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Introduction
The purpose of this handbook is to inform employees of the working
arrangements in place at the Town Council. The policies, working conditions and
ither arrangements reflect current UK legislation, the national agreements which
apply to local government employees and local arrangements which have been
agreed by the Town Council.
The handbook will be updated if legislation or national arrangements are
amended, or when the Council resolve to make other changes.

The arrangements detailed in the handbook apply to all council-paid employees,
in all settings and locations. However, some staff may have some alternative
arrangements which are stated in their contract of employment. If this applies to
you then the conditions as per your contract are the ones you should follow unless
the changes are due to changes in legislation. If you are unclear, then you should
discuss with your line manager.
Some of the policies will also apply to temporary staff and managers should
ensure that these policies are shared with them. E.g. Health and Safety matters.
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Getting Started
Welcome to working for Abingdon-on-Thames Town Council.
This section of the handbook aims to inform you of the steps every new employee
is required to undertake and provide you with some information about the Council
and the way we work.

Information you will need to provide
•
•
•
•
•

Proof of I.D. – photo driving license or passport
Full name, address, and date of birth
Next of Kin contact details
A personal email address for payroll purposes
Your bank details so we can pay you

The Council and its employees
The Council covers the parish of Abingdon and provides some key services to the
town including cemeteries, the museum, the marketplace and some of the parks
and outside spaces. There are 19 councillors and these cover different wards
within the parish. The councillors are the decision makers and the staff advise the
Council and carry out its decisions. The current list of Councillors and their photos
are available on the website www.abingdon.gov.uk and you should take time to
familiarize yourself with them.

The Council employs around 30 staff who work in the following locations:
•
•
•
•
•
•

Roysse Court – the main offices, all admin, and office-based roles
County Hall – the museum
The Depot – the Outdoor Services team
The Old Magistrates Court – the Residents Parking warden
The Market Place
The Guildhall
5
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The Council’s staff structure
Town Clerk and
Chief Executive

PA to Town Clerk and
Mayor's Secretary

Honorary Archivist

Honorary Macebearer

Outdoor Services
Manager

Outdoor Services
Operative Team
Leader

Properties Officer

Residents' Parking
Warden

Outdoor Services
Operatives

Deputy Town Clerk/
RFO

Committee Clerk and
Admin Supervisor

Communications
Marketing and Events
Officer

Admin Assistant
Planning & Community
Services

Admin Assistant
Finance

Projects Officer

Museum Manager

Museum Collections
Officer

Visitor & Community
Information Assistants

Senior Museum
Assistants x2

Museum Assistants

Admin Assistant
Properties and
Outdoor services

Pay arrangements
All employees are paid monthly, on the 3rd Friday of each month.
Pay slips are issued electronically and you will need to provide a personal email
address to ensure your pay slip can be emailed to you.
Occasionally you may need to claim for additional hours (overtime) or mileage
claims. The forms you should use are provided in the appendices and available
from your line manager. Completed forms must authorised by your manager and
be passed to the Finance team by the 1st Friday of the month.
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Joining the pension scheme
The law says that all eligible employees must be entered into an employer’s
pension scheme. If you are:
• At least 22 years old
• Not yet at State Pension age
• Earning a salary above the earnings threshold (currently £10,000 per
annum).
You will be automatically enrolled.
If you do not fulfil these criteria but still wish to join you can “opt in”.
If you do not wish to be automatically enrolled, or you would like to “opt in” you
must inform the Finance Team as soon as possible.
Further details on the
https://lgpsmember.org/

pension

scheme

are

available

here
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Settling In
This section of the handbook gives you information on the day to day working
arrangements at the Council.

Working hours
The Council’s full-time hours are 36.5 hours per week. If you are full time you will
need to work these hours Monday – Friday. The arrangements depend on the
area of the Council you work in:
• The Outdoor Services team has standard hours of 8am – 4pm Mondays to
Thursdays and 8am – 3pm on Fridays (less 30 minutes unpaid lunch break
each day)
• The Museum’s fulltime hours for back office staff are 9am – 5pm Mondays
to Thursdays and 9am – 4pm on Fridays (less 30 minutes unpaid lunch
break each day). The Museum is open to the public Tuesdays to Sundays
and front of house staff work to cover these shifts as their regular hours.
• Staff based in the Roysse Court offices have more flexibility, with hours
covering the period 8:30am – 6pm for different members of staff.
The Council understands that their employees often will have demands outside
of work and there may be times where you need to arrive later or finish earlier
than the standard hours. These arrangements must be agreed in advance with
your line manager but will accommodated wherever possible.
The Council has adopted a core hour period of 10am – 2pm. It is expected that
all staff are at work during this time, with the exception of leave and lunch breaks.
Where the Council have a timekeeping record system in place you should ensure
you use this correctly.
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Annual leave
The annual leave years runs from 1st April – 31st March. Annual leave entitlements
are based on your salary and length of service.
SCP
Annual leave entitlement (*)
1 – 11
23 days plus Xmas extra day plus bank holidays
12 – 17
24 days plus Xmas extra day plus bank holidays
18 – 25
26 days plus Xmas extra day plus bank holidays
26 – 29
28 days plus Xmas extra day plus bank holidays
30 30 days plus Xmas extra day plus bank holidays
(*) Entitlement for full time staff, these are pro-rated for part time employees
The extra day awarded to all staff is to be taken on the first working day after
Boxing Day, usually 27th December.
All leave requests must be submitted to your line manager. You are reminded
that employees have a right to leave but not a right to when to take it, and it is
recommended that you delay booking any holidays or travel arrangements until
your leave request has been approved.
Your leave request will be dependent on ensuring there is appropriate coverage
within the team you work in.
You are able to carry over 5 days (or pro-rated if part time) unused leave to the
new leave year. This must be used by 30th June.

Additional hours –
You should already be aware if your role involves regular overtime. The way you
will be compensated for working these additional hours will depend on the
nature of the work and / or your SCP.
Contracted overtime

This will be stated in your contract. The standard rules
are that if your SCP is 22 or less you may claim:
Evening / Saturdays

Time and a half hourly rate

Sundays

Double time

Bank holidays

Double time plus an
additional day’s leave
9
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By local arrangement if your SCP is 23 or above you will
be paid:
For work directly related to your supervisory or
management position, overtime based on SCP 22,
enhanced as above
For work not directly- related to your supervisory or
management role, overtime based on an agreed SCP
which will be the same rate as others undertaking this
work
Evening meetings

For all employees: Time off in lieu, at standard time. An
additional 15 minutes can be added to the start and
finish times of the meeting to allow for travel /
preparation time. You should take this TOIL within one
month of the meeting, subject to agreement with your
manager. If you attend an additional meeting within
the same week then you should claim payment for the
hours at time and a half rate based on your usual or
SCP22, whichever is the lower.

Attendance at events

You may be asked to assist at a civic or community
event.
SCP 22 and under:
Unless you are carrying out your usual role you will be
paid the same rate as others helping. This will be
agreed by the Town Clerk and will depend on the
nature of the event OR you may opt to take TOIL at
plain time, to be taken within one month of the event
By local arrangement SCP 23 and over:
For work directly related to your supervisory or
management position, overtime based on SCP 22,
enhanced as above
For work not directly- related to your supervisory or
management role, overtime based on an agreed SCP
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which will be the same rate as others undertaking this
work
OR TOIL at plain time, to be taken within one month of
the event.
Ad hoc overtime

At the request of your manager you may be required to
work additional hours. For SCP 22 and under, these will
be paid as:
Evening / Saturdays

Time and a half hourly rate

Sundays

Double time

Bank holidays

Double time plus AL day

By local arrangement SCP 23 and over:
For work directly related to your supervisory or
management position, overtime based on SCP 22,
enhanced as above
For work not directly- related to your supervisory or
management role, overtime based on an agreed SCP
which will be the same rate as others undertaking this
work
OR TOIL at plain time, to be taken within one month of
the event.

The above does not apply to the Town Clerk/ Chief Executive.

Lunch breaks
The law says that everyone who works more than 6 hours is entitled to a break
of at least 20 minutes. The Council’s adopted practice is that you should take an
unpaid lunch break of a minimum of 30 minutes and a maximum of 1 hour.
If you work less than 6 hours a day and wish to take a lunch break then you may
still do so, the minimum break being 15 minutes.
The timing of lunch breaks must be agreed by your line manager and should
ensure that there is sufficient coverage within the team you work in.
11
Version no: 1

Date approved: 24th February 2021

All lunch breaks are unpaid and do not form part of your contracted working
hours. You may have specified lunch breaks included within your contract of
employment.

Additional breaks
The Council recognizes that there will be other times during the working day
when you may need to take a break from the activity you have been performing.
This could be true for both physical work and sustained periods of using I.T. for
example. The law does not determine the frequency and length of such breaks
but states that such breaks are allowed to keep employees safe. You should
minimize these breaks and remain on the premises unless permission to leave is
granted by your line manager. It is expected that such breaks would be no longer
than 5 – 10 minutes.
The Council does not encourage smoking (including e-cigarettes and personal
(non-medical) vaporizers) and does not allow you to take additional breaks to do
so. The law states it is illegal to smoke at work in a confined space or in a works
vehicle that is shared. There is more information on this policy in the Your
Wellbeing section of this handbook.

Dress code
All employees are representing the Council and it is important that you are
professional and give a good impression. If you are working in the Outdoor
Services team or the Residents Parking team you will be provided with a uniform
and this should be worn at all times.
If you are working in the museum or Roysse Court offices, you should ensure that
your appearance is appropriate for a customer facing role.
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Our Expectations
This section of the handbook explains the standards and behaviours we expect all
staff to follow.

All council employees are providing services to the residents of Abingdon. These
services (including the salaries of employees) are paid for by the public and so we
have a duty to serve them in the best way possible.

Key principles
There are some key principles which should be followed by all local government
employees:

Public interest

all decisions and actions should be in the interest of the
residents and not for personal gain, or swayed by
personal preferences

Transparency

all decisions and actions should be clear for all to see
and demonstrate they were made in the public interest

Confidentiality

there may be information which is not available to the
public and you should ensure you do not discuss this
with family and friends. You should be clear on the
information which can be shared with the public and
that which cannot

Gifts and Hospitality

You should not accept gifts or hospitality which could
be seen to be swaying your decision or actions in a way
which could be to the detriment of the Council or
public.

Council resources

Supplies and materials are purchased with the public’s
money and should be used prudently and only for
activities of the Council
13
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Relations with others

You should treat colleagues and councillors with
mutual respect at all times

Our behaviour policies
To help you follow these key principles, there are some specific policies which
you should read. These are included in the appendices at the back of this
handbook:
Relationships at Work Policy
Data Protection Policy
Use of Social Media Policy
Use of Council Vehicle Policy
Procurement Policy
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Our Commitment to You
As your employer the Council must ensure that you are treated fairly at work and
your workplace is safe. This section of the handbook explains the way in which we
do this.

Treating you fairly
The law states that employees cannot be discriminated against due to:
•
•
•
•
•
•
•
•

Age
Disability
Gender reassignment
Marriage and civil partnership
Pregnancy and maternity
Race (including colour, nationality and ethnic or national origin)
Religion or belief
Sex and sexual orientation

The Council has adopted its Equality, Diversity and Inclusion Policy which
explains the steps it has put in place to ensure that all employees are treated
fairly. The detailed policy may be found in the "Our Policies" section of this
handbook.

Maternity Policy, Paternity Leave and Adoption Leave
The law is clear on the role an employer must play if an employee (or their
partner) becomes pregnant, adopts a child, or has child through surrogacy. This
includes making any reasonable adjustments and allowing time off for medical
appointments. The detailed policy may be found in the "Our Policies" section of
this handbook.
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Keeping you safe
It is important that all our employees are safe at work. This includes us providing
workplaces which are safe, with the correct type of equipment and facilities, and
also ensuring that you can work free from the negative actions of others.

Health and safety at work
The detailed policy may be found in the "Our Policies" section of this handbook.
All our employees have a duty to read the policy and ensure they comply with it
at all times. Any breaches should be reported immediately to your line manager.

Bullying and harassment
The Council will not accept any levels of bullying within the workplace. This
includes mistreatment by colleagues, councillors and the public.
Examples of bullying and harassment are:
• Treating people differently due to one of the protected characteristics
listed above
• Threatening or intimidating behaviour, either physical or verbal
• Making sexual advances
• Inappropriate body contact
• Inappropriate “office banter”
If you feel you are subject to any form of bullying or harassment you should
discuss with your line manager or another senior manager. The detailed policy
may be found in the "Our Policies" section of this handbook.
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Your Wellbeing
The Council has a duty of care to ensure you are best supported regarding your
health needs (both physical and mental) and your work/life balance. This section
of the handbook explains how we do this.

Absence for medical reasons
Medical appointments
You are encouraged to arrange medical (GP and hospital) and dental
appointments outside of your regular working hours. Where this is not possible
you should obtain permission from your line manager in advance and complete
a Medical Appointment absence form on your return.
If a medical appointment requires you to miss a full day’s work, it will be treated
as sickness and will be recorded as such, via the HR and payroll systems.
Time for Opticians appointments is not given off as these appointments are
available at weekends. You may make appointments during the working day but
will be required to make up the lost time in the same week. This rule also applies
for complementary treatments (e.g. acupuncture, chiropractor).

Sickness absence
On your first day of sickness you should telephone your line manager at the start
of the day. An email or text is not permissible and you should not leave a message
with a different member of staff.
You should ensure your line manager is updated on your progress and is aware
of any longer-term implications as soon as possible.
You are able to self-certify a period of sickness absence up to 7 days (including
the weekend) and should complete this form on your first day back at work. The
form should then be passed to your line manager.
17
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If you are absent for more than 7 days, you are legally required to obtain a Fit
note from your GP or other healthcare professional. You should aim to have
received the Fit note in time for your return to work, and you should pass the
note to your line manager.
Failure to provide a Fit note may result in you losing pay for the period you were
absent for.

Sick pay
The Council follows the National Local Agreement with regard to sick pay. All
employees will receive full pay initially, with the length of time this continues
depending on your length of service:
During 1st year of service:

1 month’s full pay and, after completing 4
month’s service, 2 months’ half pay

During 2nd year of service:

2 months’ full pay and 2 months’ half pay

During 3rd year of service:

4 months’ full pay and 4 months’ half pay

During 4th and 5th year of service:

5 months’ full pay and 5 months’ half pay

After 5 years’ service:

6 months’ full pay and 6 months’ half pay

To enable the Council to pay you sick pay, you must continue to keep your line
manager informed and provide fit notes to cover the period of absence.

Return to work
On your return to work from a period of sickness absence you should discuss any
issues with your line manager. The Council has a responsibility to make
reasonable adjustments to enable you to return to work and your line manager
will ask you about your needs, These could include changes to your equipment
and furniture or changes to your hours or working pattern.
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Absence for other reasons
Having a child
There are clear laws regarding the provision of maternity, paternity, and adoption
leave. The detailed policy may be found in the "Our Policies" section of this
handbook.

Looking after children
We recognize that there may be times when you have an urgent need to look
after your children, such as a phone call from nursery or school when they
become unwell. In these times of emergency, you should inform your line
manager that you need to leave work early.
You should then make arrangements for childcare for the next day, until your
child is able to return to their normal setting. If you need to take time off to care
for them you will need to use annual leave or request unpaid leave.
The Council’s parental leave policy allows employees to request a longer period
of unpaid leave (up to 13 weeks, or 18 weeks if your child has a disability), subject
to you having completed one year’s service with us.
The Council is a family friendly employer and will aim to support you balance your
family commitments with work. If your situation changes and you need to make
more permanent changes to your work/life balance you should read the Council’s
Flexibility policy. By law employers must consider requests from employees to
change their working arrangements.

Looking after others
There may be times when you have others who you need to care for and support.
These could include elderly relatives or children over the age of 18. You should
discuss this with your line manager who will try to support you and make
reasonable adjustments.
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Bereavement
If a close member of your family dies (grandparent, mother, father, wife,
husband, partner, sibling, child, grandchild) you are able to take a maximum of 5
days leave which will be paid. This does not need to be taken at the same time
and could be used to cover an initial time off and the funeral.
If you need to take additional time off, you will need to use annual leave or
request unpaid leave.

