such in these circumstances if so.

	6.5 BEREAVEMENT LEAVE
	6.5.1 The Council will of course be sympathetic in instances where you suffer a bereavement in your immediate family, such as your parent, partner/spouse, sibling etc as well as a bereavement in your wider family, or a close friend.
	6.5.2 The Council will discuss your requirements with you at this time and will assess the situation on a case-by-case basis and may exercise discretion subject to the circumstances to determine the appropriate length of leave and whether such leave i...
	6.5.3 An employee will not be eligible to receive paid bereavement time-off benefits while off or absent from work because of holiday, sickness (paid or unpaid) or for any other reason.

	6.6 PARENTAL BEREAVEMENT LEAVE
	6.6.1 Losing a baby or child is a devastating experience for all the family and so we will of course be understanding in these awful circumstances.
	6.6.2 Parental Bereavement Leave (PBL) is a period of two weeks leave, which can be taken as two weeks leave in one block or as two separate blocks of one week. This can be taken at any time within 56 weeks of the date of the child’s death (to allow f...
	6.6.3 A week is defined as the same number of says that you would normally work.
	6.6.4 Any blood related parent and/or primary carer (includes adopters/foster parents, guardians and kinship carers who may be close relatives or family friends that have assumed responsibility for looking after a child in the absence of parents) is e...
	6.6.5 We will of course be understanding in these circumstances, but you will need to advise us of the situation, letting us know the date of the child’s death and how you wish to take this leave and when you wish for it to start.
	Parental Bereavement Pay
	6.6.6 If you have been employed by the Council for at least 26 weeks up to the end of the relevant week (the ‘relevant week’ is the week (ending with a Saturday) immediately before the week of the death or stillbirth) then you will be entitled to rece...
	6.6.7 We want to support anyone left in this situation and therefore we will enhance your pay to full pay during this period. Any pay is deemed inclusive of Statutory Parental Bereavement Pay.
	Further discretionary bereavement leave
	6.6.8 The Council understands that bereavement is a difficult time and in order to support and help you through this, the Council will discuss your circumstances and may exercise discretion to award further discretionary Bereavement Leave, which may b...
	6.6.9 Following this, we understand that you may still not be in a position to return to work, however and longer-term continuing absence would likely be considered as sickness absence with the relevant sick pay provision applying.

	6.7 JURY SERVICE
	6.7.1 In the event you are called up for jury service, you must inform your manager at the earliest opportunity.
	6.7.2 Where the Council considers that an employee's absence on jury service could cause substantial injury to its business, the employee may be asked to make an application to be excused or for the jury service to be deferred.
	6.7.3 In the event you are not required for any part or whole court day the default position is that you will be expected to return to work for the remainder of the working day. You should contact your line manager to advise of this, who will advise w...
	6.7.4 In order to support staff required to attend jury service, we will top up your pay to your normal pay for any authorised period of jury service 13 days this entitlement will be reduced by any time off that has been granted under 6.8 and 6.9 belo...
	6.7.5 Any fraudulent claim for jury service will be dealt with as a disciplinary issue.

	6.8 RESERVE FORCES
	6.8.1 The Council are aware that employees who are members of the Reserve Forces (the Army Reserve, Royal Naval Reserve, Royal Marines Reserve or Royal Auxiliary Air Force) may be called-up at any time to be deployed on full-time operations, and are e...
	6.8.2 The Council offer up to 13 days special unpaid leave per year (in addition to existing paid holiday entitlements) for reservists to undertake training. In exceptional circumstances we may grant additional unpaid leave in order for these commitme...
	6.8.3 If we receive notice that you have been called-up for active service, we may apply to an adjudication officer for the notice to be deferred or revoked if your absence would cause serious harm to our business (which could not be prevented by the ...
	6.8.4 Once your military service has ended you may submit a written application for reinstatement to your employment. This should be made by the third Monday following the end of your military service and you should notify us of the date on which you ...
	6.8.5 If it is not reasonable and practicable to reinstate you into your former employment we will offer you the most favourable alternative on the most favourable terms and conditions which are reasonable and practicable.
	6.8.6 When calculating the length of your continuous employment with us, the period of absence on military service will not be counted. The period of employment before your mobilisation and the period after your reinstatement will be treated as contin...

	6.9 PUBLIC DUTIES
	6.9.1 Employees are entitled to a reasonable amount of unpaid time off work to carry out certain public duties, including duties as a tribunal member, magistrate, local councillor, member of an NHS Trust, prison visitor, police station lay visitor or ...
	6.9.2 If you are unsure whether a public service that you perform is covered by this policy, you should speak to your line manager.
	6.9.3 As soon as you are aware that you will require time off for performance of a public service you should notify your line manager in writing, providing full details of the time off that is being requested and the reasons for your request. In order...
	6.9.4 Each request for time off will be considered on its merits, taking account of all the circumstances, including how much time is reasonably required for the activity, how much time you have already taken, and how your absence will affect the busi...
	6.9.5 We may grant you up to 13 days' paid leave in any 12-month period to perform public duties that are not paid, this entitlement will be reduced by any time off that has been granted under 6.7 and 6.8 above. Any additional leave will be granted on...

	6.10 VOLUNTARY PUBLIC DUTIES
	6.10.1 Employees are entitled to a reasonable amount of unpaid time off work to carry out certain public duties, including duties as a tribunal member, magistrate, local councillor, member of an NHS Trust, prison visitor, police station lay visitor or...
	6.10.2 If you are unsure whether a public service that you perform is covered by this policy, you should speak to your line manager.
	6.10.3 As soon as you are aware that you will require time off for performance of a public service you should notify your line manager in writing, providing full details of the time off that is being requested and the reasons for your request. In orde...
	6.10.4 Each request for time off will be considered on its merits, taking account of all the circumstances, including how much time is reasonably required for the activity, how much time you have already taken, and how your absence will affect the bus...
	6.10.5 The Council may grant you up to 13 days' paid leave in any 12-month period to perform public duties that are not paid, this entitlement will be reduced by any time off that has been granted under 6.7,6.8 and 6.9 above. Any additional leave w...

