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25

th
 June 2015 

 
Notice is hereby given that the next meeting of the POLICY AND RESOURCES COMMITTEE of the Leigh-
on-Sea Town Council will take place on Tuesday 30

th
 June 2015 at the Leigh Community Centre, 71-73 Elm 

Road, Leigh-on-Sea commencing at 7.30pm. 
 

AGENDA 

1. CHAIRMAN’S OPENING REMARKS 

2. APOLOGIES FOR ABSENCE 
 
3. DECLARATION OF MEMBERS’ INTERESTS 

 
4. APPROVAL OF THE MINUTES OF THE MEETINGS OF 5

th
 & 13

th
 May 2015 

 
 

POLICY 
 

5. DRAFT PRESS & MEDIA POLICY (Appendix 1) DECISION ITEM 

The Draft Policy was deferred at the Annual Council meeting 13
th
 May 2015 and is presented to the 

Committee for approval and recommendation to Council. 

6. ITEMS FROM ENVIRONMENT AND LEISURE MEETING 11
th
 JUNE 2015 DECISION ITEM 

Minute 15 – ABOLITION OF ENVIRONMENT & LEISURE SUB-COMMITTEES AND REPLACEMENT 
WITH POLICY DEVELOPMENT OR TASK AND FINISH GROUPS 

iii. The Committee RECOMMENDED to P&RC that Standing Order 5 be amended to add the clause: 
the views of PDGs and T&FGs will be used to inform the decisions of committees and officers with 
delegated authority.  That, for clarity, these are discussion groups not decision making committees 
and attendance is restricted to Councillors, co-opted members  and invited members of the public 
unless otherwise designated.  Only appointed members of the Group will be able to vote. 

iv. Changes to TR11 Policy Development Groups & Task & Finish Groups (PDGs & T&FG) 

The Committee RECOMMENDED to P&RC that paragraph 1 in the Terms of Reference be replaced 
with the following: 

PDGs and T&FGs will be chaired by the Chairman of the parent Committee and will discuss and 
recommend policy to the parent Committee as appropriate. Where any urgent action is required the 
delegated Officer can take any measures deemed essential, where there is no consensus the 
proposed action must be referred to the parent Committee for resolution. 

The Committee is requested to approve the recommendations for onward transmission to Council. The 
Committee is also requested to confirm that PDG membership is the membership of the parent 
Committee. 
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7. DRAFT STAFF HANDBOOK – (Appendix 2) DECISION ITEM 

This handbook was adopted by Council in December 2014 with the proviso that the content is checked 
for legislative changes by Vine HR. This process has now been completed and the Handbook is 
presented to the Committee for sign off. Members should note that some policies within the document 
will supersede present stand-alone policies (Grievance & Disciplinary Policy, Maternity Policy). A 
consultation period will be undertaken with staff in July with implementation in August. 

8. RECRUITMENT POLICY – Report 2532/PSC (Appendix 3) DECISION ITEM 

The Committee is requested to consider and recommend the policy for adoption by Council. 

9. POLICY AND RESOURCES BUDGET (Information Report for noting) 
 

Policy & Resources Budget Report 2528/GP as at 24
th
 June 2015 (Appendix 4) 

 
 

RESOURCES 
 

10. REFERENCES FROM OTHER COMMITTEES 

There are none 

11. OFFICE AND COMMITTEE BUDGETS (Information Reports for noting) 
 

 Office Budget Report 2529/PR as at 24
th
 June 2015 (Appendix 5) 

 Committee Income and Expenditure Report 2527/PR as at 24
th
 June 2015 (Appendix 6) 

12. QUARTERLY FINANCE CHECK (Cllr Jane Ward) (Information Report for noting) 

“On 5th June 2015 I examined the documents, together with the cheque book counterfoils, in respect of 
all cheque payments made during the month of March 2015. I found one instance where a second initial 
of an authorised councillor was missing. This has subsequently been rectified. 

I examined the petty cash payments made during the month of February 2015, finding the relevant 
documentation to be in order. Checking through the other payments I also found one other disparity 
between payment and invoice amount of £2 variance and advised the Finance Officer accordingly.” 

13. APPOINTMENT OF COUNCILLOR AUDITOR (FINANCIAL REGULATIONS) DECISION ITEM 

The Committee is requested to appoint a Councillor to undertake the work and check reconciliations on 
a quarterly basis (independent from the Chairman and Vice Chairman of Committee) 

14. CONFIRMATION OF APPOINTMENT OF INTERNAL AUDITOR AND SCHEME OF WORK DECISION 
ITEM 

It is proposed that Auditing Solutions be re-appointed for the year 2015/16 and that the scope of work 
set out in Report 2531 (Appendix 7) be approved. 

15. TO NOTE INCOME AND APPROVE EXPENDITURE SINCE THE LAST MEETING 
   
 See report 2530/I&E (Appendix 8) The Committee is asked to note the income and recommend the 

expenditure to Council. 