Your mental health
The Council not only provides support for physical illness but also for times you
may be suffering from stress or other types of mental illness.
If you believe your work is causing your stress or mental illness you should discuss
with your line manager who will make reasonable adjustments to help. These
could include reducing your workload, organizing training, or having weekly catch
up meetings to support you.
If your mental health is suffering due to problems outside the workplace, you
should still discuss with your line manager to see if the Council can provide any
help or advice. This could include providing counselling or signposting you to
other organisations who could help.
There are a number of organizations which provide helpful tools. These include:
https://www.oxfordhealth.nhs.uk/talkingspaceplus/
www.mind.org.uk

Your eyesight
If your eyesight changes due to tasks you undertake at work, you are able to be
reimbursed for the cost of the sight test and a reasonable contribution towards
the cost of new glasses. You should obtain the certification from your optician
and discuss with your line manager.
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The Menopause
We recognize that the menopause is a natural stage of life which can bring both
physical and mental changes. These include changes in temperature, feeling
more tired than usual, losing confidence in your ability, and feeling unable to
concentrate.
The menopause can affect women of any age, as many as 1 in 20 women go
through an early menopause, often caused by certain medical conditions or
treatments.
We appreciate that you may prefer to not disclose your symptoms at work and
you are not required to do so. However, there may be reasonable adjustments
which could help. These include the purchasing of fans, refresher training and
changes to working hours. You should discuss with your line manager or another
senior manager.

Smoking
Smoking is not allowed whilst on duty. This includes patrolling areas within the
town, working in the town’s parks and other outside spaces, and driving any
council vehicles.
Smoking is not allowed in any of the Council’s enclosed spaces. This includes the
Roysse Court offices, the Guildhall, the County Hall, and the Depot.
The restrictions on smoking include traditional cigarettes, e-cigarettes and
personal (non-medical) vaporizers.

Alcohol
The drinking of, or being under the influence of, alcohol whilst you are work is
not allowed. If you are found drinking alcohol, or being under the influence of
alcohol, this will be treated as Gross Misconduct and so could result losing your
job.

Drug misuse
The use of, or being under the influence of, recreational drugs whilst at work, or
representing the Council is not allowed. If you are found to be using drugs, under
21
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the influence of, or distributing drugs this will be treated as Gross Misconduct
and so could result in losing your job.
The detailed policy may be found in the "Our Policies" section of this handbook.

In the workplace
Equipment
During your time at work we will ensure that you have all necessary equipment
and supplies to carry out your role safety. This includes providing you with
appropriate PPE and safety wear such as goggles, ensuring your desk space is
suitable to your own needs and providing specific training where applicable to
your role.

Breaks
You are entitled to a regular break if you work for more than 6 hours, and
additional comfort breaks as required.

Working hours
Your contract of employment states the number of hours the Council have
determined to be required to fulfil your role. It is not expected that you work in
excess of these hours, with the exception of specific tasks or instructions from
your line manager. The law states that the maximum time which can be worked
by a UK adult is 48 hours per week, calculated as an average based on 17 weeks.
The full - time hours worked at the Council are 36.5 hours a week. If you are
concerned that the demands placed on you mean you are breaching the 48 hours
maximum you should raise this with your line manager.
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Your Performance
& Progress
We strive to ensure that every employee has the appropriate tools so they can
carry out their role effectively and develop their skills and knowledge. This section
of the handbook explains how we try to do this.

Probation period
Every new employee has a probation period of 6 months. You will begin to
understand how your role more fully, undertake some training, (either in-house
or external) and demonstrate you have the skills and capability to fulfil the job.
Any issues and training needs will be identified during this period and you will
have regular interaction with your line manager and other members of your
team who will be able to help you make any necessary improvements.
At the end of this period you will have an Appraisal meeting with your line
manager. Your manager will document the meeting and will share the written
report with you. You will be informed whether you have passed your probation
period, meaning your job is now permanent. However, if there is evidence that
your skills, attitude or desire to learn do not match what is required, then your
contract will be terminated.

Appraisals
The performance and progression of all employees is captured in the appraisal
system. Your first appraisal will be carried out by your line manager at the end of
your probation period, and future formal appraisals will take place annually. The
Appraisal Meeting is a two-way process and is an opportunity for you to raise any
issues or concerns, as well as your line manager assessing your performance.
Prior to the appraisal meeting you will be given a Self-Appraisal Form to
complete. This should be passed to your line manager prior to the meeting. At
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the meeting you will discuss your comments on your form and your manager will
communicate their assessment of your performance. A written record of the
Appraisal will be retained on your file, and your manager will provide you with a
copy.
A key purpose of the appraisal system is to identify your development needs
including your training needs. These will be recorded and plans put in place to
ensure you receive the training required.
The Council encourages all staff to develop their skills. You and your line manager
will agree some SMART objectives moving forward. These will be captured on the
appraisal form. These objectives act as targets for you to work towards, by a
mixture of training or gaining more experience.
Throughout the year you should have regular meetings with your line manager
to ensure you are remaining on track and receiving the support needed to
encourage you to meet your objectives.
Copies of the Appraisal Policy, appraisal forms and training and development
records are at the end of this handbook.

Pay progression
Your contract shows the pay range for your role.
Upon successfully passing your probation period you will receive 1 spinal column
point (SCP). The awarding of this SCP increase depends on when your probation
period ends:
Probation passed 1st April – 30th September - SCP increase paid from 6th month
anniversary of your start date
st
st
Probation passed 1 October – 31 March - SCP increase paid from 1st April

All future pay increases are awarded on 1st April each year, subject to satisfactory
performance.
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Training and Development
Training occurs in various ways. The different types of training used to develop
your skills include:
• Learning on the job
• In-house training
• External training

• Online training

- shadowing others, writing guidance notes,
asking questions
- organized for you or your team on specific
areas such as changes to the law
- Attending a course provided by an external
body. This includes statutory training e.g.
health and safety
- the use of webinars and online tutorials e.g. IT
skills

You must complete all training which is required of you. Training needs can be
identified at any time and you do not need to wait until your formal appraisal if
your need is urgent. If you are requesting the training yourself, you will be asked
to support your request with a completed Training Request Form which should
explain the reasons you feel you would benefit. A copy of this form is at the back
of this handbook.

Continuing Professional Development
If you are a member of a professional body, you may be expected to submit
evidence of your professional development. Records of your formal training are
retained centrally but you should ensure that you have your own records of more
informal styles of training you have undertaken. If you are requested by your
professional body to submit a portfolio of evidence you should inform your line
manager who will be able to tell you the types of evidence from your workplace
the Council allows you to use.

25
Version no: 1

Date approved: 24th February 2021

When things go wrong
There may be times when you face problems at work. This section of the handbook
explains the processes in place which manage these problems.

Poor performance
The list below shows the types of problems which can be classified as poor
performance:
•
•
•
•
•
•
•

Poor time keeping and attendance
Attitude to colleagues, councillors and the public
Willingness to learn
Appearance
Missed deadlines
Poor quality of work
Incomplete tasks

When any issues are identified the first stage your line manager will follow is to
have a meeting and make you aware of the problem. You should be as honest as
possible at this meeting, particularly if there are any reasons outside of work
which are causing you to underperform.
Notes of the meeting will be retained, together with plans put in place to help
you improve. These could include changes to your working pattern, training, or
other support.
You will have regular meetings with your line manager at which you will discuss
whether your performance is improving.
You should read the Poor Performance Policy and Procedure at the back of this
handbook.
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Poor conduct and attendance
Persistent poor time keeping, unexplained absence or inappropriate behaviour
will not be tolerated. The Council has adopted a Disciplinary Policy which explains
the steps your line manager will follow in these cases.
The first stage is an informal reminder of the standards expected. If
improvements are not seen, your line manager would arrange a formal meeting
with you in which the problems are discussed further. if the poor standards of
behaviour continue then you would be given a Final written warning.
If your poor conduct is significantly serious, your line manager may issue you
immediately with a formal written warning.If there are still no improvements or
evidence of a desire to improve, the final stage would be dismissal.

Gross misconduct
In some cases, the offences are so serious that they are treated as gross
misconduct. These include:
• theft, dishonesty, falsification of documents or fraud
• physical violence/intimidation/aggressive behaviour or bullying
• deliberate/wilful damage to property or serious negligence, causing
substantial loss or damage to property
• serious negligence causing loss, damage, or injury
• Deliberately accessing internet sites containing pornographic,
inappropriate, offensive, or obscene material
• serious insubordination
• unauthorised absence
• failing to follow a reasonable management instruction
• unlawful discrimination or harassment
• bringing the organisation into serious disrepute
• serious incapability at work brought on by alcohol or illegal drugs
• causing loss, damage, or injury through serious negligence
• a serious breach of health and safety rules
• a serious breach of trust and confidence.

If you are accused of an act of gross misconduct you will suspended from work
on full pay whilst the alleged offence is investigated.
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If the Council is satisfied that the gross misconduct has occurred you will be
dismissed without notice of payment in lieu of notice.
You would have the opportunity to appeal.
You should read the full policy at the back of this handbook.

Grievance policy
If you wish to make a complaint against a colleague, councillor or someone else
you come into contact with at work, you should discuss with your line manager,
or another senior manager. We hope that matters could be resolved at this stage
but if the matter cannot be resolved, or the matter is more serious you should
make a formal complaint in writing.
Once a written formal complaint is received a meeting will be arranged to discuss
the grievance. Your manager (or another manager) will listen to your concerns
and then gather additional evidence. A decision as to whether to uphold your
grievance will be communicated to you in writing.
You would have the opportunity to appeal.
The detailed policy may be found in the "Our Policies" section of this handbook.

Whistleblowing
If you become aware of a colleague or councillor’s wrongful actions you should
feel able to report these to your manager (or another manager) with no negative
implications to your own role or job security. Your manager will investigate your
concerns and may keep a written record. If you raise any concerns relating to
health and safety, these will be investigated as a matter of urgency.
There may be occasions where you believe that reporting internally to a colleague
is insufficient. In these cases, you should report your concerns to the Leader of
the Council in writing (email) or to the Council’s internal auditor, Auditing
Solutions Limited. The detailed policy may be found in the "Our Policies" section
of this handbook.
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Our Policies
This section provides you with the Council’s adopted policies. The Council is
entitled to introduce minor and non-fundamental changes to this policy by
notifying employees of these changes in writing. The Council will consult on any
significant changes.
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Adoption Leave Policy
Qualification
1.1

Adoption leave and pay is available to individuals who adopt or one
member of a couple where a couple adopt jointly.

1.2

Both paid adoption leave and paid paternity leave will be available to
employees who qualify where an approved adoption agency notified the
adopter of a match with a child on or after 6 April 2003.

1.3

To qualify for adoption leave, you must:
1.3.1

have been notified that the employee has been matched by an
adoption agency with a child for the purposes of adoption; and

1.3.2

have been continuously employed by the Council for a period of
not less than 26 weeks ending with the week on which the
notification was given; and

1.3.3

give the Council appropriate notice; and

1.3.4

give the Council a Matching Certificate as evidence of entitlement
to adoption leave.

Notification
1.4

The employee is required to inform the Council of their intention to take
adoption leave within 7 days of being notified that they have been
matched with a child for adoption unless this is not reasonably practicable.
If not reasonably practicable, they should notify the Council as soon as
reasonably practicable with a written explanation for the delay.

1.5

The notice must include the following information:

1.6

1.5.1

when the child is expected to be placed with the employee;

1.5.2

when the employee wants to start the adoption leave;

The employee can change their mind about the date they want their leave
to start, provided they give at least 28 days’ notice in advance (again unless
this is not reasonably practicable). If 28 days’ notice is not reasonably
practicable, they should give notice as soon as reasonably practicable with
a written explanation of the delay.
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1.7

The Council will respond within 28 days of receipt of your notification. The
Council will write to the employee setting out the date on which we expect
them to return to work if the full entitlement to adoption leave is taken.
This date is the Expected Return Date.

Matching Certificate
1.8

The employee must provide a completed matching certificate (available
from the Agency who is placing the child with the employee).

Duration of Leave
1.9

The employee will be entitled to a maximum of 52 weeks’ Adoption Leave;
26 weeks’ Ordinary Adoption leave and 26 weeks’ Additional Adoption
Leave.

When Leave Can Be Taken
1.10 The employee can choose to start their leave either:
1.10.1

from the date of placement (whether this is earlier or later than
expected); or

1.10.2

from a fixed date which can be up to 14 days before the expected
date of placement.

1.11 Only one period of leave is available regardless of whether more than one
child is placed for adoption as part of the same arrangement.
1.12 Sometimes the placement ends during the adoption leave period, for
instance when the adoption agency that matched the employee with the
child notifies the employee that the child will not in fact be placed with him
or her, or if the child dies or the match is considered unsuitable. If this
happens, the employee is entitled to continue the adoption leave for up to
8 weeks after the end of the placement.
1.13 It should be noted that adoption leave is in addition to parental leave
(currently 13 weeks or 18 weeks for parents of disabled children).

31
Version no: 1

Date approved: 24th February 2021

Returning to Work
Right to Return
1.14 Where the employee takes Ordinary Adoption Leave only (i.e.: up to 26
weeks) they have the right to return to the same job as the one they left,
and to be treated as if they had never been absent.
1.15 Where they take Additional Adoption Leave (i.e.: more than 26 weeks’ and
up to 52 weeks’ leave) they have the right to return to the same job, or if
that is not reasonably practicable, to another job which is both suitable and
appropriate in the circumstances.
Notice of Return
1.16 Where the employee tends to return to work on the Expected Return Date,
no notice is required to be given to the Council.
1.17 Where the employee wishes to return to work before the Expected Return
Date, they must give the Council at least 8 weeks’ notice of the date they
intend to return. This notice may be verbal.
1.18 If the employee fails to give at least 8 weeks’ notice then the Council is
entitled to postpone their return and is not obliged to pay them your
normal remuneration until the agreed return date.
Adoption Pay
1.19 Payments for employees who have less than 1 year’s continuous local
government service by the week in which they are notified by an approved
adoption agency that a match has been made with a child, shall be the
employee’s entitlement to Statutory Adoption Pay (SAP).
1.20 Payments for employees who have completed not less than one year’s
continuous local government service by the week in which they are
notified by an approved adoption agency that a match has been made with
a child, shall be as follows:
1.20.1

For the first six weeks of absence an employee shall be
entitled to nine-tenths of a week’s pay offset against
payments made by way of SAP.
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1.20.2

If having declared their intention to return to work then for
the subsequent 20 weeks they shall be paid half a week’s pay
without deduction, except by the extent to which the
combined pay and SAP exceeds full pay.

1.20.3

For employees not intending to return to work payments
during the subsequent 20 weeks shall be the employee’s
entitlement to SAP.