	6.11 UNAUTHORISED ABSENCE
	6.11.1 Any absence which does not comply with the provisions of your contract of employment relating to holidays or sickness or which has not been expressly authorised by the Council in advance shall be regarded as an unauthorised absence and treated ...


	Section 7.  OUR FORMAL PROCEDURES
	7.1 YOUR RIGHT TO BE ACCOMPANIED
	7.1.1 An employee invited to any formal meeting stated in any of the respective policies listed under this section of the employee handbook will have the right to be accompanied.
	7.1.2 For clarity, there is no right to be accompanied at an investigation meeting, unless the Council exercises discretion in extenuating circumstances.
	7.1.3 Under your right to be accompanied, your companion may be either a trade union representative or a colleague. You must tell the person holding the meeting who your chosen companion is, in good time before the meeting.
	7.1.4 At the meeting, your companion may make representations and ask questions on your behalf, however, would not be permitted to answer questions on your behalf. You may talk privately with them at any time during the meeting.
	7.1.5 Acting as a companion is voluntary and your colleagues are under no obligation to do so. If they agree to do so they will be allowed reasonable time off from duties without loss of pay to act as a companion.
	7.1.6 You and your companion (if any) should make every effort to attend meetings. If you or your companion cannot attend at the time specified, you should inform the person holding the meeting immediately and we will try, within reason, to agree an a...
	7.1.7 We may, at our discretion, allow you to bring a companion who is not a colleague or union representative (for example, a member of your family) if this will help overcome a disability, or if you have difficulty understanding English.

	7.2 FLEXIBLE WORKING POLICY
	7.2.1 Under this policy, any employee with at least 26 weeks’ service will be permitted to request a change to their working pattern. This may be to vary or reduce your working hours/days or to work in a different location such as from home.
	7.2.2 Employees are only permitted to make one flexible working application every 12-months.
	How do I make a flexible working request?
	7.2.3 Your flexible working request should be submitted to your manager in writing and should be dated. It should:
	• state that it is a flexible working request;
	• explain the change being requested and proposed start date;
	• identify the impact the change would have on the business and how that might be dealt with; and
	• state whether you have made any previous flexible working requests.

	7.2.4 We may require you to complete a formal flexible working request form and if so, this will be provided to you.
	7.2.5 We will arrange a meeting at a convenient time and place to discuss your request.
	7.2.6 We may decide to grant your request in full without a meeting, in which case we will write to you with our decision.
	Decision
	7.2.7 We will inform you in writing of our decision as soon as possible after the meeting.
	7.2.8 If your request is accepted, we will write to you with details of the new working arrangements and the date on which they will commence. You will be asked to sign and return a copy of the letter.
	7.2.9 If we cannot immediately accept your request, we may require you to undertake a trial period to determine whether the request can be accommodated, before reaching a final decision on your request.
	7.2.10 Unless otherwise agreed, changes to your terms of employment will be permanent.
	7.2.11 If we feel your request cannot be accommodated, we may reject your request for one or more of the following business reasons:
	• the burden of additional costs;
	• detrimental effect on ability to meet customer demand;
	• inability to reorganise work among existing staff;
	• inability to recruit additional staff;
	• detrimental impact on quality;
	• detrimental impact on performance;
	• insufficiency of work during the periods that you propose to work; or
	• planned changes.

	7.2.12 If we are unable to agree to your request, we will write to tell you which of those reasons applies in your case. If you are unhappy with the decision, you will have the right to appeal this. You should make your appeal in writing within the ti...
	7.2.13 After the conclusion of the appeal process, you will be provided with a written appeal outcome, the decision of which is final, meaning there would be no further course of action which can be taken under this policy.

	7.3 POOR PERFORMANCE POLICY
	7.3.1 There may be instances where an employee’s performance falls below the standards required by the Council. This policy is designed to help and encourage employees to achieve and maintain standards of job performance in the event the Council has c...
	7.3.2 For the avoidance of doubt this policy is non-contractual and the Council reserves the right not to apply this policy in full to those employees who have less than two years’ service.
	Informal Performance Management
	7.3.3 If performance concerns are evidenced, we will speak to you informally in the first instance to explore the reasons for the poor performance. From this meeting targets for improvement will likely be set. We will make every effort to ensure that ...
	Formal Performance Management
	7.3.4 If following the informal stage your standard of performance is still not adequate you will likely be subject to formal performance management in line with this policy. The stages of this process are as follows:
	Stage One – First Improvement Notice
	7.3.1 Following a Stage One performance hearing, if we decide that your performance is unsatisfactory, we will give you a first improvement notice.
	7.3.2 The improvement notice will normally remain active for 12 months from the end of the review period, after which time it will be disregarded for the purposes of performance management. Your performance will be monitored during the review period a...
	Stage Two – Final Improvement Notice
	7.3.3 If your performance does not improve within the review period set out in a first improvement notice, or if there is further evidence of poor performance while your first improvement notice is still active, we may decide to hold a Stage Two perfo...
	Stage Three – Dismissal
	7.3.4 If your performance has not improved to the required standard or is still unsatisfactory dismissal will normally result. As an alternative to the dismissal, the manager may consider demotion, which would involve a reallocation of duties on a sal...
	7.3.5 If we cannot transfer you to a more suitable work and there is still no improvement after a reasonable time, or the standard of achievement is not maintained, you will be subject to further performance management that may result in your dismissal.
	Review Periods
	7.3.6 Following each warning there will be a review period. At the end of this review period we will meet to discuss your performance and whether you have improved your performance to the required standard / and/or hit the required targets which were ...
	• If your manager is satisfied with your performance, no further action will be taken;
	• If your manager is not satisfied, the matter may be progressed to the next stage of the poor performance process;
	• If your manager feels that there has been a substantial but insufficient improvement, the review period may be extended.

