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1. Introduction

Welcome to Tring Town Council. The Town Council is extremely proud of our organisation and
the team we have assembled to support it. The Town Council has designed our employment
policies and procedures to make sure everyone is treated fairly and consistently. We have
developed them to make you aware of what we expect of you and what we offer in return.

Our objective is to match our needs with your job satisfaction whenever possible. The Town
Council wants to motivate all employees to achieve our aims and we aim to provide the highest
standards of quality and service in everything we do. The Town Council adopts a number of
principles in preparing our employment policies and implementing our HR processes to help us
achieve this which include to:-

● provide pay and benefits that are fair and competitive for the job;
● reflect a sensitivity to the attitudes and views of all our employees;
● promote high standards of occupational health and safety;
● fully promote and utilise knowledge, skills and experience to maximise the efficient and timely

operation of our services;
● whenever possible, address future needs by offering development opportunities and

advancement to employees with ability, ambition and integrity.

Both Councillors and staff have an important part to play and we are all reliant upon each other to
generate a harmonious and efficient working environment.

This Staff Handbook sets out our key policies and procedures which are intended to help the
Town Council pursue our commitment to develop and maximise potential and maintain lasting
and mutually beneficial working relationships.

For the avoidance of doubt, please note that section 14 (Disciplinary Procedure), 15 (Capability
Procedure) and 17 (Grievance Procedure) are non-contractual and do not form part of your
contract of employment. In addition, you should note that where the word “we” is used this
should be read as meaning The Town Council.

We sincerely hope that you enjoy a long and rewarding career with us. Please read this Staff
Handbook carefully and let the Town Clerk know if you have any queries.
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2. Recruitment and Starting Employment

Recruitment Policy

As a responsible employer, Tring Town Council strives to recruit the best candidates to fill every
job and throughout the recruitment process we seek to employ best practice and comply with all
relevant legislation. The Town Council is therefore committed to:-

▪ creating an environment in which individual differences and the contributions of all our
employees are recognised and valued;

▪ creating an environment that promotes dignity and respect to all and showing zero
tolerance to any form of intimidation, bullying or harassment;

▪ offering suitable training, development and progression opportunities wherever
appropriate and possible to all members of the team.

In Tring Town Council, we seek to ensure that these principles are embedded in all our
management practices and that this is evident to employees in their day to day work. The
Council is committed to achieving access to the best and most appropriate available talent,
regardless of background and providing an environment where all employees can give of their
best. We recognise, respect and value difference and diversity and will treat everyone fairly and
with dignity.

Our advertising, application and selection processes are all designed to ensure that the Town
Council recruits and retains a flexible, skilled and motivated workforce and references are always
taken up.

It is an essential term of employment that candidates have told the truth in their application
particularly about previous work experience and qualifications. The Town Council regards any
breach of this term whenever discovered as potential gross misconduct in respect of which the
employment can be the subject of summary dismissal without warnings or notice.

The Town Council requires employees to provide lawful proof of their identity and evidence that
they can legally work in the UK before they commence or as required during employment to meet
the Council’s legal obligations. The Town Council reserves the right to use information supplied in
any employment application to carry out any necessary statutory checks with the relevant
authorities.

All applications for employment will be handled in accordance with the Town Council’s obligations
under the Data Protection Act and the General Data Protection Regulations 2018.

Duration and Type of Employment

The duration and type of an employee’s employment is set out in their Principal Statement of
Particulars of Employment. Unless stated otherwise e.g. temporary, fixed term etc, the
employment may be regarded as permanent. Temporary contracts will normally only be used in
cases for example of maternity or sickness cover, for seasonal work or short-term employment
linked to a particular business need.

Once the temporary contract is completed the Town Council does not guarantee a renewal of the
contract or that the employment will be made permanent. Temporary employment will not run
continuously for more than twelve months by virtue of one or more contracts.

Part-time employees are entitled to the same terms, benefits and entitlements as full-time
employees except that, where appropriate, it will be on a pro-rata basis to the hours worked.
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Confirmation of Employment

The Town Council will make an offer of employment with brief details of the job, start date, pay
etc. following application and interview and do not incorporate everything about your terms and
conditions in this offer. We therefore then issue a Principal Statement of Particulars of
Employment before starting employment. The Principal Statement plus the details in this Staff
Handbook where appropriate, outline our the Town Council’s main terms and conditions of
employment.

Criminal Convictions

The Town Council’s duty of care to our residents is paramount and we are equally committed to
the fair treatment of employees and applicants for employment including ex-offenders. If you
have a criminal record this does not automatically prohibit you from working for us. However, the
Town Council undertakes risk assessments for all sensitive roles which may include making a
referral to the Disclosure and Barring Service in England and Wales. In Scotland and Northern
Ireland, the equivalent agencies are Access Northern Ireland and Disclosure Scotland. These
bodies help employers make safer recruitment decisions. Their response can be an important
indicator of suitability to occupy or retain a particular post. A disclosure can reveal convictions
regarded as “spent” under the Rehabilitation of Offenders Act 1974. It may identify other
information e.g. youth or military offences or a Police caution.

The Town Council only makes referrals where it is relevant and proportionate for instance to fulfil
a licensing obligation and we always operate in accordance with current DBS eligibility guidance
and/or as required by law. Additionally, the disclosure services now routinely “filter” out certain
convictions, cautions, reprimands and warnings. You must always reveal such matters where
you know a disclosure body will not filter them out. However, the Town Council will not seek to
take account of matters that they do filter out. DBS provides a customer services function to
respond to queries you or we may have about such matters and their email address is
customerservices@dbs.gsi.gov.uk and telephone number is 0870 909 0811.

There are three levels of disclosure:-

● Basic Disclosure - which is currently only available through Disclosure Scotland. This will
reveal convictions unspent under the provisions of the Rehabilitation of Offenders Act 1974.

● Standard Disclosure - which reveals details of spent and unspent convictions. It can also
identify reprimands, cautions and final warnings.

● Enhanced Disclosure - which supplements the standard disclosure to reveal if the applicant
is on either of the statutory “barred” lists and it may also provide information from Police
records - however, a Chief Officer of a Police force must consider such information
specifically relevant to the application.

The Town Council may expect you to obtain or update a disclosure in connection with your role.
We will tell you individually if this is the case. Disclosures are now issued only to the person who
is the subject of the application and we expect you to forward a copy of the disclosure to us
immediately upon its receipt.

The Town Council will meet the cost of obtaining your disclosure. However, should you leave
within twelve months, we reserve the right to deduct this from your final pay.

Disclosures in England and Wales are now, potentially, portable. There is a nominal annual fee
payable to the Disclosure and Barring Service for this service. In Scotland, there is a separate
PVG scheme that you can join. Only you can enrol for it. If you subscribe, you can give approval
for us to view your information.
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You must disclose all relevant information about a criminal record or pending prosecution at the
earliest opportunity. Failure to reveal information relevant to your position is against your
interests. If we, the Town Council, subsequently discovers you withheld something you should
have revealed and which was relevant to your obtaining the employment, this may lead us to end
the employment.

The Town Council retains the right to review your continued employment if a disclosure affects
your ability to undertake your role. This applies, for instance, where your name is placed on a
“barred” list. It also applies where a conviction would potentially bring the Town Council’s
reputation into disrepute.

Job Description

The Town Council will issue a job description for the position as part of the recruitment and
selection process and may review it with you from time to time. Its purpose is to set down current
duties and responsibilities and provide a good understanding of your role. The Town Council
may make adjustments to your role and responsibilities from time to time to reflect changing
needs within the organisation and we will consult you about any significant changes.

Misrepresentation

Your employment is subject to the factual accuracy of information you provide as part of the
recruitment and selection process.  Such information may include:-

● proof of your right to work in the UK;
● your qualifications;
● the content of your C.V. and or referees;
● your status with the Disclosure and Barring Service or equivalent body;
● your freedom to enter into an employment contract with us without breaching a prior

undertaking to someone else.

If the Town Council discovers that you supplied false or misleading information to secure your
employment, we will investigate this as a disciplinary matter in accordance with the Council’s
Disciplinary Procedure. Potentially this is gross misconduct and, if proven, it may lead us to
terminate your employment.

Before you commence employment with the Town Council, we routinely verify your entitlement to
work in the UK. If documentation you provide, which must always be original documents and not
copies, identifies ‘limited leave to remain in the UK’ we will conduct appropriate checks with you
periodically. If your employment status changes or legal entitlement to work is revoked, you must
tell the Town Clerk immediately and we may have no alternative but to end your employment.

The Town Council reserves the right to verify information you supply to obtain employment at any
time by consulting a third party or statutory agency.

Personal Information and Data Protection

Throughout your employment it is necessary for the Town Council to obtain, process and retain
legitimate personal information about you. We, our representatives or appropriate third parties or
statutory bodies may need such information. Normally this is to fulfil contractual provisions such
as paying you or recording your sickness absence. We must also use it to fulfil legal obligations
such as paying tax or ensuring you receive statutory benefits.
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Less frequently, the Town Council may have an additional, legitimate interest in collecting and
processing such data. This could be to measure the ethnic diversity of our workforce, absence
levels, gender pay gaps etc. The Town Council will anonymise such information where possible.
No decision that affects you personally is made relying solely on automated processing of such
information. Decisions that affect you personally are always made by the Town Clerk or
Councillors as appropriate.

The Town Council is accountable for the personal data we collect and we will:-

● process it lawfully, fairly and in a transparent manner;
● collect it only for specified, explicit and legitimate purposes;
● confirm it is adequate, relevant and limited to what is necessary for the purpose;
● ensure it is accurate and, where necessary, up to date;
● keep it in a format which identifies data subjects for no longer than necessary;
● process it in a manner that ensures appropriate security.

When you join the Town Council, we establish a personnel file for you which contains your
relevant personal details. Typically, it will contain your application form, letter of engagement and
a copy of your written terms of employment. It may also contain induction details, personal
contact information and the identity of your next of kin. We inevitably add relevant information
during the course of your employment which could be training records, details of pay awards,
annual appraisals, grievances, disciplinary outcomes etc.

The Town Council and/or our representatives retain such personal data and other relevant
information on our HR systems. Such data may be collected, processed and retained securely in
paper form or electronically. We only collect and process the minimum amount of personal
information necessary to fulfil each specific purpose.

Privacy considerations are uppermost in the design and operation of our HR systems. We retain
all information confidentially with strictly restricted access and only for as long as necessary. It is
securely destroyed or erased when its use has been fulfilled. The Town Council appreciates that
an inadvertent breach of security may lead to destruction, loss, alteration, unauthorised
disclosure or access of personal data.

In the event of a significant breach to your personal data (e.g. by hacking) the Town Clerk will
advise you directly. A significant breach is typified as one that would potentially have detriment to
your rights or freedoms. In such circumstances the Town Clerk will advise you of the breach as
promptly as possible and we may also have to inform any relevant and appropriate agency or
supervisory authority.

You have the right to seek access to personal information we hold about you without charge. You
should set out in writing the specific information you want and pass the request to the Town Clerk
who will respond within ten working days of receipt of your request. This period can be extended
by up to one month where requests are complex or numerous. The Town Council can refuse
manifestly unfounded or excessive requests particularly those which are clearly repetitive.
Alternatively, we may charge reasonable fees reflecting our administrative costs in facilitating
their provision and may also charge for further copies of the same information, previously
supplied.

If you believe any information that we hold on you is incorrect or no longer retained for a relevant
purpose, please advise the Town Clerk immediately. You may ask us to erase personal data you
believe no longer fulfils an appropriate purpose.

The Town Clerk will advise you if we believe there is still a legitimate interest in maintaining such
data. Where the Town Council does not propose to take any action regarding your request, we
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will tell you why. You may then be able to raise your concern with the appropriate supervisory
authority which in the UK is normally the Office of the Information Commissioner.

Where the Town Council rectifies incorrect or incomplete information, we will also advise any
relevant third parties e.g. HMRC.
Probationary Service

Your initial period of employment is regarded as a probationary period. Your offer letter and
Principal Statement of Particulars of Employment will contain the details of the terms and length
of the probationary period. During this period, the Town Council monitors and reviews with you
your on-going performance and suitability for the post. If appropriate, we will consider if it is
necessary to extend the probationary period with you.

Probationary reviews are a normal facet of day-to-day management. Ultimately, the Town Council
hopes to confirm your position. It will not be appropriate or necessary to be accompanied by a
work colleague or Trade Union representative at review meetings. Any criticism will be
constructive and will be aimed at achieving and sustaining improvement to enable your
employment to be confirmed.

However, if you do not reach the standards of performance the Town Council requires, your
employment may be terminated. This can be at any time during the probationary period (or
extension). Where this is in prospect, we will write to confirm why the performance or conduct is
not meeting our standards. We will then arrange a final review meeting to consider your
response. You may be accompanied by a work colleague or trade union representative at this
meeting.

During or at the end of the probationary period, either party may terminate the employment in
writing with one week’s notice, unless otherwise set out in the Principal Statement of Particulars
of Employment or if the reason for termination is gross misconduct when it will by summary
dismissal.
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3. During your Employment

Conduct at Work

During work times our organisational needs, procedures and rules are paramount. You should
make sure your efforts and energies are concentrated on achieving your work objectives.

The Town Council expects you to conduct yourself in a reasonable manner towards any person
with whom you come into contact on our behalf and we expect you to observe reasonable
instructions or requests issued by those authorised to act on the Council’s behalf.

Conduct Outside Working Hours

The Town Council has no wish to intrude upon your personal activities or interests outside work.
However, we expect you not to engage in any activity outside working hours which:-

● could result in adverse publicity, cause serious discredit or reflect badly on the Town Council;
● includes making inappropriate and potentially harmful comments on the social media about

the Town Council and/or individual employees or Councillors;
● may cause us to question your integrity;
● prevents you from performing your duties/responsibilities to our satisfaction;
● prevents us meeting our legal obligations.

Any such or similar infringements may lead the Town Council to investigate further in accordance
with the Council’s Disciplinary Procedure and disciplinary action, including dismissal in the most
serious circumstances, may follow.

Confidentiality

Your employment with the Town Council places you in a position of trust and confidence. During
your employment you may see and use sensitive confidential information and data about
people’s relationship with this Council. This may relate for example to other employees,
residents, suppliers etc and it is important to recognise that you are dealing with privileged
information.

You must not, except in the proper performance of your job or as required by law, disclose
confidential information relating to the Town Council, Councillors, employees, residents or
suppliers and this also applies where we must respect an obligation of confidence to anyone
else. This is both a legal and contractual obligation. You must respect it even after you leave our
employment.  Confidential information/data includes but is not limited to:-

● sensitive information/data about other employees and those who undertake work or other
activity on our behalf;

● sensitive information/data about or received from customers, clients, suppliers etc.;
● unpublished financial accounts or statistical data;
● trading or operational procedures, methodology or analyses;
● processes, designs and products in development or subject to modification.

These provisions apply to information/data acquired through your employment and not publicly
available other than by your disclosure. You must not disclose, publish or misuse such
information/data and must not supply it to any unauthorised person or organisation. This applies
irrespective of whether you are doing so for your own purpose or benefit or for any other reason.

The Town Council expects you to take all appropriate action to maintain the security and
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sensitivity of confidential material within your employment with the Town Council. We also expect
you to use your best efforts to prevent disclosure, publication or misuse of confidential material
by others.  Please report any suspected breach to us immediately.

You must not remove or transmit any of the Town Council’s documents, material or data
physically or electronically. You must not send/store our information/data onto your own or any
external storage device or medium. We must specifically authorise any deviation from this Policy
in advance and the only exceptions are where you do so in the proper performance of your job or
as required by law.

You must return to us when requested, and in any event when your employment ends, all Town
Council materials, documents and equipment plus any similar item obtained as a result of your
employment with the Town Council. This includes information belonging to the Council which
you may have stored on portable or external electronic media locations. Where requested, you
must delete, destroy, remove or erase confidential information (as defined above) contained in
documents, electronic storage media/devices, disks etc. This applies to all materials in your
possession or under your control, irrespective of its location.

Disclosure of Information

It is generally accepted that open government is best. Legislation requires that certain types of
information must be available to members, auditors, government departments, service users and
the public. Generally, the Town Council will only normally restrict discussion about confidential
personal and commercial matters (Data Protection Act 1998 and the Freedom of Information Act
2000) and be open about all other matters in the course of the legitimate and lawful conduct of its
business.

Dress, Appearance and Personal Hygiene

Your appearance, personal hygiene and what you wear at work are all very important. You must
always project an acceptable, professional image which helps achieve the Town Council’s
legitimate business aims. What is appropriate may vary according to the particular job. However,
you must always be well groomed and wear neat, clean and tidy clothing appropriate to your role.

The Town Council does not try to prescribe exhaustively what is and is not acceptable. Our
expectations are reasonable and not unduly restrictive. The Town Council expects you to use
common sense to apply this guidance. If you are unsure, please check with the Town Clerk
before wearing something to work. The Town Council may ask you to change if we feel it is
inappropriate. If you have to return home to do so, the cost is your responsibility and we will
expect you to make up any time lost. You are also required to maintain personal hygiene whilst
engaged on Town Council duties to maintain the Council’s professional standing and reputation.
If appropriate, you will be advised if a personal hygiene problem arises and if necessary, you
should seek medical advice.

The Town Council does recognise the diversity of culture and religion within our workforce and
we are sensitive to the potential impact of culture and religion on dress and appearance. The
Town Council will look sympathetically at varying or adapting our expectations appropriately.
However, our priorities are principally measured by considerations such as health and safety,
hygiene and professional reputation.

General Attendance (Absence/Timekeeping)

Please arrive ready to start work at your official starting time. You must observe any time
recording procedures relating to your job. Lateness and absence will be recorded.
Unacceptable levels of timekeeping and attendance will result in disciplinary action in
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accordance with the Town Council’s Disciplinary Procedure. If you need to leave work during the
working day you must obtain permission from your Line Manager and/or the Town Clerk.

Fraud Policy

The Town Council has a commitment to high legal, ethical and moral standards and all
employees are expected to share this commitment. This Fraud Policy is established to facilitate
the development of procedures, which will aid in the investigation of fraud and related offences.
The Town Council has procedures in place that reduce the likelihood of fraud occurring including
rules, documented procedures and documented systems of internal control and risk assessment
and in addition tries to ensure that a risk (and fraud) awareness culture exists in the Town
Council. This Policy is intended to provide direction and help to employees who find themselves
having to deal with suspected cases of theft, fraud or corruption and give a framework for a
response and advice and information on various aspects and implications of an investigation but
not to provide direction on prevention of fraud.

The Town Council is absolutely committed to maintaining an honest, open and well-intentioned
atmosphere within the business and therefore is also committed to the elimination of any fraud
within the Town Council and to the rigorous investigation of any such cases.

The Town Council requires anyone having reasonable suspicions or incidents of fraud to report
them immediately to the Town Clerk. With fraudulent activity there must be some form of gain or
benefit either personal or for another person and some examples are:-

● obtaining any benefit (monetary or otherwise) by deception
● deliberately altering documentation
● credit or debit card abuse
● falsifying personal information
● making false written declarations
● submitting known false statistical information to artificially enhance business or personal

performance.

