
 

 

 
 
 

 

 
 

COUNCILLORS BELL, BINDLEY, IMTIAZ, STERLAND, INSKIP, ANSLOW AND 
ASLAM ARE SUMMONED TO THE MEETING OF WELLINGBOROUGH TOWN 
COUNCIL’S STAFFING COMMITTEE 
TO BE HELD ON 23rd JUNE 2021 AT 7pm AT SWANSPOOL HOUSE, 
DODDINGTON ROAD, WELLINGBOROUGH, NN8 1BP 

 
 

AGENDA 
 
 

 
1. ELECTION OF CHAIRMAN 

 
2. ELECTION OF VICE-CHAIRMAN 

 
3. APOLOGIES FOR ABSENCE 

 
 

4. PUBLIC QUESTIONS 
 
 

5. DECLARATON OF ANY MATTERS ON THE AGENDA 
 

 
6. EMPLOYMENT HANDBOOK 

a. Review the proposed Employment Handbook, making changes as 
necessary before recommending adoption to the Full Council. 

b. Appoint the Chairman of the Council and Chairman of the Staffing 
Committee to act as the day-to-day management type role to permit 
the Town Clerk’s leave and as a support network. 

c. Agree the formation of a sub-committee to review the Town Clerk’s 
probationary period and conduct her annual appraisal. 

 

 



 

 

7. STAFFING STRUCTURE 
To agree:  

  
a. To recommend to Full Council the recruitment of a Projects Officer and 

a Deputy Clerk.  
b. The Job Description for the Projects Officer  
c. The Job Description for the Deputy Clerk   
d. To form a working group to evaluate and make recommendations to the 

Full Council on the pay scale for each proposed Job Description.  
 

 
 
Sally McLellan 
Town Clerk to Wellingborough Town Council 
17th June 2021 



WELLINGBOROUGH TOWN COUNCIL 

 

STAFFING COMMITTEE 

23RD JUNE 2021 

ITEM 6 

REPORT BY – Sally McLellan-Town Clerk 

 

1. PURPOSE OF THE REPORT 

 

a. To review the proposed Employment Handbook, making changes as necessary before 
recommending adoption to the Full Council. 

b. Appoint the Chairman of the Council and Chairman of the Staffing Committee to act as the day-
to-day management type role to permit the Town Clerk’s leave and as a support network. 

c. Agree the formation of a sub-committee to review the Town Clerk’s probationary period and 
conduct her annual appraisal. 

 

2. EXECUTIVE SUMMARY 

 

a. The council does not currently have an Employment Handbook in place for employees. The 
proposed handbook has been drafted to include both Employment Law and best practice as 
detailed in the Green Book and ACAS Code of Practice.  

The Employment Handbook has been presented to the Staffing Committee for consideration in line 
with the following points from the committee’s Terms of Reference: 

6b ‘Helping to ensure that a staffing framework and culture exists within the Council which nurtures 
wellbeing, productivity, treats staff equally and with respect, values diversity and supports staff to give 
their best, including through suitable training, development and management’  

 6d 

‘Drafting, implementing, reviewing, monitoring and revising employment policies and making related 
recommendations to the Council. 

9. Keeping under review staff working conditions and health and safety matters 

13. Ensuring appropriate arrangements are established for hearing a grievance or disciplinary matter for 
the Clerk (and any staff appeals)’ 

 

Included in this Employment Handbook is the consideration of a day-day line management role for the 
Town Clerk. This is proposed under the following points listed in the committee’s terms of reference: 
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;15. Establish a suitable sub-committee to which to delegate confidential aspects of the above 
responsibilities in a framework which recognises the Chair’s (or a nominated other person’s) day-to-
day management-type role e.g. in relation to permitting leave. 

b. A sub-committee must be formed by more than one person. The council is the employer and as 
such all-employment responsibilities rest with the council as a whole. However, some day-to-
day line management duties can be delegated to a sub-committee, such as the approval of 
leave, as detailed in the Employment Handbook. Therefore, the proposal is to appoint the 
Chairman of the Council and Chairman of the Staffing Committee to act as the day-to-day 
management type role to permit the Town Clerk’s leave and act as a support network. 

 

c. The Town Clerk is recruited on a six-month probationary period with an annual appraisal. The 
probationary period is due for review before the end of September 2021. It is recommended 
that a sub-committee is formed to conduct this review and the Town Clerk’s appraisal.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

 

 

 

 

 

 

 

WELLINGBOROUGH TOWN COUNCIL 
 

 

 

EMPLOYMENT HANDBOOK 
 

 

OUR RULES AND POLICIES 

 

 

 

 

 

 

 

 

 

 

 



4 
 

Index 

 

1 YOUR RESPONSIBILITIES ............................................................................................................................................... 6 

2 ATTENDANCE AND TIMEKEEPING ............................................................................................................................ 7 

3 SICKNESS, INJURY AND SICK PAY ............................................................................................................................ 7 

4 DENTIST, DOCTORS, OPTICIANS AND OTHER APPOINTMENTS ................................................................. 9 

5 UNAUTHORISED ABSENCE .......................................................................................................................................... 9 

6 HOLIDAYS ........................................................................................................................................................................... 9 

7 SPECIAL LEAVE ................................................................................................................................................................ 10 

8 TIME OFF IN LIEU ........................................................................................................................................................... 10 

9 ACCIDENTS ....................................................................................................................................................................... 11 

10 JURY DUTY ........................................................................................................................................................................ 12 

11 SMOKING .......................................................................................................................................................................... 12 

12 INTERNET AND EMAIL ................................................................................................................................................. 13 

13 TELEPHONES (OFFICE & MOBILE) ........................................................................................................................... 14 

14 DRESS CODE .................................................................................................................................................................... 15 

15 SEARCH .............................................................................................................................................................................. 15 

16 EXPENSES .......................................................................................................................................................................... 15 

17 APPRAISAL ........................................................................................................................................................................ 15 

18 MEMBERSHIP OF UNION ........................................................................................................................................... 16 

19 ADOPTION LEAVE POLICY ......................................................................................................................................... 16 

20 ALCOHOL AND DRUG ABUSE POLICY .................................................................................................................. 19 

21 BEREAVEMENT POLICY ................................................................................................................................................ 20 

22 DIGNITY AT WORK POLICY ........................................................................................................................................ 21 

23 DISCIPLINARY POLICY ................................................................................................................................................. 21 

24 EMPLOYEE ATTENDANCE DURING INCLEMENT WEATHER POLICY ......................................................... 25 

25 EYE TEST INFORMATION ............................................................................................................................................ 26 

26 FLEXIBLE WORKING POLICY ...................................................................................................................................... 26 

27 GRIEVANCE POLICY ...................................................................................................................................................... 29 

28 MATERNITY POLICY ...................................................................................................................................................... 30 

29 PARENTAL LEAVE POLICY........................................................................................................................................... 34 



5 
 

30 PATERNITY LEAVE POLICY ......................................................................................................................................... 36 

31 TIME OFF FOR DEPENDANTS POLICY ................................................................................................................... 38 

32 PENSION AND RETIREMENT ..................................................................................................................................... 39 

33 STRESS POLICY ............................................................................................................................................................... 39 

34 WHISTLEBLOWING POLICY........................................................................................................................................ 40 

 

 



6 
 

WELCOME WELLINGBOROUGH TOWN COUNCIL 

 

Your relationship with the Council is governed by the policies and procedures in this Handbook, Job Description 
and the Terms and Conditions in your contract of employment.  Please take time to read all documents.  If there is 
a conflict between, your Contract of Employment shall prevail.   

The Council reserves the right to amend all such practices and policies, including the Handbook, from time to time 
as may be required.  

The Town Clerk is the head of the paid service. Where the policy refers to your line manager, this is the Town 
Clerk. In the case of the Town Clerk the Chairman of the Council and Chairman of the Staffing Committee will act 
as the day-to-day support of a line manager, including conducting appraisals. However, the employer is the Council 
and decisions effecting the terms of an employee’s contract will be only be made by the council in a properly 
constituted meeting, adhering to the Council’s Standing Orders. 

 

SECTION 1 – COUNCIL RULES 

1 YOUR RESPONSIBILITIES 

1.1 Whilst working for the Council your overriding (prevailing) responsibilities are:-   
 

1.1.1 To observe all safety rules and to act in a manner that ensures your own health and safety and 

the health and safety of others; and  

1.1.2 To act wholeheartedly in the best interests of the Council. 

1.2 Any conduct that either puts your own health and safety at risk or that of others will normally be treated as 
gross misconduct.    

1.3 Any conduct that is detrimental to the best interests of the Council or its relations with customers/clients, 
suppliers or the general public will normally be treated as gross misconduct.   

1.4 Your general duties include the following:- 
 

1.4.1 To work hard, conscientiously, safely and loyally on behalf of the Council.  

1.4.2 Not to be involved in any work or activity which is in competition with the Council or which might 

adversely affect the Council’s best interests. 

1.4.3 To obey the reasonable and lawful instructions of the Council and to be flexible in helping the 
Council achieve its objectives. 

1.4.4 To produce work of the best possible quality. 

1.4.5 To respect and care for the Council’s property.   

1.4.6 To strictly obey all Rules and Regulations relating to health and safety and report to your Town 
Clerk any hazards to safe working arrangements.   
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1.4.7 To comply with the Council’s equal opportunities policy and to co-operate with it to ensure a 
working environment that is free from discrimination and prejudice and the fear of harassment or 
violence. 

1.4.8 Whilst working for the Council to devote all of your time and attention to your duties.  You must 
not engage in any other business, activity or employment (either inside or outside your normal 
working hours) that interferes with this duty.   

1.4.9 To notify the Council at the earliest opportunity about any change in your personal 

circumstances such as your name, address or telephone number. 

 

2 ATTENDANCE AND TIMEKEEPING 

2.1 The Council expects excellent attendance and timekeeping. 

2.2 Persistent lateness or repeated unauthorised absence will normally be treated as misconduct. 

2.3 It is your responsibility to make sure that you are at work and ready to start work at your scheduled starting 
time. 

2.4 If you are sick or injured and cannot attend work then you must comply with the Council’s sickness/injury 
rules.  The sickness/injury rules are set out in section 3 – 3.9 of this handbook.  

2.5 If you arrive at work late you must immediately report to your Town Clerk.   

2.6 If you need to leave work before your scheduled finish time you must obtain the prior authority of the Town 
Clerk. Should you fail to do so we must warn you that this may result in disciplinary action. 

2.7 You must comply with the Councils absence and time recording procedures which may be introduced from 
time to time including any provisions required to ensure compliance with the Working Time Regulations 
1998. 

3 SICKNESS, INJURY AND SICK PAY 

3.1 You are expected to be available to work during your normal working hours. You must make every effort to 
attend work.   