	The Hearing
	7.3.7 Any hearing will normally be held by your manager. At all stages you will be invited into the hearing with appropriate notice and will be advised in writing which will set out the alleged unsatisfactory performance and the likely outcome if we d...
	7.3.8 The aims of a performance hearing will usually include:
	• Setting out the required standards that we believe you may have failed to meet and going through any relevant evidence that we have gathered.
	• You will be given an opportunity at that meeting to state your case and present information and facts that you feel are relevant before any decision is made.
	• Establishing the likely causes of poor performance including any reasons why any measures taken so far have not led to the required improvement.
	• Identifying whether there are further measures, such as additional training or supervision, which may improve performance.
	• Where appropriate, discussing targets for improvement and a time-scale for review.
	• If dismissal is a possibility, establishing whether there is any likelihood of a significant improvement being made within a reasonable time and whether there is any practical alternative to dismissal, such as redeployment.

	The Outcome
	7.3.9 We will inform you in writing of the decision and the reasons for it, where possible also explaining this information to you in person.
	7.3.10 The warning will set out:
	•  the areas in which you have not met the required performance standards, explaining any further specific targets which have been set and the review period;
	• any measures, such as additional training or supervision, which will be taken with a view to improving performance; and
	• the consequences of failing to improve within the review period, or of further unsatisfactory performance.
	Right of Appeal
	7.3.1 If you are unhappy with the decision, you will have the right to appeal this. You should make your appeal in writing within the time period, and to the name stated in your outcome letter. A further meeting will then be scheduled to discuss your ...
	7.3.2 The appeal hearing will reconsider the original decision and you will have the opportunity to put forward new evidence which was not available during the first hearing and/or raise complaints of a flaw of the original decision-making process, su...
	7.3.3 After the conclusion of the appeal process, you will be provided with a written appeal outcome, the decision of which is final, meaning there would be no further course of redress under this policy.

	7.4 SICKNESS ABSENCE/CAPABILITY POLICY
	7.4.1 The Council may need to dismiss an employee whose attendance does not meet an acceptable standard either because of a long-term absence or because of a series of short-term absences. Such dismissals do not depend on any wrongdoing on the employe...
	Short-term absence
	7.4.2 An employee who is absent on more than four occasions within a eight month period will be invited to a meeting to discuss their attendance. The meeting will usually be conducted by the employee’s line manager and the employee will have a right t...
	7.4.3 At the meeting the employee will be asked to explain the level of their absence. Where there is any indication that the absences are caused by an underlying medical condition then the matter may be dealt with under the procedure for long-term ab...
	7.4.4 Subject to any medical evidence, the manager conducting this first-stage meeting may decide to issue a warning to the employee setting out the Council’s expectations regarding attendance and indicating the level of improvement needed. A review p...
	7.4.5 If the employee’s attendance does not improve to the extent required, they may at any stage in the review period be invited to attend a second-stage meeting to discuss the matter. The meeting will again be conducted by the line manager and the e...
	7.4.6 If the employee does not meet this standard and there is no underlying condition where reasonable adjustments would assist the employee to attend, then they may be dismissed. A final meeting will be convened which shall be conducted by a manager...
	7.4.7 Any dismissal arising out of this meeting will be with notice and will include the right of appeal which must be exercised within the period stated in the dismissal letter, (usually five working days of the decision being communicated).
	Long-term sickness absence
	7.4.8 Where an employee is absent for an extended period – or it is clear that their absence is likely to continue for some time – then the Council will want to investigate the prospects for their return and consider what actions can be taken to facil...
	7.4.9 The Council will seek medical advice as to the employee’s condition either from the appropriate professionals caring for the employee or from a specialist occupational health practitioner or doctor. The focus will be on ascertaining when the emp...
	7.4.10 An employee is not obliged to consent to any medical reports or records being shared with the Council as part of this process. However, in the absence of medical evidence the Council will have to work on the basis of what information is availab...
	7.4.11 One or more meetings will be arranged with the employee to discuss their condition, the prospects for any return to work, and whether anything more can be done by the Council to help. The employee will be entitled to be accompanied at the meeti...
	7.4.12 Every effort will be made to make suitable arrangements for the meeting to allow the employee to attend. Where the employee is simply too ill to take part in the process, the Council may proceed to dismissal in the absence of a meeting taking i...
	7.4.13 Where it appears that the employee will be unable to return to work within a reasonable time frame then the Council may need to consider dismissal.
	7.4.14 Any dismissal will be with notice and will include the right of appeal which must be exercised within the period stated in the dismissal letter.

	7.5 DISCIPLINARY POLICY
	7.5.1 This policy is designed to help and encourage all employees to achieve and maintain standards of conduct, attendance and job performance and this policy may be implemented at any stage if the employee's alleged misconduct warrants this.
	7.5.2 For the avoidance of doubt this policy is non-contractual and the Council reserves the right not to apply this policy in full to those employees who have less than two years’ service.
	What may constitute as misconduct?
	7.5.3 The following which is not intended to be an exhaustive list are examples of matters that will normally be regarded as misconduct and will be dealt with under our Disciplinary Procedure:
	• Minor breaches of your contract terms or our policies;
	• Damage to, or unauthorised use of, our property;
	• Lateness;
	• Unauthorised absence from work;
	• Refusal to follow management instructions;
	• Excessive personal use of our telephones/email/internet;
	• Obscene language or other offensive behaviour;
	• Negligence in the performance of your duties.