1.21 Payments made by the Council during adoption leave under 14.20.1 above,
shall be made on the understanding that the employee will return to the
Council’s employment for a period of at least three months, which may be
varied by the Council on good cause being shown and, in the event of them
not doing so, they shall refund the monies paid, or such part thereof, if any,
as the Council may decide. Payments made to the employee by way of SAP
are not refundable.
A Week’s Pay
1.22 The term “a week’s pay” for employees whose remuneration for normal
working hours does not vary with the amount of work done in the period,
is the amount payable by the Council to the employee, under the current
contract of employment for working their normal hours in a week. Where
there are no normal working hours, a week’s pay is the average
remuneration in the period of 12 weeks preceding the date on which the
last complete week ended, excluding any week in which no remuneration
was earned.
Statutory Adoption Pay
1.23 Statutory Adoption Pay (SAP) is available if the employee:
1.23.1

has 26 weeks’ continuous service by the week in which they
are notified by an approved adoption agency that match has
been made with a child; and

1.23.2

gives appropriate notification to the Council; and

1.23.3

gives the Council a completed Self Certificate; and

1.23.4

has average weekly earnings of not less than the lower
earnings limit for National Insurance Contributions.
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Notification
1.24 The employee must give the Council at least 28 days’ notice of the date
upon which they expect any payment of Statutory Adoption Pay to begin
unless this is not reasonably practicable.
1.25 The employee can change their mind about the date they want your SAP
to start provided they give at least 28 days’ notice in advance (again unless
this is not reasonably practicable).
1.26 If 28 days’ notice is not reasonably practicable, they should give notice as
soon as reasonably practicable with a written explanation for the delay.
Amount Paid
1.27 SAP will be the lesser of the prescribed rate per week or 90% of the
employee’s average weekly earnings. This rate is the same for Statutory
Maternity Pay and Statutory Paternity Pay.
Alternative / Additional Financial Help for Adopters
1.28 If the employee’s average weekly earnings are below the lower earnings
limit for National Insurance Contributions purposes, and do not qualify for
SAP, they may be eligible for income support whilst on adoption leave.
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Alcohol and Drug Abuse Policy
1.1

An employee must not drink alcohol whilst they are at work on Council
premises or the premises of its customers or clients – unless they have been
given prior permission by a member of the Council’s Management Team,
and it does not impair their ability to do their work duties.

1.2

Any employee who is found consuming alcohol, without the prior
permission by a member of the Council’s Management Team, on the
Council’s premises or the premises of its customers and clients, or is found
to be intoxicated at work will normally face disciplinary action on the ground
of gross misconduct under the Council’s disciplinary procedure.

1.3

Employees may be asked to undergo a medical examination, which will seek
to determine whether he/she has taken a controlled drug or has an alcohol
abuse problem.

1.4

A refusal to give consent to such an examination, or a refusal to undergo the
screening will normally be treated as gross misconduct for employees.

1.5

The possession, use or distribution of drugs for non-medical purposes on
the Council’s premises is strictly forbidden and a gross misconduct offence.

1.6

If an employee is prescribed drugs by their doctor which may affect their
ability to perform their work they should discuss the problem with their line
manager.

1.7

If the Council suspects there has been a breach of this policy, or the
employee’s work performance or conduct has been impaired through
substance abuse, the Council reserves the right to require them to undergo
a medical examination to determine the cause of the problem.

1.8

If the employee refuses to undergo a medical examination in such
circumstances, their refusal will normally be treated as gross misconduct.
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1.9

If, having undergone a medical examination, it is confirmed that the
employee has been positively tested for a controlled drug, or they admit
there is a problem, the Council reserves the right to suspend them from their
employment (with or without pay), to allow the Council to decide whether
to deal with the matter under the terms of the Council’s disciplinary
procedure, and/or to require the employee to undergo treatment and
rehabilitation.

1.10 The Council reserves the right to search the employee, or any of their
property held on Council premises, at any time if there are reasonable
grounds to believe that this policy is being or has been infringed, or for any
other reason. If the employee refuses to comply with these search
procedures, their refusal will normally be treated as gross misconduct.
1.11 The Council reserves the right to inform the police of any suspicions it may
have with regard to the use of controlled drugs by its employees on the
Council’s premises.
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Appraisal Policy
1.1

An Appraisal is a process which allows the employer / employee to give /
receive feedback about their achievements, areas for improvement and to
set expectations for the coming year.

1.2

All employee will have an initial appraisal at the end of their probationary
period (usually six months). Future appraisals shall take place at least
annually. There may be occasions where it is appropriate to carry out an
appraisal more frequently, e.g. due to changes in role or line management.

1.3

A formal meeting shall be arranged between the employee and line
manager, with an appropriate period of notice given to allow for
preparation time.

1.4

The employee shall be provided with a Self-Assessment Appraisal Form
which shall be completed prior to the meeting. The form shall be shared
with the line manager either before, or at the meeting.

1.5

The meeting shall take place in a closed office, away from interruptions
and other staff.

1.6

During the meeting the employee and line manager shall ensure they have
an open, honest, and two-way conversation – the appraisal should not be
just “top-down” with management telling and the employee receiving. The
self- assessment Appraisal form shall be used as a starting point for further
conversation.

1.7

During the meeting reference shall be made to:

i.

The employee’s job description

ii.

The completed self-assessment Appraisal Form

iii.

Records from the employee’s previous appraisals

iv.

Sickness records

v.

Training and Development records

vi.

Feedback from other managers, councillors and relevant parties
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1.8

The employee shall be given opportunity to respond to any comments
made by the line manager.

1.9

Targets for the coming year shall be set, which align with the employee’s
job description and the Council’s overall corporate objectives and Forward
Plan. These targets shall be SMART – Specific, Measurable, Achievable,
Realistic and Timely.

1.10 The appraisal meeting shall be used as an opportunity to review any work
plans an employee has in place for the coming period and discuss and
delays in completing tasks on the work plan in the preceding period.
However, it is expected that employees meet regularly with their line
managers to discuss work plans during the year, and not just at the
appraisal meeting.
1.11 The employee and line manager shall consider training and development
needs to enable the employee to work towards the agreed targets.
Training and development can take many forms and it is important that
both employee and line manager agree on the type of training and support
needed e.g. mentoring or shadowing colleagues, formal qualification,
1.12 A record of the appraisal of performance during the previous year (or other
specified time period since the last appraisal), together with the agreed
targets and training needs shall be recorded on the Appraisal Form. The
form shall then be signed by both employee and line manager as a correct
record of the appraisal meeting.
1.13 Specific training and development needs shall be recorded in more detail
on the Training and Development record.
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Bereavement Policy
1.1

It is the policy of the Council to grant all employees up to a total of 5
working days bereavement time off without loss of pay when a death
occurs in an employee's immediate family (i.e. mother, father,
wife/husband, partner, sister, brother, daughter, son, grandchildren or
grandparents).

1.2

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.
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Data Protection Policy
1.1

The Data Protection Act relates to the handling of all data including
employee information as well as client or customer related data. Data
under the Act breaks down into two categories - ordinary personal data
and sensitive personal data. The Act requires the Council to take
additional steps to protect sensitive personal data.

What Sensitive Personal Data Does the Council Hold?
1.2

1.3

The Council believe that the vast majority of the information which it
holds is not considered (under the terms of the Act) to be sensitive
personal data. The Council believe that the only exceptions to this are:
1.2.1

racial or ethnic origin - which it holds for the purposes of equal
opportunity monitoring;

1.2.2

employment health questionnaire and other information relating
to an employee’s health and sickness absence - which the
Council holds so it can monitor and control sickness absence and
ensure that it can pay you sick pay; and

1.2.3

any disciplinary or other records to the extent that they relate to
criminal offences. For example, this would include criminal
offences which the employee has disclosed when they applied
for a job with the Council (and which are not exempt from
disclosure under the Rehabilitation of Offenders Act), and data
created in the thankfully infrequent event of allegations being
made against employees that involve, or could involve, a criminal
offence such as theft.

Subject to some exceptions, the Data Protection Act requires the Council
to obtain your explicit consent to hold and process sensitive personal
data. Without this consent the Council will not be able to process this
data, which would for example potentially produce the result that the
Council could not pay you if you were off sick.
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What Other Personal Data Does the Council Hold About an Employee?
1.4

In general terms, the Act entitles the employee, on making a written
request and paying the required fee, to obtain access to the data that the
Council holds and processes about them. Precise details of what data the
Council holds will vary from person to person. Broadly, however, the
types of data that the Council will hold and process about the employee
will include:
Personal Details
1.4.1.1

Title, Name, Address - for contact purposes;

1.4.1.2

Home and mobile phone numbers - for contact
purposes;

1.4.1.3

National Insurance number - for payroll processing and
tax purposes;

1.4.1.4

Date of birth and age - in order to address benefit
related queries where age is a relevant factor, and for
the purpose of applying the Council’s retirement policy;

1.4.1.5

Emergency contact (possibly next of kin) details - for
emergency contact purposes and for administration of
flexible benefits; and

1.4.1.6

Marital status - in order to address benefit related
queries where marital status may be a factor and for tax
purposes.

Employment record
1.4.2.1

Start date and length of service - for processing and
informational purposes, and to determine employment
rights and eligibility for some benefits;

1.4.2.2

Employment history - in order to monitor career
development;

1.4.2.3

Holiday entitlement - for payroll processing and
informational purposes;
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1.4.2.4

Pension scheme member - in order to respond to
enquiries;

1.4.2.5

Health and safety roles - if applicable;

1.4.2.6

Accidents at work - if applicable for health and safety
reasons; and

1.4.2.7

Any current disciplinary warnings.

42
Version no: 1

Date approved: 24th February 2021

Dignity at Work Policy
1.1

The Council aims to ensure that all its employees have dignity at work. That
means that there are some types of behaviour that are unacceptable which
will include the following:
1.1.1 being offensive, abusive, malicious, insulting or intimidating to a
fellow employee; or
1.1.2 engaging in unjustifiable criticism towards a fellow employee; or
1.1.3 imposing a punishment upon a fellow employee without
reasonable justification; or
1.1.4 changing an employee’s duties or responsibilities to his or her
detriment without reasonable justification.

1.2

This policy applies to all employees, regardless of their rank or seniority.
Breach of this policy will be treated as misconduct.

1.3

If an employee feels that their dignity at work has been compromised they
should raise the matter through the Council’s grievance procedure.
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Disciplinary Policy
Purpose and scope

1.1

This policy is designed to help and encourage all employees to achieve and
maintain standards of conduct and attendance. The Council rules in this
Policy/Procedure apply to all employees/workers. The aim is to ensure
consistent and fair treatment for all in the organisation.

Principles

1.2

Informal action will be considered, where appropriate, to resolve
problems.

1.3

No disciplinary action will be taken against an employee until a reasonable
investigation of the allegations has been undertaken.

1.4

Staff will be advised of the nature of the complaint against them and will
be given the opportunity to state their case before any decision is made at
a disciplinary meeting.

1.5

Staff will be provided, where appropriate, with written copies of evidence
and relevant witness statements in advance of a disciplinary meeting.
Witness statements may be, in appropriate circumstances, anonymised.

1.6

At all meetings that may result in a disciplinary sanction being imposed,
staff will have the right to be accompanied by a trade union representative
or work colleague.

1.7

No employee with over 12 months’ service will be dismissed for a first
breach of discipline except in the case of gross misconduct, when the
penalty will be dismissal without notice or payment in lieu of notice.

1.8

Staff will have the right to appeal against any disciplinary action.
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1.9

The procedure may be implemented at any stage if the employee's alleged
misconduct warrants this.

The Procedure
First stage of formal procedure

1.10 This will normally be a first warning for misconduct if conduct does not
meet acceptable standards. This will be in writing and set out the nature of
the misconduct and the change in behaviour required and the right of
appeal. The warning will also inform staff that a final written warning may
be considered if there is no sustained satisfactory improvement or change.
A copy of this written warning will be kept on the employee’s Human
Resources file but will be disregarded for disciplinary purposes after 12
months subject to achieving and sustaining satisfactory conduct.
Final written warning

1.11 If the offence is sufficiently serious, or if there is further misconduct during
the currency of a prior warning, a final written warning may be given. This
will give details of the complaint, the improvement required and the
timescale. It will also warn that failure to improve may lead to dismissal (or
some other action short of dismissal) and will refer to the right of appeal.
A copy of this written warning will be kept on employee’s Human
Resources file but will be disregarded for disciplinary purposes after 12
months subject to achieving and sustaining satisfactory conduct.
Dismissal or other sanction
1.12 If there is still further misconduct the final step in the procedure may be
dismissal or, in appropriate cases, some other action short of dismissal
such as demotion, deduction of pay or transfer. Dismissal decisions can
only be taken by the appropriate manager, and staff will be provided in
writing an outline of the reasons for dismissal, the date on which the
employment will terminate, and the right of appeal.
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1.13 If some sanction short of dismissal is imposed, staff will receive details of
the complaint, will be warned that dismissal could result if there is no
satisfactory improvement in the future, and will be advised of the right of
appeal.
Gross misconduct

1.14 The following list provides some examples of offences which are normally
regarded as gross misconduct:
1.14.1

theft, dishonesty, falsification of documents or fraud

1.14.2

physical violence/intimidation/aggressive behaviour or
bullying

1.14.3

deliberate/wilful damage to property or serious negligence
causing substantial loss or damage to property

1.14.4

serious negligence causing loss, damage, or injury

1.14.5

Deliberately accessing internet sites containing pornographic,
inappropriate, offensive, or obscene material

1.14.6

serious insubordination

1.14.7

unauthorised absence

1.14.8

failing to follow a reasonable management instruction

1.14.9

unlawful discrimination or harassment

1.14.10

bringing the organisation into serious disrepute
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1.14.11

serious incapability at work brought on by alcohol or illegal
drugs

1.14.12

causing loss, damage, or injury through serious negligence

1.14.13

a serious breach of health and safety rules

1.14.14

a serious breach of trust and confidence.

1.15 If an employee is accused of an act of gross misconduct, they may be
suspended from work on full pay, whilst the alleged offence is investigated.
If, on completion of the investigation and the full disciplinary procedure,
the Council is reasonably satisfied that gross misconduct has occurred, the
result will normally be summary dismissal without notice or payment in
lieu of notice.
Appeals

1.16 If you an employee wishes to appeal against a disciplinary decision they
must do so within five working days of the receipt of the disciplinary
decision letter. The appeal should state the ground (s) for the appeal which
can only be on one or more of the following three categories:
• the finding or penalty is unfair
• new evidence has come to light, or
• the disciplinary procedure was not used correctly.
1.17 A nominated senior manager/Councillor will hear the appeal and their
decision is final.
1.18 A written decision will be sent up to 10 working days following the
Appeal.
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Equal Opportunities Policy
1.1

The Council is an equal opportunity employer. We are committed to ensuring
within the framework of the law that our workplaces are free from unlawful
or unfair discrimination because of Protected Characteristics as defined by
the Equality Act 2010. We have adopted this policy as a means of helping to
achieve these aims.

1.2 The Protected Characteristics are
• Age
• Disability
• Gender Reassignment
• Race
• Religion or Belief
• Gender
• Sexual Orientation
• Marriage and Civil Partnership
• Pregnancy and Maternity
1.3 We aim to ensure that our employees achieve their full potential and that all
employment decisions are taken without reference to irrelevant or
discriminatory criteria.
What is discrimination?
1.4

Direct discrimination – when someone is treated less favourably than
another person because of a Protected Characteristic.

1.5

Associative discrimination or discrimination by association – direct
discrimination against someone because they associate with another
person who possesses a Protected Characteristic.

1.6

Discrimination by perception – direct discrimination against someone
because it is thought that they possess a particular Protected
Characteristic even if they do not actually possess it.
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1.7

Indirect discrimination - occurs where an individual’s employment is
subject to an unjustified provision criterion or practice which e.g. one sex
or race or nationality or age group finds more difficult to meet, although
on the face of it the provision, criterion or practice is ‘neutral’.

1.8

Harassment – unwanted conduct related to a relevant protected
characteristic which has the purpose or effect of violating an individual’s
dignity or creating an intimidating, hostile, degrading, humiliating or
offensive environment for that individual. Employees may complain of
such offensive behaviour even if it is not directed towards them personally.

1.9

Victimisation – when an employee is treated less favourably because they
have made or supported a complaint or raised a grievance under the
Equality Act 2010 or are suspected of doing so.

Commitment
1.10 The Council is committed to ensuring that all employees and applicants for
employment are protected from unlawful discrimination in employment.
1.11 Recruitment and employment decisions will be made on the basis of fair
and objective criteria.
1.12 Person and job specifications shall be limited to those requirements which
are necessary for the effective performance of the job.
1.13 Interviews will be conducted on an objective basis and personal or home
commitments will not form the basis of employment decisions except
where necessary and relevant.
1.14 All employees have a right to equality of opportunity and a duty to
implement this policy. Discrimination is a serious disciplinary matter which
will normally be treated as gross misconduct.
1.15 Anyone who believes that he or she may have been disadvantaged on
discriminatory grounds should raise the matter through the Council’s
grievance procedure.
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Equal Pay Policy
1.1

The Council is committed to the principle of equal pay for men and women.
In this context “pay” includes not only remuneration, but also other benefits
of employment such as promotion and training opportunities, and access to
facilities provided within the employment package from time to time.