3.2 If you cannot attend work you must comply with the following rules:-  
 

3.2.1 You must telephone the Town Clerk as soon as possible, but no later than 30 minutes before 
your scheduled start time. You should not leave a message with a colleague. You must state the 
reason for your absence and the date on which you expect to return to work. Where the return 
date is unknown, you must continue to phone the Town Clerk every day during the first five 

working days of your absence to provide information of the likely duration of your absence. 

3.2.2 If you are unable to return to work on the date expected you must call the Town Clerk again as 
outlined above.   
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3.2.3 If your absence lasts for less than 8 calendar days, on your return to work you must complete an 
Absence Self-Certification explaining the reason for your absence.   

 

3.3 If your absence lasts for 8 or more consecutive calendar days then you must: 
 

3.3.1 Get a fit note from your GP informing the reason for being signed off work and whether you are 
‘unfit for work’ or ‘may be fit for work’ with some recommended adjustments.  This form must be 

sent to the Town Clerk immediately.   

3.3.2 If you cannot return to work when your fit note expires, you must obtain another fit note from your 
GP and send it to the Town Clerk immediately.  Certificates are required to cover the total period 
of your absence.   

3.3.3 You must telephone the Town Clerk at least one working day before you return to work so that 
arrangements can be made for your return.   

3.3.4 If your last fit note does not specify a date on which you can resume your duties before you 
return you must supply the Council with a fit note confirming that you are fit to return to work.   

3.4 The Council reserves the right to require you to produce a fit note from your GP to cover absences of less 
than 8 days. If you are required to do so the Council will reimburse the cost of such a certificate upon it being 

submitted. 

3.5 Whilst on absence due to sickness or incapacity you are not permitted to undertake any paid work for another 
employer or for any business established by you, without express permission from the Council. 

Council Sick Pay 

3.6 You will be paid your agreed basic remuneration in line with the scale of payment for any one year that runs 
from 1st April to 31st March. The Council will be responsible for reclaiming the Statutory Sick Pay element 
from the HM Revenue and Customs. 

3.7 Entitlement to payment is subject to notification of absence and production of medical certificates as required 
above. 

Scale of Payment 

3.8 Subject to the above conditions of this scheme, when absent from duty owing to illness (which term is 
deemed to include injury or other disability) you will be entitled to receive an allowance in accordance with 
the following scale: 

With 0-5 months service you will receive Sick Pay at the current statutory rate for up to 26 weeks.  

With 6 months to 12 months service you will receive Sick pay at the rate of one month full pay and one 
month half pay and anything over and above will be at the current rate of SSP up until 26 weeks.  

For between 13 months to 5 years’ service you will receive 3 months at the rate of full pay and 3 months 
at the rate of half pay. 
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For 5 years’ service or more you will receive sick pay at the rate of full pay for 6 months.  

3.9 NB for the purposes of calculating “Half Pay” or “Full Pay”, the rate of pay for the agreed salary month will 
be used. 

4 DENTIST, DOCTORS, OPTICIANS AND OTHER APPOINTMENTS 

4.1 Whenever possible such appointments should be made outside of working hours.  There is no right to time 
off for non-emergency check-ups.   

4.2 Where it is absolutely essential that such appointments are arranged during your working day, disruption 
must be kept to a minimum by arranging the appointment at the very start of the day or at the end of the 
day. You must also provide a copy of your appointment card or an appointment letter when attending any 
appointment during works time. 

4.3 Time off for such appointments will be unpaid unless: 
 

4.3.1 Lost time is made up with the prior authority of the Town Clerk; 

4.3.2 You take the time off as holiday in which case you will need to comply with the Council’s holiday 

rules.   

5 UNAUTHORISED ABSENCE 

5.1 Any absence which does not comply with the provisions of your contract of employment relating to holidays 
or sickness or which has not been expressly authorised by the Council in advance shall be regarded as an 
unauthorised absence and treated as misconduct.  If you have less than two years’ service and fail to report 
for work for more than 5 consecutive days (unless you are ill and produce medical evidence to prove it or 
on approved holiday) the Council shall be entitled to assume that you resigned from your employment 

without notice with effect from your first day of unauthorised absence.   

 

6 HOLIDAYS 

6.1 In addition to recognised bank or public holidays, employees will be entitled to twenty-two days annual leave, 
plus two discretionary days. The holiday year runs from 1st April to the 31st March each year. Holiday leave 
is calculated pro-rata for part-time employees. 

6.2 Without prior agreement with the Town Clerk you may not carry any holidays over from one holiday year to 

the next.  If permission is granted a maximum of eight days can be carried forward from one holiday year to 
the next. A minimum of four weeks leave must be taken in that holiday year. The Clerk can provide notice 
for holiday to be taken on a designed date to ensure this leave is used before the end of the holiday year. 
No payments will be made in lieu of holiday not taken except in respect of your last year of employment as 
set out below. 
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6.3 Holidays must be arranged at the mutual convenience of both you and the Town Clerk.  Holidays must be 
entered on the employees’ holiday form and authorised by the signature of the Town Clerk. You must give 
the Council reasonable notice of your intention to take your holiday.  You are only allowed to take holidays 
if the Council has approved them in advance. As a minimum you are required to give the following notice: 

2 weeks holiday      4 weeks’ notice 

1 week holiday        2 week’s notice 

6.4 You are not allowed to take more than 10 consecutive working days holiday unless you have obtained the 

express prior written permission of the Town Clerk. 

6.5 The Council may object to you taking holiday on dates requested by you and/or on bank/public holidays if it 
is inconvenient for the council business or if another member of the team has leave within the requested 
period.  Holiday requests will be granted on a ‘first come, first served’ basis. 

6.6 If you start or leave your employment during the holiday year you shall be entitled to pro rata annual 
entitlement for each week of service in that holiday year. 

6.7 Upon termination of your employment you will be entitled to pay in lieu of any holiday accrued in your last 
holiday year but not taken. If you have taken holidays in excess of entitlement the Council shall be entitled 
to deduct the excess pay from your final salary payment. 

6.8 The Council may require you to take (or not to take) any outstanding accrued holiday entitlement during your 

notice period. 

6.9 In the event of you falling sick during the period of your annual leave, you will be regarded as being on sick 
leave from the date of your medical certificate and further annual leave will be suspended from that date. If 
as a result of this sickness you have been unable to use the holiday entitlement for the year, then the holiday 
can be carried forward to be used within 18 months. 

6.10 Up to 3 days annual leave may be reserved and taken during the seasonal closure in December. 
 

7 SPECIAL LEAVE 

7.1 The council recognises that due to certain situations, an employee may need to unexpectedly spend time 
away from work and will always consider assisting employees with genuine problems.  The length of Special 
Leave is decided at the absolute discretion of the Town Clerk on a case by case basis.  Payment will be at 
the absolute discretion of council, but will generally be a maximum of 5 days in any rolling twelve month 
period. 

8 TIME OFF IN LIEU 

8.1 The Council recognises that it is not always possible for employees to work only their contractual hours. 
However, the Council also has a duty to protect the health and safety of its employees by ensuring that they 
do not work too many hours and that they are recompensed if it is necessary for them to work extra hours. 
This policy is in place to define the time off in lieu system and to set down guidelines for its implementation. 
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8.2 'Time off in lieu' is time off that is taken instead of overtime pay by employees working beyond their 
contractual hours. There is no eligibility for overtime payments unless set out in individual Contracts of 
Employment. 

Accrual of time off in Lieu 

8.3 Employees who need to work more than their contractual hours should inform the Town Clerk in advance, 
and get approval to do the extra time. The extra hours worked must be recorded on the employee's TOIL 
sheet and signed by the Town Clerk. Where an employee routinely is expected to start or finish work outside 
of their normal working hours an alternative solution should be considered by the Staffing Committee. 

8.4 It is generally expected that no more than 10 hours of time off in lieu may be accumulated in any one month.  
EU Working Time Regulations must be observed. The maximum number of hours of time off in lieu will not 
be calculated on a pro rata basis for part-time employees. 

8.5 Time off in lieu accrued is equal to time actually worked. For example, if the employee works for two hours, 
two hours of time off in lieu is accrued, regardless of whether the work is done on a weekday, weekend or 
bank holiday. 

8.6 Time off in lieu does not accrue for work done beyond contractual hours when it is done outside normal 
office conditions, for example when an employee travels for work or attends a course. 

Redemption of time off in Lieu 

8.7 Employee's requests to redeem time off in lieu will be granted at the discretion of the Town Clerk, taking into 
consideration operational requirements such as the needs of the Council and workload of other employees. 

The Town Clerk is expected to allow staff as much flexibility as they can under this policy. However, it will 
not always be possible to allow staff to take the time off when they have requested it.  

8.8 Employees must take time off in lieu within three months of accrual. Employees cannot carry forward time 
off in lieu beyond this period. This does not apply, when work is directed by the Council. Any entitlement 
that has not been taken within three months of accrual will be lost. 

8.9 Employees who are leaving the Council and have accrued time off in lieu will be paid overtime pay at their 
normal hourly rate to cover this. 

9 ACCIDENTS  

9.1 Absences resulting from accidents at work are treated as sickness absence and the Council's normal rules 
will apply to such absences.  

9.2 All accidents and incidents (including near-miss incidents) must be reported to the Town Clerk so that the 
cause can be ascertained, the control measures re-evaluated and action taken to prevent recurrence. 

9.3 All accidents and incidents, no matter how minor, must be recorded in the Accident Book. 

9.4 It is the responsibility of the person injured to provide complete and accurate information to enable 
management to find out what went wrong, learn lessons and take action to prevent or reduce such 
accidents/incidents in the future. 
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10 JURY DUTY 

10.1 Leave of absence will normally be granted to employees called for jury duty.  If you receive a notice of jury 
duty you must notify the Town Clerk as soon as possible in order that arrangements may be made to cover 
your position. 

10.2 An employee on jury duty will be expected to work as much of his/her regularly scheduled work week as the 
jury duty schedule permits, to the extent that combined time on jury duty and at work does not exceed the 
number of hours he/she is normally scheduled to work during a normal working week (unless additional time 
is absolutely necessary and mutually agreed upon by the employee and Council). 

10.3 If you hold a position crucial to the operation of the Council, or in the event that your absence from work 
over a long period of time could cause hardship to the Council, the Council may petition the jury selection 
committee to excuse you from jury duty. Also, you may personally petition to be excused from jury duty if 
jury duty would cause hardship to your family. 

10.4 An employee serving on jury duty must present the official court cheque or other documentation of 
remuneration to their Town Clerk so that arrangements for the payment of any difference between regular 

pay and jury duty compensation can be made. In no event will make-up pay exceed compensation for the 
number of hours the employee is normally scheduled to work during a given work week, and in any case 
payment will only be made to cover the period that the jury is expected to attend the court for a maximum of 
ten days after which period the council reserves the right to review the pay for such leave. 