	What may constitute as gross misconduct?
	7.5.4 Gross misconduct is a serious breach of contract and includes misconduct which, in our opinion, is likely to prejudice our business or reputation or irreparably damage the working relationship and trust between us. If evidenced, gross misconduct...
	7.5.5 The following which is not intended to be an exhaustive list are examples of matters that are normally regarded as gross misconduct:
	• Theft, or unauthorised removal of our property or the property of a colleague, contractor, customer or member of the public;
	• Fraud, forgery or other dishonesty, including fabrication of expense claims and time sheets;
	• Physical violence or bullying including actual or threatened violence, or behaviour which provokes violence;
	• Deliberate and serious damage to property such as deliberate damage to our buildings, fittings, property or equipment, or the property of a colleague, contractor, customer or member of the public;
	• Serious misuse of our property or name;
	• Deliberately accessing internet sites containing pornographic, offensive or obscene material;
	• Serious insubordination including repeated or serious failure to obey instructions, or any other serious act of insubordination;
	• Unlawful discrimination or harassment;
	• Bringing the Council into serious disrepute;
	• Serious incapability at work brought on by alcohol or illegal drugs or being under the influence of alcohol, illegal drugs or other substances during working hours;
	• Causing loss, damage or injury through serious negligence;
	• Serious breach of health and safety rules or serious or repeated breach of health and safety rules or serious misuse of safety equipment;
	• Serious breach of confidence or unauthorised use or disclosure of confidential information or failure to ensure that confidential information in your possession is kept secure;
	• Accepting or offering a bribe or other secret payment or other breach of our Anti-Bribery policy;
	• Conviction for a criminal offence that in our opinion may affect our reputation or our relationships with our staff, customers or the public, or otherwise affects your suitability to continue to work for us;
	• Possession, use, supply or attempted supply of illegal drugs;
	• Serious neglect of duties, or a serious or deliberate breach of your contract or operating procedures;
	• Knowingly breach of statutory rules affecting your work;
	• Unauthorised use, processing or disclosure of personal data contrary to our Data Protection Policy;
	• Harassing or discriminatory behaviour contrary to our Equality and Diversity Policy and Anti-Harassment and Bullying Policy;
	• Refusal to disclose any of the information required by your employment or any other information that may have a bearing on the performance of your duties;
	• Giving false information as to qualifications or entitlement to work (including immigration status) in order to gain employment or other benefits;
	• Knowingly taking parental, paternity or adoption leave when not eligible to do so or for a purpose other than supporting a child;
	• Making a disclosure of false or misleading information under our Whistleblowing Policy maliciously, for personal gain, or otherwise in bad faith;
	• Making untrue allegations in bad faith against a colleague;
	• Victimising a colleague who has raised concerns, made a complaint or given evidence or information under our Whistleblowing Policy, Anti-Bribery policy, Anti-Harassment and Bullying Policy, Grievance Policy, Disciplinary Policy or otherwise;
	• Serious misuse of our information technology systems (including misuse of developed or licensed software, use of unauthorised software and misuse of e-mail and the internet) contrary to our Information and Communications Systems Policy;
	• Undertaking unauthorised paid or unpaid employment during your working hours.

	Confidentiality
	7.5.6 Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy of any individuals involved. All employees must treat as confidential any information communicated to them in connection with an investigation or disci...
	7.5.7 You, and anyone accompanying you (including witnesses), must not make covert electronic recordings of any meetings or hearings conducted under this procedure. It may be appropriate on occasion to make a recording of the meeting in order for thor...
	7.5.8 You will normally be told the names of any witnesses whose evidence is relevant to disciplinary proceedings against you, unless we believe that a witness's identity should remain confidential.
	Investigations
	7.5.9 Unless the misconduct in questions does not require this, an investigation will usually be required before proceeding to a formal disciplinary hearing.
	7.5.10 An investigation meeting is simply a fact-finding meeting to enable the Council to establish a fair and balanced view of the facts relating to any disciplinary allegations against you, before deciding whether to proceed with a disciplinary hear...
	7.5.11 You must co-operate fully and promptly in any investigation. This will include informing us of the names of any relevant witnesses, disclosing any relevant documents to us and attending investigative interviews if required.
	Criminal allegations
	7.5.12 Where your conduct is the subject of a criminal investigation, charge or conviction we will investigate the facts before deciding whether to take formal disciplinary action.
	7.5.13 We will not usually wait for the outcome of any Police action or prosecution before deciding what action, if any, to take. Where you are unable or have been advised not to attend a disciplinary hearing or say anything about a pending criminal m...
	7.5.14 A criminal investigation, charge or conviction relating to conduct outside work may be treated as a disciplinary matter if we consider that it is relevant to your employment.
	Suspension
	7.5.15 In some circumstances we may need to suspend you from work which we will always endeavour to keep as short as possible. While suspended you should not visit our premises or contact any of our clients, customers, suppliers, contractors or staff,...
	7.5.16 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already been made about the allegations.
	Notification of a hearing
	7.5.17 Following any investigation, if we consider there are grounds for disciplinary action, you will be required to attend a disciplinary hearing. We will inform you in writing of the allegations against you, the basis for those allegations, and wha...
	• a summary of relevant information gathered during the investigation;
	• a copy of any relevant documents which will be used at the disciplinary hearing; and
	• a copy of any relevant witness statements, except where a witness's identity is to be kept confidential, in which case we will give you as much information as possible while maintaining confidentiality.