It is also the Town Council’s policy that no employee will suffer in any way as a result of reporting
reasonably held suspicions. Employees can therefore be confident that they will not suffer in any
way as a result of reporting reasonably held suspicions of fraud. For these purposes, reasonably
held “suspicions" means any suspicions other than those, which are raised maliciously and found
to be groundless. The Town Council will deal with all occurrences in accordance with the Public
Interest Disclosure Act.

Fraud comprises both the use of deception to obtain an unjust or illegal financial advantage and
intentional misrepresentations affecting the financial statements by one or more individuals
among the Town Council Councillors, employees or third parties.

This Policy applies to any irregularity, or suspected irregularity, involving employees as well as
consultants, suppliers, contractors and/or any other parties with a business relationship with this
Town Council. Any investigation required will be conducted without regard to any person’s
relationship to the Town Council, position or length of service. Everyone in the Town Council has
a duty to familiarise themselves with the types of improprieties that might be expected to occur
within their areas of responsibility and to be alert for any indications or irregularity.

Such steps as may be appropriate to ensure that this Policy remains effective will be taken by
the Town Council and the Town Council Disciplinary Procedure will be used where appropriate
and in cases of a serious breach of the Policy which constitutes gross misconduct may lead to
summary dismissal.
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Gifts and Hospitality

The Bribery Act 2010 makes it an offence to offer, promise or give a bribe. It is also an offence to
request, agree to receive or accept a bribe. A bribe is “a financial or other advantage offered or
requested with the intention of inducing or rewarding improper performance of a relevant function
or activity”. It also applies where you “know or believe that acceptance would constitute improper
performance of a function or activity”.

It is the Town Council’s policy to conduct our business in an open, honest and transparent way
and we do not condone the use of corrupt practices or acts of bribery to obtain an unfair
advantage. The Town Council adheres to the highest ethical standards and this is reflected in
every aspect of the way in which we operate.

You must be alert to attempts to influence you inappropriately or to engage in/facilitate bribery.
This is especially relevant to those procuring goods or services or dealing with third parties on
our behalf. For instance, you may be offered excessive hospitality or gifts to facilitate business
dealings. You must not accept any inducement designed to influence you inappropriately in the
performance of your job.

You must not accept gifts from customers, suppliers, any other person or organisation with whom
we do (or might develop) business without the agreement of the Town Clerk. This avoids any
misunderstandings or allegations of impropriety. It is important you do not act inconsistently with
our standards or, however inadvertently, impugn our integrity. Accepting a gift which influences
or seems to influence your actions or decisions on our behalf may do this.

You must not accept money, gifts or other rewards from clients, suppliers etc. contrary to our
normal practices. Do not accept inappropriate levels of hospitality. Accepting lunch may be
acceptable. Accepting a free holiday will not. If unsure, check first with your Line Manager or the
Town Clerk.

You may accept small, genuine tokens of appreciation or gratitude which are commensurate with
common practice in our organisation. They must be proportionate and reasonable and you must
declare them to the Town Clerk. You must not treat the person/organisation that provides such a
gift more favourably than other clients/suppliers etc. If you are unsure, or feel refusal of a gift or
hospitality might cause difficulty, consult the Town Clerk first.

This Policy does not apply to promotional items such as stationery or pens with a logo or
company name always provided that the items have no significant value.

The Town Council is committed to this Policy and takes a "zero tolerance" approach to any act of
bribery or corruption by a member of staff and we view breaches as serious or gross misconduct
which, following investigation, may lead to disciplinary action in accordance with the Council’s
Disciplinary Procedure. The penalty may include summary dismissal where we consider gross
misconduct has taken place. We will review this Policy from time to time in the light of
experience.

Anti-Bribery and Corruption Policy

The Bribery Act has significant implications for organisations incorporated or formed in the UK
and covers potential bribery both in the UK and abroad. 

Tring Town Council recognises that market practice varies and what is normal and acceptable in
one place may not be in another. This Policy meets the Town Council’s obligations under the Act
and prohibits any inducement which results in a personal gain or advantage to the recipient or
any person or body associated with them, and which is intended to influence them to take action
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which may not be solely in the interests of the Town Council or of the person or body employing
them or whom they represent.

It is the Town Council’s policy to conduct all of Town Council businesses in an honest and ethical
manner and we take a zero-tolerance approach to bribery and corruption. The Town Council is
committed to acting professionally, fairly and with integrity in all businesses dealings and
relationships wherever we operate and to implementing and enforcing effective systems to
counter bribery and corruption.

The Town Council will uphold all laws relevant to countering bribery and corruption and in all the
jurisdictions in which we operate. However, we remain bound by the laws of the UK, including the
Bribery Act 2010, in respect of our conduct and service provision.

For the purposes of the Act and this Policy bribery means the offer, promise, giving or taking any
financial or other advantage which is intended to induce or reward the improper performance of a
public function or business activity (or is done in the knowledge or belief that acceptance of the
advantage itself constitutes the improper performance of a public function or business activity).
Under the Bribery Act 2010 there are four possible offences namely:-

● giving a bribe (an “active offence”) - the offering, promising or giving of a reward to induce
a person to perform a relevant function or activity improperly;

● receiving a bribe (a “passive offence”) - the accepting of, agreeing to accept or requesting
of a bribe in return for performing a relevant function or activity improperly which includes any
activity of a public nature or any activity connected to a business and “acting improperly” will
be any breach of what a reasonable person in the UK would expect in relation to the
performing of the function or activity;

● bribing a foreign public official (a “public offence”) - a specific offence of trying to
influence a foreign public official with the intention of obtaining or retaining business in a
situation where the public official was not permitted or required by law to be influenced;

● failing to prevent bribery (a “corporate offence”) - a 'corporate offence' occurs when an
organisation fails to take adequate measures to stop people who are operating on its behalf
from being involved in bribery.

An individual or the Town Council can be prosecuted in the UK depending on the relevant
offence.

The Town Council is therefore determined to eliminate all forms of corruption and bribery in Town
Council activities and procedures and as a result we prohibit:-

● the offering, the giving, the solicitation or the acceptance of any bribe, whether cash or other
inducement; to or from

● any person or Town Council, wherever they are situated and whether they are a public official
or body or private person or Town Council; by

● any individual employee, agent or other person or body acting on the Town Council’s behalf;
in order to

● gain any commercial, contractual or regulatory advantage for the Town Council in a way
which is unethical; or in order to

● gain any personal advantage, pecuniary or otherwise, for the individual or anyone connected
with the individual.

This Policy is not meant to prohibit the following practices providing they are customary in a
particular market, are proportionate, approved by the Clerk and are properly recorded:-

● normal, moderate and appropriate gift giving;
● the giving of a ceremonial gift on a festival or at another special time.
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Inevitably, decisions as to what is acceptable may not always be easy. This Policy should be read
in conjunction with the Town Council policy on gifts and hospitality as for example certain forms
of corporate hospitality may fall within the definition of a bribe depending on such matters as the
openness, timing and lavishness of the hospitality and the intention behind it. If anyone is in
doubt as to whether a potential act constitutes bribery, the matter should be referred to the Town
Clerk, who has responsibility for this Policy, before proceeding.

In order to meet any challenge under the Bribery Act the Town Council must have adequate
procedures in place to stop any bribery occurring. Apart from the publicity and enforcement of
this contractual Policy to all employees and other measures contained in it, the Town Council will
therefore ensure that:-

● an anti-corruption culture is established throughout the Town Council;
● risk assessments are undertaken to determine the potential risk of bribery occurring and

relevant control measures implemented;
● the Town Council’s gifts and hospitality policy below outlines what is not acceptable and

sufficient controls are put in place to prevent bribery and corruption occurring in such
circumstances;

● anti-bribery and corruption training and/or instruction is given to all employees who may be
potentially involved in situations where bribery may occur;

● a due diligence assessment is made before entering into any major business relationship or
project;

● financial controls and procurement and contract management procedures are in place e.g.
appropriate levels of transaction authorisation/signature and/or requirement for multiple
authorisation to minimise the opportunity for bribery or corruption occurring;

● The Town Council’s public interest disclosure (whistleblowing) policy is available to all
employees to enable them to report any matters relating to corruption without fear of
retaliation.

The Town Clerk is responsible for the effective operation of this Policy and the operation of the
anti-corruption procedures in the Town Council. Everyone, including Councillors, are responsible
for ensuring that all our activities and operational decisions reflect the requirements of this Policy
within their areas of responsibility. All Town Council employees are responsible for the
prevention, detection and reporting of bribery and are required to observe the terms and
requirements of the Policy. Employees or others should report any suspicion of bribery to the
Clerk personally and in confidence.

Such steps as may be appropriate to ensure that this Policy remains effective will be taken by the
Town Council and any breach of this Policy will be treated as gross misconduct and may
depending on the circumstances render the employee liable to summary dismissal in accordance
with the Town Council’s Disciplinary Procedure.

Modern Slavery and Human Trafficking Policy

Modern slavery is a crime and a violation of fundamental human rights. It takes various forms,
such as slavery, servitude, forced and compulsory labour and human trafficking, all of which have
in common the deprivation of a person's liberty by another in order to exploit them for personal or
commercial gain. Tring Town Council has a zero-tolerance approach to modern slavery and we
are committed to acting ethically and with integrity in all our business dealings and relationships
and to implementing and enforcing effective systems and controls to ensure modern slavery is
not taking place anywhere in our own business or in any of our supply chains.

The Town Council is also committed to ensuring there is transparency in our own business and in
our approach to tackling modern slavery throughout our supply chains, consistent with the
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Modern Slavery Act 2015. The Town Council expects the same high standards from all of our
contractors, suppliers and other business partners, and as part of our contracting processes, we
will specify prohibitions against the use of forced, compulsory or trafficked labour, or anyone held
in slavery or servitude, whether adults or children and we expect that our suppliers will hold their
own suppliers to the same high standards.

This Policy applies to all persons working for or interacting with us or on our behalf in any
capacity, including employees at all levels, agency workers, seconded workers, volunteers,
agents, contractors, external consultants, third-party representatives and business partners. This
Policy does not form part of an employee's contract of employment and we may amend it at any
time.

The Town Clerk has overall responsibility for ensuring this Policy complies with any legal and
ethical obligations and that all those under our control comply with it. The Town Clerk and any
senior employees have primary and day-to-day responsibility for implementing this Policy,
ensuring those reporting to them are made aware, read, understand and comply with this Policy,
monitoring its use and effectiveness, dealing with any queries about it and ensuring that our
internal procedures are effective in countering modern slavery.

All employees must ensure that they read, understand and comply with this Policy as the
prevention, detection and reporting of modern slavery in any part of our business or supply
chains is the responsibility of everyone working for us or under our control. Employees are:-

● required to avoid any activity that might lead to, or suggest, a breach of this Policy;
● notify the Town Clerk as soon as possible if they believe or suspect that a conflict with this

Policy has occurred, or may occur in the future;
● encouraged to raise concerns about any issue or suspicion of modern slavery in any parts of

our business or supply chains at the earliest possible stage.

If an employee believes or suspects a breach of this Policy has occurred, or that it may occur,
they must notify the Town Clerk or report it in accordance with our whistleblowing policy set out
above as soon as possible.

If an employee is unsure about whether a particular act, the treatment of workers more generally,
or their working conditions within our supply chains constitutes any of the various forms of
modern slavery, the matter should be raised with the Town Clerk.

The Town Council aims to encourage openness and will support anyone who raises genuine
concerns in good faith under this Policy, even if they turn out to be mistaken. We are committed
to ensuring no one suffers any detrimental treatment as a result of reporting in good faith their
suspicion that modern slavery of whatever form is or may be taking place in any part of our own
business or in any of our supply chains.

Detrimental treatment includes dismissal, disciplinary action, threats or other unfavourable
treatment connected with raising a concern. If an employee believes that they have suffered any
such treatment, they should inform the Town Clerk immediately. If the matter is not remedied, it
may be raised formally through the Town Council’s Grievance Procedure.

Any employee who breaches this Policy will face disciplinary action in accordance with the Town
Council’s Disciplinary Procedure, which could result in dismissal for misconduct or gross
misconduct depending on the circumstances.

The Town Council may terminate our business relationship with other individuals and
organisations working on our behalf or interacting with us if they breach this Policy and the
Modern Slavery Act.
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This Policy statement is made pursuant to the Modern Slavery Act 2015 and constitutes our
slavery and human trafficking statement and policy. The Policy will be reviewed periodically by
the Town Council to ensure its effectiveness and compliance with the law and any necessary
changes made.

Job Flexibility

The Town Council expects you to adopt a flexible approach to your job duties and work pattern.
When requested you must carry out reasonable alternative duties, possibly in other departments,
where necessary. Such duties will be commensurate with your skills and knowledge and rate of
pay. The Town Council is dependent on this flexibility to adapt to the changing nature and volume
of work as this helps to protect the future of the organisation and your employment.

Lost Property

Please report any item of lost property to your Line Manager or the Town Clerk immediately.
Similarly, please hand any item you find to your Line Manager or the Town Clerk and we will then
attempt to locate the owner.

Media and Public Statements

You must not make public statements or communicate with the media about any matter relating
to the Town Council as only the Town Clerk is authorised to do so. Any contact with the press or
other media on behalf of the Town Council must be handled by the Town Clerk.

Councillors wishing to submit press releases will do so either via or with prior authorisation from
the Council, which preferably should take the form of a written statement, a copy of which should
be sent to the Town Clerk for recording. In the event that a verbal addition or submission is made
by any authorised person this will wherever possible be confirmed in written format or a copy of
the article provided for proof reading before publication.

The Town Council will only comment to the press and/or other media on matters of fact or
matters agreed by the Town Council which will be in accordance with the relevant Council
decision. No comments or representations will be made in matters which are discussed in closed
session i.e. where Press and public have been excluded under the Public Bodies (Admission to
Meetings) Act 1960. Furthermore, no representations will be made on any item or of a nature that
may reasonably cause the Town Council to be subject to litigation.

The Council will respect the rights of individuals and others and will have particular regard to the
Council’s Data Protection Policy and obligations when issuing press/media releases.

In the event that Councillors have direct dealings with the press on any matter which may
reasonably be construed as being associated with the Town Council they must make it clear that
they are not commenting as a representative of the Council or reflecting its views.

You must obtain permission before agreeing to give any lecture, media interview or to publish
any article or comments. You must not supply information without approval from the Council or
the Town Clerk (whether in writing or electronically) which in any way impacts upon the Town
Council. This extends to comments you make or images you upload to blogs and social
networking sites like Facebook, You Tube or Twitter.
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Conflict of Interests

A conflict of interest may present a risk to the Town Council because it may result in actions or
decisions that are not in the Town Council’s best interests. It may, at the very least, jeopardise
the actual or perceived integrity of the business and/or its employees and therefore it is essential
that any such conflicts are avoided or identified and addressed promptly.

The Town Council defines a conflict of interest as “a situation in which an employee has a private
or personal interest sufficient to influence or appear to influence the objective exercise of his or
her official duties” for example working for a competitor or having a financial involvement with a
supplier might give rise to a conflict of interest.

A conflict of interest therefore is any situation where a reasonable person would think that the
employee’s or contractor’s judgement is likely to be compromised or may possibly develop into
an actual conflict of interest in the future. For the purposes of these procedures a ‘conflict of
interest’ should be taken to include an actual or potential conflict of interest.

The Town Council is committed to ensuring that all employees operate to the highest level of
integrity in all their dealings and business relationships, either within or outside the Town Council
and we believe that in providing continued employment, employees have an obligation to provide
the Town Council with a similar commitment.

Employees are expected therefore to devote their whole time, skill and attention during working
hours to work for the Town Council as the Council believes that in providing continued
employment, employees have an obligation to provide the Town Council with a similar
commitment.

Right to Search

The Town Council reserves the right to search an employee's workspace and property (including
any vehicle, packages, containers or bags in their possession) at any time when entering or
leaving the premises. Searches will normally be carried out by the Town Clerk, in the presence of
a witness, with dignity and in privacy, discreetly and courteously. Selection for such a search
does not imply any suspicion of theft or wrongdoing.

CCTV and Recording

The Town Council reserves the right to record all conversations by recording devices and to carry
out surveillance by using closed circuit television cameras anywhere we reasonably wish on our
premises or locations in the interests of security, monitoring health and safety and protecting our
interests. Employees will be advised of the use and location of all such devices, if installed.

Councillor/Officer Working Relationships

The Town Council exists primarily to serve the interests of its community. Councillors and Officers
have a joint responsibility to ensure that they work collaboratively to ensure an efficient,
transparent and democratic Council focused on these interests.

The Town Council has the following protocol about the relationship between Councillors and
Officers in order to clarify roles and responsibilities. Given the variety and complexity of such
relations, this protocol cannot be prescriptive or cover all eventualities. However, it does aim to
be instructive and offer guidance on some common issues and provide points of principle that
can be applied to other issues that might arise.

Councillors and Officers depend upon each other in carrying out the work of the Council and are
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responsible to their electorate for so long as their term of office lasts and have a duty to act in the
best interests of the electorate and the Council. Officers are responsible to the Town Clerk and
the Town Clerk is responsible to the Council.

Councillors ensure the Council and its Officers are aware of the concerns of their electorate and
help decide the overall direction of the Town Council and, where appropriate, act in a supporting
role in carrying out the work of the Council. Councillors have personal, individual and collective
responsibility for the Council and its activities. They are responsible for ensuring that adequate
management and financial arrangements are in place and they monitor the performance,
development, continuity and overall well-being of the Town Council. Councillors may be
designated to act in a certain role or as a positive focus for a particular section of the Council’s
activities. However, the Town Council is not entitled to delegate decision-making on behalf of the
Council to individual Councillors but the Council is entitled to delegate certain decision-making
and functions to the Town Clerk or to committees of Councillors.

Officers give advice to the Councillors and carry out the decisions and work of the Town Council.
Officers manage and provide the services for which the Council has responsibility. They are
accountable for the efficiency and effectiveness of those services and for proper professional
practice in discharging their responsibilities and for taking decisions, within agreed policy. They
provide advice to the public and members in respect of the services provided. They initiate
policy proposals, implement agreed policy, ensure that the Town Council acts lawfully and in
accordance with the principles of sound financial management and represent the Council on
external bodies.

Councillors and Officers are expected to work together in a harmonious relationship based upon
mutual respect, courtesy, trust, honesty and understanding of each other’s roles. This should
prevail in all meetings and contacts whether formal or informal. This protocol should also inform
behaviour with external contacts to ensure that Councillors and Officers are conducting
themselves in a way that is appropriate when representing the Council. Neither Councillors nor
Officers should seek to take unfair advantage of their position in their dealings with each other.

Councillors should not apply pressure on officers to do anything that they are unwilling to do or
are not empowered to do. Similarly, officers must not seek to use influence on an individual
Councillor to make a decision in their personal favour, as opposed to in the interests of the Town
Council.

Close personal familiarity between individual Councillors and Officers can damage the principle
of mutual respect. It could also, intentionally or unintentionally, lead to the passing of confidential
information which should not properly be passed between them, such as personal details. Such
familiarity could also cause embarrassment to other Councillors and/or other Officers and could
even give rise to suspicions of favouritism so it should therefore be avoided.