 

 

11 SMOKING 

11.1 This policy has been developed to protect all employees, service users, customers and visitors from 
exposure to second-hand smoke and to ensure compliance with laws that ban smoking in public places 

(including workplaces). Laws banning smoking in public places (including workplaces) came in to effect on 
26 March 2006 in Scotland, 2 April 2007 in Wales and 1st July 2007 in England. 

11.2 Exposure to second-hand smoke, also known as passive smoking, increases the risk of lung cancer, heart 
disease and other illnesses. Ventilation or separating smokers and non-smokers within the same airspace 
does not stop potentially dangerous exposure. 

11.3 It is the policy of the Council that all of its workplaces are smoke-free and all employees have a right to work 
in a smoke-free environment.  

11.4 Smoking is prohibited throughout the entire workplace with no exceptions. This includes Council vehicles. 
This policy applies to all employees, consultants, customers and visitors. 

Non-compliance 

11.5 Non compliance with this policy and relevant law will be treated as misconduct and in some cases a gross 
misconduct offence. 
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12 INTERNET AND EMAIL 

12.1 The Council’s computer system contains an e-mail facility, which is intended to promote effective 
communication on matters relating to the Council’s business. During working hours the e-mail system should 
therefore be used for that purpose only. You have no right to privacy when using the Council’s computer 

system.  This means the e-mail system should not be used for spreading gossip or for personal gain or in 
breach of any of the Council’s standard employment policies on issues such as sexual or racial harassment. 

12.2 Messages sent on the e-mail system are to be written in accordance with the standards of any other form of 
written communication and the content and language used in the message must be consistent with best 
Council practice. Messages should be concise and directed to those individuals with a need to know. 
General messages to a wide group should only be used where necessary and ALWAYS use the blind carbon 
copy facility (BCC) to protect confidentiality. 

12.3 Confidential information should not be sent externally and in some cases internally, by e-mail without 
express authority and unless the messages can be lawfully encrypted.  

12.4 Personal use of Councils IT infrastructure is not permitted during employee’s normal working hours.   

However, reasonable time may be spent on-line during lunch breaks or before/after work. Excessive usage 
of the IT system and/or the transmission of inappropriate materials may lead to disciplinary action. 

Legal Action against the Council 

12.5 Messages sent over the e-mail system can give rise to legal action against the Council. Claims for 
defamation, breach of confidentiality or contract could arise from a misuse of the system. It is therefore vital 
for e-mail messages to be treated like any other form of correspondence and where necessary hard copies 
should be retained.  You are also reminded that messages are disclosable in any legal action commenced 
against the Council relevant to the issues set out in the e-mail. 

The Council’s rights 

12.6 The Council reserves the right to retrieve the contents of all incoming and outgoing messages for the purpose 

of monitoring whether the use of the e-mail system is legitimate, when employees are off sick or on holiday, 
to find lost messages or to retrieve messages lost by computer failure, to assist in the investigations of 
wrongful acts or to comply with any legal obligation. 

12.7 The Council reserves the right to monitor email messages sent and/or received and to monitor your usage 
of the Internet. 

Security 

12.8 If you are given access to the e-mail system you are responsible for the security of your terminal and you 
must not allow the terminal to be used by an unauthorised person. 

12.9 You should therefore keep your personal password confidential and change it regularly. When leaving your 
terminal unattended or on leaving the office you should ensure you log off the system to prevent 

unauthorised users using your terminal in your absence. 
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General Rules 

12.10 Should you receive an e-mail message which has been wrongly delivered to your e-mail address you should 
notify the sender of the message by redirecting the message to that person but NOT in the case of SPAM 
which should be deleted immediately. Further in the event the e-mail message contains confidential 
information you must not disclose or use that confidential information. Should you receive an e-mail which 
contravenes this policy the e-mail should be brought to the attention of your Town Clerk. 

12.11 Misuse of the e-mail system in breach of these rules will be treated as misconduct. 

12.12 Misuse of the e-mail system by transmission of any material in any of the following categories will 
constitute gross misconduct: 
 

12.12.1 Defamatory; 

12.12.2 Offensive or obscene; 

12.12.3 Untrue or malicious; 

12.12.4 Discriminatory on grounds of race, sex, marital status, disability, sexual orientation, religion or 
religious belief & philosophical beliefs or age; 

12.12.5 The Council’s Confidential Information (as defined in your contract of employment); and 

12.12.6 Protected copyright material. 

Internet 

12.13 If you are given access to the Internet, you must use it for legitimate Council business only. Searching for or 
viewing or downloading web pages the content of which is offensive, obscene, discrimination will constitute 
gross misconduct. 

 

13 TELEPHONES (OFFICE & MOBILE) 

13.1 Telephone calls of a personal nature should be made only in cases of emergency and with permission 
of the Town Clerk. 

13.2 Employees’ personal mobile telephones must be on ‘silent’ mode during working hours.  Employees should 
normally restrict personal mobile telephone calls and text messages to their rest breaks. 

13.3 You may be provided with a mobile telephone in order to assist with the proper performance of your duties. 
The mobile telephone remains the property of the Council and the Council may withdraw its use and it must 
be returned to the Council on the termination of your employment. The mobile telephone is your 
responsibility and if it is lost you will be responsible for the replacement cost.  

13.4 If the Council considers that there has been improper use of the mobile telephone, you may be required to 
meet the cost of any calls that are not business related and such costs may be deducted from your 
remuneration. Furthermore, such actions would be treated as misconduct. 
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Use of Mobile Phones in Vehicles 

13.5 It is unlawful to use a hand held mobile telephone when driving. Time spent waiting at traffic lights or in traffic 

jam is still considered to be driving.  

 

 

14 DRESS CODE 

14.1 Proper attire is necessary to maintain an image which reflects the Council's professionalism and high 
standards.  It is important that dress is appropriate for the Council’s environment. 

14.2 Trainers, jeans or other casual clothing, including walking barefoot in office hours are not considered to be 
appropriate attire.  If further guidance regarding attire is required, this should be discussed with the Town 
Clerk.  

14.3 If you arrive at work inappropriately dressed we reserve the right to require you to go home and get changed 
and not to pay you in respect of any time lost. 

14.4 If you are provided with a uniform this must be worn at all times. 

15 SEARCH 

15.1 The Council reserves the right to search you and any of your property held on the Council’s premises at any 
time if there are reasonable grounds to believe that you are guilty of theft or in possession of illegal drugs or 
prohibited property or substances or in breach of the Council’s rules and regulations.   

15.2 Personal searches will be carried out by security and/or management as appropriate. Searches will be 
conducted with your consent and in the presence of at least one agreed witness.   

15.3 The Council reserves the right to invite the police to obtain a warrant to search the Council’s premises and/or 
people suspected of possession of stolen or other illegal goods or substances or whom are suspected of 

committing or having committed any other criminal act. 

16 EXPENSES 

16.1 Any travel, mileage, subsistence expenses incurred by you in connection with Council business and 
approved by the Council will be paid at the agreed NJC rate laid down at the time. 

17 APPRAISAL 

17.1 You will receive an annual Appraisal.  Should there be any concerns about your performance, other than 
matters of a disciplinary nature, the Council undertakes to work with you to seek to ensure that necessary 
training, mentoring and support is provided to ensure that agreed standards of performance are reached in 
a reasonable agreed time frame.  
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18 MEMBERSHIP OF UNION 

18.1 The Council, as your employer, supports the system of collective bargaining in every way and believes in 
the principle of solving industrial relations’ problems by discussion and agreement.  For practical purposes, 
this can only be conducted by representatives of the employers and of the employees.  If collective 

bargaining of this kind is to continue and improve for the benefit of both, it is essential that the employees’ 
organisations should be fully representative.  Your Council is associated with other local authorities 
represented on the national and provincial councils dealing with local authorities’ services.   

 

SECTION 2 – POLICIES 

19 ADOPTION LEAVE POLICY 

 
Qualification 

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

19.2 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. 

19.3 To qualify for adoption leave, you must: 
 

19.3.1 Have been notified that you have been matched by an adoption agency with a child for the 
purposes of adoption; and 

19.3.2 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 

19.3.3 Give the Council appropriate notice; and 

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

Notification 

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

19.5 The notice must include the following information: 
 

19.5.1 When the child is expected to be placed with you; 

19.5.2 When you want to start the adoption leave; 
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19.6 You can change your mind about the date you want your leave to start provided you give at least 28 days 
notice in advance (again unless this is not reasonably practicable).  If 28 days notice is not reasonably 
practicable, you should give notice as soon as reasonably practicable with a written explanation of the delay. 

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

 

Matching Certificate 

19.8 You must provide a completed matching certificate (available from the Agency who is placing the child with 
you). 

Duration of leave 

19.9 You 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 

19.10 You can choose to start your leave either: 

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

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

19.11 Only one period of leave is available regardless of whether more than one child is placed for adoption as 
part of the same arrangement.   

19.12 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, you are entitled to 
continue the adoption leave for up to 8 weeks after the end of the placement.   

19.13 It should be noted that adoption leave is in addition to parental leave (currently 13 weeks or 18 weeks for 
parents of disabled children).   

Returning to work 

Right to return 

19.14 Where you take Ordinary Adoption Leave only (i.e.: up to 26 weeks) you have the right to return to the same 
job as you left and to be treated as if you had never been absent.   

19.15 Where you take Additional Adoption Leave (i.e.: more than 26 weeks and up to 52 weeks’ leave) you 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 
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19.16 Where you intend to return to work on the Expected Return Date no notice is required to be given to the 
Council. 

19.17 Where you wish to return to work before the Expected Return Date, you must give the Council at least 8 
weeks notice of the date you intend to return.  This notice may be verbal.   

19.18 If you fail to give at least 8 weeks notice then the Council is entitled to postpone your return and is not obliged 
to pay you your normal remuneration until the agreed return date.    

 

 

Adoption Pay 

19.19 Statutory Adoption Pay (SAP) is available if you: 
 

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

19.19.2 Give appropriate notification to the Council; and 

19.19.3 Give the Council a completed Self Certificate; and 

19.19.4 Have average weekly earnings of not less than the lower earnings limit apply to National 
Insurance Contributions.   

Notification 

19.20 You must give the Council at least 28 days’ notice of the date upon which you expect any payment of 
Statutory Adoption Pay to begin, unless this is not reasonably practicable.   

19.21 You can change your mind about the date you want your SAP to start provided you give at least 28 days 
notice in advance (again unless this is not reasonably practicable).   

19.22 If 28 days notice is not reasonably practicable, you should give notice as soon as reasonably practicable 
with a written explanation for the delay.  

Amount paid 

19.23 SAP will be the lesser of the prescribed rate per week or 90% of your average weekly earnings.  This rate 
is the same for Statutory Maternity Pay and Statutory Paternity Pay. 