	7.5.18 We will give you written notice of the date, time and place of the disciplinary hearing. The hearing will be held as soon as reasonably practicable, but you will be given a reasonable amount of time to prepare your case based on the information...
	Procedure at disciplinary hearings
	7.5.19 If you or your companion cannot attend the hearing you should inform us immediately and we will arrange an alternative time. You must make every effort to attend the hearing, and failure to attend without good reason may be treated as misconduc...
	7.5.20 Who chairs the hearing will depend on the circumstances, and will normally be your line manager, or another appropriate member of the management team.
	7.5.21 If you have difficulty at any stage of the procedure because of a disability, you should discuss the situation with your manager as soon as possible.
	7.5.22 At the disciplinary hearing we will go through the allegations against you and the evidence that has been gathered. You will be able to respond and present any evidence of your own. Your companion may make representations to us and ask question...
	7.5.23 We may adjourn the disciplinary hearing if we need to carry out any further investigations such as re-interviewing witnesses in the light of any new points you have raised at the hearing. You will be given a reasonable opportunity to consider a...
	7.5.24 We will inform you in writing of our decision as soon as reasonably possible following the hearing. This will set out the nature of the misconduct, our findings and any action required by you.
	7.5.25 In the instance of a written warning, the letter will also set out the time period this remains active on your file, and the likely consequences of further misconduct in that active period.
	Disciplinary sanctions
	7.5.26 We aim to treat all employees fairly and consistently, and a penalty imposed on another employee for similar misconduct will usually be taken into account but should not be treated as a precedent as each case will be assessed on its own merits.
	7.5.27 There may be instances where we decide not to proceed for formal disciplinary action and may instead issue you with a letter of concern which is an informal warning.
	7.5.28 Subject to the circumstances and the conduct in question will determine what sanction is applied would be one of the following:
	Alternatives to dismissal
	7.5.29 In some instances where appropriate we may at our discretion consider alternatives to dismissal which could include demotion or the transfer to another role or department, and will usually be accompanied by a final written warning and examples ...
	Appeals process
	7.5.30 If you are unhappy with the decision, you will have the right to appeal this. You should make your appeal in writing within the time period, and to the name stated in your disciplinary outcome letter. A further meeting will then be scheduled to...
	7.5.31 If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed pending the outcome of the appeal. However, if your appeal is successful, you will be reinstated with no loss of continuity or pay.
	7.5.32 If you raise any new matters in your appeal, we may need to carry out further investigation. If any new information comes to light, we will provide you with a summary including, where appropriate, copies of additional relevant documents and wit...
	7.5.33 The appeal hearing may be a complete re-hearing of the matter, or it may be a review of the fairness of the original decision in the light of the procedure that was followed and any new information that may have come to light. This will be at o...
	7.5.34 Where possible, the appeal hearing will be conducted impartially by a more senior Manager who has not been previously involved in the case.
	7.5.35 We may adjourn the appeal hearing if we need to carry out any further investigations in the light of any new points you have raised at the hearing. You will be given a reasonable opportunity to consider any new information obtained before the h...
	7.5.36 Following the appeal hearing we may uphold or overturn the original decision or substitute a different penalty and you will be provided with a written appeal outcome, the decision of which is final, meaning there would be no further course of r...

	7.6 GRIEVANCE POLICY
	7.6.1 If you have a grievance or complaint to do with your work or the people you work with you should, wherever possible, start by talking it over with your manager. By raising the matter informally in the first instance, your manager may be able to ...
	7.6.2 For the avoidance of doubt this policy is non-contractual and the Council reserves the right not to apply this policy in full to those employees who have less than two years’ service.
	Formal grievance
	7.6.3 You do however have the right to raise a formal grievance, and you may feel this is more appropriate in your circumstances. If so, you should set out your grievance in writing to your manager. You should stick to the facts and avoid language tha...
	7.6.4 The written grievance should contain a brief description of the nature of your complaint, including any relevant facts, dates, and names of individuals involved. In some situations, we may ask you to provide further information.
	Investigations
	7.6.5 It may be necessary for us to carry out an investigation into your grievance. The length of any investigation required will depend on the nature of the allegations and will vary from case to case. It may involve interviewing and taking statement...
	7.6.6 You must co-operate fully and promptly in any investigation. This may include informing us of the names of any relevant witnesses, disclosing any relevant documents to us and attending interviews, as part of our investigation
	7.6.7 We may initiate an investigation before holding a grievance meeting where we consider this appropriate. In other cases, we may hold a grievance meeting before deciding what investigation (if any) to carry out. In those cases, we will hold a furt...
	Grievance hearing
	7.6.8 Once your written grievance is received, a grievance hearing will be arranged to discuss your issues further once we have received your written grievance where you will have the right to be accompanied.
	7.6.9 The purpose of a grievance meeting is to enable you to explain your grievance and how you think it should be resolved, and to assist us to reach a decision based on the available evidence and the representations you have made.
	7.6.10 Following your grievance meeting, further investigations may be necessary, and following this we will write to you with a formal outcome of your grievance which will state any further action that we intend to take to resolve the grievance.
	Appeal
	7.6.11 If you are unhappy with the decision, you will have the right to appeal this. You should make your appeal in writing within the time period, and to the name stated in your grievance outcome letter. A further meeting will then be scheduled to di...
	7.6.12 After the conclusion of the appeal process, you will be provided with a written appeal outcome, the decision of which is final, meaning there would be no further course of redress under this policy.