1.2

The Council is committed to introducing and maintaining pay systems which
are transparent, based on objective criteria and free from gender bias.

1.3

Women and men employed by the Council are entitled to equal pay if they
are undertaking work which is substantially similar, or is of equal value to
the organisation - unless there are specific and clear reasons unconnected
with their gender which explain and justify any differential in pay. In some
cases, individuals carrying out similar work may receive different salaries
because of seniority, incremental points, qualifications, and other such
factors.

1.4

You should raise any query or grievance concerning your pay and its
evaluation in accordance with the Council’s grievance procedure.
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Flexible Working Policy
Qualification
1.1

1.2

In order to make a request for flexible working the employee must:
1.1.1

be an employee;

1.1.2

not be an agency worker;

1.1.3

are, or become, a carer;

1.1.4

have a child under 17 years, or 18 years in the case of a disabled
child;

1.1.5

have been continuously employed by the Council for a period of
not less than 26 weeks at the date the application is made;

1.1.6

make the application no later than before the child’s 17th birthday
or 18th birthday in the case of a disabled child;

1.1.7

have or expect to have responsibility for the child’s upbringing;

1.1.8

be making the application to enable you to care for the child;

1.1.9

be responsible for the care of a person aged 18 or over.

1.1.10

not have made another application to work flexibly under the
right to make such applications during the past 12 months.

The right to apply for flexible working arrangements applies to the mother,
father, adopter, guardian or foster parent of the child or the partner or
spouse of such a person, living with the child.

Scope of a Request
1.3

The Council will endeavor to accommodate the employee’s needs, but
when doing so, will consider the Council’s business requirements.

1.4

If you qualify, you have a legal right to request:
1.4.1

a change to hours worked;

1.4.2

a change to the times you are required to work;
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1.5

1.4.3

a change in duties;

1.4.4

a change to any other terms of your employment.

Any agreed change to the employee’s terms and conditions will be
permanent unless the Council agree otherwise.

Application
1.6

If an employee decides to make a flexible working request they must follow
this procedure. However, before making an application they should think
about:
1.6.1

what working pattern will help them best care for the child;

1.6.2

the financial implications a change might have on them;

1.6.3

what effects, if any, the change will have on the Council’s business
and how these might be accommodated.

1.7

The application must be in writing, signed and dated and:
1.7.1

state that it is an application under the right to apply for flexible
working arrangements;

1.7.2 specify the change applied for;
1.7.3 specify the date on which the employee would like the change to be
effective;
1.7.4 explain what effect, if any, making the change applied for would
have on the Council; and
1.7.5 explain how the employee meets the eligibility requirements.
1.8

The employee can only make one application per year. If they have made
a previous application to the Council for flexible working arrangements,
then the application must state this and give the date on which the
previous application(s) are, or were, made.
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The Council’s Response
1.9

The Council may agree to the request without discussing it with the
employee provided we notify you within 28 days of receipt of the
application that the request is granted.

1.10 Otherwise, the Council will arrange to meet with the employee within 28
days of receiving the application (or longer if mutually agreed). If the
person who would normally consider the application is on holiday, or sick
leave, this time limit will be automatically extended.
The Meeting
1.11 The employee is entitled to bring a companion to the meeting. The
companion can address the meeting, but not answer questions on your
behalf. The companion should be a trade union representative or work
colleague of the employee’s choosing.
1.12 At the meeting, the Council will discuss the work pattern suggested in
depth and how best it might be accommodated. If there are problems in
accommodating the request, we will consider alternative working
patterns.
After the Meeting
1.13 Within 14 days of the meeting the Council will write to the employee to
either agree a new working pattern and a start date or, where the decision
is to refuse the variation, to set out the grounds for the refusal;
1.14 The grounds on which the Council can reject your request include:
1.14.1

burden of additional costs;

1.14.2

detrimental effect on the ability to meet customer demand;

1.14.3

inability to reorganise work amongst existing staff;

1.14.4

inability to recruit additional staff;

1.14.5

detrimental effect on quality;

1.14.6

detrimental impact on performance;

53
Version no: 1

Date approved: 24th February 2021

1.14.7

insufficiency of work during the periods the employee proposes
to work;

1.14.8

planned structural changes;

1.14.9

any other ground allowed by regulations.

The Appeal Procedure
1.15 The employee may appeal the Council’s decision provided they do so
within 14 days of receiving the Council’s decision. The notice of appeal
must be in writing, signed and dated as before, and set out the grounds of
the appeal.
1.16 Within 14 days of receipt of the notice of appeal, the Council will either
hold a meeting with the employee to hear the appeal or allow the appeal
and notify them accordingly.
1.17 Within 14 days of holding the meeting to hear the appeal, the Council will
give the employee notice of its decision on the appeal. If we allow the
appeal, the notice will specify the variation in terms and conditions agreed,
and the date from which it is to take effect. Where the Council dismisses
the appeal, the notice will set out the grounds on which the dismissal is
based.
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Grievance Policy
The procedures do not apply in cases of redundancy, or a dismissal at the expiry
of the term of a fixed contract, disciplinary matters, performance matters,
income tax, statutory sick pay, statutory maternity pay, national insurance,
pension and pension rights, pay and grading (except for grievances about the
processes involved in grading) and public interest disclosures..

Dealing with grievances informally
1.1

If an employee has a grievance or complaint to do with their work or the
people they work with they should, wherever possible, start by talking it
over with their manager, and may be able to agree a solution informally
between both parties.

Formal grievance
1.2

If the matter is serious and/or the employee wishes to raise the matter
formally they should set out the grievance in writing to their manager. The
employee should stick to the facts and avoid language that is insulting or
abusive. Where the grievance is against their manager and they feel unable
to approach him or her they should talk to another manager.

Grievance hearing
1.3

The employee’s manager will call them to a meeting, normally within 5
working days, to discuss the grievance. The employee has the right to be
accompanied by a colleague or trade union representative at this meeting.
After the meeting, the manager will give a decision in writing, normally
within 5 working days.

Appeal
1.4

If the employee is unhappy with their manager’s decision and they wish to
appeal they should let their manager know, in writing outlining the reasons
why they wish to appeal, within 5 working days from receipt of the decision
letter. The employee will be invited to an appeal meeting, normally within
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5 working days, and their appeal will be heard by a more senior manager
or a Councillor/s. The employee has the right to be accompanied by a
colleague or trade union representative at this meeting.

1.5

After the meeting the manager will give the employee a decision, normally
within 5 working days. The manager’s/Councillor’s/Councillors’ decision is
final.

Mediation
1.6

In addition, where appropriate and at any stage of the process, either party
can request that the matter is subject to mediation which would take place
by the agreement of both parties, and may include the use of external third
party mediators in an attempt to reach a mutually agreeable outcome.

1.7

Records of grievances
Records of formal grievances will be kept by the Town Clerk detailing the
nature of the grievance raised, the Council's response, any action taken
and the reasons for it. These records will be kept for no more than 18
months - records of grievances dealt with at the informal stage, will be kept
by the line manager with the Town Clerk being given brief details for
monitoring purposes. These records will also be kept for no more than
18 months. In all cases records will be retained in accordance with the
Data Protection Act 1998. Copies of any meeting notes will be given to
the employee except in exceptional circumstances, for example, to protect
a witness.

1.8

Exceptional Circumstances
We will follow the above procedure unless there are reasonable grounds
to believe that by doing so any party might be exposed to a significant
threat, for example violent, abusive, or intimidating behaviour. There will
always be a certain amount of stress and anxiety when dealing with
grievance cases. This exemption will only apply where the chairman is
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satisfied there is reasonable belief (on either side) that any party, their
family or their property, would come to some serious physical or mental
harm; or a third party is threatened. We therefore reserve the right to
adjust the procedure to take account of exceptional circumstances.

1.9

Additional Notes
We will follow the timescales listed above wherever possible. However,
where there are good reasons, e.g. the need for further investigation,
holidays, sickness, or the lack of availability of witnesses or fellow
workers/trade union representatives, an extension of the permitted
timescale may be necessary.
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Harassment Policy
1.1

Harassment pollutes the working environment and can have a devastating
effect on the health, confidence, morale, and performance of those affected
by it. It may also have a damaging effect on other employees who are not
themselves the object of unwanted behaviour but are witness to it or who
have knowledge of the behaviour. All employees are entitled to a working
environment which respects their personal dignity, and which is free from
such objectionable conduct. Harassment could result in a disciplinary
offence and may be treated as gross misconduct.

1.2

Harassment is either:
1.2.1 Unwanted conduct related to a relevant Protected Characteristic
which affects the dignity of men or women at work; or
1.2.2 Bullying of colleagues by intimidatory behaviour; or
1.2.3 Unfavourable conduct at work, whether verbal or non-verbal,
towards someone based on a Protected Characteristic which could
affect his/her dignity at work.

1.3

A single incident can amount to harassment if sufficiently grave.

1.4

Examples of harassment could include:
1.4.1 Threatened or actual violence.
1.4.2 Requests for sexual favours.
1.4.3 Unnecessary body contact.
1.4.4. Threat of dismissal, loss of promotion, etc. for refusal of sexual or
other favours
1.4.5 Insensitive jokes and pranks.
1.4.6 Lewd comments about appearance.
1.4.7 Repeated instances of minor harassment acts.
58

Version no: 1

Date approved: 24th February 2021

1.4.8 Speculation about a person's private life and or sexual
activities.
1.4.9 Displays of sexually offensive material, e.g. Pin-ups.
1.5

Bullying is defined as any form of physical or verbal attack and/or threat of
such, or the abuse of position, in order to attack or undermine the
confidence or ability of another, or to place another employee under
unreasonable pressure or subjecting another to detrimental treatment, by
either act or omission.

1.6

Employees may complain of behaviour that they find offensive even if it is
not directed at them personally, and they do not personally possess the
relevant Protected Characteristic.

1.7

Employees are also protected from harassment related to Discrimination
by Perception and Associative Discrimination.

1.8

Where harassment arises from people not directly employed by the
Council e.g. customers or clients, such complaints will be taken seriously
and will be pursued with the third party concerned, exercising whatever
sanctions are available.

1.9

Anyone who believes that he or she may have been the victim of
harassment should raise the matter through the Council’s grievance
procedure.

1.10 All types of harassment should also be reported to either the line manager
or the Town Clerk.
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Health and Safety at Work Policy
1.1

The Council recognises that it has a legal duty of care towards protecting
the Health and Safety of its employees and others who may be affected by
the Council’s activities.

1.2

It is the responsibility of all employees to co-operate in the implementation
of this Health and Safety Policy within their areas of influence. All
employees have a legal duty to ensure their own safety and the safety of
others (for example, colleagues, visitors, contractors) under the Health and
Safety at Work etc Act 1974.

Employees must therefore:

1.2.1

comply with any safety instructions and directions issued by
the Council;

1.2.2

take reasonable care for health and safety and the health and
safety of other persons (e.g. other employees, contractors,
customers, workmen, etc.) who may be affected by the
employee’s acts or omissions at work, by observing safety rules
which are applicable to you;

1.2.3

co-operate with the Council to ensure that the aims of the
Health and Safety policy are achieved, and any duty or
requirement on the Council by or under any of the relevant
statutory provisions is complied with;

1.2.4

report and co-operate in the investigation of all accidents or
incidents that have led to or may lead to injury;

1.2.5

use equipment or protective clothing provided in accordance
with the training you have received;

1.2.6

report any potential risk or hazard or malfunction of
equipment to the appropriate authority.
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1.3

In order to discharge its responsibilities the management will:

1.3.1

provide an organisational structure that defines the
responsibilities for health and safety;

1.3.2

ensure that the systems and procedures relating to this Policy
Statement are rigorously applied;

1.3.3

provide adequate control of the health and safety risks arising
from our work activities;

1.3.4

consult with our employees on matters affecting their health
and safety;

1.3.5

provide and maintain safe plant and equipment;

1.3.6

ensure the safe handling and use of hazardous substances;

1.3.7

provide information, instruction, and supervision for
employees;

1.3.8

provide adequate training and ensure that all employees are
competent to do their tasks;

1.3.9

prevent accidents and cases of work-related ill health;

1.3.10

maintain safe and healthy working conditions;
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1.3.11

satisfy itself that any organisation who is contracted to carry
out work for the Council, is able to demonstrate that it pays
due regard to health and safety matters;

1.3.12

bring this Policy Statement to the attention of all employees
and seek their co-operation in supporting the management in
its efforts to establish and maintain a safe and healthy
working environment.

1.4

This Health and Safety Policy Statement and its associated organisational
arrangements, systems, and procedures, will be reviewed at least annually
and revised as necessary to reflect changes to the business activities. Any
changes to the Policy will be brought to the attention of all employees.

1.5

Any failure by an employee to comply with any aspect of the Council’s health
and safety procedures, rules or duties will be treated by the Council as
serious or gross misconduct.

1.6

An employee has a responsibility to observe all safety rules, and to
co-operate with the manager charged with responsibility for the
implementation of the Council’s health and safety policy to achieve a
healthy and safe workplace, and to take reasonable care of themselves and
others.
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Maternity Policy
Ante-natal Care
1.1

An employee has the right not to be unreasonably refused paid time off
during working hours to receive ante-natal care.

1.2

The appointment must be made on the advice of a registered doctor,
midwife, or health visitor. After the first appointment, the employee must
be prepared to produce a certificate confirming their pregnancy and their
appointment card. Time off for ante-natal classes will be paid at the
appropriate hourly rate, the calculation of which depends on whether or
not they have regular hours.

Maternity Leave

1.3

The employee is entitled to a maximum of 52 weeks maternity leave
comprising of Ordinary Maternity Leave and Additional Maternity Leave.
They are entitled to Maternity Leave provided they notify the Council on
or before the 15th week before the baby is due of:
1.3.1

their pregnancy; and

1.3.2

their Expected Week of Childbirth (EWC); and

1.3.3

the date on which they intend their Ordinary Maternity Leave to
start. This date cannot be earlier than the 11th week before the
EWC; and

1.3.4

they must also provide the Council with the original Maternity
Certificate (MAT B1) issued by their doctor.

1.4

Ordinary Maternity Leave is a maximum of 26 weeks in duration.

1.5

The employee can choose to work right up to childbirth unless there are
health and safety reasons which prohibit this.
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1.6

Ordinary Maternity Leave commences on the date chosen by the
employee except:
1.6.1 where Ordinary Maternity Leave commences early due to
pregnancy related sickness absence.
1.6.2 Ordinary Maternity Leave will commence on the day of childbirth if
this is earlier than the employee’s chosen start date.

Additional Maternity Leave
1.7

The employee will be entitled to Additional Maternity Leave. This is an
additional period of 26 weeks’ maternity leave following immediately after
the end of the Ordinary Maternity Leave. The employee therefore receives
a total maximum period of maternity leave of 1 year.

Information from the employee - Intended Start of Maternity Leave
1.8

At the same time as giving the Council the Maternity Certificate and
informing the Council of the pregnancy, the employee should also give
notice of the date on which they intend to start maternity leave. If the
employee cannot provide this information on or before the 15th week
before the EWC they should do so as soon as is reasonably practicable.

1.9

The employee can change their mind about the intended start date of
leave, and must give the Council at least 28 days’ notice either before the
original start date of leave, or new start date of leave, whichever is the
earliest.