 
Alternative / Additional Financial Help for Adopters 

19.24 If you have average weekly earnings below the lower earnings limit for National Insurance Contributions 
purposes and do not qualify for SAP you may be eligible for income support whilst on adoption leave. 

Keeping in touch (KIT) days 
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19.25 You can agree to work, or attend training, team events etc. for up to 10 days during their adoption leave. 
This will not affect their right to take adoption leave or eligibility for pay. These are known as “keeping in 
touch” (‘’KIT’’) days. You will be paid for the hours they work on that day. However, if you are receiving SAP 
then the amount paid will be made up to their normal hourly rate for the hours worked. If they are receiving 
no payments, then they will be paid their normal hourly rate. 

19.26 You are under no obligation to work during adoption leave (nor are we obliged to offer any work) and 
therefore any work undertaken, and the amount paid for the work done on any KIT days, is entirely a matter 

for agreement with you.  

 

20 ALCOHOL AND DRUG ABUSE POLICY 

20.1 You must not drink alcohol on the Council’s premises. 

20.2 Any employee who is found consuming alcohol on the Council’s premises or the premises 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. 

20.3 Existing and prospective 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. 

20.4 A refusal to give consent to such an examination or a refusal to undergo the screening will result in the 
immediate withdrawal of any offer made to prospective employees and will normally be treated as gross 
misconduct for employees.   

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

20.6 If you are prescribed drugs by your doctor which may affect your ability to perform your work you should 
discuss the problem with your Town Clerk. 

20.7 If the Council suspects there has been a breach of this policy or your work performance or conduct has been 

impaired through substance abuse, the Council reserves the right to require you to undergo a medical 
examination to determine the cause of the problem. 

20.8 If you refuse to undergo a medical examination in such circumstances any decision made will be based on 
any information provided.    

20.9 If, having undergone a medical examination, it is confirmed that you have been positively tested for a 
controlled drug, or you admit there is a problem, the Council reserves the right to suspend you from your 
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 you to undergo treatment and rehabilitation.    
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20.10 The Council reserves the right to search you or any of your 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 you refuse to comply with these search procedures, your refusal will normally be treated as an act of 
misconduct.   

20.11 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. 

 

21 BEREAVEMENT POLICY 

 
Funeral leave for an immediate family member 

21.1 When a death occurs in an employee’s immediate family, all regular (i.e. not casuals) employees may take 
up to five days off with pay to attend the funeral or make funeral arrangements. The pay for time off will be 
prorated for a part-time employee if the funeral occurs on a scheduled work day. There may be exceptional 
circumstances were paid time off may be increased by a further three (3) days. This will be at the discretion 
of the Town Clerk.  

21.2 The Council may require verification of the need for the leave.  

Immediate family defined for bereavement leave 

21.3 Immediate family members are defined as an employee’s spouse, civil partner, parents, stepparents, 
siblings, children, stepchildren, grandparent, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-
in-law, daughter-in-law, or grandchild. 

Right to parental bereavement leave 

21.4 Employees who have suffered the loss of a child under the age of 18 years old or suffered a stillbirth from 
24 weeks of pregnancy can take up to two weeks' leave, either in one block of two weeks or in two blocks 
of one week, within 56 weeks of the child's death. 

Eligibility for parental bereavement leave 

21.5 The right applies to parents, adoptive parents, intended parents, parents-in-fact and the partner of any of 
these individuals as well as foster carers, employees with day to day responsibility for the child (who are not 
being paid for such care) and employees who expect to be granted a parental order in respect of the child. 

Eligibility to be paid for parental bereavement leave 

21.6 Employees with at least 26 weeks' continuous service, who meet the minimum earnings criteria and provide 
the proper notice (see below), will also be entitled to be paid Statutory Parental Bereavement Pay (SPBP) 
during their bereavement leave. SPBP will be paid at the same rate as statutory maternity pay or 90% of the 
average weekly earnings if lower. 



21 
 

Notice to take parental bereavement leave 

21.7 Leave taken within 56 days of the child's death: the employee must provide notice to the employer before 
they are due to start work on their first day of absence or, where that is not possible, as soon as reasonably 
practicable. 

21.8 Leave taken between 56 days and 56 weeks following the child's death: the employee must provide a week's 
notice to the employer. 

21.9 When giving notice of the intention to take bereavement leave, the employee must provide the date of the 

child's death, the date on which the employee would like their absence to begin and confirm whether they 
are intending to take one or two weeks of leave.  

Additional time off  

21.10 The Council understands the deep impact that death can have on an individual or a family, therefore 
additional non-paid time off may be granted. The employee may make arrangements with the Town Clerk, 
for an additional five unpaid days off. Additional unpaid time off may be granted depending on the 
circumstances such as distance and the individual’s responsibility for funeral arrangements. 

 

22 DIGNITY AT WORK POLICY 

22.1 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: 
 

25.1.1 Being offensive, abusive, malicious, insulting or intimidating to a fellow employee; or 

25.1.2 Engaging in unjustifiable criticism towards a fellow employee; or  

25.1.3 Imposing a punishment upon a fellow employee without reasonable justification; or 

25.1.4 Changing an employee’s duties or responsibilities to his or her detriment without reasonable 
justification. 

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

22.3 If you feel that your dignity at work has been compromised, you should raise the matter through the Council’s 
grievance procedure.   

23 DISCIPLINARY POLICY 

23.1 The continued success and future growth of Council and the well-being of its employees depends to a large 
extent on the ability to maintain high standards of performance, cooperation, reliability and discipline. It is 

important for employees to know and understand what is expected of them and the consequences of failing 
to achieve the required standards. It is important that employees are familiar with the procedure, and take 
careful note that certain actions or offences may lead to disciplinary action or may lead to immediate 
dismissal without pay in lieu of notice. 



22 
 

23.2 The purpose of the disciplinary procedure is to ensure fair treatment of all employees who become liable to 
disciplinary action. 

23.3 The Council reserves the right to invoke the disciplinary procedure, for employees who have frequent 
sickness absence, which may lead to termination of employment. Refer to the frequent sickness and return-
to-work meetings section for further information. 

23.4 The Council reserves the right not to invoke all or part of the disciplinary procedure for employees with less 
than twenty-four months service. 

23.5 The disciplinary procedure may be applied at any stage depending on the seriousness of the circumstances. 
The employee will have an opportunity at all stages to state their case and appeal against any decision 
made on behalf of the Council.  

Investigation process 

23.6 Where the employee is the subject of an alleged breach, an investigatory meeting will be held by the Town 
Clerk in order to establish the facts.  

Disciplinary hearing 

23.7 If the investigator decides there is a case to answer. If there is a case to answer it will be referred to the 
Staffing Committee to appoint members to hold a disciplinary meeting with the employee.  

23.8 The employee will receive written notification of the meeting and copies of the witness statements, outlining 

the alleged misconduct or poor performance, and its possible consequences (see Outcomes below). The 
written notification should tell the employee of his or her right to be accompanied at the meeting (see below). 
The meeting will go through the evidence gathered, set out the case, allow the employee to answer the 
allegation(s) and ask questions. Where the employer or employee intends to call witnesses, advance notice 
should be given to the Town Clerk. The employee should make every attempt to attend the meeting. Where 
the employee is persistently unable or unwilling to attend a disciplinary meeting, without good cause, the 
investigator will make a decision on the evidence available. 

23.9 Once all the evidence has been addressed, and summarised, the meeting will be adjourned for a decision 
to be made on the appropriate action, based on the stages below. The investigator will reconvene the 
meeting to notify the employee of the reasons for their decision and set out the required improvements. The 

employee will also be notified in writing of the decision, required improvements, implications of failure to 
improve or further misconduct, right to appeal, and the length of time the letter will be held on their personnel 
file. This letter will normally be held on the employees personnel file for twelve months. Failure to improve 
or further misconduct within the twelve-month period will result in the next stage of the disciplinary process 
being invoked. In the case of a final warning being already held on the personnel file, a further breach or a 
lack of improvement may result in dismissal.  In the event of gross misconduct, the employer may decide to 
dismiss without any prior warnings being held. The outcome of any disciplinary meeting will be reported to 
the Town Clerk for the Council to be informed. 

Right to be accompanied 
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23.10 At any formal stage of the procedure an employee may be accompanied by a companion, who may be a 
fellow employee, a trade union representative, or an official employed by a trade union. A trade union 
representative who is not an employed official must have been certified by their union as being competent 
to accompany a Council an employee. 

Gross Misconduct 

23.11 The following examples of gross misconduct should not be considered a complete list of possibilities: 

 Gross negligence 

 Theft from the Council, employees, the public and/or suppliers  
 Forgery, falsification of records including fraudulent recording of time   
 Failure to disclose a gift 
 Misrepresentation 
 Bringing the council into disrepute 
 Fighting or physically striking another employee 
 Refusal to carry out reasonable instructions from a senior employee 
 Drunkenness or the use of prohibited substances whilst on duty and or representing the council. 
 Wilful damage to council property 
 Flagrant disregard of safety precautions likely to endanger colleagues 

 Unauthorised possession of council property 
 Discrimination and harassment 
 Actions constituting a criminal offence 
 Being on council property out of normal working hours, unaccompanied and without authorisation 

from the Town Clerk without legitimate work-related purposes. 

 

Outcomes and penalties 

Stage 1: Oral warning 

23.12 In the instance of a first complaint that conduct does not meet acceptable standards, the employee will 
normally be given a formal ORAL WARNING. He or she will be advised of;  

 the reason for the warning,  
 that it is the first stage of a disciplinary procedure,  
 the improvement that is required and the timescales for achieving this improvement, 
 together with a review date and any support available (where applicable) and  
 his or her right of appeal.  

Stage 2: Written warning 

23.13 If the offence is a serious one or has committed subsequent breaches to a previous formal disciplinary 
action, a WRITTEN WARNING will be issued. This will give details of the complaint, the improvement 
required and the timescale for improvement. It will warn that action under Stage 3 will be considered if there 
is no satisfactory improvement and will advise of the right of appeal. A copy of this written warning will be 
kept on file, but it will be disregarded for disciplinary purposes after 12 months, subject to satisfactory 
conduct. 
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Stage 3: Final written warning 

23.14 If there is still a failure to improve and conduct or performance is still unsatisfactory, or the misconduct is 
sufficiently serious, a FINAL WRITTEN WARNING will normally be given to the employee. This will give 
details of the complaint, will warn that dismissal will result if there is no satisfactory improvement and will 
advise of the right of appeal. A copy of this final written warning will be kept on the employees personnel 
file, but it will be disregarded after 12 months (in exceptional cases the period may be longer) subject to 
satisfactory conduct. 