Inappropriate relationships can be inferred from language/style and therefore Councillors and
Officers should always seek to address each other with courtesy. Members must not obstruct the
work of Officers by unnecessarily taking up their time or in any way acting to impede their ability
to proceed with their professional duties. Officers must equally respect the role of Councillors
and will only request additional supporting work from Councillors where necessary or beneficial
to the Council.

Councillors and Officers must conduct themselves in a way that is acceptable within a
professional environment. They must afford dignity, trust and respect to everyone and
themselves. They must have awareness of the effect of their behaviour on others and only make
reasonable and manageable demands. They must communicate honestly and openly, clearly
stating what they mean and expect of others. They must provide honest feedback based on
evidence and be open to constructive criticism. They must start from the assumption that
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everyone is working to the best of their ability, considering their current stage of personal and
professional development.

Councillors and Officers must not conduct themselves in an unacceptable manner. This
includes discrimination which is a failure to afford equal opportunities in the workplace
irrespective of disability, gender, race, religion, age, sexuality, and marital status. It includes
harassment which is conduct that is unwanted and offensive and affects the dignity of an
individual or group of individuals. It includes bullying which is a type of harassment consisting
of persistent actions, criticism or personal abuse in public or private, which humiliate, intimidate,
frighten, undermine or demean the individual. When defining behaviour in cases of
harassment, it is appropriate to place emphasis on the recipient's experience rather than the
perpetrator's motivation.

It is clearly important that there should be an appropriate professional working relationship
between
Councillors and Officers who support and/or interact with them. However, such relationships
should never be allowed to become so close, or appear to be so close, as to bring into question
the Officers ability to deal impartially with other Councillors. Officers must ensure their neutrality
in representing the Council is not compromised and Officer advice must be full and impartial and
should include all relevant known options to enable a full considered decision of the Council.

Social Media and Networking

The Town Council understands that using social media and networking sites is now a common
practice and employees accessing and using sites in their own time is not normally a matter for
the Town Council. However, there are situations where inappropriate use of social networking
sites can harm the Town Council, Councillors and/or employees and so the Town Council may
monitor social networking sites when considered appropriate and where such sites appear to be
being used in such a way by employees that will affect the Town Council image or relationships
with other organisations and to prevent an employee or the Town Council being implicated in
potential legal action.

The lines between work and personal life can become blurred and in general, what an employee
does in their own time is normally a personal decision but activities in or outside work may affect
an employee’s performance, the performance of others or Town Council business interests or
reputation. Employees may therefore not post on a blog or social networking site during their
working time or at any other time using Town Council equipment or property as the Town
Council’s electronic communication systems are for business use only.

All rules regarding confidential business information apply in full to blogs and social networking
sites and the transmission of confidential or proprietary information without the permission of the
Town Council is prohibited.

If an employee mentions the Town Council in a blog or elsewhere in online social media at any
time, or it is reasonably clear they are referring to the Town Council’s position or expresses a
political opinion or an opinion regarding the Town Council’s positions, actions, or products, the
employee must specifically disclose their relationship with the Town Council and included a note
that any opinion expressed is their personal opinion and not the Town Council’s position.

Any conduct which is not permissible under the law if expressed in any other form or forum is
also not permissible if expressed through a social networking site e.g. posted material that is
discriminatory, defamatory, libellous or malicious is forbidden.

For the purpose of this policy the Town Council regards social networking as a purely personal
activity and defines “social networking sites” as meaning any such site and is not limited to the
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commonly known sites such as Facebook or Twitter. Employees must, when using or posting
material on social media and networking sites, specifically:-

● ensure that the material is not discriminatory, defamatory, libellous or malicious;
● not divulge, comment on or make subjective or offensive comments on individuals in the

Town Council;
● divulge any confidential information for other than professional reasons;
● not identify themselves as a representative of the Town Council without the approval of the

Clerk;
● if allowed to advertise the association with the Town Council, must take on the responsibility

for representing the Town Council in a professional manner;
● ensure that any personal blogs contain disclaimers that make it clear that the opinions

expressed are solely theirs and do not represent the views of the Town Council;
● not make any recommendations or referrals for friends or associates;
● not reference any clients, customers, or partners without obtaining their express permission

to do so;
● must be sure that they are aware of the Town Council’s other policies that cover the

dissemination of the Town Council’s proprietary or confidential information, trade secrets
and/or computer use;

● refer or discuss proprietary information on such sites for example the Town Council’s financial
information, intellectual property, information about customers, and so forth;

● not criticise the Town Council or any employee of the Town Council over specific issues;
● not use social networking or similar sites to make offensive, discriminatory or humiliating

comments about specific employees or situations;
● ensure that the law in regard to copyright, plagiarism, libel and defamation of character is

complied with;
● ensure that social networking activities do not interfere with their job responsibilities and only

undertake social networking in their own time e.g. break and/or lunch times.

If the Town Council is the subject of adverse content on social networking sites from third parties
(i.e. not an employee) but on investigation it is found that the third party is acting in consultation
with or on behalf of an employee then enforcement action as detailed below will be taken.

If an employee says anything when using a social networking site that harms the reputation of
the Town Council or contravenes any of the above terms it will be considered to be serious or
gross misconduct. If social networking sites are used to bully, harass or victimise one or more
work colleagues then those who are the "victims" could take legal action (including possible
police action) against the instigator (be this an employee or a third party) and the Town Council
may take disciplinary and/or legal action if we feel that the comments made were libel or slander
or defamation about the Town Council or our employee(s).

Such steps as may be appropriate to ensure that this Policy remains effective will be taken and
the Town Council’s Disciplinary Procedure used which in the case of serious breaches of the
Policy may result in dismissal.

Mobility

Your Principal Statement of Particulars of Employment indicates your normal place of work. It is
a condition of your employment that, given reasonable notice, you may be transferred to work
anywhere else we operate. This will be within reasonable travelling distance and may be
temporary or permanent. This mobility is essential to our efficient operation and we will consult
you before any such transfer.
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Working at Home

If as part of an employee’s terms of employment there is provision and agreement for work on
Town Council business to be undertaken at the employee’s home address it will be set out in
their Principal Statement of Particulars of Employment. If this applies to the employment the
following rules and arrangements will apply:-

● employees need to ensure that all data and Town Council equipment is secure from unlawful
loss, destruction or disclosure when it is not on the Town Council’s premises;

● the employee is liable if there is any breach of the security of the data particularly sensitive
data when it is in their home or their possession away from the workplace;

● before home working is allowed therefore and in order to meet this obligation the Town
Council will arrange to make a home visit to check the physical security of Council equipment
and data to maintain privacy and give careful consideration to the security measures in place
in respect of that data with the employee;

● firewalls and other protection available at work must be installed on any home or other Town
Council computer used;

● the transportation of data by email, via the Internet, in paper document or file or on a laptop
must be undertaken with due care and physically secure when transported between the
workplace and home or other working sites;

● sensitive (defined for example as being data about a person’s health, religion, sex life,
politics, ethnic origin. criminal record and membership of trade union) or other data may only
be transferred to another organisation with the consent of the individuals whose data is
involved;

● any personal data obtained or used by the employee whilst working at home must meet the
obligations set out in the Council’s Data Protection Policy and the Data Protection Act and the
General Data Protection Regulations 2018;

● to meet the Town Council’s health and safety duty to take reasonable care that our staff are
not subjected to any unnecessary risks of injury and to protect our liability for personal injury
the Council will ensure with the employee that their home office complies with the same
standards of health and safety as at the work place and a risk assessment will be undertaken
jointly with the employee;

● if a computer is used we will make sure that the following issues are considered:-
 the keyboard
 the monitor
 the desk
 the chair
 the working setting
 the working practice
 regular breaks from computer work are taken and the home office is treated as a

designated work space;
● arrangements will be made to record time work to ensure that the weekly working hours

maximum under the Working Time Regulations is observed or if appropriate arrange for an
opt out agreement to be signed;

● employees may be required to attend the Town Council workplace e.g. for staff meetings,
training and supervision discussions;

● These home working arrangements may be withdrawn and the employee required to attend
the work place instead particularly if their role and responsibilities change, working at home
compromises any business or legal obligations or the employee’s performance and
productivity proves to be adversely affected.
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Outside Interests

Normally the Town Council will not object to other employment, activities or interests as long as
you request permission and there is no conflict of interest but you must not undertake other
employment without advising the Town Clerk. You must not engage in other activities, paid or
unpaid, which interferes with performing your role. You must notify the Town Clerk of all the hours
you work as we need this to make sure there is no infringement of Working Time Regulations
and to meet any tax and/or insurance obligations.

The Town Council does not approve of employment that directly competes or conflicts with our
interests. Anything you propose to do which may adversely reflect on or conflict with the Town
Council will not be acceptable. The Town Council reserves the right to withhold consent at our
absolute discretion.

You must not undertake work for others during your working hours and/or use our facilities or
materials.

The Town Council regards infringements of the above rules as a serious misconduct which can,
following investigation in accordance with the Council’s Disciplinary Procedure, lead, in
appropriate circumstances to your dismissal.

Performance Review

The Town Council monitors performance on an on-going basis. In this way minor issues can be
identified quickly and rectified promptly by retraining or informal counselling. The Town Council
takes a positive approach to problem solving and efficiency improvements so we will formally
review your performance annually or if informal mechanisms are unsuccessful and your volume
or quality of work remains unacceptable. This may be by reference to your targets or include
general comparison with other employees. Review may lead to referral to our capability or
disciplinary procedure as appropriate for investigation and we will always consider whether
training, mentoring or other support mechanisms may assist you.

Political Neutrality

All the Town Council employees serve the authority as a whole. It follows that they must serve all
Councillors equally, and must ensure that the individual rights of all Councillors are respected.
Subject to the Council's conventions, employees may also be required to advise political groups
but they must do so in ways which do not compromise their political neutrality. Employees,
whether or not politically restricted, must follow every lawful expressed policy of the Town Council
and must not allow their own personal or political opinions to interfere with their work.

Personal Details

You must inform the Town Clerk of changes in your personal circumstances e.g. new address,
telephone number, next of kin etc. It is important such information is up to date so the Town
Council can make contact e.g. in an emergency and this may include contact outside of normal
working hours in urgent circumstances. Please ensure anyone whose personal details you
supply is aware that we may contact them in an emergency.

Personal Property

You are advised not to bring valuable personal items to work and do not leave anything
unattended or overnight on Town Council premises as we cannot accept liability for loss or
damage to personal property you bring onto our premises.
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Personal Relationships

Employees who work together may form friendships and, in some cases, close personal
relationships. As a general rule, the Town Council do not wish to interfere with your personal
friendships and relationships. However, you must continue to behave in an appropriate,
professional and responsible manner, fulfilling your role diligently and effectively as we aim to
strike a balance between your right to a private life and our right to protect our organisation’s
interests.  To achieve this, the Town Council have introduced the following rules.

If you embark on a close personal relationship at work, whether with a colleague, client,
customer, supplier, contractor etc.:-

● you must not allow your relationship to influence your conduct at work;
● you must not behave intimately during normal working hours whether on our or client

premises;
● you should advise your Line Manager if you embark on a relationship.

If you start a relationship with a more junior employee, you should tell the Town Clerk or, in the
case of the Town Clerk, the Mayor immediately. This is particularly important if you are the
employee’s Line Manager. Otherwise, others may think the junior employee is treated more
favourably. If the relationship subsequently breaks down, people may then believe they are
treated less favourably. Where you manage the other employee, the Town Council may transfer
one or both of you, temporarily or permanently and we will first consult you both to try and reach
agreement on the measure(s) to be taken.

If you begin a relationship with a client, supplier, contractor etc. you must declare this to the Town
Clerk immediately. Otherwise, others may perceive that this potentially allows abuse of your role,
responsibilities or level of authority. The Town Council may transfer you to a different job where
risk is removed or minimised, either temporarily or permanently but we will first consult you to try
and reach agreement on the measure(s) to be taken.

The Town Council cannot allow a personal relationship (or the breakdown of a personal
relationship) to affect your performance or conduct at work. The situation will be discussed with
you with the aim of restoring normal performance or conduct. Where performance or conduct
fails to improve, or reverts to a problem level, the Town Council may implement the Disciplinary
or the Capability Procedure.

If the Town Council discovers that you afforded more or less favourable treatment to the other
employee in the relationship, this is a disciplinary matter and action will also be taken should you
exercise inappropriate influence over your relationship with a client, supplier, contractor etc. The
matter will be investigated in accordance with the Council’s Disciplinary Procedure and
depending on the seriousness of the offence, this may amount to gross misconduct and could
result in summary dismissal.

Private Mail

Please do not post your private mail at our expense without specific permission. The Town
Council will open all mail we receive including mail specifically addressed to you. You must
secure authorisation from the Town Clerk in advance in order to have private mail sent “care of”
our organisation.

Town Council Stock/Property

You must not remove the Town Council's materials, equipment, stock or property from our
premises without approval and it must only be used for the work purpose intended.
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You must report damage or loss of our property, goods or equipment to the Town Clerk
immediately. This includes, but is not limited to, cash, stock, fixtures and fittings, samples,
personal computers, telephone equipment and vehicles. The Town Council will investigate
whether your carelessness, negligence, not following procedures or other wilful act caused the
loss or damage and we may take disciplinary action in accordance with the Town Council’s
Disciplinary Procedure if we believe it did.

You may also be liable to pay our reasonable costs to make good our losses for such items. This
includes costs incurred for hire equipment or where the Town Council have to reimburse a third
party. We may claim against our insurers for repair or replacement or other losses incurred and
you may be required to pay any insurance excess that accrues. We advise you in advance, in
writing, of the amount we will recover from pay or other monies owing.

Laptops

The Town Council’s telephones and laptops or tablets are principally for business use.
Reasonable personal use is allowed to make urgent/essential calls. You should ensure family
and friends restrict incoming calls to urgent/essential matters. We will withdraw the concession
from anyone who abuses this privilege. You may also be held liable for unreasonable costs we
incur and the Town Council may also take disciplinary action.

Mobile telephones and laptops or tablets that we issue are principally for use in the performance
of your duties. However, the Town Council allows reasonable personal use. You should not,
however, use them excessively for private data access, personal calls or sending personal text
messages/email. You should ensure family and friends restrict contact to urgent/essential
matters. The Town Council will review your usage regularly and you will normally be liable for
the cost of excessive incoming and outgoing personal calls/messages/email. You will also
normally be liable for the cost of excessive data usage. You also face disciplinary action where
the Town Council believes personal usage is unreasonable or inappropriate and we will withdraw
the concession from anyone who abuses this privilege.

Work Related Activities

If you attend work-related activities outside working hours, you must conduct yourself in an
appropriate, mature and responsible manner. These include the Town Council’s or our clients’
social events. Do not do anything that may harm the Town Council or bring it into disrepute and
some examples of unacceptable behaviour include:-
● drunkenness;
● the use of illegal drugs;
● unwelcome familiarity or harassment;
● violence or threats of violence;
● serious verbal abuse.

Such infringements are subject to disciplinary investigation and action in accordance with the
Council’s Disciplinary Procedure and we may consider such behaviour to amount to gross
misconduct.

Driving Licence and Insurance Cover

If an employee is authorised to use their private car or a Town Council vehicle on business for
the Town Council, they must provide the Town Clerk on request with the original of their current
driving licence and certificate of vehicle insurance which must include cover for business use. A
copy will be taken for file and the originals returned to the employee. Any subsequent
endorsements or legal action taken which affect their driving licence must be notified immediately
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to the Town Clerk. Failure to do so may disqualify an employee from driving the Town Council’s
vehicle or their own vehicle on the behalf of the Town Council.

You must only drive if you are fit to do so and not be under the influence of alcohol or drugs
(including relevant prescribed drugs). All employees must notify the Town Clerk of any health
concerns that could affect their ability to drive once they are known.

Union Recognition

The Town Council has no formal written union recognition agreement in place at this time with
any particular trade union.

Customer Care

You must remember that members of the public or other visitors come first and expect to be
treated with politeness. You are expected therefore to be polite, courteous and helpful to other
staff, members of the public and visitors at all times and must never get into arguments with them
or answer with rudeness.

Unruly, disorderly or reckless behaviour or bad language will not be tolerated. However,
employees should not hesitate to ask the Town Clerk for help if someone gets difficult. If an
employee is involved in any incident or conversation which may be perceived as less than helpful
to the Town Council’s relationship with the public it should be reported to the Town Clerk and it
will be investigated as soon as practicable.

Dishonesty

The Town Council will normally prosecute in all cases of dishonesty e.g. theft, forgery,
misrepresentation, fraud and unauthorised possession of Town Council property. If an employee
suspects someone of stealing, whether from the Town Council, other employees, visitors or
members of the public, it should be reported immediately to the Town Clerk.

Standard of Work

The Town Council expects employees to perform their duties to the best of their ability and will
give instructions and training on how to carry out the tasks expected. If an employee is unsure
about what they should do, or the correct way to undertake the duties, the matter should be
raised with the Town Clerk. In the event of a colleague’s absence from work employees will be
expected to co-operate in covering the work as far as it is possible in agreement with the Town
Clerk.

The Town Council will monitor employees’ performance and will bring to their attention any
deficiencies in performance or their standard of work and offer support in order to improve the
performance. Employees should advise the Town Clerk of any matters which they feel may be
adversely affecting their performance. This includes if an employee has a disability or any health
issues which may affect the performance of their duties. In such circumstances the Town Clerk
must be advised as soon as possible so that any reasonable action and/or adjustments may be
agreed.

Prosecutions and Convictions

If during your employment with the Town Council you are arrested, charged with, summoned for
or convicted of any criminal offence, including traffic offences, the Town Clerk must be informed
immediately and you must answer any questions concerning the matter required.
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The Town Council reserves the right to use the Disciplinary Procedure and, if appropriate,
terminate employment on grounds of gross misconduct depending on the circumstances of the
situation following an investigation and a Disciplinary Hearing in accordance with the Council’s
Disciplinary Procedure, in respect of these matters and particularly in the event that it affects an
employee’s ability to perform their duties and/or, in the Town Council’s reasonable opinion, be
shown to bring the Town Council into disrepute or threaten any contractual or other
arrangements the Town Council may have.
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4. Equality, Equal Opportunities and Diversity

General Policy

The Town Council promotes a working environment in which diversity is recognised, valued and
encouraged and we acknowledge the multi-cultural and diverse nature of the UK workforce and
society in general. The Town Council is committed to principles of fairness and mutual respect
where everyone accepts the concept of individual responsibility. It is therefore your responsibility
to make sure you observe and adhere to this policy at all times. The Town Council views any
breach seriously and will investigate and potentially take disciplinary action in respect of any
breach of this Policy which may include dismissal in instances considered to be gross
misconduct.

The Town Council recognises that discrimination in the workplace in any form is unacceptable
and, in most cases, unlawful. The Town Council’s policy seeks to ensure job applicants and
employees are treated fairly and without favour or prejudice and we are committed to applying
this throughout all areas of employment including recruitment and selection, training and
development, benefits, rewards and promotion, dealing with grievances and disciplinary issues.