	Section 8.  FAMILY RELATED LEAVE
	8.1 MATERNITY LEAVE POLICY
	Am I eligible to take Maternity Leave?
	8.1.1 If you are employed by the Council, you will be eligible to take Maternity Leave so long as you notify us before the 15th week before your expected week of childbirth. You should ensure you tell us:
	• Your intention to take Maternity Leave, and the date you wish this to commence.
	• You’ll need to let us know your due date.
	• You’ll need to provide us with a copy of your MATB1 form which will be provided to you by your midwife/doctor around your 20-week scan.

	What leave am I permitted to take?
	8.1.2 So long as you provide the necessary notice and proof of your pregnancy you are entitled to take 52 weeks Maternity Leave.
	8.1.3 The first 2 weeks of Maternity leave is mandatory Maternity Leave meaning you cannot legally return to work during this period. This is extended to 4 weeks if you work in a factory setting.
	8.1.4 All the terms and conditions of your employment remain in force during Maternity Leave except for the terms relating to pay. In particular:
	• benefits in kind, such as life insurance, health insurance, gym membership and use of a Council vehicle if applicable shall continue;
	• annual leave entitlement under your contract shall continue to accrue; and
	• pension benefits shall continue.

	When can I start Maternity Leave?
	8.1.5 You cannot commence Maternity Leave before the 11th week before your expected week of childbirth.
	8.1.6 You can choose to work right up until the birth unless there are health and safety reasons which would not make this possible. You can however plan to commence your maternity leave sooner than the due date.
	8.1.7 You can also use accrued annual leave before commencing Maternity Leave, and we recommend doing this to avoid large amounts of annual leave being accrued.
	8.1.8 If you change your mind about your intended start date of leave, you must give the Council at least 28 days’ notice either before the original or new start date of leave, whichever is the earliest.
	8.1.9 If you give less than 28 days’ notice of the date on which you intend to start maternity leave, you must also give an explanation for the delay.  Depending on circumstances, the Council may refuse to allow you to start your maternity leave until...
	8.1.10 Your Maternity Leave will start on your chosen date, unless:
	• The Council opts to commence this sooner due to pregnancy related sickness absence in the 4 weeks leading up to the expected week of childbirth; or
	• You have your baby early; in which case your leave will commence from this date.

	8.1.11 If you have your baby early during a period of pre agreed holiday, your maternity Leave would automatically start from this date. You would therefore carry over the unused holiday entitlement to be taken after your maternity leave.
	What do I need to do to return to work after Maternity Leave?
	8.1.12 Unless you have told us otherwise, it will be assumed you are taking the full 52-week entitlement. Therefore, you will be required back to work on the next working day after this period.
	8.1.13 If you return on or before 26 weeks, you are entitled to return to the same job, however if you return after this it may not be practicable for the Council to offer you the same job. In this rare scenario, the Council will offer you suitable al...
	8.1.14 If you choose not to return and resign from your employment you should give your resignation in writing as normal.
	8.1.15 You may amend your return date so long as you give the Council a minimum of 8 weeks’ notice, or if this isn’t possible, as soon as reasonably practicable.
	8.1.16 If you give less than 8 weeks’ notice the Council may be entitled to refuse to allow you to return to work until the 8-week period has been given.
	What will I be paid whilst on Maternity Leave?
	8.1.17 Whilst Maternity Leave covers a 52-week period, Statutory Maternity Pay only covers a maximum of 39 weeks.
	Statutory Maternity Pay (SMP)
	8.1.18 You will qualify for Statutory Maternity Pay (SMP) if:
	• you have been employed by the Council for 26 weeks before the 15th week before EWC; and
	• you pay sufficient National Insurance Contributions; and
	• you notify the Council at least 28 days before the date you want payments of SMP to commence, or if not reasonably practicable, as soon as is reasonably practicable.  If giving late notice, you should give the Council an explanation of the delay.

	8.1.19 SMP is paid at the following rates:
	Enhanced Maternity Pay (EMP)
	8.1.20  We enhance Maternity Pay for eligible staff as per the below.
	8.1.21 All EMP is deemed inclusive of any SMP entitlement.
	8.1.22 To be eligible for the above stated EMP you will need to have been employed by the Council for one year months.
	8.1.23 If you are in receipt of EMP, you are required to return to work for a minimum period of six, otherwise you would be required to reimburse the Council for all EMP enhancements (excluding any SMP entitlement).
	If I’m not entitled to Maternity Pay what should I do?
	8.1.24 If you do not qualify for SMP, we will explain why and provide you with an SMP1 form.
	8.1.25 Employees who do not qualify for SMP will normally qualify for Maternity Allowance which is payable by the Government as opposed to the Council.  You can find further information on this from the Government website (gov.uk).
	8.1.26 Maternity Allowance is paid at either 90% of your average weekly earnings or the prescribed rate whichever is less.
	Am I entitled to time off for Ante-natal appointments?
	8.1.27 We will of course support you with paid time off for ante-natal appointments.
	8.1.28 We ask, if possible, for you to arrange these appointments at the start or end of the working day to minimise disruption but if this is not possible, you will still be permitted paid time away to attend the appointment.
	8.1.29 The appointment must be made on the advice of a registered doctor, midwife or health visitor.
	8.1.30 We may ask you to provide evidence of the appointment.
	8.1.31 If you are the partner of the expectant mother, you will also be entitled to time off to attend up to two antenatal appointments. This is however unpaid.
	Annual Leave
	8.1.32 To limit disruption, we’ll ask you to take your accrued annual leave before your maternity leave commences. If this is not possible, this will be permitted to be carried over to be used at the end of your Maternity Leave.
	8.1.33 During your Maternity Leave your holiday entitlement will continue to accrue at the rate provided under your contract.
	8.1.34 Towards the end of your maternity leave we will likely contact you to discuss your intentions regarding your return to work and your annual leave.
	8.1.35 To limit disruption, we ask you to use the annual leave you have accrued during your Maternity Leave before returning to work. This is a common scenario as this will not impact you as once you have returned to work, you will have your entitleme...
	8.1.36 You should discuss your annual leave plans with your manager in good time before returning from maternity leave. All holiday dates are subject to approval by your manager.
	Flexible Working
	8.1.37  You may wish to look to amend your working pattern following your Maternity Leave, and in order to do so you would need to submit a flexible working request. Please see our Flexible Working Policy which is included within this handbook.
	Keeping in Touch Days
	8.1.38 You are entitled to work 10 days during your Maternity Leave period, without losing your maternity related rights, known as keeping in touch days.
	8.1.39 If you wish to consider working during this period, please contact your manager who will discuss this with you and agree terms and pay.