1.10 If the employee gives less than 28 days’ notice of the date on which they
intend to start maternity leave, they must also explain the delay.
Depending on circumstances, the Council may refuse to allow them to start
their maternity leave until the 29th day after receipt of notice.
Information from the Council - Expected Date of Return
1.11 Within 28 days of receiving the notice of intended start of Maternity Leave,
the Council will send a letter stating the expected date of the employees
return from maternity leave.
1.12 The Council will assume, unless otherwise advised by the employee, that
they wish to take their full maternity leave entitlement.
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Maternity Payment Period
1.13 Most employees are entitled to maternity benefit for the first 39 weeks of
Maternity Leave. Maternity benefit is either Statutory Maternity Pay paid
by the Council or Maternity Allowance paid by the Department of Work
and Pensions.
Maternity Pay
1.14 Payments for employees who have less than 1 year’s continuous local
government service at the beginning of the 11th week before the EWC shall
be the employee’s entitlement to Statutory Maternity Pay (SMP) where
eligible.
1.15 Payments for employees who have completed not less than one year’s
continuous local government service at the 11th week before the EWC shall
be as follows:
1.16 For the first six weeks of absence an employee shall be entitled to ninetenths of a week’s pay offset against payments made by way of SMP or
Maternity Allowance (MA) for employees not eligible for SMP.
1.17 If having declared their intention to return to work, then for the
subsequent 12 weeks they shall be paid half a week’s pay without
deduction except by the extent to which the combined pay and SMP (or
MA and any dependents’ allowances if the employee is not eligible for
SMP) exceeds full pay.
1.18 For employees not intending to return to work payments during the
subsequent 12 weeks shall be the employee’s entitlement to SMP.
1.19 Payments made by the Council during maternity leave under 12.17 above
shall be made on the understanding that the employee will return to local
authority employment for a period of at least 3 months, which may be
varied by the Council on good cause being shown and, in the event of them
not doing so, they shall refund the monies paid, or such part thereof, if any,
as the Council may decide. Payments made to the employee by way of
SMP are not refundable.
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A Week’s Pay
1.20 The term “a week’s pay” for employees whose remuneration for normal
working hours does not vary with the amount of work done in the period,
is the amount payable by the authority to the employee under the current
contract of employment for working her normal hours in a week. Where
there are no normal working hours, a week’s pay is the average
remuneration in the period of 12 weeks preceding the date on which the
last complete week ended, excluding any week in which no remuneration
was earned.
Statutory Maternity Pay
1.21 The employee will qualify for Statutory Maternity Pay (SMP) if:

1.21.1

they have been employed by the Council for 26 weeks prior
to the 15th week before EWC; and

1.21.2

they have paid sufficient National Insurance Contributions;
and

1.21.3

they notify the Council at least 28 days before the date they
want payments of SMP to commence, or if not reasonably
practicable, as soon as is reasonably practicable. If giving late
notice, the employee should give the Council an explanation
of the delay.

1.22 SMP will not be paid before the 11th week before the EWC.
1.23 There are two rates of SMP, an earnings-related rate and a prescribed rate.
The earnings-related rate is paid during the first 6 weeks of Ordinary
Maternity Leave, and the prescribed rate is paid during the following 33
weeks of Maternity Leave giving a total of 39 weeks maximum entitlement
of SMP.
1.24 The earnings-related rate of SMP is 90% of the employee’s average weekly
earnings. The average weekly earnings are calculated on the basis of
average earnings during the 8 weeks immediately preceding the 14th week
before the EWC.
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Maternity Allowance
1.25 If the employee does not qualify for SMP, the Council will give them a form
SMP1 to explain why they do not qualify. Employees who do not qualify
for SMP will normally qualify for Maternity Allowance.
1.26 Maternity Allowance is paid at either 90% of average weekly earnings or
the prescribed rate, whichever is less.
1.27 Maternity Allowance is claimed by the employee from the Department of
Work and Pensions (DWP). The employee will receive Maternity Allowance
from the DWP not the Council. It is their responsibility to claim Maternity
Allowance from the DWP at a Benefits Office.
Working during the Maternity Payment Period (MPP)
1.28 If the employee works for the Council during the 26 weeks of their MPP
they will receive normal remuneration for the periods they work.
1.29 If they:
1.29.1are taken into legal custody, or
12.29.2 work for another Council
during the Maternity Pay Period they must notify the Council (and the DWP
if they are claiming Maternity Allowance) as soon as possible, as their
entitlement to SMP or Maternity Allowance may be affected.
Notice of Actual Date of Birth
1.30 The employee should inform their manager as soon as reasonably practical
of their baby’s actual date of birth.
Returning to Work
1.31 As set out above, the employee will have received a letter from the Council
stating the expected date of return to work. The expected date of return
will be the first working day after the end of the full period of maternity
leave to which they are entitled.
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Returning to Work Earlier than the Expected Date of Return
1.32 If the employee wishes to return before the expected date of return, they
must give notice to the Council at least 8 weeks before your new intended
return date, or if that is not reasonably practicable, as soon as reasonably
practicable. If the notice is given late, it must be accompanied by an
explanation for the delay.
1.33 The Council will write to the employee within 28 days of receipt of their
notice to confirm the new intended start date.
1.34 If less than 8 weeks’ notice is given by the employee, the Council may be
entitled to refuse to allow them to return to work until the 8-week period
has been given.
1.35 In any event the employee is not permitted to return to work within 2
weeks of the actual date of birth.
Returning to Work Later than the Expected Date of Return
1.36 If an employee wishes to postpone their return to work until after the end
of their full entitlement to maternity leave, they must contact their
manager, and submit a medical certificate confirming that they are
suffering from a medical condition which prevents them from working, or
provide another authorised reason (such as holiday or parental leave), for
their returning late.
The Job
1.37 If the employee returns at the end of Ordinary Maternity Leave, they are
entitled to return to the same job.
1.38 It may not be practicable for the Council to offer them the same job after
taking Additional Maternity Leave. If this is the case, the Council will offer
them suitable alternative employment (unless a redundancy situation
arises).
Keeping in Touch Days
1.39 By agreement the employee may be entitled to work for up to 10 days
during your maternity leave period.
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1.40 If an employee wishes to consider working during this period please
contact your manager, who will notify you and agree terms and
remuneration.

Health & Safety
1.41 Some circumstances exist where the Council may have to suspend you on
full pay because of your condition. These circumstances might include:
1.41.1

where the employee’s pregnancy makes you unable to do your
job adequately;

1.41.2

where it is unlawful for a pregnant woman to do a particular job;

1.41.3

where they are engaged on night work and produce a medical
certificate that states that for health and safety reasons they
should not continue working at night

1.41.4

where a health and safety risk to the employee and/or the baby
has been identified but cannot be eliminated.

1.42 Before such action is taken, every possible effort will be made by the
Council to change the employee’s hours of work or working conditions if
there is a health and safety risk, or to find suitable alternative work for
them.
1.43 The Council is required to assess the risks to health and safety to which
pregnant employees and others could be exposed. Please refer to the
Council’s Health and Safety Policy for details.
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Parental Leave Policy
1.1

The Council recognises the importance of balancing our working lives with
home and family commitments.

1.2

In line with the Council’s policy to adapt to developments in employment
law and follow best practice in employment relations, the Council set out
below the scheme adopted by the Council and the key facts about parental
leave.

Eligibility
1.3

To be eligible to take parental leave the employee must be a parent
(including adoptive parents) of a child born (or adopted) after 15th
December 1999; or anyone who has obtained formal parental
responsibility for a child under the Children Act or its Scottish equivalent
after 15th December 1999. The Council may need to request evidence of
this, for example in the form of a birth certificate.

1.4

In addition the employee must have completed one year’s service with the
Council.

Entitlements
1.5

If the employee meets the conditions set out above they are entitled to a
total of 13 the weeks’ (unpaid) parental leave in respect of each child (18
weeks if the employee is the parent of a child entitled to a disability living
allowance).

Time Limit
1.6

Parental leave can be taken up until the child’s fifth birthday. In the case
of adopted children, leave can be taken up until five years have elapsed
following placement (or until the child’s 18th birthday if that comes
sooner);

1.7

If the employee has a disabled child, leave can be taken until the child’s
18th birthday. For the purposes of parental leave, a disabled child is one
for whom disability living allowance has been awarded.
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Parental Leave Scheme
1.8

The employee must take parental leave in blocks or multiples of 1 week
(blocks of one day for parents of disabled children).

1.9

The employee is required to give 21 days’ notice before they intend to take
this leave.

1.10 If the employee intends to take leave immediately after the birth or
placement for adoption, they should give notice 21 days before the
beginning of the expected week of childbirth, or placement. In rare cases
where it is not possible to give 21 days’ notice of the date of placement for
adoption, the employee should give the notice as soon as reasonably
practicable.
1.11 The employee can take up to a maximum of four weeks leave in any
calendar year.
1.12 The leave can be postponed by the Council for up to 6 months where the
business cannot cope; but leave cannot be postponed if the employee
gives notice to take this leave immediately after the time their child is born,
or is placed with the their family for adoption.
The Employer's Rights Whilst on Leave
1.13 At the present time there is NO ENTITLEMENT TO REMUNERATION, i.e. the
leave is unpaid. However, the employee is guaranteed the right to return
to the same job as before they went on leave.
1.14 In the case of mothers taking parental leave immediately following
maternity leave, there are special provisions depending on whether the
mother has taken ordinary or additional maternity leave;
1.15 Ordinary maternity leave period (26 weeks) - return to the same job;
1.16 Additional maternity leave period - return to the same job, unless this
would not have been reasonably practicable at the end of the additional
leave period and is still not reasonably practicable, in which case a similar
job which has the same or better status, terms and conditions as the old
job.
71
Version no: 1

Date approved: 24th February 2021

1.17 During the period of parental leave the employee is entitled to the benefits
of their terms and conditions of employment relating to notice of
termination, compensation in the event of redundancy and disciplinary
and grievance procedures.
Postponement of Leave
1.18 If the Council consider that the employee’s absence will unduly disrupt the
business, they can postpone the leave for no longer than 6 months from
the beginning of the period that the employee requested to start the their
parental leave;
1.19 Examples of the reasons which might justify the Council postponing
parental leave include work being at a seasonal peak, a significant
proportion of the workforce applying for parental leave at the same time,
or if the employer’s role is such that their absence at a particular time
would unduly harm the business.
1.20 If this is the case, and the Council need to postpone the employer’s leave,
the Council will discuss the matter with them and confirm the
postponement arrangements in writing no more than 7 working days after
their notice to take leave. The notice will set out the reason for the
postponement and the new dates of parental leave. If leave is postponed,
the length of the leave will still be the equivalent of their original request.
1.21 The Council trust that the above guidance is helpful in setting out the right
to take parental leave, however, if the employee has any further questions,
please do not hesitate to raise them with their manager.
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Poor Performance Policy and Procedure
1.1

This procedure applies to all employees regardless of length of service. It
does not apply to agency workers or self-employed contractors. It does not
apply to cases involving genuine sickness absence or misconduct. In those
cases reference should be made to the appropriate procedure in the
Handbook.

1.2

The aim of the Performance Procedure will be to attempt to reconcile any
sub-standard work issues between employees and their respective
manager, give an opportunity for improvement and to achieve the
required standards; and identify any underlying causes of the poor
performance.

1.3

Employees will not normally be dismissed for performance reasons
without a previous warning. However, in cases of serious negligence,
serious dereliction of
duties, or instances of negligence which cause,
or might have caused, the Council serious loss or damage (including one
off incidents) or in any case involving an employee who has not yet
completed their probationary period, or who has completed
a
probationary period but whose performance is still being closely
monitored, the Council reserves the right to dismiss without prior warning
and/or without notice.

1.4

In the first instance, performance issues will normally be dealt with
informally between the employee and their manager as part of day-today management.
Where appropriate, a note of any such informal discussions will be placed
on their personnel file and may be taken into consideration for the
purposes of any subsequent formal proceedings. The formal procedure
should be used for more serious cases, or in any case where an earlier
informal discussion has not resulted in a satisfactory improvement.
Informal discussions may help:
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1.4.1 clarify the required standards;
1.4.2 identify areas of concern;
1.4.3 establish the likely causes of poor performance and identify any
training needs; and/or
1.4.4 set targets for improvement and a timescale for review.

1.5

If the Council considers that there are grounds for taking formal action
over alleged poor performance, the employee will be required to attend
an initial performance review hearing. We will notify the employee in
writing of our concerns over their performance, the reasons for those
concerns, and the likely outcome if we decide after the hearing that the
employee’s performance has been unsatisfactory. We will also include the
following where appropriate:
1.5.1 a summary of relevant information gathered as part of any
investigation;
1.5.2. a copy of any relevant documents which will be used at the
performance review hearing; and

1.5.3 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 whilst maintaining confidentiality.

1.6

The aims of a capability hearing will usually include:
1.6.1 setting out the required standards that we believe the employee
may have failed to meet, and going through any relevant evidence
that we have gathered;

1.6.2 allowing the employee to ask questions, present evidence, respond
to evidence and make representations;
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1.6.3 establishing the likely causes of poor performance including any
reasons why any measures taken so far have not led to the required
improvement;
1.6.4 identifying whether there are further measures, such as additional
training or supervision, which may improve performance;
1.6.5 where appropriate, discussing targets for improvement and a
timescale for review; and
1.6.6 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. Employees will have the right to be
accompanied by a work colleague or trade union representative at
any meeting where you may receive a warning that your
performance must improve.

1.7

Following an initial capability hearing, if we decide that the employee’s
performance is unsatisfactory, the Council will give them an improvement
note, setting out:

1.7.1 the areas in which the employee has not met the required
performance standards;
1.7.2 targets for improvement;
1.7.3 any measures, such as additional training or supervision, which will
be taken with a view to improving performance;
1.7.4 a period for review; and
1.7.5 the consequences of failing to improve within the review period, or
of further unsatisfactory performance, which may indicate that
unless there is a satisfactory improvement dismissal will follow.
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1.8

Where the performance was so poor or so negligent or could have/did
cause the Council serious loss/damage then the Council may issue the
employee with a Final Written Warning, setting out that any further
failures or instances of poor performance could result in the employees
dismissal. In certain instances where the negligence/poor performance
was so serious dismissal on the grounds of gross misconduct might be the
only option to the Council.

1.9

The employee’s performance will be monitored during any review period,
and the Council will write to inform the employee of the outcome:

1.9.1 if the employee’s manager is satisfied with their performance, no
further action will be taken;

1.9.2. if the employee’s manager is not satisfied, or they have not met the
required levels of improvement the matter may be progressed to
another capability hearing; or the period of review may be
extended.

1.10 If the employee’s performance does not improve within the review period
set out in the improvement note, or if there is further evidence of poor
performance whilst the employee’s improvement note is still active, the
Council may decide to hold another capability hearing. The employee will
have the right to be accompanied by a work colleague or Trade Union
Representative at any such hearing.

1.11 Following this second performance review hearing, if the Council decide
that the employee’s performance is unsatisfactory, we may either:
1.11.1

decide to dismiss if the poor performance/negligence is so
serious or
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1.11.2

if the employee is already on an improvement note they will
be issued with a Final Written Warning

1.12 Any Final Written Warning issued will set out:

1.12.1

the areas in which you have not met the required
performance standards;

1.12.2

targets for improvement;

1.12.3.

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

1.12.4

a period for review;

1.12.5

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

1.13 Your performance will be monitored during the review period and we will
write to inform you of the outcome:

1.13.1

if the employee’s manager is satisfied with their performance,
no further action will be taken;

1.13.2

if the employee’s manager is not satisfied, the matter may be
progressed to a final capability hearing; or the review period
may be extended.
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1.14 The Council may decide to hold a final performance review hearing if they
have reason to believe:

1.14.1

the employee’s performance has not improved sufficiently
/satisfactorily within any review period as set out in any
improvement notice or within the final written warning; or

1.14.2

the employee’s performance is unsatisfactory while a final
written warning is still active; or

1.14.3

the employee’s performance has been so seriously negligent
such as to potentially warrant dismissal without the need for
a final written warning or any previous warning.

1.15 The employee will have the right to be accompanied by a work colleague
or Trade Union
Representative at any such final hearing.