Our policy complies with current legislation and the Town Council will review it regularly and will
update it if the law changes. However, the Town Council recognises that equality of opportunity
is best achieved by day-to-day commitment throughout the Town Council and we offer support
and training where necessary to achieve and maintain this.

Protected Characteristics

No job applicant, employee or anyone our organisation deals with receives less favourable
treatment because of their protected characteristics as set out in the Equality Act 2010. The
protected characteristics are:-

● age
● disability
● gender reassignment
● marriage and civil partnership
● pregnancy and maternity
● race (including colour, nationality, ethnic or national origin)
● religion or belief
● sex
● sexual orientation.

Recruitment and Promotion

The selection methods the Town Council uses for recruitment and promotion are related to the
requirements and needs of the job and we do not seek irrelevant qualifications, experience or
skills and applicants are short-listed/selected solely on the basis of their assessed capability for
the role.

Your Responsibilities

Each and every one of us is a stakeholder in the success of this Policy. The Town Council
expects you to make a positive contribution towards maintaining an environment of equality and
equal opportunity throughout the Town Council. You must make sure you observe this Policy at
all times and in all you do for the Town Council. In particular, you have individual responsibility to
adopt the following rules and :-
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● do not take unlawful discriminatory actions or decisions contrary to the spirit of this policy;
● do not discriminate against, harass, abuse or intimidate anyone on account of their protected

characteristics;
● do not place pressure on any other employee to act in a discriminatory manner;
● resist pressure to discriminate placed on you by others and report such approaches to the

Town Clerk or in the case of the Town Clerk, the Mayor;
● co-operate when we investigate, including providing evidence of conduct which may amount

to discrimination;
● co-operate with any measures introduced to develop or monitor equality and equal

opportunity.

Discrimination is not just treating one person less favourably than another and can take place
because:-

● someone associates with a person with a protected characteristic;
● someone is believed to possess a protected characteristic (even though they do not);
● something particularly disadvantages people who share a protected characteristic more than

others.

The Town Council expects you to treat, and be treated by, other employees and the people our
organisation deals with considerately and with respect.

If you feel subject to discrimination, make clear to the individual concerned that you find it
unacceptable. Person-to-person discussion at an early stage may be enough to resolve it
without involving anyone else. Alternatively, you could seek the help of a trusted colleague and
ask them to approach whoever has caused you offence.

If the behaviour continues, or you consider an instance to be particularly serious, you should
report the matter to the Town Clerk and implement the Council’s Grievance Procedure. The
Town Council assures you that grievances will be dealt with promptly and in a discreet and caring
manner.

Should you feel an individual grievance is not appropriate to the situation, you may consider
using our Confidential Reporting Procedure which is included in this Staff Handbook.
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5. Anti-Harassment and Bullying Policy

Policy

The Town Council supports your right and opportunity to seek, obtain and hold employment
without discrimination and with respect for your dignity. Our equal opportunities and diversity
provisions embrace principles supportive of equal treatment without discrimination and we expect
and require everyone to recognise and observe the statutory protected characteristics.

Bullying and harassment in the workplace are discriminatory acts which are unacceptable and, in
most cases, unlawful. The Town Council is committed to providing a working environment which
is harmonious and acceptable to all and we extend this principle to the people with whom the
Town Council interacts.

What Is Bullying?

Bullying may be characterised as “offensive, malicious, intimidating or insulting behaviour”. It can
be an “abuse or misuse of power through means that undermine, humiliate, denigrate or injure
the recipient”.

What Is Harassment?

Harassment is “unwanted conduct related to a relevant protected characteristic, which violates
an individual’s dignity or creates an intimidating, hostile, degrading, humiliating or offensive
environment for that individual”.

Harassment is not only unacceptable language or behaviour which causes the recipient to be
embarrassed, offended or threatened. Someone may complain about particular behaviour that
they find offensive even though it was not directed at them. Neither does the person complaining
need to possess a particular protected characteristic. It may also be behaviour directed at
someone who associates with a person who has a protected characteristic or because they are
believed to possess a protected characteristic (even if they do not).

Your Responsibilities

It is your duty to treat people with respect; appreciating their feelings and considering their
well-being in what you say or do. What may be acceptable to one person may upset and/or
intimidate another. Bullying and harassment take many forms and can range from relatively mild
banter to actual physical violence. They can be delivered in many ways and this policy applies to
all forms of communication including text messages, email and comments posted on social
networking sites.

Some Examples

It should be recognised that whether it is bullying or harassment, the investigation will be
considered on the basis of the perception of such behaviour by the recipient. The following are
some examples of behaviour which will be considered to be unacceptable:-

● coarse or insensitive jokes and pranks;
coarse or insensitive comments about appearance or character;

● display or distribution of offensive material whether written or pictorial;
● deliberate exclusion or isolation from conversation or activities;
● unwelcome familiarity or body contact;
● abusive, insulting, or threatening language;
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● demands, threats or abuse of power to intimidate or obtain favours;
● threatened or actual violence.

This list is not intended as an exhaustive list.

The Town Council will investigate all allegations of such behaviour and offenders are liable to
disciplinary action in accordance with the Town Council’s Disciplinary Procedure and, in serious
cases, could result in dismissal.

If you feel you are being bullied or harassed, the first step is to make it clear to the perpetrator
that you want it to stop and tell the person bullying or harassing you that you find such behaviour
unacceptable. Person-to-person discussion at an early stage is often enough to stop
harassment. Alternatively, you could seek the help of a trusted colleague and ask them to
approach the person causing offence with you or on your behalf.

If the behaviour continues, or you consider an instance to be particularly serious, please
implement the Town Council’s Grievance Procedure and we assure you that grievances will be
dealt with promptly and in a discreet and caring manner and where you make or support a
complaint in good faith, you will not be victimised for doing so whatever transpires.

The Town Council is unable, however, to protect anyone who is the victim of someone who
maliciously makes or supports an untrue complaint but the Town Council will investigate such
occurrences thoroughly, using an independent external consultant if considered appropriate, and
utilise the Council’s Disciplinary Procedure.
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6. Training and Development

Induction Training

You will be taken on a tour of the Town Council’s premises and sites when you start work. This is
to familiarise you with the layout and facilities and introduce you to your colleagues.

The Town Council will train you as appropriate in aspects of your role. This will help you to keep
to our methods/practices and make sure you work safely and achieve required standards.

Performance Appraisal

The Town Council operates a structured annual performance appraisal system. The appraisal
will be undertaken by the Town Clerk assisted by others except in the case of the Town Clerk
when it will be undertaken by nominated Councillors. This is a two-way process and it provides
an opportunity for you to review your performance in a non-threatening environment, express
your ambitions and identify future plans. You can tell us about obstacles you feel may slow your
development. It is an opportunity for us to highlight your successes and areas of strength.
The Town Council can also identify areas for improvement or development and we will then plan
jointly to maximise your achievements on the Town Council’s behalf.

A prime element of our appraisal system is the preparation of an agreed annual action plan. We
The Town Council will try to measure where your contribution will be most effective and we will
seek ways to overcome any difficulties and maximise your potential by providing appropriate
support or training. The action plan also provides a benchmark for the future so that
achievement, improvement and development can all be jointly measured. This helps maintain
your career on the right path and maximises your contribution to our organisation. It also
enables more effective succession planning by enabling us to take account of your future plans
and aspirations.

Development Training

The Town Council will discuss and agree your participation in any required internal and external
training activities in advance.  We will meet agreed costs incurred in such training.

The Town Council will also encourage you to undertake training appropriate to your development
and we will consider this on the basis of mutual benefit and in particular we examine the
relevance of the training to your role, development and our organisational needs. The Town
Council cannot afford to fund every request we receive but where we do support a development
opportunity, we may require you to sign and observe a “Training Agreement”. This is to protect
our investment in your future. It covers, for instance, extra costs we incur in facilitating your
training opportunity.
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7. Hours of Work, Pay and Other Benefits

Deductions from Pay

The Town Council can require you to repay to us, by deduction from pay or any other method
acceptable to us:-

● reasonable losses to property or monies sustained by us, any other employee, our clients,
customers or visitors when due to your carelessness, negligence, recklessness, breach of
procedures/rules or dishonesty/commission of an unlawful act;

● insurance excesses imposed by our insurers because of your act or omission or a penalty
imposed upon you for example the potential impact of penalty points for those who drive our
vehicles;

● any damages, expenses or other monies reasonably payable by us to a third party for your
act or omission;

● remuneration, expenses or other payments made in error or by your inappropriate
claim/misrepresentation;

● holiday pay already paid which exceeds your accrued holiday entitlement at the date of
leaving our employment;

● the reasonable cost of replacing equipment and/or property entrusted to you during
employment if you fail to maintain it properly or do not return it before leaving our
employment;

● an amount equal to our reasonable loss or the extra cost of covering your duties should you
fail to work your full contractual notice and this applies when you leave our employment
early without our agreement;

● attachment of earnings orders and any other statutory deductions orders from your pay
issued to the Town Council;

● fines or fixed penalty notices for parking, congestion charges etc you incur while driving the
Town Council vehicles;

● costs resulting from any training agreement you have signed, should you leave the Town
Council employment before it expires;

● any other sums you owe the Town Council including, but not limited to, outstanding loans,
advances and relocation expenses.

Deduction Procedure

The Town Council follows our deduction procedure in respect of any deduction we make from
your pay. Any deduction is by way of compensation, based on a genuine assessment of our
costs. Where relevant and appropriate, we will set out a pre-estimate of losses. A deduction will
only be made in respect of circumstances entirely attributable to you/your action. The Town
Council does not use the deduction provision to impose penalties. However, we may separately
investigate the circumstances utilising our disciplinary provisions.

The Town Council will tell you in advance in writing about amounts we intend to recover from
monies owing to you. Any deduction is without prejudice to our supplementary right to investigate
and take disciplinary action. The Town Council may also pursue civil recovery as appropriate in
the individual circumstances we encounter.

Flexitime

Some employees will be contracted to the Council’s formal flexitime arrangements which are part
of their contractual terms. The details of such a scheme, if appropriate, will be mentioned in your
Principal Statement of Particulars of Employment.
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The flexitime scheme places an employee in a position of significant trust. You have an obligation
to work your contracted hours and the flexitime scheme provides for you to do so over a period of
time. Deliberate failure to work contracted hours constitutes gross misconduct and could lead to
dismissal.

In order to operate the Flexitime Scheme, it is important that Flexitime Records are kept up to
date. You may be asked to produce your current or past flexitime details as recorded by you and
your line manager can request to see your flexi-time records at any time. Failure to maintain or
produce an up-to-date record when required could lead to disciplinary action.

While flexible working allows you flexibility in determining your working hours it is a general
requirement that the needs of the job will be satisfied and therefore it is expected that these
arrangements will be used sensibly and that employees will plan to work when required to do so.
For example, where an evening meeting is scheduled which requires your attendance then in all
normal circumstances it is expected that flexible working will be used to meet this requirement. In
the event that such needs of the job are not being met then the flexitime working arrangements
may be suspended or terminated.

Whenever your use of flexitime creates a pattern of work which is significantly different from the
standard working day then you should as far as possible let other affected colleagues know of
your planned work schedule.

Flexible Working

You can request flexible working if you have at least twenty-six weeks continuous employment at
the time of your application. Only one request can be made in any period of twelve months.
Successful applications for flexible working normally result in a permanent change to your terms
and conditions of employment.

The Town Council will consider your request in accordance with the current provisions of the
ACAS code of practice.

Please make statutory requests for flexible working in writing and send them to the Town Clerk.
Please state whether you have made a previous request and if so, when. Please date your
request and be sure to include the following details:-

● the change to working conditions and/or flexible working pattern you are seeking;
● when and why you would like the changes to take effect;
● if it’s only for a limited term, how long it would last;
● if you wish it to apply permanently or for an initial trial period;
● what effect you consider the request will have on the Council’s operation and services and

how this could be accommodated;
● whether you are making the request under the Equality Act 2010 e.g. a “reasonable

adjustment” for a disability.

The Town Council will consider your request objectively and discuss it with you as soon as
possible. Wherever possible, we will conduct discussions privately. If the Town Council needs
additional time to consider the implications, we will advise you. We will aim to conclude the
process within three months and write to you with our decision.

There are statutory business reasons why we may reject a request which are:-

● the burden of additional costs is unacceptable to the organisation;
● we are unable to reorganise work among existing staff;
● we are unable to recruit additional staff;
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● the change would have a detrimental impact on quality;
● the change would have a detrimental effect on our ability to meet customer demand;
● the change would have a detrimental impact on performance;
● there is insufficient work during periods you propose to work;
● your request does not fit with business changes or a reorganisation we are planning.

If the Town Council rejects your request, you may appeal against the decision to the Town Clerk
and nominated Councillors without prior involvement in the decision will hear your appeal. You
must submit your grounds of appeal in writing within five working days of receipt of the decision.

You may be accompanied by a work colleague at any meetings that take place in connection with
your request.

Hours of Work

Your Principal Statement Particulars of Employment will set out your hours of work. You have the
opportunity to opt-out of the restriction under the Working Time Regulations of an average
forty-eight hour working week by signing a relevant agreement upon starting work for us. Such
opportunity is subject always to any over-riding legal restrictions e.g. drivers’ hours, young
workers etc.

Overtime Payments/Additional Hours

Your Principal Statement of Particulars of Employment identifies our expectations about working
additional hours. It will identify if you qualify for payment/paid time in lieu. Where overtime rates
apply, this is only when you work the equivalent of a full-time working week first.

Working Time Regulations

The Town Council will comply with the terms of the Working Time Regulations which are intended
to ensure that employees do not work overly long hours and include statutory rest breaks. Under
the Regulations you should not work more than an average of 48 hours per week averaged over
any period of 17 weeks. The Clerk and Deputy Clerk are regarded as “Managing Executives” and
as such will be automatically exempt from the Working Time Regulations.

For employees who are not exempt from the Working Time Regulations they may choose to sign
an undertaking opting out of the requirements of the Regulations if you decide that you wish to
work more than 48 hours a week on a regular basis. A form setting out the opt-out agreement is
available from the Town Clerk. An agreed “opt out” will be renewable every five years although it
can be terminated by either party at any time subject to three months’ notice.

Attendance and Punctuality

Employees are expected to arrive for work punctually. Getting ready to start work and to leave
the premises should be done in an employee’s own time. If an employee is going to be late, they
must alert the Town Clerk and state the expected time of arrival. Persistent lateness, or
unexplained absenteeism, will lead to disciplinary action in accordance with the Town Council’s
Disciplinary Procedure and pro-rata deductions from pay.

Unauthorised Absence

If an employee fails to report for work without prior permission or without notifying the Town
Council and they do not have a legitimate reason for the absence, such as sickness, this
constitutes unauthorised absence. Unauthorised absence also includes cases of failing to return
to work on time after a period of annual leave or other approved leave of absence without
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reasonable excuse and where an employee takes a period of annual leave that has not been
approved in advance. Unauthorised absence without good cause is a serious disciplinary matter
and will be dealt with in accordance with the Town Council’s Disciplinary Procedure. Depending
on the circumstances of the case, it may amount to potential gross misconduct rendering the
employee liable to summary dismissal.

P11D

We may have to fill in form P11D to declare to HMRC any taxable benefits you receive. We issue
form P11D as a legal provision. We cannot provide duplicate copies. Please make sure you
keep this document in a safe place.

National Agreement on Pay and Conditions of Service

The Town Council accepts the provisions of the National Agreement on Terms and Conditions
agreed annually between the National Association of Local Councils (NALC) and the Society of
Local Council Clerks (SLCC).

The National Agreement on Pay and Conditions of Service (The Green Book) is negotiated
between Principal Local Authority Employers and Unions and this forms the basis of Pay and
Conditions for the Council.

The Green Book sets the framework by which Local Authorities establish terms and conditions.
Local councils may negotiate terms and conditions, but it is the strong advice of NALC and SLCC
jointly that the national terms and conditions are adhered to and in so doing must honour all the
relevant provisions of employment legislation and any other legislation applying at the time.
Wherever the National Agreement makes provision for changes in the structure of Local
Government Pay and conditions the Town Council will implement them as appropriate.

Salary Structure

The National salary structure is based on the externally evaluated and benchmarked National
agreement as reviewed and then jointly agreed annually between the National Association of
Local Councils (NALC) and the Society of Local Council Clerks (SLCC). The salary scales are
published to all Councils annually and a copy may be obtained from the Town Clerk. The Town
Council agree the individual salary of all our staff's overall salary bill.

Salary Settlements

The Town Council undertakes to implement the agreements reached in the National Agreement
as a reasonable settlement. Any changes agreed are usually, although not exclusively,
implemented from the 1st April of each year.

Incremental Progression

All employees should progress automatically up their allocated salary scale for the job to the top
of their designated salary range (where applicable) provided their performance is satisfactory.
They will normally be entitled to an increment, payable on the 1st April of each year along with
the salary settlement figure. Once the top of the scale is reached any additional increments are
at the sole discretion of the Town Council.

Accelerated increments within the grade of the post may be given on the grounds of exceptional
merit or ability where appropriate. Performance is linked with the annual appraisal carried out by
the Town Council for the Town Clerk and the Town Clerk for other Town Council staff, in
consultation with other Councillors and relevant persons as appropriate and necessary.
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Additional Incremental Awards

Additional incremental awards over and above the scale are also made for staff achieving, or
holding, the following qualifications:

● CiLCA – Certificate in Local Council Administration; or
● Year One of the HNCertificate in Local Policy Studies; then
● Year Two HNCertificate
● Diploma in Local Policy Studies
● BA(Hons) Degree Local Policy Studies
● (University of Gloucestershire).

If the Town Clerk is also appointed as the Responsible Financial Officer then this post should
also attract the award of an incremental point over and above the scale.

Pension Provisions

To help you save for retirement, the law requires the Town Council as an employer to provide and
offer an auto-enrolment, workplace pension scheme. Tring Town Council is a member of the
Hertfordshire Local Government Pension Scheme, which operates a contributory pension
scheme, which, if you are eligible, you are entitled to join. Details will be provided by the Town
Clerk. There is in force a contracting out certificate for the purposes of the Pension Scheme Act.
If you meet the Scheme’s criteria, the Town Council must automatically enrol you into the pension
scheme. You can opt out if you want. However, staying in means you have your own personal
pension when you retire. Your pension still belongs to you, even if you leave our employment.

Automatic enrolment schemes feature three elements that comprise your “pension pot”. These
are your own contributions, our contributions and the Government's contributions (by way of tax
relief). Every three years the Town Council must go through a statutory re-enrolment process.
Where you previously opted out (and in certain other circumstances) we may have to re-enrol
you. We will write to you if we believe this applies to you. You can again opt out if you wish.

Salaries/Wages Problems

You should raise any problems with your pay immediately e.g. under-payment, overpayment or
incorrect deductions. Where the Town Council has overpaid you, this is normally recovered in full
from your next pay and you will be given advance warning of any such deduction. We will
discuss any individual hardship with you and may agree that significant sums are repaid over a
longer period.