16. BANK ACCOUNT BALANCES as at 24
th
 June 2015 

 
CCLA A/c      £ 261,456.17 
HSBC BMM A/c     £ 130,909.17 
HSBC Current A/c      £   16,376.35  
HSBC Payroll A/c     £   19,664.43   
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 HSBC Imprest A/c     £        871.50 
 
17. TO APPROVE THE TRANSFER OF £50,000 from the BMM A/c to the CCLA Investment A/c DECISION 

ITEM 

18. MOTION TO EXCLUDE PUBLIC – The Public Bodies (Admission to Meetings) Act 1960 
 

That in view of the confidential nature of the business to be transacted the public and press be excluded 
and instructed to withdraw (SOs. 3(d) and 24(a) - (staffing) 
 
Start of confidential business 
 

19. TO RATIFY CONTRACTURAL STAFF SALARY INCREMENTS 2015/16 (Confidential Appendix 1) 

20. TO CONFIRM APPOINTMENT OF COMMUNITY CENTRE ADMINISTRATOR AND PART-TIME 
JANITOR (Confidential Appendix 1) 
 
End of confidential business 
 
 

    
 

Paul Beckerson 
Town Clerk 

25
th
 June 2015 

Please Note: Any member who is unable to attend the meeting should send their apologies before 
the meeting.  
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Report 2526/TC 

 

DRAFT PRESS & MEDIA POLICY 
 
1 INTRODUCTION 
 
1.1 The purpose of this policy is to define the roles and responsibilities within Leigh-on-Sea Town Council 

(known as “the Council”) for working with the press and media (known as “the media”) and deals with 
the day-to-day relationship between the Council and the media.  

 
1.2 It is not the intention of this policy to curb freedom of speech or to enforce strict rules and regulations. 

Rather, the intention is to establish a framework for achieving an effective working relationship with the 
media. The Council welcomes the opportunity to talk to the media and, through them, to debate issues 
in the public arena. 

 
2 KEYS AIMS 
 
2.1  The Council is accountable to the local community for its actions and this can only be achieved through 

effective two-way communication. The media – press, radio, TV, internet – are crucially important in 
conveying information to the community so the Council must maintain positive, constructive media 
relations and work with them to increase public awareness of the services and facilities provided by the 
Council and to explain the reasons for particular policies and priorities. 

2.2  The media itself has a vital role to play on behalf of the local community in holding the Council to 
account for its policies and actions. It is important that they have access to Officers and Members and to 
background information to assist them in this role.  To balance this, the Council will defend itself from 
any unfounded criticism and will ensure that the public are properly informed of all the relevant facts 
using other channels of communication if necessary.  

 
3 THE LEGAL FRAMEWORK 

3.1  The law governing communications in local authorities can be found in the Local Government Acts 1986 
and 1988. The Council must also have regard to the Government’s Code of Recommended Practice on 
Local Authority Publicity. Some aspects of the Code are relevant to this policy:- 

• “Any publicity describing the Council’s policies and aims [and the provision of services] should be as 
objective as possible, concentrating on facts or explanation or both.” 

• “Publicity touching on issues that are controversial, or on which there are arguments for and against 
the views or policies of the Council should be handled with particular care. Issues must be presented 
clearly, fairly and as simply as possible, although councils should not oversimplify facts, issues or 
arguments.”  

• “Publicity should not attack, nor appear to undermine, generally accepted moral standards.” 

• “Local authorities should not use public funds to mount publicity campaigns whose primary purpose is 
to persuade the public to hold a particular view on a question of policy.” 
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3.2  In particular, Officers and Members should always have due regard for the long-term reputation of the 
Council in all their dealings with the media. 

 
3.3  Confidential documents, exempt Minutes, reports, papers and private correspondence should not be 

leaked to the media. If such leaks do occur, an investigation will take place to establish who was 
responsible and take appropriate action in accordance with the Standing Orders and Code of Conduct 
adopted by the Council.  

3.4  When the media wish to discuss an issue that is, or is likely to be, subject to legal proceedings then 
advice should be taken from the Council’s solicitor before any response is made. 

3.5  There are a number of personal privacy issues for Officers and Members that must be handled carefully 
and sensitively in accordance with the Council’s policies on Freedom of Information and Data 
Protection. These issues include the release of personal information, such as home address and 
telephone number (although Member contact details are in the public domain), disciplinary procedures 
and long-term sickness absences that are affecting service provision. In all these and similar situations, 
advice must be taken from the Town Clerk before any response is made to the media. 

 
4 CONTACT WITH THE MEDIA 

4.1  When responding to approaches from the media, the Chairman of the Council or Chairman of the 
relevant Committee should be the authorised contact with the media in consultation with the Town 
Clerk.  

4.2  Statements made must reflect the Council’s opinion/decision and should be checked for accuracy with 
the Town Clerk or appropriate officer in advance where possible. 

4.3  Other Councillors may talk to the media but must ensure that it is clear that the opinions given were their 
own and not necessarily those of the Council. Members should also ensure that their comments cannot 
be misinterpreted or reflect a position which may compromise their ability to take part in a discussion on 
the subject at a later date. Planning is a particular area where members need to be aware of 
compromising their position for a future application consideration. There is no preclusion to speaking on 
behalf of constituents but members must act with an open mind when reaching decisions on planning 
after hearing all the facts. 