1.16 Following the hearing, if the Council find that your performance is
unsatisfactory, it may consider a range of options including:

1.16.1

dismissal; or

1.16.2
employee
lower grade; or

as an alternative to dismissal, redeploying the
into another suitable job at the same or a

1.16.3

extending an active final written warning and setting a further
review period (in exceptional cases where we believe the
requisite improvement is likely within a short period of time);
or

1.16.4

giving a final written warning (where no final written warning
is currently active).
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1.17 The employee will have a right of appeal against the imposition of any
improvement note/warning/final written warning/dismissal under this
procedure, and all such appeals should be directed to the Town Clerk, or a
nominated Councillor. The employee will have the right to be accompanied
at any such appeal hearing by a work colleague or Trade Union
Representative. In relation to any appeal under this procedure the
employee should set out in writing the grounds of their appeal prior to the
appeal hearing.
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1

Purpose of Policy

The purpose of this policy is to promote best value procurement of goods and
services throughout all areas of Abingdon-on-Thames Town Council, while
providing staff with an overview of the procurement process and some of the
legal requirements involved.
The policy should be read in conjunction with the latest versions of the Council’s
Standing Orders (SOs) and Standing Financial Instructions (SFIs).

2

Scope of Policy

The policy provides guidance for all types of expenditure undertaken by staff to
carry out the Council’s services. The types of expenditure can be categorized as:
(i)
(ii)
(iii)
(iv)
(v)
(vi)

(vii)

Day to day expenditure – limited in value, covered by existing in-year
budgets for the relevant committee
Capital items – one off / replacements but for which existing committee
budgets are available
Capital items – usually larger value, exceeding the committee’s own
budgets and requiring use of pooled (central) funds
Maintenance contracts – often paid annually but cover a longer period,
say 3 years
Utilities contracts - entered into for a number of years, usually at a fixed
rate
Leasing agreements – entered into for a number of years, either with
the asset being owned at the end of the period or given back / upgraded
to a new lease
Specialist services – usually large value projects e.g. building services,
architects, surveyors

Each type of expenditure requires a different process to be followed and staff
must ensure they have identified the type of expenditure correctly and follow the
appropriate steps. The steps for each type of expenditure are detailed later in
this policy (sections 7 to 12).
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3

Aims and objectives

The Council’s key objectives should be considered when procuring any items.
These are:
1. To respond effectively and speedily to the climate emergency
2. To develop a resilient, sustainable town which will provide a home for
residents now and in the future
3. To manage the Council’s assets efficiently and effectively to meet the
needs of the community now and in the future
4. To work with community partners to support those who are vulnerable and
in need and to create opportunities to increase social inclusivity
The Council is fully committed to a sustainable future. When making
procurement decisions, the environmental implications should be considered,
particularly the ability to reduce the carbon footprint of the Council.
The aim of all local government bodies is to ensure value for money. Staff must
be aware that this does not simply mean the “cheapest option” should be
selected: other factors to be considered include life cycle of the product and ongoing maintenance costs.

4

Responsibilities

Procurement decisions should only be made by staff who are authorized to do
so. This is set out in individual job descriptions. If a member of staff is requested
by their line manager to procure goods or services as a one-off, the responsibility
lies with the line manager to ensure the purchase is appropriate.
Staff making procurement decisions are responsible for:
1. Ensuring the decision they have made stands up to scrutiny by the RFO,
the auditors, the Council, and the public
2. Ensuring that the costs are coded to the appropriate budget line
3. Completing all required paperwork – purchase orders, contracts, Decisions
forms
4. Passing all paperwork to the RFO
5. Ensuring that any renegotiation windows are used
The RFO is responsible for:
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1. Retaining the purchase order together with the subsequent invoice for the
legal time period (7 years)
2. Reviewing Decision Forms and ensuring these are completed fully by
individual staff, requesting further information from them if required
3. Retaining the Decision Forms, contracts, and lease agreements
4. Maintaining a database of all contracts and lease agreements
5. Ensuring that all on-going costs are included in annual budget setting
6. Regularly reporting all costs to the Council as part of the Management
accounts and payment listings

The Council is responsible for:
1. The scrutinizing and monitoring of costs through the approval of payment
listings and management accounts
2. Playing a part in the decision-making process for large value contracts
3. Ensuring that annual budgets are sufficient for business needs

5

Procurement Principles

There are twelve principles which are set out by the Chartered Institute of
Procurement & Supply (CIPS) which should act as a useful starting point for any
member of staff involved in procurement:

i.

ii.
iii.
iv.

Accountability: effective mechanisms must be in place to enable the
RFO to discharge her personal responsibility on issues of risk and
expenditure. This means that all staff making procurement decisions
share the responsibility and should be aware that any decisions they
make should be able to be explained and justified.
Competitive Supply: procurement should be carried out by competition
unless there are convincing reasons for the contrary.
Consistency: supplier should, all other things being equal, be able to
expect the same general procurement policy across the public sector.
Effectiveness: the Council should meet the commercial, regulatory, and
socioeconomic goals of government in a balanced manner appropriate
to the procurement requirement.
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v.
vi.

vii.
viii.

ix.

x.

xi.
xii.

6

Efficiency: procurement processes should be carried out as cost
effectively as possible.
Fair-dealing: suppliers should be treated fairly and without unfair
discrimination, including protection of commercial confidentiality
where required. The Council should not impose unnecessary burdens
or constraints on suppliers or potential suppliers.
Integration: procurement decisions should pay due regard to the
Council’s other policies (such as environmental policies).
Integrity: there should be no corruption or collusion with suppliers or
others (gifts or hospitality offered by potential or existing suppliers
should be declined or if unavoidable should be recorded by the RFO).
Informed decision-making: all necessary information should be
obtained and considered fully before making any procurement choices
(and records retained)
Legality: the Council must conform to UK contract law and other legal
requirements. The most up to date town council specific regulations are
s.135 of the Local Government Act 1972, and the Public Contract
Regulations 2015.
Responsiveness: the Council should endeavour to meet the aspirations,
expectations and needs of the community served by the procurement.
Transparency: the Council should ensure that there is openness and
clarity on procurement policy and its delivery.

Collaborative Procurement

Staff should consider whether there would be any benefits in procuring items
across the Council rather than in service-specific areas. For example, discounts
could be available for larger quantities of say, stationery items, which although
minimal with each individual order would build up over time as a cost saving for
the Council. Before placing an order, staff should liaise with colleagues to see if
there are any opportunities for cross-department orders. To benefit from such
arrangements staff should ensure that any purchasing needs are identified in
sufficient time.
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7

Day to day expenditure

The budgets for the Council are approved in January each year. These are agreed
at committee level and are split into distinct expenditure areas (service area “cost
centres” and expenditure area “account code”). Each committee budget is set
based on the service area needs estimated for the year and it is expected that
the budgets are sufficient for the day to day purchases required. When placing
such orders staff must:
1. Estimate the value of expenditure.
2. Identify the appropriate budget line and satisfy themselves that there is
sufficient budget remaining to honour any order being placed1. This will
involve having an awareness of other items yet to be paid for out of the
same budget line. If there is some uncertainty, this should be discussed
with the Head of Service and/or RFO
3. Obtain an appropriate number of cost options from alternative suppliers.
Prices should be sought from local suppliers and online consortium groups
such as ESPO and YPO. It is suggested that three alternatives should be
sought.
4. A decision should be made following the procurement principles and aims
and objectives of the Council.
5. A Purchase Order must be raised, and the pink copy passed to the Finance
Team. The purchase order number should be passed onto the supplier.
6. Suppliers must be requested to email the invoice directly to
finance@abingdon.gov.uk to ensure the invoice is logged and paid on time.
7. If there are price reductions available by paying by credit card, then the
RFO should be asked to make such payments.

8

Capital Items

Capital items are those usually having a value of £1,000 or higher and with a life
of more than one year. Some smaller items such as IT equipment can be grouped
together and treated as capital items. The process to be followed for the
procurement of capital items depends on the value of item and the funding
stream.

1

Accountability of staff member for decisions made
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If the purchase of the item was planned for then there should be sufficient
funding included in the relevant committee budget (usually account code 4040
Property and Equipment). If this is the case, then there is no requirement to
obtain approval from the committee prior to the purchase. However, it is
recommended than large value capital purchases (say, exceeding £10,000) such
as new vehicles are discussed prior to purchase and the decision recorded in the
minutes of the relevant committee. There is no requirement for the Chair, ViceChair, or other members of the committee to be involved in the final selection of
supplier.
If the committee’s budget is insufficient to procure the item then the committee
should either make a recommendation to fund the purchase from the Pooled
Property budget (cost centre 499) or resolve to use funds held in an earmarked
reserve. See section 13.

Making capital purchase decisions
When comparing quotations for capital items, staff must consider and
document (using the form at Appendix A):
1. Reasons for making the purchase (The “Business Need”)
2. The details and asset number of the item being replaced (if a
replacement purchase)
3. The budget line being used to make the purchase
4. Details of the three suppliers providing the quotations.
5. If less than three quotations, the reason for this
6. Any specific information about any of the suppliers e.g. previous
purchases / knowledge
7. Any environmental issues relating to three suppliers
8. Any environmental impact relating to the Council
9. The cost quoted by each supplier (initial cost, year 1)
10. The expected life of the asset
11. An estimate of on-going costs to be incurred during the life of the asset
(e.g. maintenance contract / replacement parts)
12. The overall cost expected to be incurred during the life of the asset
(initial cost + in-year ongoing)
13. The decision made and the justification for making that decision (e.g.
financial / environmental / prior knowledge)
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The completed form shall then be passed to the RFO. Records of all capital
items are retained by the RFO and feed into the Council’s Asset Register and
future budget setting.

9

Maintenance Contracts

Maintenance contracts are either taken out when a new asset is purchased or
agreed at a later date. Such contracts are often over a number of years and feed
into future budget setting. It is important that staff taking out such contracts
consider the cost across the full life of the contract as there are often significant
price increases in later years. When agreeing such contracts staff must consider
and document (using the form at Appendix B):
1. The item / building the maintenance contract is for
2. The duration of the contract
3. The cost of the contract in each year (including any price increases to be
applied to future years)
4. The total cost of the contract across its term
5. The time period (window) for when the contract can be renegotiated –
contracts are often “rolled over” and if the opportunity if missed to
negotiate / not renew this can lead to higher costs
Once complete a copy of the form and a copy of the SIGNED contract should
be passed to the RFO.

10 Utilities contracts
Contracts for utilities including electricity, gas and telephones shall be
undertaken centrally by the RFO. Quotes shall be obtained using town councilspecific broker who is able to obtain preferential rates due to increased
purchasing power. Such quotes should be compared to renewal prices received
from existing suppliers.
When agreeing such contracts, the RFO shall consider:
1.
2.
3.
4.

The most suitable term of contract, dependent on estimated market /
price changes
Green issues, both in terms of the integrity of the supplier and the
Council’s own plans and initiatives to reduce its carbon footprint
Customer service history of the suppliers
Available discounts for paying by direct debit
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11 Leasing contracts
Items that are not purchased out right can be rented instead e.g. photocopiers.
It is important that staff are aware of the type of leasing arrangement they are
entering into as each type has different consequences in the accounting
statements and obligations of the Council:

Operating lease
Finance lease
Ownership of the asset remains with Ownership of the asset can transfer to
the lessor
the Council at the end of the lease
Similar to renting the asset
Treated like a loan to purchase the
asset
The Council only pays a monthly lease The Council also must pay the cost of
payment
insurance, maintenance, and taxes
e.g. photocopiers, coffee machines
e.g. plant and machinery, land

When agreeing such a contract the following should be documented (using the
form at Appendix C):
1.
2.
3.
4.
5.

The item being leased and the business need
The suppliers and options considered
The reasons for using the chosen supplier
The duration of the lease
The cost of the lease in each year (including any price increases to be
applied to future years)
6. The total cost of the lease across its term
7. The outcome of the lease (e.g. will the Council own the asset? Will the item
be returned, and a new lease be taken out for a new model?)
A copy of the form and the SIGNED lease agreement shall be passed to the
Finance Team.
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12 Large value contracts and Specialist Services
There are specific rules which must be adhered to in relation to contracts. These
include2:
(i)
(ii)
(iii)
(iv)

Specialist services such as solicitors, accounts, surveyors, and planning
consultants
Work to be executed or goods or materials to be supplied which consist
of repairs to or parts for existing machinery or equipment or plant
Work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the Council
For goods or material proposed to be purchased which are proprietary
articles and/or which are sold only at a fixed price.

The steps to be followed depend on the value of the proposed works / service:
1. If the purchase is for less than £5,000 (and there is sufficient budget
available) the order can be placed by the staff member, with no additional
involvement from the committee. The purchase shall be reported to the
committee in the next management accounts report
2. If the purchase is between £5,000 and £50,000 then three quotations to
be obtained3 and the decision be made by the Chair (or Vice) of the
committee, together with the Town Clerk.
3. Any contracts for works / services over £50,000 require additional steps to
be taken. The Council must adhere to specific rules when placing contracts
for large scale projects, including building work. Generally, if the expected
value of the works exceeds £50,000 then a full-scale tendering exercise
must be undertaken and at least three firms must be invited to tender. The
Council can either select three firms based on prior knowledge / expertise
or advertise the opportunity to tender on the open market. The advertising
on the OJEU Contracts Finder website may also be required if the works
are expected to exceed the threshold included in the regulations (currently
£181,302 last updated July 2019). Further guidance to the process which
must be followed can be found in the SFIs.

2

SO 30(a)
If it is not possible to obtain three quotations e.g. due to specialist nature these reasons must be
documented (see also footnote 1)
3
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13 Funding options
There are six potential funding streams available:
1. Purchases are funded by approved, in-year budget within the
responsibility of the appropriate spending committee. A committee is
unable to spend any budgets which are within the control of a different
committee. If there is insufficient budget under the particular account
code (e.g. 4040 property an equipment) but the committee expects there
to be budget savings elsewhere within the same cost centre then the
Town Clerk or RFO can authorize a transfer between the budget line. If
there is an expected budget saving within that committee’s budget, but
within a different cost centre, then the committee can resolve to transfer
budget from one cost centre to another (and this be recorded in the
minutes)4.
2. Purchases are funded by a council budget which is under the control of
an alternative committee. The spending committee would need to make
a recommendation to Finance and General Purposes Committee which
would then require approval by Full Council.
3. Purchases are funded by the central pooled property budget (499/4864).
Use of this fund would require a recommendation from the spending
committee to the Finance and General Purposes Committee, which
would then approve (or not) the use of this budget. This would be
recorded in the minutes (as a matter referred).
4. Purchases are funded by an earmarked reserve. If the earmarked reserve
is under the control of the spending committee then the committee can
approve the use (and this be recorded in the minutes). If the earmarked
reserve is under the control of an alternative committee then a matter
referred would be considered.
5. Purchases are funded by a grant. The grant should be applied for and
awarded prior to the goods / service being procured.
6. Purchases are funded from the General reserve. This would occur in
exceptional circumstances and would require a resolution by Full Council
to do so.

4

SFI 4.3
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APPENDIX A
Capital Purchase Decision Form
1. Reasons for making the purchase (The “Business Need”)

2. The details and asset number of the item being replaced (if a
replacement purchase)

3. The budget line being used to make the purchase

4. Details of the three suppliers providing the quotations.
(i)
(ii)
(iii)

5. If less than three quotations, the reason for this

6. Any specific information about any of the suppliers e.g. previous
purchases / knowledge

7. Any environmental issues relating to three suppliers

8. Any environmental impact relating to the Council
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9. The cost quoted by each supplier (initial cost, year 1)
(i)
(ii)
(iii)

10. The expected life of the asset
11. An estimate of on-going costs to be incurred during the life of the asset
(e.g. maintenance contract / replacement parts)

12. The overall cost expected to be incurred during the life of the asset
(initial cost + in-year ongoing)

13. The decision made and the justification for making that decision (e.g.
financial / environmental / prior knowledge)

Signed……………………………..