Tax Year Details

The tax year changes in the first week of April each year. Following the end of the tax year we
will issue you with form P60. This indicates your total pay and relevant deductions made for
National Insurance and income tax. Form P60 is issued as a legal provision. You must carefully
retain the copy the Town Council supplies. Please make sure you keep this document in a safe
place.

Working Additional Hours

You may be required to work additional hours over and above your normal contracted hours.
Your
Principal Statement of Particulars of Employment identifies the applicable provisions. Where the
Town Council commissions such work, it is because of business need and the Town Council
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must normally authorise it in advance but we try to provide as much notice as is reasonably
practicable.
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8. Annual, Bank and Public Holidays

Annual Holiday Entitlement

Your Principal Statement of Particulars of Employment specifies your annual holiday entitlement.
The Town Council bases your holiday entitlement around your “working week”. A "working week"
may vary from employee to employee and the Town Council describes your “working week” in
your Principal Statement of Particulars of Employment. Part-time staff receive an entitlement
which is strictly pro-rata to full-time staff and based on your contracted hours of work.

Calculation of Entitlement

The Town Council normally calculates your holiday entitlement as a set number of working days
or hours and we set this figure out in your Principal Statement. Special arrangements may apply
if you work for us irregularly. Where you start or leave our employment during the leave year, the
Town Council will calculate your holidays on a pro rata basis.

Carrying Forward Annual Leave

The Town Council believes that it is mutually beneficial and leads to a better work-life balance for
you to take all your annual holiday entitlement in the current leave year.

The Town Council requires you to take all your holiday entitlement in the year it is earned so you
may only carry forward an agreed number of days into the succeeding holiday year in very
exceptional circumstances and with approval. The Town Council will normally only consider this
when you have taken at least four working weeks of holidays and you must also obtain the
specific approval of the Town Clerk and/or the Town Council. Where it is agreed we will confirm
approval in writing and will make it clear how many days and the latest date by which they must
be taken.  If you do not take them by this date, you will forfeit what is left.

Holiday Pay

The Town Council calculates holiday pay using contractual hours; normally at basic rates of pay.
Please see your Principal Statement of Particulars of Employment for details. This will make
clear any obligation to work additional hours, beyond normal contractual hours, under your terms
and conditions. Where you have such an obligation, the Town Council may need to reassess
your holiday pay should you work regular additional hours. The same applies if you do not work
fixed or regular hours/days of work each week. The normal holiday pay reference period for
those working irregular hours is the average weekly hours over the previous twelve weeks
worked.

Holiday Requests

The Town Council is as accommodating as possible when granting time off for holidays and we
consider all holiday requests on a "first come, first served" basis but reserve the right to vary
requests to meet the needs of the organisation and maintain adequate staffing levels. You may
not normally change your holiday dates once confirmed.

You must use the Council’s holiday request procedure to make holiday requests. Please make
sure you submit requests in good time. You must not book or take holidays without receiving
prior authorisation. If you take holidays without authorisation, you will be subject to disciplinary
action.
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Should you disregard our procedures, the Town Council will not be liable for any financial loss
you
incur.  This may include forfeit of your deposit, reservation penalties etc.

For the Town Council to plan our holiday rota effectively, we normally expect four weeks’ notice of
holidays of a week or more and normally expect at least one week’s notice of a single day’s
holiday. Normally the Town Council does not allow more than two consecutive working weeks of
annual holiday but we may make an exception for a “once in a lifetime” opportunity. However, we
must first consider the needs of the organisation and staffing levels. Our decision in this respect
will be final.

Holiday Year

Please consult your Principal Statement of Particulars of Employment for details of our holiday
year.

Leaving During the Holiday Year

If your employment ends, the Town Council may require you to take any accrued untaken
holidays before you leave or we pay any outstanding balance with your final pay if you cannot
use up all holidays due, if it is agreed with the Town Clerk, to work pressures. If holidays taken
exceed those due when your employment ends, the Town Council will deduct an equivalent sum
from final pay having notified you of the detail in writing in advance.

Payment in Lieu

The Town Council may only normally consider payment in lieu of untaken holidays when you
leave our employment.

Public/Bank Holidays

The Town Council identifies Public/Bank Holidays as are part of annual holidays in your Principal
Statement of Principal Statement of Particulars of Employment.

Sickness During Authorised Holidays

Should you fall ill during a period of approved annual leave, you may convert such days to sick
leave. A corresponding period of annual leave may be taken at a later date. You must agree to
such later period in the normal way. You must notify us of your illness as soon as possible and
provide medical certification. You should notify us personally or, otherwise, via a relative, friend or
neighbour. Please do this by telephone at the earliest opportunity. Email communication or
sending a text message is not acceptable. If you cannot return to work when originally due back
from holiday, you must keep us notified of progress. You must also provide consecutive medical
certificates to cover the total period (in English). This facility only applies to sickness during the
statutory period of annual holidays (the first four working weeks).

Failure to Return from Approved Leave

Failure to return from any form of approved leave and report for work on the due date of return
without reasonable excuse is a disciplinary offence and will be dealt with in accordance with the
Town Council’s Disciplinary Procedure.

Conversion to Contractual Sick Pay
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If you wish to convert a period of approved annual leave to sick leave, our contractual sickness
scheme may apply.  The provisions of the SSP scheme may also apply.  The Town Council may
need to recover any overpayment of salary/wages that has occurred and substitute sick pay. We
will also require a medical certificate in English, irrespective of the duration of the sickness.
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.9. Health and Safety

Adverse Weather and Other Disruptive Circumstances

There may be occasions when unusual/unforeseen circumstances affect your ability to work
normally and these include:

● adverse weather conditions, such as a severe snowfall;
● disruption to public transport because of strikes or accidents;
● road closures due to accidents or terrorist threats.

In such situations the Town Council expects you to make every reasonable effort to reach your
workplace. You should adapt your means of travel if necessary, even if this means you will arrive
late and where we issue protective clothing or equipment you must wear/utilise it.

The Town Council do not expect you to risk your or the health and safety of others to reach or
undertake work. You must personally notify the Town Clerk if you believe you will be unable to
reach your workplace on time. You must do this as soon as possible; preferably at least one hour
before your normal start time. In all situations you must make contact no later than one hour after
your scheduled start time. You should make every reasonable effort to get to work later in the
day if the situation improves.

Depending upon the circumstances, you may request such time as holiday or unpaid leave, the
Town Council may agree that you make up the time at a later date or will consider whether it is
possible for you to work at another location or from home.

Where conditions worsen whilst you are at work, the Town Council may decide that work must
cease and may decide that it is appropriate for you to leave work early. We may decide to
postpone or cancel work on succeeding day(s) but we will only take such action where there is a
risk to your or other people’s health and safety. Where there is the potential for disruptive
problems to persist, the Town Council will try to put contingency arrangements in place.

You must not leave your workplace without first obtaining our approval. The Town Council will
consider it unauthorised leave if you do so which will normally result in the period being without
pay and we may also take disciplinary action.

The Town Clerk will advise you as quickly as possible of any contingency arrangements we
intend to implement. In exceptional circumstances, we may be forced to advise you that work
cannot take place. This is normally for safety reasons and may be by third party decision. The
area around a dangerous building may be closed by the local authority, for instance or the police
may make an area a crime scene. Such decisions are beyond our control. the Town Council may
have to send you home or advise you not to leave for work at all. If we continue to pay you
normally, the Town Council can require you to make up lost hours but such hours do not attract
additional remuneration or premia payments.

Where such circumstances continue for a longer period, the Town Council may have no
alternative but to invoke our lay-off provisions.

Alcohol and Drugs

The Town Council requires you to attend work in a fit and appropriate state. Impairment from the
effects of drugs or other substances (whether legal, illegal or supplied on prescription) or alcohol
is unacceptable. You must not report for or be unfit at work due to drugs, psychoactive
substances, intoxicants, alcohol etc. To do so is a serious infringement of our safe working
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procedures and where the Town Council believes there is an infringement, disciplinary action will
be taken which can include summary dismissal on grounds of gross misconduct in serious cases.
The Town Council may take disciplinary action, for instance:-

● after an accident or incident where we believe drug use or consuming alcohol contravened
our rules;

● where we believe you reported for work under the influence of drugs or alcohol;
● where your behaviour puts health or safety at risk or causes injury or damage for example,

you have an accident when driving a vehicle under the influence of alcohol;
● where your misuse has unacceptably compromised our interests.

Prescription Drugs, Patent Remedies and Psychoactive Substances

The effects or side effects of prescription drugs and patent medicines can potentially jeopardise
your normal work. The use of psychoactive substances is potentially illegal. It is your
responsibility to ascertain whether anything you take or use may impact adversely on your work
and this applies even where the product, medication etc. has been legally supplied. You must
consult the Town Clerk if you are concerned that the impact of such medication may be
unsafe/inappropriate at work. The Town Council will individually agree to action, including
temporary exclusion from or appropriate changes to your tasks/duties, if such circumstances
place you or others at risk.

Health and Safety at Work

We each have a duty of care for our own health and safety and that of others. This applies
whether they are employees, customers, visitors etc. You must cooperate with us and adhere to
our rules and procedures to protect health and safety.

The Town Council attaches great importance to providing employees with a healthy and safe
working environment. The Town Council accepts our legal responsibilities to provide a safe place
and systems of work and we provide suitable equipment for employees to do their jobs safely.

During induction you will be informed of our health and safety policies and any specific rules
relating to your job. You must observe and not interfere with any measures the Town Council has
introduced for safety and/or the protection of employees’ health or that of anyone who comes into
contact with the Council.

The Town Council treats breaches of safety rules or procedures as infringements of our
disciplinary provisions and we deal with such breaches in accordance with the Town Council’s
Disciplinary Procedure. We regard serious breaches as gross misconduct and the Town Council
may summarily dismiss you if we believe your behaviour constitutes gross misconduct.

If you have an accident at work, however minor, you must record it in our Accident Book which is
kept in the Town Council Office. If you are working off site, please document it at the site where
you are working and notify us subsequently.  In each case, you MUST provide:-

● details of the nature of the accident or injury;
● any first aid or other treatment received;
● the names of any witnesses with contact details if possible;
● the date, time and place the accident occurred.

Smoking at Work

Smoking is not permitted anywhere on our premises and in specifically designated outdoor
areas.
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This restriction includes the use of electronic “cigarettes”.

Lone Working

The purpose of this Lone Working Policy is to describe the measures that Tring Town Council
considers necessary to manage, reduce or eliminate the risk present when employees are
required to work alone.

Lone working includes both members of staff alone in a building and those whose duties involve
working outside where there is no close, frequent or regular contact with other persons or
colleagues. Employees who work by themselves, either on a regular, permanent or occasional
basis can be at greater risk from assaults and accidents than other workers.

Lone workers are therefore those people who work by themselves, without close or direct
supervision which can occur in locations where one person works in an area separate from
others or works outside of the normal office hours.

Employees will generally know when they are working alone, but there are situations where even
when an office is normally crowded, people can be working in isolation e.g. in a meeting or
interview room.

The Town Council will, as far as is reasonably practicable, ensure that:-

● employees required to work alone are protected from risks to their health, safety and welfare;
● any risks are identified in discussion with the Town Clerk and any actions required to mitigate

high risks are taken before lone working is undertaken;
● employees take responsibility for their own safety and understand that they must remove

themselves immediately from any such situation;
● where concerns must be reported immediately to the Town Clerk.

Section 2(1) of the Health & Safety at Work Act 1974 places a duty on every employer to ensure,
so far as is reasonably practicable, the health, safety and welfare of employees. In addition, the
Management of Health & Safety at Work Regulations 1999 places a statutory duty of care on the
employer to consider all reasonably foreseeable hazards and to take the appropriate action to
reduce the possible risk of injury to the lowest level that is practicable to achieve.

All employees who, as part of their contracted duties, are required to work alone and without
direct supervision are potentially at risk. This Lone Working Policy cannot set out to identify all
the situations where employees may be at risk from working alone but concentrates on
describing the arrangements that must be in place to eliminate or manage the associated risks.

Any person who is recruited for a job likely to involve lone working should be reasonably
physically fit and must declare if they have any medical disability that may put them at risk whilst
working alone e.g. hearing impairment so that any reasonable adjustments can be considered.

A first aid kit should be readily available at all times in order to render first aid for minor injuries
should they be sustained.

All lone workers will be provided with a mobile telephone, hand held radio and/or emergency
alarm device connected to an external control centre which must be switched on so that they
may be contacted and/or to summon help should the need arise. Panic alarms should be
provided to lone working staff which can also be used to summon assistance in the event of an
attack and will disorient potential attackers.
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For all high-risk activities, e.g. where activity is remote from other people, it is imperative that the
employee gives clear guidance to the Town Clerk as to their location(s) during the day and lone
workers must contact a nominated person in the Council Office before they finish work for the
day if they intend to go directly home and not return to the office. If planning to work out of
standard hours this must be agreed in advance with the Town Clerk as appropriate.

In order to fulfil its statutory responsibilities, the Town Council places specific duties on the Town
Clerk to ensure:-

● all lone working activities are formally identified and appropriate risk assessments
undertaken, which identify the risk to lone workers and the control measures necessary to
minimise those risks, as far as reasonably practicable;

● arrangements for lone working are communicated effectively and the details of what can or
cannot be done while working alone is explicit;

● the lone worker is made aware of the hazards and understands all the necessary control
measures that need to be put in place;

● reasonable enquiries are made to ensure that the lone worker is medically fit to undertake
work alone;

● adequate supervision, instruction and training are in place and that the lone worker is
competent (the extent of the supervision is a management decision, which should be
established through the risk assessment process);

● monitoring of lone working practices is in place to ensure that control measures identified in
the lone working risk assessment are observed.

All employees have a responsibility to take care of their own safety and to co-operate with Town
Council procedures. Employees should not knowingly place themselves in situations which
expose them to additional risk by working alone. If a person finds that they are placed in a
situation, which may be considered to be that of a ‘lone worker’, then they should ensure that the
Town Clerk is made aware of the circumstances at the earliest opportunity and then assist in the
process of identifying the steps needed to either prevent the lone worker situation from arising,
or, if this is not possible, assist in developing the precautions necessary to ensure their own
safety.

Lone workers have a responsibility to inform the Town Clerk if they have any concerns over the
effectiveness and efficiency of the agreed lone working arrangements and also if there are any
reasons why they would not be able to work alone or to continue to work alone in safety.

The need to assess the risks associated with any work activity applies to the employees who
work alone. The risk assessment process is the responsibility of the Town Clerk and this will
ensure that the hazards and level of risks are identified, and, if necessary, action taken to avoid
and/or control the risks. The Town Clerk is responsible for identifying and assessing the risks of
lone working within the Town Council in consultation with the employees involved both in terms of
the likelihood of causing harm and also the severity of the injury.

Arrangements which are implemented to ensure the safety of lone workers need to be subject to
a monitoring regime which is commensurate with the risk, by the Town Clerk. Risk assessments
are to be reviewed if any significant changes take place, following an accident/incident or
following any concerns being raised. Any review should make sure existing control measures are
adequate and check if any additional controls are needed. Any comments or questions about this
Policy or its’ use may be addressed to the Town Clerk.
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10. Sickness/Injury Absence, Payments and Conditions

Sickness Absence - Notification

You must notify the Town Clerk by telephone at the earliest opportunity on the first day of
sickness absence. Please do this before your normal starting time, if possible but in any event,
you must always contact us within one hour of your scheduled start time. Please contact us
personally unless you are physically unable to do so and/or your illness prevents this and if this is
the case, please ask a relative, friend or neighbour to contact us. We do not accept email
communication or sending text messages to notify the Town Council of your situation.

It is essential we know you are ill so we can cover your duties and responsibilities. This
minimises disruption and helps us maintain a reasonable workload for your colleagues.

When notifying the Town Clerk, please tell us the reason for your absence and how long you
expect to be off work.

Following our Sickness Procedures

The Town Council expects you to follow our sickness procedures. You must supply a
self-certificate to cover the first seven days of sickness absence and when your absence
exceeds seven days from the eighth day of absence a ‘fit note‘ (Statement of Fitness to Work)
from your GP or other medical adviser. You must keep us the Town Clerk regularly informed of
progress, and you must follow the medical certification requirements. If you do not observe them,
the Town Council may regard your absence as unauthorised and we may withhold sickness
payments and take appropriate disciplinary action.

Holidays and Long-Term Sickness

Statutory and contractual holiday entitlement will continue to accrue during a period of sickness.
If your employment ends because of long-term sickness, the Town Council pay any untaken
accrued statutory holiday entitlement with final wage/salary. You may not accrue contractual
holidays exceeding the statutory holiday entitlement (currently four working weeks) during
sickness.

Independent Medical Examination

The Town Council reserves the right to ask you to undergo an independent medical examination
and/or a report from an occupational health adviser at our expense where we consider it
necessary.

Infectious Conditions

You must notify the Town Clerk and not report for work without medical clearance if you have an
infectious condition. If in any doubt about your illness, please consult your doctor and notify us of
the outcome immediately. Your doctor must confirm that when it is appropriate for you to return
to work and you must not report for work until they do so. They must supply you with a ‘fit note‘
(Statement of Fitness to Work) if your absence will exceed seven days.

Light/Alternative Duties

Your doctor or other medical adviser may suggest you can undertake reasonable alternatives if
you are certified unfit to perform your normal duties which could mean you undertake
alternative/light duties or work shorter hours for a period. The Town Council will consider the
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nature of your sickness/injury and any such guidance on the ‘Fit Note‘ or at any relevant stage of
the sickness absence. Where something is suggested that the Town Council cannot
accommodate, we will continue to treat the situation as though you remain unfit.

Medical Report

The Town Council may seek access to a written medical report from your doctor or other
specialist including an independent Occupational Health Adviser appointed by the Town Council
where necessary. This provides us with details of your health and fitness to return to undertake
normal or alternative duties.

The Town Council will consult you on this and seek your written consent on every occasion
before applying for such a report.

Repeated or Continued Absence

You must keep us notified at frequent intervals where absence is likely to extend for some time.
You must keep us supplied with consecutive medical certificates to cover the entire period.

The Town Council will review your overall absence where there is repeated or continued
absence. This applies even where absence is certificated. We sympathise with genuine periods
of sickness absence and have regard to the Equality Act 2010. However, the Town Council must
focus on the needs of the organisation as we cannot operate efficiently with high levels of
absenteeism. The Town Council’s Capability Procedure identifies the detailed provisions that
may need to be applied in relevant circumstances.

The Town Council may obtain an Occupational Health Advisor’s assessment and we will consider
any reasonable adjustments that your doctor or the Occupational Health Advisor suggests. We
will consult you about available options and carefully consider your views.

The medical opinion and report may suggest that no improvement is likely within a reasonable
timescale. Equally, the Town Council may explore options to manage a permanent incapacity or
disability but consider them impractical and, in such circumstances, we may have to consider
dismissal on the grounds of capability or ending your employment by mutual agreement.