Stage 4: Dismissal and other sanctions 

23.15 If conduct is still unsatisfactory and the employee still fails to reach the prescribed standards, or where the 
investigator reasonably believes Gross Misconduct has occurred, DISMISSAL may result. The employee 
will be given a written statement of allegations against him/her, invited to a meeting and then be notified in 
writing of the reasons for the decision taken at the hearing.  Penalties at this stage may include dismissal 
with notice or summary dismissal (i.e. without any notice), Final Written Warning with/without demotion, loss 
of pay or loss of seniority.  If dismissal is the outcome, the employee will be advised of the date on which 
employment will terminate.  In all cases the employee has a right of appeal. 

23.16 Very exceptionally, if an offence of Gross Misconduct is extremely serious an employee can be dismissed 
immediately without a meeting.  In this situation a letter setting out reasons for dismissal would be sent to 

the employee offering the opportunity for an appeal hearing.  

 

Suspension 

23.17 There may be cases where suspension, with pay, is necessary. For example, where relationships have 
broken down, in cases of gross misconduct or where there are risks to an employee’s or the Council’s 
property or responsibilities to other parties. The Town Clerk has the power to suspend. This enables a swift 
and thorough investigation to occur. Whilst an employee is suspended pending disciplinary investigation, 
regular contact with a nominated person at the Council will be maintained, although access to premises, 
equipment or systems may be denied.   

Appeal  

23.18 An employee has the right to appeal against the outcome of any of the above Stages of the disciplinary 
process. An employee who wishes to appeal against a disciplinary decision should inform the Town Clerk, 
within five working days, in writing and giving reasons for the appeal.  

23.19 The Staffing Committee will appoint another working group, independent to the investigation to hear the 
appeal. The employee will have the right to be accompanied at the appeal hearing as described above. The 
outcome of the appeal and reasons for it will be communicated to the employee as soon as possible after 
the meeting and will be confirmed in writing.   
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23.20 At the Appeal hearing any disciplinary penalty imposed may be reviewed as a result of the appeal the 
disciplinary appeal may be increased, decreased or remain the same. The decision taken at the Appeal 
hearing will be final. The outcome of the appeal will be reported to the Town Clerk for the Council to be 
informed.  

Loss of driving licence 

23.21 Employees who are required to drive as an essential part of their job and who lose their driving licence on a 
short or long-term basis may have their employment terminated if no suitable alternative work is available 

on a temporary or permanent basis. 

23.22 The Town Clerk must be informed within 48 hours to any changes in driving limitations. 

 

24 EMPLOYEE ATTENDANCE DURING INCLEMENT WEATHER POLICY 

24.1 The Council will endeavour to open for business every normal working day regardless of weather conditions.  

24.2 Non-attending employees. If you will be absent from your usual workplace due to inclement weather, you 
have one of the following options;  

 Take unpaid leave 

 Use your annual leave allowance 

 Make up the lost time 

24.3 Alternatively, if you are able to work from home and are given permission to do so, you will be paid at your 
normal hourly rate for hours worked from home. 

Attending employees 

24.4 If inclement weather conditions cause a substantial delay in your arrival at work, you should notify the Town 
Clerk wherever possible within 30 minutes of your scheduled start time. Lost time will be unpaid or made up 
with the prior authority of the Town Clerk.  

24.5 If you attend work but the Council is unable to offer you work because the weather has made operations 

impossible, the Council is obliged to pay you at your basic rate unless there is an appropriate lay off clause 
in your contract which states that only Statutory Guarantee Payments will be paid.  

24.6 If the Council decides that, in the interests of health and safety, employees should be permitted to leave for 
home before the end of your normal working day / shift due to weather conditions, then you will be paid at 
your basic rate until the end of your normal working day / shift.  
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25 EYE TEST INFORMATION 

25.1 Display screen users are entitled to claim an eye test every two years up to the value of £35 from the council. 
This can be conducted by your chosen optician. Proof of receipt will need to be provided to the line manager 
to claim reimbursement of up £35. Where lenses are required for viewing the screen the council will provide 

single-vision spectacles suitable for viewing a screen at the appropriate distance of 300-600mm. Glasses 
will be provided for this use only up to the value of £40. Contact lenses will not be funded. 

26 FLEXIBLE WORKING POLICY 

26.1 You can request a more flexible pattern of working hours or working arrangements. This may include flexi-
time, staggered hours, time off in lieu, compressed working hours, shift swapping, self-rostering, annualised 
hours, job sharing, part-time working, term-time working or home working. 

26.2 The Council will consider any flexible working request, but agreement will be dependent on meeting the 

Council needs. Each request will be treated individually and on a case by case basis on its merits. Requests 
will normally be considered in the order they are received. Consideration will be given to the effect on the 
business and the possible impact of refusing a request. Where one or more employees within a team have 
already been granted a flexible working request, this will be taken into consideration when receiving further 
requests. 

26.3 The Council will ensure that there is no discrimination on the grounds of a protected characteristic (age, 
disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion and 
belief, sex and sexual orientation). Employees with childcare responsibilities and part-time workers will be 
treated consistently with other workers when considering any flexible working arrangements. 

Procedure for making a request 

26.4 The procedure for making a request is as follows: 

 Applications should be made in writing and sent to your manager. This must be dated and specify 
that the application is a flexible working application. 

 You must have at least 26 weeks’ continuous employment at the date the request is made. 
 The request should specify the working pattern the employee wishes to adopt and, if possible, 

should explain what effect the requested arrangements will have on the Council, including 
suggestions as to how the request could be accommodated. 

 If the request is in relation to the Equality Act 2010 (for example, as a reasonable adjustment for 
a disability) this should be stated. 

 A request could also be for a short period of change, for instance to cope with a bereavement or 

to pursue a short course of study. 
 You should specify the start date that they would like the proposed change to come into effect, 

giving reasonable time for us to consider the proposal and implement it. 
 You must not have made another application to work flexibly under this right during the previous 

12 months.  The request must state whether a previous application has been made and if so the 
date on which it was made. 

 The Council will arrange a meeting as soon as possible to discuss the request, with the aim of 
completing the whole process within three months of receipt of the request, unless a longer period 
has been jointly agreed. 
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 This meeting will not be required if the Council agree to the request and will notify you accordingly. 
 You may be accompanied at any meeting by a work colleague if you wish. 
 Where possible, meetings will be held in a private room to enable a confidential discussion.  

However, the discussion could be held by phone or some other way if a face to face meeting is 
not possible or impractical. 

 The Council will notify the employee of our decision as soon as possible after the meeting. This 
notification will either: 

- accept the request and establish a start date and any other action or 
- confirm a compromise agreed at the meeting or 
- refuse the request and set out clear business reasons for this, together with notification of 

the appeals process. 

The appeal procedure 

26.5 You may appeal the Council’s decision provided you 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. 

26.6 Within 14 days of receipt of the notice of appeal, the Staffing Committee will arrange for a meeting to beheld 
with you to hear the appeal or allow the appeal and notify you accordingly. 

26.7 Within 14 days of holding the meeting to hear the appeal, the Council will give you notice of our 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. 

26.8 If you fail to attend any meeting to discuss the request or the appeal hearing without a good reason, the 
Council will consider the request withdrawn and confirm this in writing. 

26.9 The Council are under no statutory obligation to grant a request to work flexibly. However, if we refuse a 
request, we will provide specific business reasons for this. These could be one or more of the following: 

 the burden of additional cost to the business 
 an inability to reorganise work amongst existing staff 
 an inability to recruit additional staff 

 a detrimental effect on ability to meet customer demand 
 a detrimental impact on quality 
 a detrimental impact on performance 
 insufficient work for the periods the employee proposes to work 
 a planned structural change to the business. 

26.10 You should be aware that if your flexible working request is approved, the variation in contractual terms is 

normally a permanent one and that there is no automatic right to change back to the previous pattern of 
work, unless the variation is agreed for a specified period only.  You are only permitted to make one flexible 
working request in each twelve-month period. 
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26.11 If the Council are unsure as to whether the requested arrangement is sustainable, or about the possible 
impact on other employees’ requests for flexible working over the longer term, a trial period may be agreed. 
Trial periods will be regularly reviewed and could result in the termination of a flexible arrangement for 
business, economic or other reasons. Reasonable notice will be given by either party in the event of a 
necessary change or termination of arrangements. This could result in you reverting to the original working 
arrangement. 

26.12 All arrangements must comply with the Working Time Regulations and any other in-house health and safety 

considerations. Risk assessments will be carried out where appropriate. 

Impact on pay and benefits 

26.13 You should carefully consider that any change to working hours which involves a reduction in hours will lead 
to a pro rata reduction in pay and benefits and so may impact the following:  

 annual salary 
 holiday entitlement 
 maternity, adoption, shared parental leave or pay 
 paternity leave and pay 
 pension contributions (if applicable) 
 sick pay. 

26.14 A change in work pattern, but with the same hours, will not normally alter other terms and conditions. It is 
therefore recommended that you discuss any reduction in hours in more detail with your manager. Exact 
agreements will be discussed according to the individual situation and circumstances and any agreed 
changes confirmed in writing. Each agreed arrangement is specific to the individual and does not set a 
precedent for any future requests from other employees. 

Conflicting requests 

26.15 Where more than one person within a team requests flexible working, all requests will be given fair 
consideration. Care will be taken not to inadvertently discriminate against any employee because of a 
protected characteristic and we note that flexible working may well be a "reasonable adjustment" for a 
disabled employee. 

26.16 Where one or more employees within a team have already been granted a flexible working request, the 
business context in which a further request is made will be different, and this will be taken into account when 
considering further requests. If we are unable to agree to a request because other employees are already 
working flexibly, and any further flexible working arrangements will impact adversely upon the business, we 
may discuss the situation with other employees in case they are willing to change their arrangements, 
thereby enabling us to grant new requests to work flexibly. 

26.17 However, the degree of flexibility awarded may not be the same in each case as each request will be judged 
on its merits and according to individual circumstances. 
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27 GRIEVANCE POLICY 

27.1 If the employee does not consider it appropriate to raise the grievance informally, or if requested by the 
person the employee spoken to informally, then the employee should submit a formal grievance in writing 
to the Town Clerk.   

27.2 Any complaint that a Councillor may have breached the Council’s adopted Code of Conduct should be 
referred to North Northamptonshire Council’s Monitoring Officer. Once a complaint has been submitted the 
council can follow the below process for the grievance. When the Council decides to take action against a 
complainant it will also decide a reasonable period for review of the restrictions, which in the case of a 
councillor must be temporary pending the outcome of the Code of Conduct complaint. The action taken must 
be proportionate and still enable the councillor to conduct their elected duty. 

27.3 When the Town Council has taken the decision to apply this policy to a complainant, the Town Clerk will 
contact the complainant in writing to explain: 

 Why the decision has been taken 
 What action is being taken 
 The duration of that action 

Meeting or hearing  

27.4 Generally, within a reasonable period of time e.g. five working days of receipt of a written complaint, the 
Town Clerk will write to the employee with the intention of arranging a meeting with the employee to establish 
the nature of the complaint and investigate if necessary.   