Date…………………..
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APPENDIX B
Maintenance Contract Decision Form

1. Details of the item / building the maintenance contract is for

2. The duration of the contract

3. The cost of the contract in each year (including any price increases to be
applied to future years)

4. The total cost of the contract across its term

5. The time period (window) for when the contract can be renegotiated –
contracts are often “rolled over” and if the opportunity if missed to
negotiate / not renew this can lead to higher costs

Signed……………………………..

Date…………………..
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APPENDIX C
Leasing Contract Decision Form
1. Details of the item to be leased and the Business Need for the item

2. Details of options from all suppliers considered

3. The reason for the chosen supplier

4. The duration of the lease
5. The cost of the lease in each year (including any price increases to be
applied to future years)

6. The total cost of the lease across its term

8. The outcome of the lease (e.g. will the Council own the asset? Will the item
be returned, and a new lease be taken out for a new model?)

Signed……………………………..

Date…………………..
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Relationships at Work Policy
1.1

This policy covers all employees of the Council. It is intended to provide
guidance in areas where personal relationships overlap with working
relationships, and is intended to ensure that individual members of staff
are not open to allegations of impropriety, bias, abuse of authority or
conflict of interest. It is also intended to set out employees’ rights and
responsibilities to one another.

1.2

The Council values the integrity of professional relationships between its
employees and, in order that the Council’s business is conducted in a
professional manner and perceived to be conducted in a professional
manner, it is necessary to distinguish between, and take account of,
personal relationships which overlap with professional ones.

1.3

In the context of this policy, a personal relationship is defined as:
1.3.1

a family relationship; or

1.3.2

a sexual/romantic relationship.

1.4

Both the Council, and any employees who are in personal relationships
with any other employee, shall take all reasonable steps to ensure that
personal relationships neither advantage nor unfairly disadvantage those
involved.

1.5

If an employee becomes involved in a personal relationship with a fellow
employee, it is the responsibility of both individuals to deal appropriately
with any potential conflicts of interest. Ideally, such relationships should
be reported, in confidence, to the Town Clerk, particularly where the
relationship is between a manager and his/her subordinate.

1.6

Employees should take care that financial, familial, or personal
relationships entered into on a consensual basis, do not advantage or
unfairly disadvantage any member of staff or other individuals.

1.7

Employees involved in personal relationships should exercise due regard
for the professional nature of the workplace and behave in a professional
manner at all times paying due consideration to colleagues, customers and
clients.
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1.8

Where a personal relationship exists between employees who are in a line
management or supervisory relationship at work, they must not be
involved in recruitment, selection, appraisal, promotion or in any other
management activity or process involving the other party, whereby there
may be a conflict of interest or perceived conflict of interest as a result of
the personal relationship. In such circumstances the relevant manager,
senior manager or director should be informed and will, where
appropriate, make alternative arrangements and confirm them in writing.
The relevant manager, senior manager or Town Clerk will treat these
matters in confidence.

1.9

If there is any inequality or perceived inequality in the relationship, extra
care should be taken, and employees’ attention is drawn to the sexual
harassment policy. Sexual harassment is defined as “any form of unwanted
verbal, non-verbal or physical conduct of a sexual nature, which occurs
with the purpose or effect of violating the dignity of a person, in particular
when creating an intimidating, hostile, degrading, humiliating or offensive
environment”. Employees involved in personal relationships at work
should ensure that any such relationships are fully consensual and are not
and cannot be perceived as an exploitation of one party’s position in
relation to another.

1.10 Any employee who is, or who has been, involved in a sexual/romantic
relationship with another member of staff, and who does not consider
their involvement to be truly consensual, will have the right to complain
under the Council’s harassment policy / grievance procedure.
1.11 Applicants for employment within the Council will be asked to declare
whether they are in a personal relationship with any existing employee or
Councillor of the Council. The existence of a relationship between an
applicant and an employee or Councillor will not bar anyone from applying
to the Council for employment, but relationships must be declared at the
outset.
1.12 External and internal applicants for posts will be asked to declare relevant
personal relationships when applying for the post to ensure that the
member of staff or Councillor they are related to / in a relationship with,
has no involvement in the application process.
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1.13 Managers and staff who are uncertain about whether they should act
regarding a personal relationship (whether their own or someone else’s
relationship that is affecting them) are invited to seek guidance in
confidence from the Town Clerk.
1.14 Employee should be aware that a breach of this policy could lead to
disciplinary action being taken.
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Sickness Absence Policy and Procedure
1.1

The Council is sympathetic to health issues of its employees, but this
always must be balanced against the business needs and any disruption
that this is causing the Council. The Council requires the employee to fully
assist it and co-operate with it by attending any meetings to discuss the
employee’s ill-health, and providing the Council with as much information
as possible to enable the Council to cope with the employee’s absence and
make any necessary arrangements required to assist the employee back to
work. The Council expects employees to keep in regular contact during
any absence period, and to discuss with their GP any alternative duties/job
roles they feel they could safely undertake despite their ill-health, or any
changes to their current job or work environment that they feel could be
made to allow them to return to work. The Council may seek a further
opinion of the employee’s medical condition, and request that they attend
a session/s with the Council’s medical adviser – subject to the provisions
of the access to Medical Reports Act 1988.

1.2

On this basis, the Council has set out below its guidance on what are
considered to be unacceptable levels of sickness absence and the potential
consequences of exceeding these levels. The Council will always look at
sickness absence on a case by case basis and the trigger points below are
for guidance only.

Trigger points:
1.3

Where an employee has been absent for more than three separate periods
within a rolling six month period, a meeting will be held to establish
whether there are any underlying reasons for the levels of absence, and to
see whether there are any steps which the Council can take to enable the
employee’s absence levels to improve.

1.4

If, following the meeting an employee is off sick for a further period of
absence, within a rolling twelve month period (from the date of the first
absence), the Council will consider taking formal action in relation to
unacceptable levels of sickness absence, which may result in a first written
caution being issued.
98

Version no: 1

Date approved: 24th February 2021

1.5

If, following a first written caution being issued, a further period of absence
occurs within a rolling twelve month period (from the date of the first
absence), the Council will consider taking disciplinary action in relation to
unacceptable levels of sickness absence, which may result in a final written
caution being issued.

1.6

If, following a final written caution being issued, a further period of
absence occurs within a rolling twelve month period (from the date of the
first absence), the Council will consider taking formal action in relation to
unacceptable levels of sickness absence, which may result in dismissal on
notice.

Ill Health Capability Procedure

1.7

During any excessive period of absence, whether it be long-term absence
or frequent intermittent absences, the Council will usually ask the
employee to attend an ill health capability meeting. The purposes of this
meeting will usually include:
1.7.1

Discussing the reasons for the employee’s absence(s) and any
impact your absences are having on the business;

1.7.2

Where the employee is on long-term sickness absence,
discussing how long the absence is likely to last.

1.7.3

Where the employee has been absent on a number of
occasions, discussing the likelihood of further absences.

1.7.4.

If it has not been obtained, considering whether medical
advice is required. If it has been obtained, considering the
advice that has been given, and whether further advice is
required.
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1.7.5

Considering the employee’s ability to return to/remain in
their job in view both of their capability and the Council's
business needs and any adjustments that can reasonably be
made to their job and/ or workplace to enable them to do so.

1.7.6

Considering possible redeployment opportunities and
whether any adjustments can reasonably be made to assist
the employee to redeploy.

1.7.7

Considering when the employee is able to return from longterm sick leave, whether to their job or a redeployed job,
lighter duties and/or agreeing a return to work programme.

1.7.8.

If it is considered that the employee is unlikely to be able to
return to work from long-term absence, whether there are
any benefits for which they should be considered.

1.7.9

Agreeing a way forward, action that will be taken and a
timescale for review and/or any further meeting(s). The
employee should at all stages seek to inform the Council as to
any duties/roles they feel that they might be able to safely
undertake despite their ill health.

1.8

Depending on the matters discussed, a further meeting or meetings may
or may not be necessary.

1.9

The purposes of any further meeting(s) may include the topics listed
above. This may, depending on steps already taken by the Council, include
warning the employee that they are at risk of dismissal.

1.10 Where the employee has already been warned that they are at risk of
dismissal, the Council may invite them to a meeting. Arrangements for this
meeting will follow the procedure set out above and they will be entitled
to be accompanied by a colleague or trade union representative.
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1.11 The purposes of the meeting will be:

1.11.1

To review any meetings that have taken place and matters
already discussed with them.

1.11.2

Where the employee remains on long-term sickness absence
to consider whether there have been any significant changes
since the last meeting, either as regards their possible return
to work or opportunities for return or redeployment.

1.11.3.

To consider any further matters that they wish to raise.

1.11.4

To consider whether there is a reasonable likelihood of
returning to work or achieving the desired level of attendance
in a reasonable time period.

1.11.5

To consider medical evidence that has been obtained,
considering the advice that has been given and whether
further advice is required.

1.11.6

To consider possible redeployment opportunities and
whether any adjustments can reasonably be made to assist
redeployment.

1.11.7

To consider whether their employment shall be terminated
on the grounds of ill-health capability.
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1.12 Termination will normally be with full notice or payment in lieu of notice.

1.13 An employee will have a right of appeal against any dismissal under these
procedures and any appeal should be in writing, setting out the grounds of
any such appeal and why the decision is deemed unfair and sent to the
Town Clerk within 5 working days of notification of the dismissal decision.
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Social Media Policy
1.1

This document sets out the Abingdon Town Council policy on personal use
of social media. This policy applies to what is written/posted/streamed on
social media sites by staff in a personal capacity which relates to their work.
The intention of this policy is to provide individuals with clear guidelines on
what is and what is not considered to be appropriate personal use of social
media, safeguarding the reputations of individuals and the organisation.

1.2

The term ‘social media’ is used to describe on-line technologies and
practices that are used to share information, knowledge, and opinions.
Social media as a term includes social networking sites such as Facebook,
Twitter, Instagram, and Snapchat, however this list is not exhaustive.

1.3

This policy applies to all employees of Abingdon Town Council whether full
time or part time, whether on permanent contracts, or temporary. The
policy also applies to Abingdon Town Council official volunteers.

1.4

This policy relates to the personal use of social media whether during work
hours or outside of work and where there is a significant connection with
the employee’s work reputation, the organisations reputation and where
colleagues are referred to.

1.5

Abingdon Town Council will take all reasonable steps to ensure the
effective governance of this policy (i.e. making sure that employees are
aware of this policy and their obligations relating to personal use of social
media). If unclear, employees should seek advice from their supervisor/line
manager.

1.6

All Abingdon Town Council IT systems and services are provided as
business tools. Employees who have authorised access to the internet at
work are allowed reasonable personal use during authorised breaks (e.g.
lunch breaks) and only where it does not impact on other business users.

1.7

All employees are responsible for any information they make available online whether this was posted during work hours, during breaks or when not
at work. The Town Council considers employees to be responsible and
accountable for information contained on their social networking page or
blog. Employees need to be aware of what is posted/uploaded to sites they
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control and that they would be expected to manage any inappropriate
material responsibly.
Employees therefore must ensure that when engaging in social media
activity they abide by the following standards:
Employees must not:
- Send information, forward e-mails or send images on-line about
Abingdon Town Council, its services, facilities or staff, which are
confidential, defamatory, discriminatory, harassing, illegal,
threatening, intimidating or which may incite hatred (e.g.
Sectarianism/racism/homophobia).
- Direct defamatory, threatening, or intimidating comments on-line
towards other Abingdon Town Council employees.
- Send or post images/photos of staff, services users or employees in
the workplace, that would not otherwise be considered to be a public
place, unless the express authority of the subject has been secured
and that consent is based upon a full understanding of how the image
will be used.
- Employees must however be cautious about discussing work-related
issues and complaints in a manner which could cause reputational
damage to individuals, their own reputation or that of the Town
Council as their employer. Legitimate concerns should always be
addressed through the appropriate channels e.g. Raised with their line
manager.
Employees are advised:
- That if they disclose the name of the Town Council as their employer,
they should make it clear when publishing their opinions on-line, that
these are their own personal views and that they do not represent the
views of The Town Council.
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Stress at Work Policy
1.1

Life and work have become much busier in recent times. There seems to
be too much to do and too little time in which to do it. As a consequence,
more employees are experiencing stress at work.

1.2

Stress at work can come about for a variety of reasons. It may be excessive
workload, unreasonable expectations, or overly demanding work
colleagues. As a reasonable Council, we try to ensure that you are in a
pleasant working environment, and that you are as free from stress as
possible.

1.3

If you experience unreasonable stress which you think may be caused by
work you should raise your concerns through the Council’s grievance
procedure.

1.4

Managers, when performing risk assessments on the activities of their
department, will pay special attention to potential risks from stress and
signs of stress at work will be noted.

1.5

The Council (if deemed appropriate) will offer an employee assistance
scheme which will offer confidential and individual counselling to
employees who may need it.

1.6

Any employee with clear stress-related problems shall receive (if
requested) appropriate counselling and help from the Council (employee)
assistance scheme, but it is understood that this is not an alternative to
looking at the cause of the stress and, if work-related, seeking to alter the
structure and working arrangements of the job, and, if possible, meets the
business needs of the Council.

1.7

Following action to reduce the risks, they shall be reassessed. If the risks
remain unsustainable by the employee concerned, efforts shall be made
to reassign that person to other work for which the risks are assessed as
tolerable.
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Time Off for Dependents Policy
1.1

The Council recognises that situations arise where the employee needs to
take time off work to deal with an emergency involving someone who
depends on them. Provided the reasons for such a request are genuine and
the employee informs the Council as soon as possible that they need this
time off, they will be allowed reasonable unpaid time off work to deal with
such emergencies.

Dependents
1.2

The employee’s husband, wife or partner, child or parent, or someone
living with the employee as part of their family can all be considered as
depending on them. Others who rely solely on the employee for help in an
emergency may also qualify. For further detail as to who counts as
depending on the employee, and guidance on individual circumstances,
please speak to a manager.

The Emergency
1.3

The right to time off only covers emergencies. If the employee knows in
advance that they are going to need time off, they may be able to arrange
this with the Council by taking another form of leave, such as parental,
maternity, paternity or adoption leave.

1.4

For these purposes, an emergency is an unexpected situation that arises
where someone who depends on the employee:
1.4.1

is ill and needs their help;

1.4.2

is involved in an accident or assaulted;

1.4.3

needs the employee to arrange their longer term care;

1.4.4

needs the employee to deal with an unexpected disruption or
breakdown in care, such as a child minder or nurse failing to
turn up;

1.4.5

goes into labour.
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1.5

The employee can also take time off if a dependent dies, and the employee
needs to make funeral arrangements or attend the funeral.

Length of Time Off
1.6

The employee can only take off as long as it takes to deal with the
immediate emergency. For example, if a dependant is ill the employee can
take enough time off to deal with their initial needs, such as taking them
to the doctor and arranging for their care. They cannot take time off work
to provide that care themselves and will need to make alternative
arrangements for their longer-term care. If the employee wants to stay off
work longer to care for them, they will normally need to take this as part
of their annual leave entitlement.

1.7

As a general benchmark, no more than a day should be necessary.

Notice
1.8

The employee must tell the Council as soon as possible why they are away
from work and how long they expect to be off. In extreme cases of
emergency where the employee cannot inform the Council of their
absence before they return to work, on their return they should still inform
their manager why they were absent.
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Vehicle Policy and Use of Mobile Phone Policy
General
1.1

Employees are notified individually if they are entitled to use a Council
vehicle for the better performance of their duties. Council vehicles are
provided as a tool of an employee’s trade and not as a benefit. Such
entitlement is subject to the following terms and conditions of this policy.
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 provided without givingany
reason and without compensation.