Return to Work

You must notify the Town Clerk by telephone no later than midday on the working day before the
day you intend to return to work. This allows us to stand down temporary cover and plan for you
to resume your duties and responsibilities. If you do not notify us of your intended return to work
and turn up without prior notice, we may regard this as a breach of sickness procedures. The
Town Council may take disciplinary action in such circumstances and this especially applies
where we have specific alternatives in place to cover your duties.

Self-Certification

You must submit a self-certification form to the Town Clerk to cover the first seven days of
sickness absence. Otherwise, you will be required to complete one on your return to work. You
may only self-certify for up to seven consecutive days (including Saturdays and Sundays). The
Town Council may require a medical certificate from you for absence of less than seven days in
certain circumstances.

Seven Days or More Absence

You must provide a ‘fit note’ (Statement of Fitness to Work) from your doctor/specialist when
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sickness absence exceeds seven days.  This may identify suitable temporary support or
reasonable adjustments which your doctor believes could allow you to return to work sooner.

Occupational Sick Pay

As a term of employment employees are entitled to occupational sick pay which is intended to
supplement Statutory Sick Pay. Sick pay will be the amount when added to Statutory Sick Pay
receivable amounts to the equivalent of normal pay. Normal pay means all earnings that would
be paid during a period of normal working. All payments are dependent upon the employee
observing the notification and certification rules set out below. Occupational Sick Pay will be
calculated as set out in the employee’s Principal Statement of Particulars of Employment. Any
extension of the sick pay period or any other payments of sick pay other than Statutory Sick Pay
made while the employee is on sickness absence are entirely at the Council’s discretion.

The Town Clerk will address the issue of persistent absence by employees who have 6 or more
instances of absence in a rolling 6 months period. In the event that an employee’s sickness
absence therefore becomes a concern, the Town Clerk will meet with them to discuss the issue.
The employee will be advised informally of the need to improve and be provided with a timescale
in which improvements are to be made, the situation monitored and the consequences of
continued absences. In appropriate circumstances the Town Council may seek a report and/or
refer the matter to an Occupational Health Advisor for advice and guidance and a report sought
in accordance with the Access to Medical Reports Act which will be followed up with regular
meetings and updates on the employee’s health in line with the recommendations set out in the
report.

Statutory Sick Pay

The terms of the Statutory Sick Pay (SSP) Scheme apply to all qualifying employees’
employment. SSP for the first twenty-eight weeks of sickness absence is the responsibility of the
employer and thereafter it transfers to the relevant Government Department. There are three
qualifying conditions, namely there must be:-

a) a Period of Incapacity for Work (PIW) – a period of four or more consecutive days of sickness
including Saturdays, Sundays and bank and public holidays;

b) a Period of Entitlement – a period which begins with the start of the PIW and ends when the
employer has no further liability in respect of that incapacity;

c) a Qualifying Day - the qualifying days for your employment are those days on which you
would normally work (the first three QD’s are waiting days and will be disregarded when
assessing entitlement to SSP).

To qualify for SSP employees must notify the Town Clerk of their sickness absence by the normal
finishing time on the first QD. If the first day of absence occurs on a day on which they are not
normally required to work they must make it clear whether or not the incapacity would have
prevented them working on that day. If, for any reason, the employee is not qualified to receive
SSP they will be advised.

Third Party Claims – Impact on Contractual Sick Pay

A negligent third party may be responsible for your absence or injury e.g. a car accident. You
may sustain a period of absence through participation in sport or travel. You may be able to
claim compensation for loss of earnings in circumstances like this and you may need to make an
insurance claim. You must inform us of such circumstances when reporting your absence but if
you cannot advise us immediately, you must do so as soon as you can.
The Town Council does not pay contractual sick pay where you can claim compensation from a
third party and instead, we treat non-statutory sickness payments as a loan. Where a
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compensation claim succeeds, you must repay the sum we have loaned you in full. Where your
claim only partially succeeds, the Town Council may accept a sum proportional to the earnings
you would otherwise lose. It is a condition of employment that you repay any loan but we will
seek to agree with you on how to make the repayment(s). However, the Town Council reserves
the right to deduct appropriate sum(s) from your pay if necessary and we will advise you in
advance, in writing, where we intend to do this.

The Town Council considers the circumstances applicable to each request carefully and we
reserve the right not to make a loan according to the circumstances. Any loan we make is at our
entire discretion and not a contractual entitlement. The Town Council may require you to sign an
individual loan agreement where we agree to offer this facility.
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11. Family Rights

Maternity - General

The Town Council will carry out a health and safety risk assessment to protect the health of new
and expectant mothers. We do this once you tell us you are pregnant and also risk-assess if you
have given birth in the last six months or are breast-feeding. The Town Council will take account
of your condition and the work you normally do and try to make adjustments if we believe you
cannot carry out your usual work. Alternatively The Town Council will look for other suitable work
for you to do. If we cannot find suitable work for you to undertake, we will suspend you from work
on full pay. The Town Council will do this until the risks to you/your baby’s health have passed or
suitable alternative work becomes available.

You may take reasonable time off with pay during working hours for ante-natal care advised by a
registered medical practitioner or specialist. Please arrange appointments outside of your
working hours if possible or alternately, please arrange them for the start or end of your working
day. Please show the Town Clerk your appointment card for second and subsequent
appointments.

You may change your mind about the date on which you want maternity leave to start. If you do,
you must give us the Town Council at least four weeks’ notice in writing. You also may change
your mind about the date on which you want maternity leave to end but if you do, you must give
us at least eight weeks’ notice in writing.

Pregnancy-related illness in the four weeks before your expected week of childbirth triggers
maternity leave. This is to protect your and your baby’s health and safety and, in any event, you
cannot work under any circumstances for at least the first two weeks after giving birth.

Subject to eligibility, you may terminate maternity leave and switch to shared parental leave
instead. Please see the “shared parental leave” and “shared parental pay” sections below for
details of this.

The Town Council may suggest or you can request up to ten ‘keeping in touch days’ (KIT days).
You can use KIT days for work, attendance at meetings with colleagues, undertaking training etc
and we must mutually agree to any KIT day requests between us as there is no legal obligation
for KIT days to be offered or undertaken. Any KIT days you work do not extend the period of
maternity leave and KIT days are separate and distinct from shared parental leave “In Touch”
(SPLIT) days.

Statutory Maternity Regulations

The Statutory Maternity Regulations relating to statutory maternity provisions are complex and in
order to assess your entitlements correctly the Town Council need the following information:-

● when your baby is due;
● when you would like your maternity leave to start;
● a copy of the MatB1 certificate issued by your doctor or midwife;
● how many weeks of maternity leave you are likely to take personally.

The Town Council needs this information no later than fifteen weeks before your expected date of
childbirth and preferably earlier.
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You are entitled to up to fifty-two weeks of maternity leave, irrespective of length of service. This
consists of twenty-six weeks ordinary maternity leave (OML) and twenty-six weeks additional
maternity leave (AML).  The legal provisions that apply to OML and AML differ slightly.

You continue to benefit from your terms and conditions of employment during OML and AML but
there are some exceptions with the most notable exception being remuneration. You remain
bound by your obligations of employment whilst on maternity leave e.g. you must continue to
observe our confidentiality provisions.

You normally have the right to return to the same job. Where this is not reasonably practicable,
you may return to a suitable and appropriate alternative. If you are made redundant during
maternity leave, the Town Council will offer you any suitable alternative employment we identify.

You are normally entitled to statutory maternity pay (SMP) if your earnings are above the
National Insurance lower limit which is paid for thirty-nine weeks. This applies providing you have
twenty-six weeks’ continuous employment by the fifteenth week before your expected week of
childbirth. You may take a further thirteen weeks of maternity leave but this is without statutory
maternity pay. If you do not qualify for statutory maternity pay, you may still be entitled to claim
Maternity Allowance from the Government.

Taking Holidays during Maternity Leave

You cannot take paid holidays during maternity leave. If you are not returning after the birth of
your child, payment for accrued but untaken holidays is made when you leave. Your holidays
accrue as normal during maternity leave. Maternity leave may run over from one holiday year to
the next. You should take holidays accrued in the first holiday year before your maternity leave
starts. You should take holidays accruing in the second holiday year at the end of maternity
leave. Alternatively, they may be taken after you return to work. When you advise the Town
Council you are pregnant we will agree with you when to take your holidays.

Adoption

If you are the primary adopter, you are entitled to up to fifty-two weeks’ adoption leave. You must
be newly matched with a child for adoption. You must request your start date for adoption leave
within seven days of being matched. Adoption leave consists of twenty-six weeks ordinary
adoption leave (OAL) and twenty-six weeks additional adoption leave (AAL).

You are normally entitled to statutory adoption pay (SAP) if your earnings are above the National
Insurance lower limit. This is paid for thirty-nine weeks. You must also have twenty-six weeks’
continuous employment by the date you are matched with the child. You may take a further
thirteen weeks of adoption leave but this is without statutory adoption pay.

The Town Council may suggest, or you can request up to ten ‘keeping in touch days’ (KIT days)
during adoption leave. You can use KIT days for work, attendance at meetings with colleagues,
undertaking training etc. We must mutually agree to any KIT day requests between us as there
is no legal obligation for KIT days to be offered or undertaken. Any KIT days you work do not
extend the period of adoption leave. Kit days are separate and distinct from shared parental
leave “In Touch” (SPLIT) days.

If you are adopting with a partner, you need to decide which of you will be the primary adopter
and that person will claim the adoption leave/pay. The other person (the secondary adopter) may
qualify for paternity leave and pay. Please see “Paternity and Arrangements for Partners” below.

Subject to eligibility, you may terminate adoption leave and switch to shared parental leave
instead. Please see the “shared parental leave” and “shared parental pay” below.
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You must be the child’s primary adopter to qualify. Your spouse, partner or civil partner may
qualify for paternity (secondary adopter) provisions. You must share the main responsibility to
care for the child from placement for adoption. Please see “Shared Parental Leave” below.

As the primary adopter, you may attend up to five adoption appointments with pay. The
secondary adopter may attend up to two adoption appointments without pay.

Parental Leave

You have the right to apply for unpaid parental leave if you have at least one year’s continuous
service. You must be the parent of a child under eighteen years old. Each parent can take a
total of eighteen weeks leave for each child under the age of eighteen. Similar provisions apply if
you adopt a child or young person under the age of eighteen.

You can only take up to four weeks’ parental leave each year. You must take it in blocks of a
minimum of one week. A part week counts as a full week. In the case of a disabled child, you
have the flexibility to take leave one day at a time.

You must normally give at least 21 days’ notice of your intention to take parental leave. The
Town Council has the right to postpone the leave for up to six months for business reasons.

Part time employees receive a proportion of the leave e.g. an employee working two days may
take a total of eighteen weeks at two days per week which provides a maximum of thirty-six days
in total.

Parental leave that you took while employed elsewhere still counts towards the total of eighteen
weeks per child.

Paternity and Arrangements for Partners

Fathers are normally entitled to take up to two weeks’ paternity leave following the birth. You
must take the leave as a single block of either one or two weeks and you cannot take odd days
or two separate weeks. You must have at least twenty-six weeks continuous employment by the
fifteenth week before the expected week of childbirth.

You are normally entitled to statutory paternity pay if your earnings are above the National
Insurance lower limit. You must use your statutory paternity entitlement before moving to shared
parental leave. You are ineligible for statutory paternity leave and pay once you move to shared
parental leave/pay.

You may also take paternity leave if you are the mother’s partner and will share responsibility for
the child’s upbringing.

You must make your request by the fifteenth week before the expected week of childbirth. You
must also give us at least four weeks’ notice of when you want the leave to start.

Your spouse, civil partner or partner, or the mother of your child may propose to return to work
early and she may not use all her fifty-two weeks of statutory maternity leave. In such
circumstances you may be eligible to request shared parental leave and the Town Council will
require a signed declaration from you when you make such a request.

You must be the child’s father or the spouse, civil partner or partner of the child’s mother/primary
adopter to qualify. You must also share the main responsibility to care for the child from birth or
placement for adoption. Please see “Shared Parental Leave” below.
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An expectant father (or the partner of a pregnant woman) may also attend up to two antenatal
appointments with her. Similarly, a secondary adopter may take time off to attend up to two
adoption meetings. Time off is without pay and you must advise us of the date and time of the
appointments. You must also confirm your eligibility to attend by reason of your relationship with
the expectant mother or expected child.

Shared Parental Leave

Eligible parents can share the care of their child for up to fifty weeks following birth or adoption.
This also applies to certain intended parents in a surrogacy arrangement and to same sex
partnerships. Where you reduce your full, personal maternity/adoption leave entitlement you
potentially become eligible for shared parental leave. When you take shared parental leave you
may also be eligible for shared parental pay. Your partner must separately liaise with their
employer about any request for shared parental leave or pay.

The statutory provisions underpinning shared parental leave (and shared parental pay) are
complex and not everyone is eligible. As with maternity, you continue to benefit from your terms
and conditions of employment during shared parental leave. There are some exceptions, with
the most notable being remuneration.

During shared parental leave you also remain bound by your employment obligations. For
instance, you must continue to observe our confidentiality provisions. You normally have the right
to return to the same job. Where this is not reasonably practicable, you may return to a suitable
and appropriate alternative. If you are made redundant during shared parental leave, we will offer
you any suitable alternative employment we identify.

If you believe that you are eligible, please advise the Town Clerk if you wish to utilise shared
parental leave/pay. You must do so at least eight weeks prior to any shared parental leave you
wish to take. You must also end/give notice to end your maternity/adoption entitlements. It may
be necessary to arrange a meeting to discuss your request. You may wish to be accompanied by
another employee or trade union representative.

Shared parental leave is only available to two people. These are the mother/primary adopter and
the child’s father or the spouse, civil partner or partner of the child’s mother/primary adopter.
Both parents must share the main child care responsibilities from birth/placement for adoption.

You must have a minimum of twenty-six weeks’ continuous service with us and you must have
achieved this by the end of the fifteenth week before the due date/matching date. You must also
still be working for us at the start of each period of shared parental leave.

You must formally advise the Town Clerk of your request and provide any necessary evidence we
require which will include:-

● the name of the other parent and amount of shared parental leave you each wish to take;
● when you envisage taking the leave;
● a signed declaration from your partner including details such as their national insurance

number;
● their formal consent to the amount of shared parental leave you intend to take.

Where you are the mother’s/primary adopter’s partner, you must meet the “employment and
earnings test”. This requires you to have worked for at least twenty-six weeks in the sixty-six
weeks leading to the due date/matching date. You must also have achieved the statutory
earnings level for at least thirteen of those sixty-six weeks.
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You may decide to take shared parental leave as a single, continuous period of weeks. However,
you can request up to three discontinuous, separate periods. Where you suggest discontinuous
periods, the Town Council will consider your request carefully. However, we have the right to
refuse or modify suggestions which our business needs cannot accommodate.

You may wish to vary or cancel a period of shared parental leave and if so, you must give written
notice to do so at least eight weeks in advance.

Shared Parental Leave “In Touch” Days

The Town Council may suggest or you can request up to twenty shared parental leave “in touch”
days (SPLIT days). You can use SPLIT days for work, attendance at meetings with colleagues,
undertaking training etc. We must mutually agree to any SPLIT day requests between us as
there is no legal obligation for SPLIT days to be offered or undertaken. Any SPLIT days you work
do not extend the period of shared parental leave.

Shared Parental Pay

Where eligible, you may be entitled to shared parental pay during shared parental leave. The
amount available will depend on how much the mother/primary adopter reduces their
maternity/adoption pay period or maternity allowance period. To claim shared parental pay you
must also meet the following conditions:-

● the mother/primary adopter must be/have been entitled to statutory maternity/adoption pay or
maternity allowance and they must also have reduced their maternity/adoption pay period or
maternity allowance period;

● you must intend to care for the child during weeks when shared parental pay is payable;
● your average weekly earnings must not be less than the lower earnings limit for national

insurance purposes and this applies to the eight weeks up to and including the fifteenth week
before the child’s due date/matching date;

● you must remain in continuous employment until the first week of shared parental pay has
begun;

● you must give the Town Clerk written notice of your entitlement at least eight weeks before
receiving shared parental pay. Ideally you should do so when you give notice of your wish to
take shared parental leave.

Your notice must include:-

● the start and end dates of any maternity/adoption pay or maternity allowance;
● the number of weeks of shared parental pay available and how many you and your partner

each intend to claim;
● a (non-binding) indication of when you expect to claim shared parental pay;
● your signed declaration confirming the information is correct and you meet, or will meet, the

criteria;
● your confirmation that you will inform us immediately should your eligibility cease.

You must also provide a signed declaration from your partner confirming:-

● their agreement to you claiming shared parental pay and for us to process the payments to
you;

● where your partner is the mother/primary adopter, they have reduced their
maternity/adoption pay or maternity allowance accordingly.

Where your partner is the mother/primary adopter, they will immediately inform you should they
cease to satisfy the eligibility conditions.
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Time Off for Dependant’s Care

You may take reasonable unpaid time off during working hours to deal with incidents involving a ‘
dependant’. A dependant is a relative such as a spouse, partner, parent or child. It also extends
to someone living as part of your family for whom you have care responsibilities.

You may use such time off to deal with urgent issues such as a dependent falling ill or being
injured. It may be to organise emergency care or to resolve an immediate problem with a
dependent child during school hours. Such time off is only to provide time to arrange alternatives
and is not a long-term solution in itself.

There is no qualifying service relating to this leave. The Town Council will not unreasonably
refuse requests but you must inform the Town Clerk as soon as reasonably practicable of the
reason for the time off. Please advise the Town Clerk immediately if you are at work. Otherwise,
please telephone the Town Clerk at the time the incident occurs or as soon as possible
afterwards.  Please also tell the Town Clerk as soon as you are back at work.

Summary of Provisions

Our family friendly and rights policy is intended to provide a summary of the most important
provisions. The above summarises the key points in the various statutory family rights as we
cannot provide comprehensive information about all the circumstances that may apply. However,
if you wish to apply for any of them you should consult the Town Clerk to obtain details of your
personal entitlements. Content is also subject to changes in statutory provision over which we
have no control. If you require more information or have any questions on any of the above you
should contact the Town Clerk.
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12. Special Leave

Attendance at Court as a Witness

You may be required by the Crown Prosecution Service to attend Court as a witness. If an
employee is required to attend a Court and summoned as a witness in a trial, paid absence will
be granted for a maximum of up to two days. You must advise the Town Clerk as soon as you are
advised of such an attendance. You may be entitled to claim expenses for loss of earnings from
the Courts Service in which case, if it is granted, you will need to notify the Town Clerk of the
amount of expenses reimbursed and an appropriate pay adjustment will be made.

When you attend Court, you will be issued with the appropriate claim form which you need to
pass to the Town Clerk. We then verify your loss of earnings so that you can submit the claim. It
is your responsibility to make sure you are reimbursed correctly by the Court. The Town Council
cannot correct this through your wages. We will subsequently deduct the equivalent of the sum
received from your wages/salary.