27.5 The employee may call witnesses by prior arrangement with the investigator. There is no  requirement for a 

member, or employee implicated in an employee’s grievance to cross examine the aggrieved, but the 
investigator may wish to make its own investigations through interviewing these individuals and/or other 
witnesses separately.  The investigator will ask the employee what he or she would like to happen as a 
result of raising the grievance and bear this in mind when preparing the response. 

27.6 If the investigator deems necessary a grievance hearing, will be called by the Staffing Committee. 

Response 

27.7 The Staffing Committee will advise the employee and the Clerk of decision in writing and, where appropriate, 
include an action plan to assist in the resolution of the problem, mediation may also be offered as a way of 
resolution. This letter should also notify the employee to their right of appeal.   

Appeal 

27.8 If the employee is dissatisfied with the decision on his/her complaint, s/he may appeal against the decision 
to the Town Clerk within five working days.  An appeal may only be raised if: 

 The employee thinks the finding, or action plan, is unfair 
 New evidence has come to light 
 The employee thinks that the procedure was not applied properly 
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27.9 On receipt of the appeal the Staffing Committee will appoint a working group to hear the appeal. The decision 

of the appeal investigator will be final.  The outcome of the appeal should be conveyed to the employee in 
writing in a timely manner and reported to the Town Clerk and Staffing Committee. 

Right to be accompanied 

27.10 At any formal stage of the procedure an employee may be accompanied by a fellow employee or their Trade 
Union representative, but as this is an internal procedure they will not be entitled to be accompanied by any 
external supporter e.g. partner, parent, solicitor etc.  This right to be accompanied is enshrined in the 

Employment Relations Act 1999.  To exercise this right the employee should make a reasonable request.  
The companion will be allowed to address the hearing, put and sum up the employee’s case, respond to 
views expressed at the hearing and to confer with the employee during the hearing (sometimes in an 
adjournment) but is not allowed to answer questions on the employee’s behalf, address the hearing if the 
employee does not wish it or prevent the employer from explaining their case. 

Confidentiality 

27.11 So far as is reasonably practicable, the Council will keep any grievances, or complaint of harassment 
confidential between the person(s) investigating the grievance or complaint, the employee and the person 
about whom the grievance or complaint is made. If it is necessary to investigate the matter with any other 
employee or person, the employee will be so advised. 

Grievances raised during a disciplinary  

27.12 In some circumstances when a disciplinary process has commenced an employee chooses to exercise 
his/her right to raise an internal grievance about the employment relationship with the Council or individual 
members.  ACAS advise that disciplinary matters are placed on hold until grievances have been aired and 
actions towards a resolution have been progressed.  In exceptional circumstances it is pragmatic to deal 
with the two disputes concurrently. 

 

28 MATERNITY POLICY 

Antenatal care 

28.1 You have the right not to be unreasonably refused paid time off during working hours to receive ante-natal 

care.  

28.2 The appointment must be made on the advice of a registered doctor, midwife or health visitor. After the first 
appointment, you must be prepared to produce a certificate confirming your pregnancy and your 
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 you have regular hours.  

Maternity leave 

28.3 You are entitled to a maximum of 52 weeks maternity leave comprising of Ordinary Maternity Leave and 
Additional Maternity Leave. 
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28.4 You are entitled to Maternity Leave provided you notify the Council on or before the 15th week before the 
baby is due of: 
 

35.4.1 Your pregnancy; and 

35.4.2 Your Expected Week of Childbirth (EWC); and 

35.4.3 The date on which you intend your Ordinary Maternity Leave to start.  This date cannot be earlier 
than the 11th week before the EWC; and 

35.4.4 You must also provide the Council with the original Maternity Certificate (MAT B1) issued by your 
doctor. 

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

28.6 You can choose to work right up to childbirth unless there are health and safety reasons which prohibit this.   

28.7 Ordinary Maternity Leave commences on the date chosen by you except: 

35.7.1 Where Ordinary Maternity Leave commences early due to pregnancy related sickness 
absence.   

35.7.2 Ordinary Maternity Leave will commence on the day of childbirth if this is earlier than your 
chosen start date. 

Additional maternity leave 

28.8 You 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.  You therefore receive a total maximum 
period of maternity leave of 1 year. 

 

Information from you – Intended start of maternity leave  

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

28.10 If you change your mind about your intended start date of leave, you must give the Council at least 28 days’ 
notice either before the original or new start date of leave, whichever is the earliest.   

28.11 If you give less than 28 days’ notice of the date on which you intend to start maternity leave, you must also 
give an explanation for the delay.  Depending on circumstances, the Council may refuse to allow you to start 

your maternity leave until the 29th day after receipt of notice.   

Information from the Council – Expected date of return 

28.12 Within 28 days of receiving your notice of intended start of Maternity Leave, the Council will send you a letter 
stating the expected date of your return from maternity leave.   
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28.13 The Council will assume unless otherwise advised by you that you wish to take your full maternity leave 
entitlement. Should you wish to return early from maternity leave you must give a minimum of 8 weeks’ 
notice to the Town Clerk.  

Maternity payment period 

28.14 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. 

Statutory maternity pay 

28.15 You will qualify for Statutory Maternity Pay (SMP) if: 

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

35.15.2 You pay sufficient National Insurance Contributions; and 

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

28.16 SMP will not be paid before the 11th week before the EWC. 

28.17 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.   

28.18 The earnings related rate of SMP is 90% of your average weekly earnings.  Your average weekly earnings 
are calculated on the basis of average earnings during the 8 weeks immediately preceding the 14th week 

before the EWC. 

Maternity allowance 

28.19 Employees who do not qualify for SMP will normally qualify for Maternity Allowance.   

28.20 Maternity Allowance is paid at either 90% of average weekly earnings or the prescribed rate whichever is 
less.   

28.21 Maternity Allowance is claimed by you from the Department of Work and Pensions (DWP). You would 
receive Maternity Allowance from the DWP not the Council.  It is your responsibility to claim Maternity 
Allowance from the DWP at a Benefits Office.  

Notice of actual date of birth 

28.22 You should inform the Town Clerk as soon as reasonably practical of your baby’s actual date of birth.  

Returning to work 
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28.23 As set out above, you 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 you are entitled.   

Returning to work earlier than the expected date of return 

28.24 As set out above, you 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 you are entitled.   

Returning to work later than the expected date of return  

28.25 If you wish to postpone your return to work until after the end of your full entitlement to maternity leave, you 
must contact the Town Clerk and submit a medical certificate confirming that you are suffering from a medical 
condition which prevents you from working, or provide another authorised reason (such as holiday or 
parental leave), for your returning late. 

The job 

28.26 If you return at the end of Ordinary Maternity Leave, you are entitled to return to the same job.  

28.27 It may not be practicable for the Council to offer you the same job after taking Additional Maternity Leave.  
If this is the case, the Council will offer you suitable alternative employment (unless a redundancy situation 
arises). 

Keeping in touch days 

28.28 By agreement you may be entitled to work for up to 10 days during your maternity leave period. 

28.29 If you wish to consider working during this period, please contact the Town Clerk who will notify you and 
agree terms and remuneration. Health & Safety 

28.30 Some circumstances exist where the Council may have to suspend you on full pay because of your 
condition. These circumstances might include: 
 

35.30.1 Where your pregnancy makes you unable to do your job adequately 

35.30.2 Where it is unlawful for a pregnant woman to do a particular job 

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

35.30.4 Where a health and safety risk to yourself and/or the baby has been identified but cannot be 
eliminated 

35.30.5 Before such action is taken, every possible effort will be made by the Council to change your 
hours of work or working conditions if there is a health and safety risk, or to find suitable 
alternative work for you. 

35.30.6 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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35.30.7 Where your pregnancy makes you unable to do your job adequately. 

35.30.8 Where it is unlawful for a pregnant woman to do a particular job. 

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

35.30.10 Where a health and safety risk to yourself and/or the baby has been identified but cannot be 
eliminated.  

35.30.11 Before such action is taken, every possible effort will be made by the Council to change your 
hours of work or working conditions if there is a health and safety risk, or to find suitable 
alternative work for you. 

35.30.12 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.  

 

29 PARENTAL LEAVE POLICY 

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

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

leave. 

Eligibility  

29.3 To be eligible to take parental leave you 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.  We may need to request 
evidence of this, for example in the form of a birth certificate. 

29.4 In addition, you must have completed one year’s service with the Council.  

Entitlements 

29.5 If you meet the conditions set out above you are entitled to a total of 18 weeks (unpaid) parental leave in 
respect of each child 

Time limit 

29.6 Parental leave can be taken up until the child’s eighteenth birthday.  In the case of adopted children, leave 
can be taken up until eighteen years have elapsed following placement. 

Parental leave scheme 

29.7 You must take parental leave in blocks or multiples of 1 week (blocks of one day for parents of disabled 
children). 
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29.8 You are required to give 21 days’ notice before you intend to take this leave. 

29.9 If you intend to take leave immediately after the birth or placement for adoption you 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, you should give the notice as soon as 
reasonably practicable. 

29.10 You can take up to a maximum of four weeks leave in any calendar year. 

29.11 The leave can be postponed by the Council for up to 6 months where the business cannot cope; but leave 

cannot be postponed if you give notice to take this leave immediately after the time your child is born or is 
placed with your family for adoption. 

Your rights whilst on leave 

29.12 At the present time there is no entitlement to remuneration, i.e. the leave is unpaid.  However, you are 
guaranteed the right to return to the same job as before you went on leave.  

29.13 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; 

29.14 Ordinary maternity leave period (26 weeks) - return to the same job; 

29.15 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. 

29.16 During the period of parental leave you are entitled to the benefits of your terms and conditions of 
employment relating to notice of termination, compensation in the event of redundancy and disciplinary and 
grievance procedures. 

Postponement of leave  

29.17 If we consider that your absence will unduly disrupt the business, the Council can postpone the leave for no 
longer than 6 months from the beginning of the period that you requested to start your parental leave; 

29.18 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 
your role is such that your absence at a particular time would unduly harm the business. 

29.19 If this is the case and we need to postpone your leave we will discuss the matter with you and confirm the 
postponement arrangements in writing no more than 7 days after your 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 your original request. 

29.20 We trust that the above guidance is helpful in setting out the right to take parental leave, however, if you 
have any further questions, please do not hesitate to raise them with the Town Clerk.  
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30 PATERNITY LEAVE POLICY 

30.1 This policy sets out the statutory rights and responsibilities of employees who wish to take paternity leave.   

30.2 The Council recognises that, from time to time, employees may have questions or concerns relating to their 
paternity rights. It is the Council's policy to encourage open discussion with employees to ensure that 

questions and problems can be resolved as quickly as possible. Employees should clarify the relevant 
procedures with their Town Clerk to ensure that they are followed. 