	8.2 PATERNITY LEAVE POLICY
	Am I eligible to take Paternity Leave?
	8.2.1 You will be eligible to take Paternity Leave if you are employed by the Council for at least 26 weeks before the 15th week before the Expected Week of Childbirth and you are the biological father and will have some responsibility for the child's...
	8.2.2 Paternity leave is also available where a child is placed with you for adoption, if you have been continuously employed by us for at least 26 weeks ending with the week in which the agency notifies you that you have been matched with a child. In...
	8.2.3 You may also be entitled to take a period of Shared Parental Leave, the policy for which is detailed later in this section of the handbook.
	8.2.4 You must give us written notice by the end of the 15th week before the Expected Week of Childbirth (or no more than seven days after the adoption agency notified of being matched with a child), or as soon as you reasonably can, stating:
	• The Expected Week of Childbirth;
	• Whether you intend to take one week or two weeks' leave; and
	• When you would like your leave to start.

	8.2.5 You can change the intended start date by giving us 28 days' notice or, if this is not possible, as much notice as you can.
	What leave am I permitted to take?
	8.2.6 If eligible, you are entitled to take 2 weeks’ Paternity Leave
	8.2.7 Paternity Leave can be taken as either one week, or two continuous weeks. The two weeks cannot be separated and must therefore be taken together.
	When can I start Paternity Leave?
	8.2.8 You can start Paternity Leave on the date of birth (or placement if adopting), or later, provided it is taken within eight weeks (56 days) of the birth or placement. (If the baby is born early, the period ends eight weeks after the start of the ...
	What will I be paid whilst on Paternity Leave?
	8.2.9 If you qualify for Paternity Leave, you will also qualify for Statutory Paternity Pay so long as you also have average earnings which are not less than the lower earnings limit which is set by the government each tax year.
	Statutory Paternity Pay (SPP)
	8.2.10 Paternity Pay is paid at the relevant statutory rate in place at that time for each week of leave. This usually changes each April in line with inflation.
	Enhanced Paternity Pay (EPP)
	8.2.11 We enhance SPP for eligible staff and will pay full pay for the 2-week period.
	8.2.12 All EPP is deemed inclusive of any SPP entitlement.
	8.2.13 To be eligible for EPP you will need to have been employed by the Council for one year.
	Other Contractual benefits
	8.2.14 All the terms and conditions of your employment remain in force during Paternity Leave, except for the terms relating to pay.
	8.2.15 Annual leave entitlement will continue to accrue during Paternity Leave at the rate provided under your contract. All holiday dates are subject to approval by your manager.
	8.2.16 If you are a member of the pension scheme, we shall make employer pension contributions during Paternity Leave, based on your normal salary, in accordance with the pension scheme rules. Any employee contributions you make will be based on the a...

	8.3 ADOPTION LEAVE POLICY
	8.3.1 The arrangements for taking Adoption Leave are broadly the same as the arrangements for taking Maternity Leave, and you are therefore advised to read the Maternity Policy in conjunction with this Policy.
	8.3.2 There are however some important differences, and this policy sets out the key differences.
	8.3.3 Where two parents are adopting a child, only one of them may take Adoption Leave, and the other (whether a man or woman) is entitled to take Paternity Leave. If both adoptive parents qualify, they may each take Shared Parental Leave.
	8.3.4 If you intend to take adoption leave you should notify the Council of this within seven days of being notified that you have been matched with a child for adoption (or as soon as is reasonably practicable). Your notification should set out:
	• the date when the child is expected to be placed with you; and
	• the date when you want to start your adoption leave.