Bereavement and Compassionate Leave

If a member of your immediate family dies, please tell the Town Clerk if you wish to request
compassionate leave. The Town Council views such requests as sympathetically as possible but
must also have regard to operational needs. We consider each request individually. The length
of the compassionate leave granted which will be at the discretion of the Clerk and we normally
provide time off for example to register a death, arrange and/or attend a funeral and attend
probate interviews. The Town Clerk will advise you whether time off we approve is with or
without pay. The Town Council will also consider requests for short-notice annual leave in such
circumstances or we may also allow short periods of time to be made up later if possible.

Jury Service

You should tell the Town Clerk at the earliest possible opportunity if summoned for jury service.
Jury service normally lasts no longer than ten working days but if you are advised that it is likely
to be longer you must inform the Town Clerk. You are then normally exempt from further jury
service within a two-year period.

The Court provides you with a “Certificate of Loss of Earnings or Benefit” when first appointed
and the Town Council needs to certify this before you return it to the Court. You must claim the
relevant daily allowance and tell us the Town Clerk the number of days you served. It is your
responsibility to make sure you are reimbursed correctly by the Court as we cannot correct this
through your wages. We will subsequently deduct the equivalent sum from your wages/salary.

Public Service

The Town Council normally allows reasonable time off without pay for certain public duties, for
example:-

● Justice of the Peace
● Local Authority Elected Member
● Statutory Tribunal Member
● NHS Trust Member
● School Governor
● Army/Regular Reservist.
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You must agree to the relevant provisions and arrangements with the Town Clerk in advance of
taking any time off for these purposes.

Time Off for Other Reasons

There may be occasions when you request time off to attend appointments e.g. with your doctor
or dentist or you may need to deal with domestic issues not covered by statutory regulation.
Requests for such time off are granted at the Town Clerk’s or the Town Council’s discretion and
you will be advised whether payment is to be made. The Town Council will also consider
short-notice annual leave and/or may also allow short periods of time to be made up later if
possible. Such requests should be kept to an absolute minimum and you should please arrange
appointments outside normal working hours wherever possible.
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13. Data Storage, Email, Internet and Social Networking

Introduction

During your employment you may have access to the Town Council’s internet, intranet and/or
email systems and you may also have access to data storage/sharing systems and devices. Use
of such facilities is important operationally. As a result, you may have access to confidential data
as they provide effective communication with customers and colleagues alike.

However, usage is not without risk and must conform to our policies and procedures. It is a
serious disciplinary offence if you fail to observe our rules and requirements including the
handling of confidential information. If you do not observe our rules the Town Council will take
appropriate disciplinary action which may result in dismissal for serious infringements. The Town
Council also monitors your use of our databases, email and the internet for compliance with data
protection and computer misuse legislation.

Legal Implications

Your use of our data, email and the internet (including social networking sites) must accord with
all legal obligations and you must have specific regard to the following:-

● you must not post defamatory or derogatory statements about us, our employees, clients,
suppliers etc (this applies to business and personal email and also applies to all contributions
you make on internet/social networking sites);

● you must not upload, download or otherwise transmit commercial software or any other
copyright materials belonging to others and you must receive express authorisation before
doing so even where the Town Council is licensed to use such material.

You commit an offence under the Computers Misuse Act and/or the Data Protection Act or
General Data Protection Regulation if you:-

● deliberately access or disclose computer programs or data without authority;
● access programs or data with the intent to commit or facilitate the commission of an offence;
● intentionally make unauthorised modification of computer programs or data held in a

computer;
● deliberately access or disclose personal data or information without authority.

Monitoring Email

The Town Council cannot guarantee your privacy when using email communication (both
internally and externally) and you should not expect it. We reserve the right to access your email
at any time and this includes periods of holiday or sickness and we routinely monitor and review
email usage in order to:-

● establish information and produce statistics relevant to our operation;
● determine whether or not communications relate to us;
● reduce the level of inappropriate unsolicited email (spam) we receive;
● manage our network to make sure our systems operate efficiently and securely;
● identify unauthorised usage, including breaches of these rules and procedures;
● prevent or detect crime;
● intercept communications that may contain viruses;
● monitor volume and nature of email whether sent individually or more generally.
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Email is not a substitute for face to face or telephone communication so you need to take care
that the content of messages cannot be misinterpreted. Email is inherently insecure and it must
not be used to send confidential or sensitive information unless authorised. Even then,
appropriate security controls/encryption must be put in place. Emails can be copied, cascaded
or misdirected to people you did not intend to receive them and they may become contractually
enforceable or even be used in legal proceedings against us. You should ensure that:-

● the style and content of email messages must be consistent with standards the Town Council
has identified;

● you do not send confidential, personal or other sensitive information by email unless
specifically authorised to do so;

● you understand that contracts can be offered, accepted and varied by exchange of email and
may be binding and this can apply even if you do not have authority to conduct such activity
on our behalf;

● you understand that the Town Council is potentially liable for inaccurate, inappropriate or
defamatory content you circulate and we hold you accountable for all email communications
you initiate that may affect the Town Council (this applies whether what you say is contained
in official or your own personal email);.

● statements you make in emails are factually correct and expressed appropriately;
● you only send email to those for whom it is directly relevant and only c.c. or b.c.c. your

messages when it is absolutely essential;
● you do not use the “reply to all” facility incautiously or cascade “chain”, “junk” or “spam”

emails to anyone else;
● you use the “reply” facility only when you have something specific to say and you do not clog

up other users’ inboxes simply by saying “thanks”;
● you keep passwords secure and do not divulge them to any other person or organisation or

allow anyone to see you enter passwords.

Policy Infringements

You must tell the Town Clerk if you become aware of any infringement of this Policy and rules or
receive inappropriate email. You can also raise matters of concern formally by using the Town
Council’s Grievance Procedure or Confidential Reporting Procedure.

Security Rules

The following security rules apply in all you do when working for the Town Council:-

● you are responsible for the security of all IT equipment provided for your use;
● lap-tops should be locked away securely at the end of the working day and they must not be

left on view or unattended in vehicles;
● you should keep passwords secure and never divulge them to any other employee;
● log off or lock your computer whenever you leave it to prevent inappropriate access by

others;
● only keep information relevant to your role on our behalf on lap-tops or PCs provided to you

by the Town Council.

You must therefore take great care to comply with our policies and procedures when utilising
email or accessing the internet. You must not compromise our information security by
inappropriately processing data electronically and you must always operate according to the
standards the Town Council identifies.
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Social Networking

You should not make contributions relating to the Town Council, Councillors, the Town Clerk or
colleagues on social networking sites unless this is part of your role. You should not comment
about any other employee, client, supplier etc and this applies whether you use the Town
Council’s equipment or your own and whether in work time or in your own. Such contributions
may impact detrimentally upon our interests, whether inadvertently or otherwise and the Town
Council will view infringements of these rules as a serious breach of our rules which may result in
disciplinary action and, potentially if considered to be gross misconduct, dismissal in accordance
with the Town Council’s Disciplinary Procedure.

The Town Council holds you accountable for all social media contributions that you make as
anything you post can impact upon us even if you did not intend this. It does not matter whether
your post was made personally or on the Town Council’s behalf. You should always consider
carefully whether what you intend to say could be detrimental to the Town Council’s interests.
You should take great care not to post anything that could be considered inflammatory and you
must ensure you do not publish inaccurate, inappropriate or defamatory content. The Town
Council will view infringements as a serious breach of our rules which may result in disciplinary
action and, potentially, dismissal in accordance with the Town Council’s Disciplinary Procedure.

The Town Council appreciates that many people use social networking sites such as Facebook,
LinkedIn or Twitter. You may do this personally or even in your professional capacity on the
Town Council’s behalf. If you identify details of your role within our organisation, the Town
Council can clearly be associated with what you say and therefore, anything you post on such
sites must not infringe the provisions above.

You may also develop a database of contacts on such sites which will inevitably contain a
mixture of connections. You may obtain some from our contact database or you may create
some with our clients, suppliers, other employees etc. during your employment. Some may be
contacts from former roles or your personal acquaintances. Where you develop contacts through
your work on the Town Council’s behalf, our confidentiality provisions apply. You must respect
them even after you leave our employment. Confidential information includes, but is not limited
to, information and data about other Councillors, employees, members of the public, clients,
suppliers etc. The Town Council may require you to supply details of contacts established as
part of your employment before you leave and we may require you to delete such contacts from
your account(s) at our entire discretion.

Where you have a grievance or concern about something associated with work, do not use social
networking to air it. You should normally discuss it with the Town Clerk at an early opportunity.
We also have a Confidential Reporting Policy and system which is available to all employees
which provides you with an appropriate means of raising matters of concern about any aspect of
our organisation.

Using the Internet and Email

The Town Council’s IT facilities are principally to be used for official purposes. You may use our
facilities for personal email and to access the internet but your personal usage must be limited
and only take place during breaks or in your own time. It must always be lawful and appropriate.
Internet and email usage must always accord with our policies and procedures. The following
examples (which are indicative and not intended to be exhaustive) are typical of infringements
we regard as serious and which can result in disciplinary action and potentially, the Town Council
may dismiss you in accordance with the Town Council’s Disciplinary Procedure:-

● sending messages or images that are potentially offensive, libellous, obscene or contravene
the Town Council’s equal opportunities policy;
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● sending messages or images that could constitute bullying or harassment or are potentially
detrimental to the Town Council’s interests;

● accessing the internet or sending email for any illegal purpose or acting in breach of the
Computers Misuse Act, Data Protection Act or General Data Protection Regulation which
includes downloading or watching television programmes without any requisite licence;

● accessing or distributing pornographic images, graphics or text depicting nudity, intercourse
or sexual act;

● using the Town Council’s networks or equipment without approval to access social
networking sites such as Facebook or YouTube during working hours;

● engaging in on-line gambling using the Town Council’s network or equipment;
● downloading or distributing copyright information and/or software without express approval;
● setting up websites, web pages, blogs etc. using our facilities or in the Town Council’s name

without express approval;
● publishing images, pages or contributions on external websites (including social networking

sites) without express approval (this restriction relates to the Town Council, any employee,
client, supplier etc;

● buying or selling things and engaging in online auctions on your own behalf or in the Town
Council’s name without express approval.
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14. Disciplinary Procedure

Introduction

The Town Council intends this Disciplinary Procedure to assist and encourage employees to
achieve and maintain appropriate standards of conduct and performance. The Town Council
does not construe the Procedure simply as the means of taking punitive action and we make
every effort to ensure any action we take is consistent, fair and reasonable to all. For the
avoidance of doubt, please note that this Section of the Staff Handbook is non-contractual and
does not form part of your contract of employment.

General Principles

The following general principles apply as follows;

● the Town Council always considers informal action in preference to using formal disciplinary
procedures as a first resort;

● we fully investigate all potential disciplinary matters before any action is taken;
● we may suspend you on full pay while we investigate more serious allegations but such

action is entirely precautionary and not a pre-judgement of the outcome;
● we will give you notice of any disciplinary hearing and detail of the complaint(s) in advance

and we will provide written copies of evidence and relevant witness statements
● a work colleague or trade union representative can accompany you at any formal disciplinary

hearings and appeals (union representatives must be certificated by that union to act as a
worker’s companion);

● we will provide suitable notice of meetings and we will consider one adjournment if the date
or time selected is inconvenient to your representative;

● we will give you the opportunity to provide your views during the hearing and both the Town
Council and you may present any relevant witnesses before any decision is made;

● we will nominate Councillors or engage an independent HR Consultant to conduct
disciplinary investigations;

● we will nominate Councillors to conduct disciplinary hearings.
● where practical, investigations and hearings are undertaken by separate persons.
● any disciplinary penalty is including dismissal along with the reason(s) will be confirmed in

writing;
● you have the right to appeal against any formal disciplinary action imposed or against your

dismissal and the appeal should be made in writing to the Town Clerk. Nominated Councillors
without prior involvement in the process or the matter will hear appeals, wherever possible;

● only someone specifically authorised by the Town Council can take the decision to discipline
or dismiss you.

Right of Appeal

Informal action about minor issues of misconduct or unsatisfactory performance is part of day-to-
day management.  It carries no right of representation or appeal.

You are entitled to appeal following the imposition of any formal disciplinary penalty including a
decision to dismiss. You will be sent a letter setting out the outcome of the disciplinary hearing.
If you wish to appeal, you must do so in writing to the Town Clerk within five days of receipt.
Nominated Councillors without prior involvement in the process or matter will hear the appeal.

Disciplinary Process
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Informal Action
The Town Council normally deals with minor issues of misconduct or unsatisfactory performance
informally. In some cases, the Town Council may offer extra training, coaching, advice or
support. This is a normal facet of day-to-day management and not part of the Town Council’s
formal Disciplinary Procedure. As such, it will not be appropriate or necessary to be
accompanied by a work colleague or Trade Union representative. The Town Council holds
informal discussions in private and we will take account of your comments, opinions and any
mitigating circumstances you provide. Any criticism of your behaviour or conduct will be
constructive as the Town Council aims to achieve and sustain improvement through such
discussion. We may confirm what is agreed in writing where appropriate.

If it emerges during discussion that the matter is more serious than previously envisaged, we will
adjourn the meeting and we will reconvene it at a later date under the Town Council’s formal
Disciplinary Procedure. You may then be accompanied at any meetings by a work colleague or
Trade Union representative if this happens.

Written Warning

The Town Council may issue a written warning if you repeat inappropriate activity or improve
insufficiently following a previous informal warning. Misconduct may also be sufficiently serious
in itself to warrant a written warning without previous informal warning. The written warning will
identify the problem and the improvement required plus we will set out the time-frame for
improvement and any support available. The Town Council will keep a record of the warning on
your personnel file for twelve months after which we will then consider it spent, subject to you
achieving and sustaining the improvement required.

Final Written Warning

The Town Council may issue a final written warning if you repeat inappropriate activity or improve
insufficiently following a previous written warning. Misconduct may also be sufficiently serious in
itself to warrant a first and final written warning without a previous written warning.

The final written warning will identify the problem and the improvement we require plus we will
set out the time-frame for improvement and any support available. The Town Council will keep a
record of the final written warning on your personnel file for twelve months after which we will
then consider it spent, subject to you achieving and sustaining the improvement required.

Dismissal

The Town Council may dismiss you if there is further inappropriate activity or you fail to improve
to the required standard. An instance of misconduct may also be so serious in itself that it
warrants dismissal without previous warning normally as it is considered to have been an act of
gross misconduct. The Town Council will provide you with the reasons for dismissal in writing
and will make clear the date on which your employment ends. The Town Council will terminate
employment with notice or payment in lieu of notice in the event of your dismissal for misconduct
or will summarily terminate your employment (i.e. without notice or payment in lieu of notice) for
gross misconduct.

Gross Misconduct

The Town Council may suspend you on full pay usually for a short period while we investigate an
allegation of potential gross misconduct. If considered appropriate following the investigation a
disciplinary hearing will then take place and we may summarily dismiss you if it is shown and we
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believe that your behaviour constitutes gross misconduct. Summary dismissal is dismissal
without notice or payment in lieu of notice.

The following examples are indicative of matters the Town Council regards as gross misconduct
(the list is not intended to be exhaustive):-

● theft of money or the Town Council’s property;
● action intended to defraud/deceive;
● fighting, physical assault and threatening behaviour;
● behaviour or action that potentially brings the Town Council into serious disrepute;
● serious insubordination;
● serious breach(es) of health and safety rules or procedures;
● deliberate and serious damage to the Town Council’s property.
● discriminatory conduct, bullying or harassment;
● deliberately accessing internet sites whilst at work and/or on the Town Council’s IT

equipment containing pornography, offensive or obscene material;
● serious incapability at work due to alcohol or non-prescribed drugs or substances;
● a serious breach of mutual trust or confidence.
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15. Capability Procedure

Introduction

Performing your job inadequately and deliberately not performing to the standards the Town
Council expects are potentially different. Lack of capability is where the Town Council believes
your knowledge, skill or ability to perform your role is currently deficient although there may be
some other compelling reason why you are not working to the standards required which may
include medical circumstances or a disability.

The situation will be investigated and the Town Council’s aim is to improve your performance.
However, where this is not possible, appropriate action will be taken in accordance with the
Council’s Capability Procedure and you may be dismissed due to your lack of capability. The
Town Council will make every effort to ensure any action we take is consistent, fair and
reasonable to all and we may be able to deal with minor issues informally outside of this
Procedure. We may therefore follow the informal action process as part of the Town Council’s
Disciplinary Procedure, as described above, initially, rather than resorting to the formal Capability
Procedure.

For the avoidance of doubt, please note that this section of the Staff Handbook is non-contractual
and does not form part of your contract of employment.

Capability Provisions

The Town Council will follow the principles and arrangements set out in the Town Council’s
Disciplinary Procedure unless we identify any different and necessary specific capability
provisions.

General Principles

The following general principles apply to this Procedure:-

● the Town Council will always consider informal action in preference to using formal
procedures as a first resort;

● we fully investigate all potential capability matters before any action is taken;
● we will give you notice of any capability hearing and detail of the concern(s) in advance and

we will provide written copies of evidence where applicable;
● a work colleague or trade union representative can accompany you at any formal capability

hearings and appeals (union representatives must be certificated by that union to act as a
employee’s companion);

● we will provide suitable notice of meetings and will consider one adjournment if the date or
time selected is inconvenient to you or your representative;

● we will give you the opportunity to provide your responses, comments, views and any
mitigating circumstances during the hearing and before any decision is made;

● we will appoint an appropriate representative of management to conduct capability hearings;
● the outcome of the hearing including if it is dismissal along with the reason(s) will be

confirmed in writing by nominated Councillors;
● you have the right to appeal against any formal capability action imposed or against your

dismissal and your appeal should be submitted within five working days of being notified of
the decision to the Town Clerk and nominated Councillors without prior involvement in the
matter will hear your appeal, wherever possible;

● only someone specifically authorised by the Town Council can take the decision to apply a
formal capability action.
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Formal Procedure
Performance

The Town Council will hold a formal capability meeting if you fail to perform duties to the Town
Council’s required standards. This applies where possible lack of knowledge, skill, ability or
other compelling reasons are identified. The Town Council will tell you in advance in writing
where you are not performing to the required standards and we will give you the opportunity to
offer reasons for this during the meeting. This will be a formal meeting and you can be
accompanied by a work colleague or a Trade Union representative. The meeting will be chaired
by someone specifically authorised by the Town Council to hold a formal capability meeting.

The Town Council will confirm the outcome in writing following the meeting and we may give you
a written warning as a result. If we give you a written warning, we will outline the improvements
we require. The Town Council will identify any training we deem necessary and you must
undertake this and we will provide any support as outlined in the notification which may, for
instance, offer closer appropriate supervision or mentoring by a colleague. You have the right to
appeal against our decision to give you a written warning (see rights of appeal below).

After giving you a reasonable time to reach the required standards your progress will be
reviewed and we will decide whether or not further measures are required. The capability
process will then normally end, subject to you achieving and sustaining the required
improvement.

The Town Council will hold a second formal capability meeting if we are not satisfied with your
progress and will tell you in writing, in advance, where you are not performing to the required
standards. The Town Council will again give you the opportunity to offer reasons for this during
the capability meeting. This is a formal meeting and you can be accompanied by a work
colleague or a Trade Union representative. The meeting will be chaired by someone specifically
authorised by the Town Council to hold a formal capability meeting.