30.3 To qualify for Paternity Leave, employees must be taking the time off to look after the child and: 
 

 have, or expect to have, responsibility for the child’s upbringing 
 be the biological or adoptive father of a child born, or placed for adoption or be the mother’s 

husband or partner or the intended parent (if the baby is born through a surrogacy arrangement) 
 have worked continuously for 26 weeks’ or more by the end of the 15th week before the baby is 

due; or, for adoption, have a minimum of 26 weeks’ continuous service extending into the 
‘matching week’. (For UK adoptions, this is the week beginning on a Sunday and ending on a 

Saturday in which the employee is notified of having been matched with the child; for overseas 
adoptions, it is the date the child enters the UK or when the employee wants the paternity pay to 
start). 

30.4 To qualify for Statutory Paternity Pay, in addition to the above the employee must still be employed up to 
the date of the birth and have average earnings at least equal to the lower earnings limit for NI contributions. 

30.5 Where a child is adopted jointly, one partner (of either sex) may take adoption leave and the other may take 
paternity leave (subject to meeting the eligibility criteria). 

30.6 Employees who have taken paid time off to attend adoption appointments are not entitled to take statutory 
paternity pay and leave. 

30.7 Paternity leave cannot be taken after a period of shared parental leave has been taken. 

 
Amount of leave and pay 

30.8 Qualifying employees may take up to two weeks’ paternity leave. 

30.9 This is paid at the current rate of Statutory Paternity Pay (SPP), which is either the flat weekly rate or 90% 
of the employee’s earnings, if this is less. SPP is treated as normal pay and therefore is subject to deductions 
for tax and National Insurance. 

30.10 Employees are entitled to the benefit of their normal terms and conditions of employment, except for terms 
relating to wages or salary, throughout the period of paternity leave. 

30.11 They are entitled to return to the same job following paternity leave. 
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Taking paternity leave 

30.12 Paternity Leave may be taken: 

 

 from the date the baby is born (whether this is earlier or later than expected) 
 from a chosen number of days or weeks after the date the baby is born (whether this is earlier or 

later than expected) 
 from a chosen date. 

30.13 The leave must be completed: 
 

 within 56 days of the actual birth of the baby/placement for adoption within the UK, or date of entry 
into the UK for overseas adoptions 

 if the baby is born early, within the period from the actual date of birth up to 56 days after the 
expected week of birth. 

30.14 Paternity Leave may be taken as either one week or two weeks’ consecutive leave, but cannot be taken as 
odd days. It can start on any day of the week. 

30.15 If the baby is born early, leave must be completed within the period from the actual date of birth up to 56 
days after the expected week of birth. (This means that parents of premature babies have a longer period 

after the birth in which to take paternity leave.) Paternity leave may not be taken before the birth, so an 
employee who has given notice for a date and the baby is not yet born must continue to work and leave will 
start the day after the baby is born. 

30.16 Only one period of leave will be available, irrespective of whether more than one child is born as the result 
of the same pregnancy. 

30.17 Birth:  the employee must inform us, in writing, of the intention to take paternity leave by the end of the 15th 
week before the baby is due, unless this is not reasonably practicable (in which case as soon as it is 
reasonably practicable). 

30.18 The notification should be made to the Town Clerk and this should specify: 

 the week the baby is due 

 whether the employee wishes to take one or two weeks’ leave 
 the date of starting the leave. 

30.19 UK adoption: the employee must inform us of the intention to take paternity leave within seven days of the 
date of official notification of having been matched with a child. 

30.20 Overseas adoptions: the employee must inform us of the intention to take paternity leave within 28 days 
of the date of official notification of the placement. 28 days’ notice should be given of the date of starting the 
leave and the date the child will enter the UK. 
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30.21 Employees may change their minds about the date on which they want the leave to start providing they 
inform us in writing at least 28 days in advance (unless this is not reasonably practicable). They should also 
tell us the date they wish any payments of SPP to start at least 28 days in advance (unless this is not 
reasonably practicable). 

30.22 Employees who wish to apply for Paternity Leave should complete the appropriate request form. 

Time off for antenatal/pre-placement adoption appointments 

30.23 The spouse or partner of a pregnant woman, or a primary or sole adopter, is entitled to take time off work to 

attend antenatal appointments or pre-placement adoption appointments with her. For further details, see our 
maternity or adoption leave policies. 

31 TIME OFF FOR DEPENDANTS POLICY 

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

Dependants 

31.2 A dependant is a parent, spouse, civil partner, child or someone who lives with the employee as part of the 
family or who reasonably relies on the employee for care in the event of illness or injury. It does not include 
tenants or boarders living in the family home, or someone who lives in the household as an employee, such 
as a live-in housekeeper. 

Emergency 

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

31.4 For these purposes, an emergency is an unexpected situation that arises where someone who depends on 

you: 

42.4.1 is ill and needs your help  

42.4.2 Is involved in an accident or assaulted  

42.4.3 Needs you to arrange their longer-term care  

42.4.4 Needs you to deal with an unexpected disruption or breakdown in care, such as a child minder or 
nurse failing to turn up  

42.4.5 Goes into labour  

31.5 You can also take time off if a dependent dies and you need to make funeral arrangements or attend the 
funeral. 
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32 PENSION AND RETIREMENT  

32.1 On commencement of employment all employees are automatically enrolled into the Local Government 
Pension Scheme. Employees have the right to opt out of this scheme.  

32.2 Please refer to the below council’s Pension Discretionary Policy should you wish to transfer an existing 
pension or draw your pension early. 

 

33 STRESS POLICY 

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

33.2 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. 

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

33.4 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. 

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

33.6 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. 

33.7 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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34 WHISTLEBLOWING POLICY 

What is Whistleblowing? 

34.1 A whistleblower is someone who discovers something that is wrong and alerts his employer or the relevant 

authorities to what is going on. The law recognises that Whistleblowing occurs and protects employees who 

are whistleblowers from detrimental treatment such as dismissal. To be protected by the law a whistleblower 
must fall within the stringent legal rules. Anyone who does not act in good faith or is motivated by personal 
gain will not be protected. 

Our policy 

34.2 Our business is run in accordance with the law. It is our policy as an employer to ensure that at every level 
of management our business is conducted in such a way as to comply with all legal requirements that govern 
our activities. This policy applies to the way that we employ and manage our staff. We operate as a team 
and we expect our employees to all play their part as members of the team for the good of the business as 
a whole. We do not believe that any of our employees will ever feel the need to become a whistleblower. 
There is no reason for any employee to believe that he or she will suffer detriment for speaking up if they 

believe that something is wrong or that if we are alerted to it we will conceal or destroy evidence. However 
we are fully aware of our responsibility under the law and we will respect the legal protection afforded to a 
whistleblower. 

Public Interest Disclosure Act 1998 

34.3 The Act protects “whistleblowers” from suffering detriment in employment and makes dismissal for certain 
disclosure automatically unfair. There is no qualifying period of employment for this protection. 

34.4 Police officers, civilian police employees and those who work in the Security Service, Secret Intelligence 
Service or Government Communications Headquarters are NOT protected. 

Who is protected? 

34.5 A worker who makes a qualifying disclosure that is made to one of a category of persons set out in the Act 
and which is therefore a protected disclosure. 

34.6  ‘Worker’ is widely defined and includes employees and other workers as normally understood by the 
expression but also contractors under an employer’s control, persons on training schemes and also doctors, 
dentists and other professionals providing National Health Service schemes. 

What is protected? 

34.7 A ‘qualifying disclosure’ is one of information that in the reasonable belief of the disclosing worker shows 
wrongdoing of one or more of the following kinds: 

(1) A criminal offence was committed or is being or is likely to be committed 
(2) A person has or is or is likely to fail to comply with a legal obligation 
(3) A miscarriage of justice has occurred or is or is likely to occur 
(4) The health and safety of any individual has been or is being or is likely to be endangered 
(5) The environment has been, is being or is likely to be damaged 
(6) 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. 
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34.8 However if the person making the disclosure commits a criminal offence by making it or makes it in breach 
of legal professional privilege (e.g. solicitor’s secretary disclosing client information) it is not a qualifying 
disclosure. 

34.9 To be a ‘Protected Disclosure’ the ‘Qualifying Disclosure’ must only be made to one of the following 
categories of person: 

a) The employer or (where the disclosure relates to the conduct of another person or matters for which 
another person other than the employer has legal responsibility) that other person 

b) A legal adviser in the course of getting legal advice 
c) A Minister of the Crown (where the worker is employed by someone appointed by a Minister of the 

Crown or a body whose members are so appointed) 
d) To one of the prescribed persons set out in the Public Interest Disclosure (prescribed Persons) Order 

1999 (e.g. health and safety problem disclosure is to the Health and Safety Executive; Fraud : Secretary 
of State for Trade and Industry; consumer protection matters: Local Authority Consumer Protection unit; 
tax matters: the Inland Revenue) 

e) A person other than those set out above where the worker acts in good faith, reasonably believes the 
information to be substantially true, does not make the disclosure for personal gain, and it is in all the 
circumstances reasonable to make the disclosure. AND 
 

i. the worker reasonably believes he will be subjected to a detriment if the disclosure is 
made to his employer or the prescribed person; 

ii. there is no prescribed person and the worker believes that the wrongdoing will be 
concealed or destroyed by the employer; 

iii. the worker has previously disclosed the same information to the employer or the 
prescribed person; 
 

f) Any other person where the disclosure is one of an “exceptionally serious failure” made in good faith, not 
for personal gain, where it was reasonable to make the disclosure. 

 

What Protection does the worker have? 

34.10 He is protected from detriment or dismissal as a result of making a protected disclosure. Dismissal is 
automatically unfair, and there is no limit on compensation for such a dismissal. Complaint of detriment or 
dismissal is made to an Employment Tribunal. 

Reporting Procedure  

34.11 As part of an effective system of internal control, the Council is required to have procedures in place for 
members of staff to be able to report, in total confidence, any evidence or suspicions of wrongdoing by 
others within their workplace. 

34.12 Hopefully you will never have the need to use these instructions. However, if a situation does arise which 
causes you worry or concern, the procedures outlined below are designed to enable you to report to the 
right person who will know what to do next. 

What to do and what not to do 

34.13 First of all, don't worry. 
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34.14 Instead, you should act in accordance with the instructions set out in this memorandum, which are designed 
to ensure that further impartial checks are carried out before any appropriate action is taken. These 
procedures should also give you the reassurance that all reported incidents will be properly and fully 
investigated. Whether this proves to be groundless or not, provided that you have acted in good faith and in 
the best interests of the Council, there will be absolutely no adverse consequences for you. 

34.15 Please note that you are not expected to know the precise nature of any wrongdoing, nor its extent. In 
particular, you are not authorised to carry out any investigation work on your own account to obtain evidence 

or confirm your suspicions. 