Employee Obligations
1.2

Employees provided with a Council vehicle are required to comply with the
following requirements, which are conditions of entitlement to the use of
a Council vehicle:
1.2.1

to take reasonable care of the vehicle and to keep it in a clean
condition;

1.2.2

to ensure that the vehicle is in a roadworthy condition, and to
take appropriate action to remedy any faults;

1.2.3

to report at the earliest opportunity to the Council any
damage to the vehicle or any accident arising from its use,
regardless of how such damage or accident occurred. Failure
to do so may lead to loss of insurance cover for such damage
or accident, in which event the employee will be liable to
indemnify the Council for such loss;

1.2.4

to report at the earliest opportunity any incident concerning
the police which arises from the use of the Council vehicle;

1.2.5

to comply with the provisions and conditions of any policy of
insurance relating to the vehicle and the Council’s
requirements in respect of assisting with insurance claims or
investigations into accidents, damage or police enquiries
arising from the use of the Council vehicle. The employee is
responsible for the above matters, even if not personally
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driving the Council vehicle at the relevant time. No person
other than the authorised employee is allowed to drive the
vehicle unless they have the written permission of the
Council.
1.2.6

Employees are not permitted to smoke inside the Council’s
vehicles – this is against the law and Council policy.

1.2.7

Employees are not permitted to use their vehicles for private
use – unless they have prior permission from one of the
Council’s management team.

1.2.8

The Council reserves the right to report employees to the
police if they believe that they are breaking, or have broken,
the law.

Accidents
1.3

The Council is mindful of its rising insurance cost and considers two or
more accidents involving the same employee in any 12-month period to
be unacceptable. In such event, the employee concerned will be liable to
pay the Council’s insurance excess for the third and subsequent accidents.
If an employee has an accident due to his/her carelessness, negligence or
dangerous driving such conduct will be treated as misconduct and might
result in dismissal.

1.4

If, for whatever reason, an employee ceases to hold a valid driving licence
and should thereby be unable to carry out the employment properly and
effectively or attend for work (as the case may be), then in the absence of
suitable alternative employment being available the employee may be
liable for dismissal.

Criminal Proceedings
1.5

In the event of either the employee or the Council becoming involved in
criminal proceedings in connection with the employee’s use of the Council
vehicle, the employee will be responsible for all parking fines and charges,
costs, fines, criminal compensation and any other similar liability
connected with or arising from such criminal proceedings. In the event of
the Council initially paying some of the above liabilities, the employee will
reimburse such sums within 28 days, in default of which the employee
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agrees that such sums may be deducted from the employee’s salary.
These provisions also apply to an employee where such fines and other
liabilities have been incurred by any other person who has used the
vehicle.
Termination of Employment
1.6

The employee shall inform the Council immediately if they are convicted
of any offence under road traffic legislation in the United Kingdom or
elsewhere. If the employee is disqualified from driving for any period the
Council reserves the right to dismiss them, provided driving is an essential
requirement of their job.

Use of Mobile Phones in Vehicles
1.7

As part of the Council’s overall health and safety policy, the Council is
committed to reducing the risks which its staff face and create when
driving or riding for work. The Council asks its entire staff to play their
part, whether they use a Council vehicle, their own or a hire vehicle.

1.8

It is against the law to receive or make calls on a mobile phone whilst
driving; therefore staff must never make or receive calls or texts on a
mobile phone when driving Council vehicles. Also, the Council does not
allow employees, whilst driving at work, the use of a mobile hands-free
facility. Persistent failure in complying with these instructions will be
regarded as a disciplinary matter.

Senior Managers must:
•

Lead by example, both in the way they drive themselves and by not
tolerating poor driving practice among colleagues. They must never
make or receive a call on a mobile phone while driving.

Line Managers must ensure that:
•
•
•

they also lead by personal example;
they do not expect staff to answer calls when they are driving;
staff understand their responsibilities not to use a hand-held or
hands-free mobile phone while driving;
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•
•
•
•
•
•

staff switch phones to voicemail, or switch them off, while driving, or
ask a passenger to use the phone;
staff plan journeys to include rest stops which also provide
opportunities to check messages and return calls;
work practices do not pressurise staff to use a mobile phone while
driving;
compliance with the mobile phone policy is included in team
meetings and staff appraisals;
they follow the Council’s monitoring, reporting and investigation
procedures to help learn lessons which could help improve the
Council’s future road safety performance;
they challenge unsafe attitudes and behaviours, encourage staff to
drive safely, and lead by personal example by never themselves using
a phone when driving.

Staff who drive for work must:

•
•
•
•

never use a hand-held or hands-free phone while driving;
plan journeys so they include rest stops when messages can be
checked and calls returned;
ensure their phone is switched off and can take messages while they
are driving, or allow a passenger to use the phone;
co-operate with monitoring, reporting and investigation procedures.
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Whistleblowing Policy
What Is Whistleblowing?
1.1

A “whistle blower” is someone who discovers something that is wrong and
alerts their employer or the relevant authorities to what is going on. The
law protects whistle blowers from their employer subjecting them to
detriment or dismissal by reason of their having “blown the whistle” and
from detrimental treatment by their colleagues. To be protected by the
law, the act of whistleblowing must fall within the legal rules and the
whistle blower must reasonably believe that their disclosure of
wrongdoing is made in the public interest.

Our Policy
1.2

The Council is run in accordance with the law. No employee will suffer a
detriment for speaking up if they believe that something is wrong.

If you have information you believe shows any of the following:
• A criminal offence was, or is being, or is likely to be committed.
• A person has or is or is likely to fail to comply with a legal obligation.
• A miscarriage of justice has occurred or is or is likely to occur.
• The health and safety of any individual has been, or is being, or is likely to
be endangered.
• The environment has been, is being, or is likely to be damaged.
• That information tending to show any matter falling within any one of the
above categories has been, is being, or is likely to be deliberately
concealed.
Please raise your concerns immediately with the Town Clerk.
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1.3

The aim of this policy is to provide an internal mechanism for reporting,
investigating and remedying any wrongdoing in the workplace. In most
cases you should not find it necessary to alert anyone externally.
However, you will still be protected in law if you disclose the information
to the following:
• A legal adviser in the course of getting legal advice.
• A Minister of the Crown.
• One of the prescribed persons set out in the Public Interest Disclosure
(Prescribed Persons) Order 1999 (e.g. disclosure of a danger to health and
safety to the Health and Safety Executive; disclosure of fraud to the
Secretary of State for Trade and Industry; disclosure of breach of tax rules
to HM Revenue & Customs).

Disclosure to any other person is not generally protected except in very limited
circumstances.
1.4

After you have raised a concern, we will decide how to respond in a
responsible and appropriate manner. This will usually involve making
internal enquiries, but it may become necessary to carry out a full
investigation which may be formal or informal depending on the nature of
the concern raised. We will endeavour to complete investigations within a
reasonable time.

1.5

We will keep you informed of progress and let you know when the
investigation is completed. We will not be able to inform you of any
matters which would infringe any duty of confidentiality owed to others.

1.6

If you use this policy to raise a concern which you reasonably believe to be
in the public interest, we assure you that you will not suffer any form of
retribution or detrimental treatment.
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1.7

Any employee who criticises, bullies, or victimises a fellow employee by
reason of their whistleblowing will be liable to disciplinary action up to and
including dismissal, depending on the seriousness of the conduct.
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Useful Forms
This section provides you with copies of the forms used by staff and managers.

Additional Hours claim form
Appraisal – self assessment form
Appraisal – meeting record
Employee expenses claim form
Medical Absence form
Training request form
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ABINGDON-ON-THAMES TOWN COUNCIL
SELF APPRAISAL FORM
Name ………………………………
Department ………………………………
Date of appraisal __/__/____
Your next Appraisal Meeting will take place on:
Date: __/__/____
Time: xx:xx
Place ………………………………

Purpose of the Appraisal Meeting
To enable you to discuss, with your manager, your job performance and
your future. The discussion should aim at a clearer understanding of:
•
•
•
•

The main scope and purpose of your job
Agreements on your objectives and tasks
Standards or targets for measuring your performance
Your training and future prospects

You can prepare for the meeting and discussion by completing this form.
You should give this form to your manager before the Appraisal interview.
This will give him or her time to consider your problems and suggestions.
If you do so, it will not be copied or filed without your permission.
You will be given the opportunity to read the appraisal form prepared by
your manager; you will be able to add your comments and sign the
appraisal form.
Bring to the appraisal meeting:
•

your current job description

•

your current action plan
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Self appraisal
Name ………………………………
1. Circle appropriate answers, and comment below
(a)

Do you have an up-to-date job description?

Do you have an up-to-date action plan?

Yes

Yes

No

No

Do you understand all the requirements of your job?

Yes

No

Do you have regular opportunities to discuss your work, and action
plans?
Yes
No
Have you carried out the improvements agreed with your manager
which were made at the last appropriate meeting?
Yes
No
2. What have you accomplished, over and above the minimum
requirements of your job description, in the period under review
(consider the early part of the period as well as more recent events)?
Have you made any innovations?

3. List any difficulties you have in carrying out your work. Were there any
obstacles outside your own control which prevented you from
performing effectively?

4. What parts of your job, do you:
do best?

do less well?
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have difficulty with?

fail to enjoy?

5. Have you any skills, aptitudes, or knowledge not fully utilised in your
job? If so, what are they and how could they be used?

6. Can you suggest training which would help to improve your
performance or development?

7. Additional remarks, notes, questions, or suggestions
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ABINGDON-ON-THAMES TOWN COUNCIL

APPRAISAL FORM
Name ………………………………
Job title ………………………………
Length of time in post ………………………………
Date of appraisal __/__/____

1. General assessment of performance against standard areas
Supervisor’s A
Comments
Well ahead
of standard

B

C

D

More than
satisfactory
– slightly
above job
requirement
s

Less than
satisfactory
– needs
slight
improveme
nt

Unsatisfacto
ry – below
the
standard
reasonably
expected

Exceptionally
high output

Output is
usually
above
average

Output is
occasionally
unsatisfacto
ry

Insufficient
–
improveme
nt needed

Exceptionally
thorough
knowledge of
own and
related work

Good
knowledge
of own job
and related
work aspect

Lack of job
knowledge
sometimes
hinders
progress

Inadequate
knowledge
of own work

Highly
motivated
towards
safety.
Always
insists on
safe working
practices

A good
attitude to
safety and
encourages
others
likewise

Sometimes
has to be
reminded of
safety
precautions
at work

Disregards
basic safety
precautions

Volume of work
How does the
amount of work
done compare
with the job
requirements?
Job knowledge
Does the
employee have
the knowledge to
do the job
properly?
Safety
awareness
Consider in
regard to safe
working practices
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Supervisor’s A
Comments
Well ahead
of standard

B

C

D

More than
satisfactory
– slightly
above job
requirement
s

Less than
satisfactory
– needs
slight
improveme
nt

Unsatisfacto
ry – below
the
standard
reasonably
expected

Always
thoroughly
reliable

Little
supervision
required

Requires
more
frequent
checks than
normal

Requires
constant
supervision

Works
extremely
well with
others and
responds
enthusiastica
lly to new
challenges

Cooperative
and flexible

Usually gets
along
reasonably
well but
occasionally
unhelpful

Uncooperative,
resists
change

Absence
and/or
lateness levels
are higher
than average

Frequently
late and/or
absent

Dependability
How well does
the employee
follow
procedures?
Teamwork
How well does
the employee
work with others
to accomplish the
goals of the job
and work group?

Attendance &
punctuality
What is the
employee’s pattern of
absence and
punctuality?

Exceptionally
punctual.
Rarely absent

Attendance
levels are
acceptable
and is rarely
late

Work planning
Consider employee’s
success in planning
own work

Displays
excellent
planning ability

Organises
work well

Needs to
improve some
aspects of
work planning

Does not plan
effectively

Exceptionally
effective in all
written and
verbal
communication

Usually a good
communicator

Some
difficulties
with written
and/or verbal
communicatio
n

Does not
communicate
effectively

Communication
How effective is the
employee at verbal
and written
communication?
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Supervisor’s A
Comments
Well ahead
of standard

B

C

D

More than
satisfactory
– slightly
above job
requirement
s

Less than
satisfactory
– needs
slight
improveme
nt

Unsatisfacto
ry – below
the
standard
reasonably
expected

More than
satisfactory –
slightly above
job
requirements

Less than
satisfactory –
needs slight
improvement

Unsatisfactory
– below the
standard
reasonably
expected

Overall marking
Well ahead of
standard
performance

2. Assessment of knowledge and performance of specific tasks (as per JD)
Record comments in the appropriate column
A

B

C

D

Thorough
knowledge /
exemplary
performance

Satisfactory
knowledge
and
performs
well

Limited
knowledge /
experience

Unsatisfactory
– performs
poorly (not
due to
training need)

Training need
identified
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A

B

C

D

Thorough
knowledge /
exemplary
performance

Satisfactory
knowledge
and
performs
well

Limited
knowledge /
experience

Unsatisfactory
– performs
poorly (not
due to
training need)

Training need
identified

3. Training needs / career progression identified

4. Key objectives agreed (SMART)
These should be linked to the Council’s strategic objectives:
KO1 To respond effectively and speedily to the climate emergency
KO2 To develop a resilient, sustainable town which will provide a home for
residents now and in the future
KO3 To manage the Council’s assets efficiently and effectively to meet the
needs of the community now and in the future
KO4 To work with community partners to support those who are vulnerable
and in need and to create opportunities to increase social inclusivity
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Objective agreed

Which Council
key objective
does this help
deliver?

How will this be
measured?

What is the
agreed time
scale for this
target to be
met?

General comments by LINE MANAGER on this assessment

Signed. ...............................................
Dated…………………………………………………………...
Comments by EMPLOYEE

Signed. ...............................................

Dated…………………………………………………………...
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ABINGDON-ON-THAMES TOWN COUNCIL
Employee Expenses Claim form
(a) Name
Items purchased

Reason for purchase

Amount reclaimed
Receipt attached

£
YES / NO

Cost centre /
account code

/

Signed

Dated

Office use:
Authorised to reimburse
Input into Omega
Date paid
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ABINGDON-ON-THAMES TOWN COUNCIL
MEDICAL ABSENCE RECORD FORM
Name: …………………………………………………………………………………………

PART ONE – SELF CERTIFICATION (to be completed by employee)
For all periods of sickness absence
Date of first
Date of last
day of sickness ……………..……………… day of sickness ………………………..……
Date of first
Date of last
day of absence ……………………………… day of absence …………………………...
Date absence
Name of
notified …………………………….………… person notified ……………………………..

Reason for absence (words like illness or unwell are not enough)
…………………………………………………………………………………………..
Are you of the opinion that your absence is due to an industrial disease or accident? YES / NO
Did you visit a doctor or hospital?
YES / NO
Name and address of doctor or hospital
…………………….……………………………………………………………………………

…………………………………………………………………………………………..
(The Council will not make enquiries to your doctor or hospital without your permission).

PART TWO – MEDICAL APPOINTMENTS (to be completed by employee)
Date of appointment:_____________ Time claimed for appointment:_________ hrs
Name of Doctor /surgery:________________________
Reason for appointment (please tick):

Routine testing e.g. blood test
Acute illness ⃣
Chronic condition ⃣
Dental ⃣
Other ⃣

⃣

PART THREE - DECLARATION (to be completed by employee)
I declare that the details in this statement are complete and correct and that I have not worked during the
period of sickness stated above.
Signed: ……………………………………………..

Date:…………………………….

PART FOUR (to be completed by Manager or authorised signatory)
I am satisfied that the information given above is correct to the best of my knowledge and that the
Council’s reporting procedures have been observed.
Signed: …………………………………..………

Date: ……………………………….

Position: …………………………………………
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ABINGDON-ON-THAMES TOWN COUNCIL TRAINING REQUEST
FORM
Name of employee:
Name of training
course requested:
Name of provider:
Length of training
course:
Description of course:
Cost:
Outcome of course:
(e.g. certificate of
completion)
Why do you think this
would benefit your role
at the Museum?

Are there any penalties
if you fail to complete
the course?
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Abingdon-on-Thames Town Council
Travel Claim Form
Name ……………………………………
Date
Journey from

Payroll no: ……………………
Purpose of journey
Miles claimed
(car or cycle)

Journey To

TOTAL CLAIMED:

Signed ………………………………

Print Name ……………………………………………….. Date ……………………….

Authorised ………………………….

Print Name ………………………………………………. Date ……………………….
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Fares /
parking
claimed
(attach
receipts)