	8.3.5 As with maternity leave, you can change your mind about the start date provided the Council is given at least 28 days – or as much notice as is reasonably practicable.
	8.3.6 The Council is entitled to require proof of the adoption which usually takes the form of a matching certificate provided by the agency placing the child.
	What leave am I permitted to take?
	8.3.7 Adoption Leave is the same in duration as that of Maternity Leave (52 weeks).
	8.3.8 Rules regarding your terms and conditions during Adoption Leave apply in the same way as with Maternity Leave.
	When can I start Adoption leave?
	8.3.9 You may choose to start the leave from the date when the child is placed with you or at any time in the preceding two weeks.
	8.3.10 If, for any reason, the placement is brought to an end – for example because the match turns out to be unsuitable – then adoption leave will continue for 8 weeks beyond the end of the placement. After that period, you will be expected to return...
	What will I be paid whilst on Adoption Leave?
	8.3.11 Statutory Adoption Pay is calculated in the same way as Statutory Maternity Pay, detailed in the Maternity Leave Policy.
	8.3.12 We also provide Enhanced Adoption Pay (EAP) in the same way as we enhance Maternity Pay, detailed in the Maternity Leave Policy.
	8.3.13 To be eligible you will need to have been employed by the Council for one year.
	8.3.14 If you are in receipt of EAP, you are required to return to work for a minimum period of 6, otherwise you would be required to reimburse the Council for all EAP payments, excluding the SAP element of this.
	What do I need to do to return to work after Adoption Leave?
	8.3.15 Return to work arrangements are the same as for Maternity Leave as set out in our Maternity Leave Policy.
	8.3.16 Rules regarding annual leave, KIT days and flexible working all apply in the same way as Maternity Leave, therefore please refer to the Maternity Policy for further details.
	Adoption appointments
	8.3.17 As with Ante-natal appointments with Maternity Leave, when adopting, you have the right to time off for adoption appointments arranged by an adoption agency for you to have contact with a child who is to be placed with you for adoption, or for ...
	8.3.18 Where you and your partner are adopting a child, you must decide between you who will be treated as the primary adopter and who will be treated as the secondary adopter for the purposes of time off. You must tell us your decision the first time...
	8.3.19 You will usually choose to be the primary adopter if you intend to take adoption leave when the child is placed with you. You would not be able to take Paternity Leave if you have elected to be the primary adopter.
	8.3.20 You will usually choose to be the secondary adopter if you intend to take Paternity Leave when the child is placed with you, although you may be able to take adoption leave if your partner is not taking it.
	8.3.21 If you are adopting on your own or have elected to be the primary adopter, you may take paid time off to attend five adoption appointments in relation to any adoption.
	8.3.22 If you are the secondary adopter, you may take unpaid time off to attend up to two adoption appointments.
	8.3.23 You should discuss your arrangements for such appointments with your manager.

	8.4 SHARED PARENTAL LEAVE POLICY
	8.4.1 Shared Parental Leave (SPL) is a flexible form of leave available to both parents designed to encourage shared parenting in the first year of a child’s life. It allows a more flexible pattern of leave than the traditional arrangement under which...
	8.4.2 Employees who give birth or adopt remain entitled to take the full 52 weeks of leave if they choose to do so and the arrangements described above for maternity and adoption leave continue to apply. However, an employee may choose to share part o...
	8.4.3 Generally, parents will qualify for SPL if both are working and that each has at least 26 weeks’ service with their respective employers. To exercise the right, both parents must inform their employer that they intend to take shared parental lea...
	8.4.4 A parent proposing to take a period of shared parental leave must give the Council at least 8 weeks’ notice of any such leave. Depending on the circumstances, it may be possible for the SPL to be taken in intermittent blocks, with one parent ret...
	8.4.5 An employee absent on SPL will be entitled to a weekly payment equivalent to the lower fixed rate of SMP. The number of weeks for which payment will be made will vary depending on the amount of SMP paid to the mother while on Maternity Leave. Es...
	8.4.6 Because of the number of options available, SPL can be quite a complicated entitlement. If you want to take advantage of SPL, you should discuss this with your line manager who will check that you qualify and help guide you through the procedure.

	8.5 PARENTAL LEAVE POLICY
	Am I eligible to take Parental Leave?
	8.5.1 To be eligible for parental leave, you must:
	• have at least one year's continuous employment with us;
	• have or expect to have responsibility for a child; and
	• be taking the leave to spend time with or otherwise care for the child.

	8.5.2 You have responsibility for a child if you are the biological or adoptive parent or have legal parental responsibility in some other way, for example under a court order.
	What leave am I permitted to take?
	8.5.3 Eligible employees are entitled to take up to 18 weeks' Parental Leave in relation to each child.
	8.5.4 You must tell us of any parental leave you have taken while working for another employer as this will count towards your 18-week entitlement.
	8.5.5 In most cases, parental leave can only be taken in blocks of a week or a whole number of weeks, and you may not take more than four weeks' Parental Leave a year in relation to each child. Parental leave can only be taken up to the child's 18th b...
	8.5.6 Special rules apply where your child is disabled, which for these purposes means entitled to a disability living allowance, armed forces independence allowance or personal independence allowance. You can take parental leave in respect of that ch...
	What notice do I need to give to take Parental Leave?
	8.5.7 You must notify your line manager of your intention to take parental leave at least 21 days in advance. It would be helpful if you can give this notice in writing. Your notification should include the start and end dates of the requested period ...
	8.5.8 If you wish to start parental leave immediately on the birth of a child, you must give notice at least 21 days before the expected week of childbirth.
	8.5.9 If you wish to start parental leave immediately on having a child placed with you for adoption, you should give notice at least 21 days before the expected week of placement, or if this is not possible, give as much notice as you can.
	8.5.10 We may ask to see evidence of:
	• your responsibility or expected responsibility for the child such as birth certificate, adoption or matching certificate, parental responsibility agreement or court order;
	• the child's date of birth or date of adoption placement; and
	• if applicable, the child's entitlement to a disability living allowance, armed forces independence allowance or personal independence allowance.

	Our right to postpone Parental Leave
	8.5.11 Although we will try to accommodate your request for parental leave, we may postpone your requested leave where it would unduly disrupt our business (for example, if it would leave us short-staffed or unable to complete work on time).
	8.5.12 We will discuss alternative dates with you and notify you in writing of the reason for postponement and the new start and end dates, within seven days of receiving your request for parental leave.
	8.5.13 We cannot postpone parental leave if you have requested it to start immediately on the birth or adoption of a child.
	8.5.14 We cannot postpone parental leave for more than six months, or beyond the child's 18th birthday (if sooner).
	Terms and conditions during Parental Leave
	8.5.15 Parental Leave is unpaid. You will not be entitled to employer pension contributions in respect of the period of leave.
	8.5.16 Your employment contract will remain in force, and holiday entitlement will continue to accrue. You will remain bound by your duties of good faith and confidentiality, and any contractual restrictions on accepting gifts and benefits, or working...