34.16 In no circumstances should you confront any member of staff whom you suspect of any wrongdoing. 

34.17 These arrangements are an important and integral part of the Council's control systems. All members of 
staff are given a copy of this memorandum and are expected to understand and comply with it. 

Who you should contact 

34.18 All staff should address their suspicions to the Town Clerk, who has responsibility for internal control.  

34.19 Contact may be made either by telephone or in writing to the Council offices with the envelope marked 
"Private and Confidential - to be opened by addressee only".  

34.20 It is important to note that you should not discuss your suspicions with anyone else. 

What happens next? 

34.21 Once you have reported your suspicions, you should await acknowledgement. You should not discuss your 
suspicions with anyone in the meantime. 

34.22 You may be requested to attend an interview, and this will be arranged in absolute privacy. 

34.23 Keep a copy of any report or item submitted. 

34.24 Remember: you are not expected to form any judgment about your findings. The responsibility of every 
employee is primarily to notify one (or more if you wish) of the contacts named above, who will know what 
further procedures will need to be taken.   



WELLINGBOROUGH TOWN COUNCIL   

AGENDA ITEM 7 

STAFFING COMMITTEE MEETING 

23rd JUNE 2021 
 

Report from Sally McLellan- Town Clerk 

 

STAFFING STRUCTURE 

 

1. Purpose of Report 

 

To agree: 

 

I. To recommend to Full Council the recruitment of a Projects Officer 
and a Deputy Clerk. 

II. The Job Description for the Projects Officer 
III. The Job Description for the Deputy Clerk  
IV. To form a working group to evaluate and make recommendations to 

the council on the pay scale for each proposed Job Description. 
 

2. Executive Summary 
 

The Town Clerk is currently the only member of staff employed to operate the Town 
Council. A budget has been earmarked and agreed for a Business Manager. The 
budgeted amount for 2021/2022 for LC2 (scp24-28) (£28,672-£32,234); 

Over the past two months it has become apparent that the council require more 
dedication in some areas of its business, which cannot be delivered through one 
member of staff. These areas include: 

- Social media and website development/support 
- Events management, including applying for funding, running/managing the event 

and supporting the events committee. 
- Support for the Planning Committee providing advice on applications and 

tracking all applications in the parish. 



 

To support the operation of the Town Council it is proposed to recruit two part-time 
employees to full fill the above duties. 

Projects Officer to take forward all town council run events, working with groups within 
the community. 

A Deputy Clerk to support the Planning Committee with Planning Applications, along 
with managing the council’s social media presence and website. This Deputy can also 
support the council’s operation when the Town Clerk is on leave, providing continuity of 
service. 

3. Projects Officer 

The former Wellingborough Borough Council held and supported numerous events 
each year, some of which include Remembrance Sunday and the beach in town centre. 
The council has established an events committee, so it is expected that events will be 
held by the Town Council. As the number of events to be held is unknown at present, it 
is difficult to project how many hours this work will entail. However, preparations are 
required for Remembrance Sunday imminently.  

The council’s engagement and social media presence will need to be boosted, ready for 
the engagement with the community in the council's vison setting. This process  
commences in July. Any schemes requiring outside funding, will require grant 
applications to be submitted before the end of the year, so these can be included in the 
budget published as part of the setting of the precept for 2022/2023.  

Due to these knowns the Projects Officer Job Description encompasses grant 
applications, community engagement as well as event management. The proposal is for 
this role to be recruited on two days a week, with a six-month probationary period. 

4. Deputy Clerk 

On average the council receives seven planning applications a week. Each application 
is reviewed by the Town Clerk against twenty-three Supplementary Planning 
Documents, the National Planning Policy Framework, The Local Plan and the Joint 
Core Strategy. Reports are the created on these reviews and submitted to the Planning 
Committee for comment. The Planning Committee meets once a month. These 
meetings are required to be minuted and agenda’s produced by the Town Clerk. These 
tasks take around 10-15 hours per week.  

Additional to planning is to support the Town Clerk in managing the council’s website 
and engagement with the community. The Finance and Governance Committee have 
also expressed the requirement for continuity of service when the Clerk is on leave. All 
these aspects have been included in the proposed Job Description for a Deputy Clerk 
on 25 hours per week. 



 

5. Process 

Once the committee have agreed on the proposed Job Descriptions, the advice is to 
form a working group to conduct the salary evaluation as detailed in the Local 
government terms and conditions (Green book), National Agreement on pay and 
conditions of service. Once the evaluation has been conducted the working group will 
make recommendations to the council on the pay scale for each proposed Job 
Description. 
 

‘The Local Government Job Evaluation Scheme was developed by the National Joint 
Council for Local Government Services. It is the only scheme that has been jointly 
developed with the explicit purpose of covering the full range of jobs within the scope of 
the National Joint Council. 1.2 All jobs within the scope of the NJC should be graded on 
a common basis in accordance with fairness and equal pay legislation. The evaluation 
process results in a points score for each of the jobs evaluated. The resulting scores 
should be used as the basis for the grading for all jobs.’ (Appendix 3 1.1 NJC Green 
Book) 

‘Every job (but not necessarily every jobholder) in the authority should be subject to an 
analytical evaluation process (either individual evaluation or matching against an 
evaluated profile). The steering group should agree to identify a number of benchmark 
jobs to evaluate first. Benchmark jobs are selected to be representative of particular 
levels and types of jobs and can be used as a reference point against which other jobs 
may be assessed. It is therefore important that they are evaluated consistently across 
the authority.’ (4. NJC Green Book) 

6. Appendix 

Appendix- A- Projects Officer 

Appendix B- Deputy Clerk 



Appendix-  A 

Job Role:  Projects Officer  
  

Reports to:  Clerk to the Council 

  

Salary scale:               

  

Hours:   14 hours per week  

  

  

Summary:  

 The Project Officer is responsible for managing all projects on behalf of the 
council and will review assets for the council to obtain, presenting business case 
reports to the council. 

  

1. Essential duties and responsibilities:  
a. Undertake projects set by the council to enhance the area.  These include 

reviewing assets in the community for the feasibility of the council’s ownership or 
management. 

b. Apply for grants on behalf of the council to further the above aims. 
c. Engage with local schools, community groups and other stake holders to involve 

them in key local projects. 
d. Identify and embrace opportunities to work with local community groups, 

statutory bodies and other partners 
e. Publicise successful partnership working to encourage new working relationships 

to be formed between the council and other community groups 
f. Make use of other digital platforms for engagement such as Facebook, Twitter, 

Linkedin, Pinterest etc. to engage with the community and gain feedback on 
possible projects and promote projects. 

g. Encourage the community to set up new projects and deliver their own services 
in the community. 

  

 

  

2. Other duties to support the council team 
a. Provide support and assistance at community events 



b. To greet and provide assistance to members of the public and visitors during 
office opening hours. 

c. To maintain office systems by updating data bases, diaries, calendars and 
ordering when required. 

d. To provide general office duties by preparation of documents and photocopying 
when required. 

e. To work with all members of the Council team to deliver local services effectively. 
f. To open incoming post, answer telephone enquiries and deal with as 

appropriate, directing callers where necessary to the relevant North 
Northamptonshire Council departments or elsewhere.  

g. To attend training courses applicable to the role. 
h. Other duties may be added from time to time. 

  

  

3. Qualifications 

To perform this job successfully the post holder must be able flexible with their working hours as 
some meetings will take place on evenings and weekends.  

4. Education/Experience 
a. Previous project management experience is essential. 
b.  Ability to work with all sections of the community. 
c. Previous experience of community development and community development 

skills. 
d. Basic I.T. skills and a working knowledge of Email, Internet, Word Processing 

and spreadsheets is essential to the role. 
e. Full clean driving licence and own transport is essential to attend off site 

meetings. 

8.    Language ability 
a. The ability to read, analyse and interpret information from minutes, procedures 

and statutory regulations. 
b.  The ability to write correspondence and meeting notes. 

  

  

The Council reserves the right to amend Job Descriptions, however this is usually done in 
consultation with employees.  

  

Signed……………………………………………………….. 

  

  



  

Dated………………………………………………………… 

 

 



 

 

APPENDIX-B 

 

Job Role:  Deputy Clerk  
  

Reports to:  Clerk to the Council 

  

Working Hours: 25 hours per week 

  

Salary scale:    

  

Summary:  

  

 Provide planning knowledge and support to council through the Planning Committee. 
 To assist and deputise for the Clerk in carrying out the duties and responsibilities of the 

Town Council.  
 To act as a supervisor to all Council staff in the Clerk’s absence.  

  

1. Essential duties and responsibilities:  

 

a. To act as most senior point of contact for the Council in the Clerk’s absence. 
b. To be responsible for the Council’s Planning by: 
 Taking minutes at Meetings 
 Keeping a legal record of all planning applications for the area 
 Providing advice to the council 
 Commenting on behalf of the council on planning applications to Milton Keynes 

Council, with the Chair of Planning. 
 Keeping up to date with local plans and policies effecting planning and providing 

advice to the council. 

 

c. Take minutes and attend other working group or committee meetings, including 
Full Council, in the Clerk’s absence. 

d. Reviewing payments uploaded in the absence of the Clerk 
e. Ensuring all administrative and clerical procedures are carried out, and that all 

correspondence is dealt with effectively and efficiently.  
f. Liaising with suppliers, placing orders for works and managing contracts  



  

2. Administrative support duties:  
a. Ordering of goods or services, liaising with contractors and suppliers as required. 
b. Meeting and greeting members of the public and visitors to and providing 

assistance. 
c. Ensure all incoming post is dealt with according to policy. 
d. Answer telephone enquiries and deal with as appropriate, directing callers where 

necessary.  
e. To assist the Clerk with duties such as maintaining office systems by updating 

diaries, calendars and ordering stationery.  
f. Maintain contacts system, list of suppliers and contractors.    
g. To assist the Clerk in administering meetings by preparation of agendas and 

documents for consideration. 
h. To provide cover for the Council office at key time when open to the public. 
i. To undertake training courses relevant to the role. 
j. Update council databases, ensuring all contracts and credit accounts are kept up 

to date. 
k. Taking payments  

  

  

3. Qualifications: 
a. CiLCA qualification is desirable. 
b. Previous local government experience  
c. Strong administrative and clerical skills.  
d. t. 
e. Good I.T. skills, a working knowledge of Mircosoft Office 365  
f. Previous staff supervisory experience is desirable. 
g. Ability to deal with the public and councillors with tact and diplomacy. 
h. Minute taking experience. 

4.    Communication Skills: 
a. The ability to read, analyse and interpret information from minutes, procedures 

and statutory regulations.  

  

  

The Council reserve the right to amend this Job Description to meet the needs of the 
organisation.  This will usually be done in consultation with the employee. 

  

 