The Town Council will confirm the outcome following the capability meeting and may give you a
final written warning as a result. If we give you a final written warning, we will outline the
improvements we require and any support available. As before, the Town Council will identify
any additional training we deem necessary and you must undertake this for example we may
offer closer supervision or mentoring by a colleague. We will confirm the details in the final
written warning letter which we send you.

The Town Council will make it clear that failing to achieve required improvements within this
further period normally results in further formal action. This may include a formal hearing to
consider whether you should be dismissed. You have the right to appeal against our decision to
give you a final written warning.  Please see the rights of appeal section for details.

After giving you a reasonable time to reach the required standards we will again consider your
progress. The capability process will normally end at that time, subject to you sustaining the
required improvement.

Where you fail to improve sufficiently following two periods allowed for improvement, the Town
Council will normally hold a further formal meeting and at this meeting we will consider whether
you should be dismissed. Exceptionally, we may feel it appropriate to offer a further period for
improvement.

Hearing to Consider Dismissal due to Lack of Capability

The Town Council will tell you in advance, in writing, where you have failed to improve to the
required standard and we will hold a formal hearing to consider this and we will decide whether
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you should be dismissed for lack of capability. The Town Council will again give you the
opportunity to offer reasons for your performance during the capability meeting. This is a formal
meeting and you can be accompanied by a work colleague or a Trade Union representative. The
Appeal Hearing will be chaired by someone the Town Council has specifically authorised to
conduct proceedings which may lead to dismissal.

The Town Council will confirm the outcome following the Hearing and we may dismiss you as a
result. In such circumstances, we will provide you with the reasons for dismissal in writing. The
Town Council will make clear the date on which your employment ends and we terminate
employment with notice in the event of contractual dismissal for lack of capability but we may
substitute payment in lieu of notice at our entire discretion. You have the right to appeal against
our decision.  Please see the rights of appeal section for details.

Exceptionally, we may feel it appropriate for a further period of improvement to be offered.

Medical Capability

Our decision-making process takes account of medical evidence where reasons for poor
performance are linked to medical capability. The Town Council will deal with matters in a
manner which meets current disability discrimination legislation and will always endeavour to:-

● obtain up-to-date medical advice from your doctor/specialist and/or an independent
Occupational Health Advisor;

● consider adjustments to the working environment or any alternative employment available,
where reasonably practical;

● provide extra support where reasonably practical;
● consult you about available options and consider your views on your health and continuing

employment.

The Town Council will normally dismiss where medical opinion indicates no, or insufficient,
improvement is likely within a reasonable timescale and this also applies where we explore
options to manage incapacity but do not consider them to be reasonably practical.

Medical Evidence

Where the Town Council wishes to contact your doctor/specialist or an independent Occupational
Health Specialist to seek details of your condition and a prognosis, we will discuss this with you
and we will need to secure your written consent to obtain this information and a formal report.
You have the right to withhold this consent.

The Town Council always prefers to consider the medical advice and/or a “return to work” plan.
Otherwise, we must rely solely on the information currently available to us and/or the
independent Occupational Health Advisor’s view. In these circumstances the Town Council may
conclude we have no alternative other than dismissal but all options will be discussed with you.

The Town Council will provide you with a copy of the request to your doctor and/or the
independent Occupational Health Advisor and we will give you a copy of any medical report
subsequently supplied. You may ask your doctor or the independent Occupational Health
Advisor for sight of the report before it is supplied to us. It is your responsibility to contact your
doctor or the independent Occupational Health Advisor urgently to view the report. If you wish to
make observations about it, you can do so.

If you disagree with your doctor’s or the independent occupational health advisor’s opinion, you
may ask them to change the report. Your doctor or the independent Occupational Health Advisor
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may prefer to attach a statement identifying where you both disagree. Alternatively, you can
send your comments to the Town Clerk separately in a written statement.

Where you decide to examine the report, you may subsequently withhold consent from it being
sent to the Town Council. In such circumstances, you must tell the Town Clerk immediately but
the Town Council will then have to rely solely on the information currently available when making
their decision on the situation. In such circumstances we may conclude that unfortunately we
have no alternative other than to consider dismissal.

Disability

You should make the Town Clerk aware of any disability which is having an impact upon your
performance at work so that we can then discuss matters with you personally. There is a
statutory definition of disability which is “someone with a physical or mental impairment which
has a substantial and long-term adverse effect on their ability to perform normal day to day
activities”.

The Town Council will take account of any potential impact which your disability may have on
your work and we will consider any reasonable adjustment that would assist in overcoming this.

The Town Council may ask for medical or other appropriate expert advice to assist us in
considering this including whether any temporary or permanent adjustment is feasible. If the
Town Council wish to obtain an expert opinion or feel medical advice would be appropriate, we
will consult you and will then follow a similar course to that identified in the medical evidence
section above.

Reasonability

The Town Council will act reasonably at all times. We base any decision on the merits of the
situation, supported appropriately by medical, disability or other expert advice. Where expert
opinion between your advisor(s) and our advisor(s) differ, we may agree to an independent,
expert opinion.

The Town Council also needs to stress that dismissals on the grounds of ill health capability are
not disciplinary sanctions and do not necessarily normally fall within the provisions of the ACAS
Code of Practice on Disciplinary and Grievance Procedures.

Representation

You can be accompanied at formal capability meetings by a fellow employee or Trade Union
representative. This applies where the outcome may be that you may be given a formal warning
or dismissed. It also applies where you are appealing against a warning or dismissal decision.
You are not entitled to representation where we deal with minor issues informally, outside of this
Procedure. Union representatives must be certificated by that Union to act as a worker’s
companion. The Town Council will provide suitable notice of all formal meetings and appeal
hearings and we will consider one adjournment if the date or time selected is inconvenient to you
or your representative.

Right of Appeal

Informal action about minor issues of unsatisfactory performance is part of day-to-day
management and carries no right of appeal.
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The Town Council will send you a letter setting out the outcome of each formal capability meeting
or hearing. You are entitled to appeal against any formal capability decision. If you wish to
appeal, you must do so in writing to the Town Clerk within five days of receipt of our letter.

Any appeal will be heard as a formal meeting and you can be accompanied by a work colleague
or a Trade Union representative. Nominated Councillors without prior involvement in the matter
will hear the appeal, wherever possible. We will confirm the outcome in writing following the
appeal meeting.

Suitable Alternatives

When advised through medical advice, the Town Council will always examine whether it is
possible to offer alternative work which we consider more suited to your capabilities. This is
subject in every instance to the availability of a suitable opportunity and in keeping with the
medical advice received. In those circumstances the Town Council will make clear in writing any
revised terms and conditions and seek your written agreement to them. You are entitled to
decline such alternative work. In such a case we will revert to the stage of the formal Capability
Procedure previously reached. Ultimately, if you fail to achieve the required improvements the
Town Council requires it normally results in dismissal.
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16. Confidential Reporting Procedure

General

The Town Council operates a Confidential Reporting Procedure which is available to everyone
irrespective of length of service or position. The Procedure provides you with access to a safe
and effective means of reporting matters of genuine concern which could be something
inappropriate about the way you believe we run the Town Council or it could be something
inappropriate you believe another employee is doing. It could be perceived misconduct or some
other wrongdoing but it is not intended for personal matters relating to your own contractual
terms and conditions of employment. You must deal with such matters through the Town
Council’s Grievance Procedure.

The Town Council acknowledges that it is never easy to report a concern. This is particularly the
case when you observe serious misconduct or discover unlawful acts. However, the Town
Council urges you to refer to such matters at the earliest opportunity which allows us to respond
speedily and effectively, before problems worsen. As far as the Town Council are able, we will
deal with anything you report promptly and confidentially. To ensure this, it’s important you follow
the Confidential Reporting Procedure.

Guiding Principles

The guiding principles behind this Procedure are as follows:-

● we must all be watchful for unlawful or unethical conduct at work as preventing and
eliminating workplace wrongdoing is important and we all have a duty to report such
inappropriate behaviour or activity;

● the Town Council will consider matters you raise under this procedure confidentially and we
will investigate them promptly and thoroughly;

● the Town Council will not victimise or penalise you for raising a reasonable belief under this
procedure and this applies equally if you come forward with genuine concerns which later
turn out not to be justified;

● you cannot be instructed to cover up wrongdoing or told not to report genuine concerns and
this applies even if the person telling you to do so is someone in authority in the Town
Council to tell you to behave in this way is itself a potentially serious disciplinary offence;

● if anyone attempts to intimidate, bully, harass or victimise you for reporting something
through this Procedure you must tell the Town Clerk as to behave in this way is itself a
serious disciplinary offence;

● the Town Council will treat misconduct or wrongdoing uncovered following an investigation
under this Procedure as a disciplinary matter and we may also have to report it externally for
example to a statutory body.

Procedure

The key steps in this Procedure are as follows:-

● initially, you should report concerns to the Town Clerk but if you are unsure whether to raise
the matter, you can talk confidentially and informally with the Town Clerk (if you have
concerns that the Town Clerk may be involved, please contact the Mayor);

● the Town Clerk will either investigate your allegation personally or refer it to the Town Council
and you will be advised if it is to be referred elsewhere;

● on conclusion of the investigation, we will advise you of the outcome and we will explain what
action we are taking and if we do not intend to take any action, we will explain why;

72



● if you do not receive an acknowledgement of your concerns within seven days, please
contact the Mayor and you can also do this should you believe the investigation has been
insufficient;

● very occasionally you may believe your concerns have not been considered at a high enough
level so again, please contact the Mayor in such circumstances as it is very important to the
Town Council that you have complete confidence in this Procedure and feel that your
concerns have been addressed appropriately.

Public Interest Disclosures

The law provides special protection for workers who make what are known as “public interest
disclosures”. This is colloquially referred to as “whistle-blowing”. Officially they are qualifying
disclosures made in accordance with current public interest disclosure legislation. They only
apply when you report something which is in the public interest. You must reasonably believe it
to be so because it concerns:-

● a criminal offence;
● a miscarriage of justice;
● an act creating risk to health and safety;
● an act causing damage to the environment;
● a breach of another legal obligation we may have;
● our concealment of any of the above.

The Town Council does not expect you to provide definitive proof of such wrongdoing. However,
you must have a reasonable belief that it is, has been or is likely to take place. Providing you
follow the above Procedure, the Town Council will investigate the matter urgently as we do not
expect you to undertake this aspect yourself. The guiding principles set out above are always at
the forefront of any investigation we mount.

It is possible our investigation may not satisfy every concern you have and where the matter is a
protected disclosure, you may be able to refer it to a statutory agency. This only applies where
you refer to something you reasonably believe is in the public interest, as defined above.
Statutory agencies include HM Revenues and Customs, Office of Fair Trading, Health and Safety
Executive and Environment Agency.

Making Malicious Allegations

If the Town Council identifies that you have deliberately made or supported malicious allegations,
we may consider this to be potentially gross misconduct. If this is the case, we will investigate
the matter using the Town Council’s Disciplinary Procedure. Following investigation, should we
conclude your actions amounted to gross misconduct this may result in your dismissal.

Approaching External Organisations

Under no circumstances should you approach a commercial organisation, the media etc. instead
of utilising this Procedure. Neither should you publish or promote your concerns on social
networking sites, blogs etc. If you do so, you jeopardise our opportunity to investigate your
concerns properly. Such action also negates the Town Council’s promise to deal with matters
confidentially. If you fail to use this Procedure it also impedes our ability to provide you with the
protections it envisages.

The Town Council may consider deliberate breaches of this Procedure to be acts of serious
misconduct and we will investigate your actions utilising the Council’s Disciplinary Procedure.
Following investigation, should the Town Council conclude your actions amounted to gross
misconduct, this can result in your dismissal.
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17. Grievance Procedure

General

Where possible, you should try to settle minor, day to day, work-related issues and concerns
informally usually via your line manager. If the issue concerns your line manager, you can raise it
with the Town Clerk or if it concerns the Town Clerk you should raise it with the Chair of the
Staffing and Employment Committee. We recommend discussing any concern promptly as this
is often the best way to resolve matters speedily, effectively and without need for formality. For
the avoidance of doubt, please note that this section of the Staff Handbook is non-contractual
and does not form part of your contract of employment.

Procedure

The Town Council’s formal Grievance Procedure allows you to express a complaint or identify a
matter of concern still remaining unresolved and it provides an opportunity for the Town Council
to consider issues you cannot resolve informally. You can also use it where you believe an
informal approach would be inappropriate. The Procedure is open to you at any time and we
always try to deal with issues fairly and consistently.

If you wish to have a grievance formally investigated, please submit it to us the Town Clerk or, if it
concerns the Town Clerk, the Chair of the Staffing and Employment Committee in writing. Please
provide full details of the matter and tell us about the solution you are seeking. A grievance
meeting will be arranged to discuss and consider it. Following the meeting the outcome will be
confirmed in writing.

Right of Appeal

If you feel a matter has still not been satisfactorily resolved, you may appeal in writing. This must
be done within five working days of receiving the written outcome from the grievance meeting.
Appeals will be heard, wherever possible, by nominated Councillors who have not had any prior
involvement in the matter.  The outcome of the appeal is final.

Representation

A work colleague of your choice or Trade Union representative may accompany you at grievance
hearings or appeals. Union representatives must be certificated by that Union to act as a
worker’s companion. The Town Council will give suitable notice of meetings and will consider
one adjournment if date or time is inconvenient to you or your representative.
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18. Lay-Off and Redundancy

Lay-Off

Where there is a reduction in work or something affects the Town Council’s normal operations,
we may lay you off. Alternatively, the Town Council may seek to introduce shorter working hours.
During lay-off you will only be entitled to receive statutory guarantee payments.

The Town Council will, where possible, offer you any alternative work available and you should
not refuse this unreasonably. We reserve the right to select those best suited to carry out
whatever work is available.

You remain continuously employed during a lay-off period and the Town Council expects you to
remain available to attend work as required.

Redundancy

If we have to consider potential redundancies, the Town Council will follow certain procedures as
follows. A decision to proceed with a redundancy programme will be because the Town Council:-

● is ceasing carrying on the business for the purpose of which you are employed;
● is ceasing or intend to cease to carry on the business in the place where you are employed;
● no longer requires you to carry out work of a particular kind because the work has ceased or

diminished or is expected to cease or diminish;
● no longer requires you to carry out work of a particular kind because the work in the place

where you are employed has ceased or diminished or is expected to cease or diminish.

The Town Council will initially consider measures to avoid potential redundancies or deal with a
short-term decline in activity which may include:-

● ensuring overtime working is eliminated or reduced to an absolute minimum;
● restricting recruitment, where such recruitment could have a bearing on the outcome of any

redundancy situation;
● investigating if other measures such as using untaken holidays, introducing short-time

working or considering lay-off could avoid potential redundancies.

If the Town Council pursues a redundancy programme, we will notify all potentially affected
employees of our proposals and we will consult fully and meaningfully with those concerned. We
will discuss selection criteria where applicable. The Town Council will not take a final decision
without giving those concerned an opportunity to be consulted and to explore alternatives with
us.
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19. Leaving the Organisation

Notice Period

The Town Council will set out specific rules regarding notice periods and ending employment in
your Principal Statement of Particulars of Employment. Where these exist, they take precedence
over the more general terms below.

Leaving Without Working Notice

If you fail to work your full contractual notice period without agreement, the Town Council may
face extra costs unnecessarily and we may deduct the reasonable extra costs of covering your
role from any final monies due to you.

Leaving With Notice

You are expected to work through your notice period except for any approved holiday you may
be due but the Town Council may require you not to attend your normal place of work during your
notice period. You may be placed on “garden leave” or we may require you not to perform your
regular duties and may provide reasonable alternatives. This is at the Town Council’s absolute
discretion.

Your terms and conditions will continue to apply where applicable and you must remain available
for us the Town Clerk to contact you and to work if we wish. You may not take any alternative
employment during this period except with the Town Council’s express written consent. We may
expect you to take any untaken accrued annual leave during the notice period.

The Town Council may make a payment in lieu of notice at our absolute discretion. Where we
offer such payment, subsequent discovery of any repudiatory breach of contract on your part will
lead to revocation. Where payment has already been made and we discover such conduct, the
Town Council has the right to seek recovery.

Resignation

You need to give notice in writing to voluntarily end your employment and resign. The Town
Council identifies the notice period we require in your Principal Statement of Particulars of
Employment. In your resignation letter, please set out the reason for your decision to leave and
submit your letter to the Town Clerk. You will be required to attend an exit interview before
leaving the Town Council’s employ.

Retirement

If you wish to retire, please notify the Town Council of your planned retirement date in writing at
the earliest opportunity. We set out the minimum notice to end your employment (which includes
your retirement) in your Principal Statement of Particulars of Employment.

The Town Council appreciates as much prior notice of your intended retirement as possible in
order to help us in our succession planning. We will also consider requests to work flexibly
before your chosen retirement date for example, you may wish to reduce your hours on a gradual
basis in the lead up to your chosen retirement date. If you wish to explore this option, please
discuss the matter with the Town Clerk in the first instance.

We meet with you regularly as part of our appraisal process in part to confirm our expectations
and review your performance. The Town Council normally arranges to do this at least annually
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and such meetings also provide an invaluable opportunity for you to discuss your future plans
with us. You have the opportunity to discuss your future intentions about retirement in such
meetings and we encourage everyone to share plans and aspirations throughout their
employment.

Return of Town Council Equipment/Property

Before your last day of attendance at work, you must return any property the Town Council has
issued to you or which you have obtained and/or possess as a result of your employment.
Property includes, for example, keys, documents, mobile telephones, disks/data, other records,
personal protective clothing and equipment, ICT equipment, vehicle, stock and samples etc.
This list is by way of example and not exhaustive.

In cases of summary dismissal, you must surrender our property immediately when the Town
Council advises you of the outcome of the disciplinary hearing.

If you fail to return our property/equipment, you will be liable for the cost of making good the
Town Council’s reasonable losses. The same applies if you return it in an unsatisfactory
condition but we will take account of deterioration caused by normal wear and tear. The Town
Council will advise you in advance, in writing, of any amount we intend to recover from your final
pay or other monies owing to the Town Council. If necessary, we may pursue civil recovery
measures, at our entire discretion.

References

In normal circumstances, the Town Council will provide an employment reference for employees
who have left the Town Council’s employ but this will only be in writing and normally only confirm
factual information.

References will be applied for in respect of all potential employees usually following the interview.
Where the Town Council has requested a reference in confidence and it has been given on a
confidential basis and we have been asked not to disclose it to an employee it is our policy that it
will not normally be disclosed unless the consent of the person who gave the reference is
obtained.
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20. Alterations and Modifications

This Staff Handbook and your Principal Statement of Particulars of Employment specify
important matters regarding your employment. In the event of any difference between the two
documents, the wording of your Principal Statement takes priority.

The Town Council reserves the right to make reasonable alterations to this Staff Handbook and
any other terms and conditions of service and we may set out minor changes in a general notice
but we will only implement significant alterations following consultation with those affected. The
Town Council will implement any changes following the completion of the consultation period
subject to consideration and the outcome of any written concerns we receive.
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