4.4  Caution should be exercised when submitting letters to the editor for publication in newspapers. There 
are occasions when it is appropriate for the Council to submit a letter, for example to explain important 
policies or to correct factual errors in letters submitted by other correspondents. However, such letters 
should be kept brief and balanced in tone and correspondence should not be drawn out over several 
weeks. 

4.5  Letters representing the views of the Council should only be issued by the Town Clerk following 
agreement by the Council or relevant Committee. If individual Members choose to send letters to 
express their own opinions on Council policies, they are strongly advised to check their facts first with 
the Town Clerk. It should always be made absolutely clear whether the views put forward are those of 
the Council or of an individual Member. 

4.6  At all times consideration should be given as to how the correspondence may affect the   reputation of 
the Council. In particular Members should not endorse any particular interest over another and must be 
fair and objective in any references to a third party. 

 
5 ATTENDANCE OF MEDIA AT COUNCIL OR COMMITTEE MEETINGS 

5.1  Agendas and minutes of meetings will be on the Council’s website (excepting confidential items). 

5.2  The Local Government Act 1972 requires that all agendas, reports and minutes are sent to the media on 
request, prior to the meeting. 

5.3 The media are encouraged to attend Council and Committee meetings and seating and workspace will 
be made available.  
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5.4  Filming or taping of Council or Committee is permissible, in accordance with current legislation. 
 
 
6 ELECTIONS 

6.1 The Code of Recommended Practice on Local Authority Publicity contains guidance for providing 
publicity for Members and for publicity around elections. The code makes it clear that Council resources 
should not be used on publicising individual Members unless it is relevant to the particular position they 
hold in the Council. These extracts from the Code illustrate the main points:- 

•  “Publicity about individual councillors may include the contact details, the positions they hold in the 
council (for example, Chairman of a committee), and their responsibilities. Publicity may also 
include information about individual councillors’ proposals, decisions and recommendations only 
where this is relevant to their position and responsibilities within the Council. 
All such publicity should be objective and explanatory, and personalisation of issues or personal 
image making should be avoided.” 

•  “Publicity should not be, or liable to misrepresentation as being, party political. Whilst it may be 
appropriate to describe policies put forward by an individual councillor which are relevant to their 
position and responsibilities within the council, and to put forward their justification in defence of 
them, this should not be done in party political terms, using political slogans, expressly advocating 
policies of those of a particular party or directly attacking policies and opinions of other parties, 
groups or individuals.” 

•  “The period between the notice of an election and the election itself should preclude proactive 
publicity in all its forms of candidates and other politicians involved directly in the election.” 

6.2  In line with practice elsewhere in the country, the Council will not quote any Councillor in a news release 
or involve them in proactive publicity events during the election period, regardless of whether or not they 
are standing for election. The only exception to this (as laid down in the Code of Recommended 
Practice on Local Authority Publicity) is during an emergency or where there is a genuine need for a 
member level response to an important event outside the control of the Council. In this situation, 
Members holding key civic positions should be able to comment. 

 
7 PRESS RELEASES 

7.1 The purpose of a press release is to make the media aware of a potential story, to provide important 
public information or to explain the Council’s position on a particular issue. It is the responsibility of all 
Officers and Members to look for opportunities where the issuing of a press release may be beneficial. 

7.2  Any Officer or Member may draft a press release, however they must all be issued by the Town Clerk 
following agreement by the Council or relevant Committee in order to ensure that the principles outlined 
in section three (Legal Framework) are adhered to, that there is consistency of style across the Council 
and that the use of the press release can be monitored. 

8 NOTICES 

8.1  The Council website will be used to convey information on matters of interest and latest news and will be 
updated regularly by the Town Clerk. 

8.2  The Council notice boards will be used for the advertising of agendas, minutes and other council 
information.  

 
9 URGENT SITUATIONS 

9.1 In the case of an urgent letter or press release being required in advance of a Council or Committee 
meeting, this may be issued by the Town Clerk with the agreement of the Chairman of the Council or 
relevant Committee following circulation of a draft version to other Members for comment. 

9.2  In the case of urgent actions being required in the absence of the Members and Officers with specific 
roles and responsibilities under this policy, the following delegations shall apply: 
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a)  the Vice Chairman of the Council may act in the absence of the Chairman; 

b)  the Vice Chairman of a Committee may act in the absence of the Chairman; 

c) the Town Clerk (or in his absence the delegated Officer) may act in the absence of the Vice 
Chairman of the Council or a Committee Chairman. 
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Introduction 
 

This handbook contains a great deal of helpful information about the Council and staff employment. 

 
So not to make the document extremely onerous, it does not delve too deeply into the ins and outs of each 
topic but, where required, further information can be obtained on any specific subject from the Town Clerk.  It 
does however aim to provide an overview of the Council’s principles, protocol, standards, rules and 
regulations. 

 
Leigh-on-Sea Town Council needs its employees to be enthusiastic and competent in their various roles and 
seeks to ensure all staff are able to play their part to the best of their ability, through development, training, 
competence and mentoring. 

 
As a result employees can fully contribute to the delivery and management of services in the town of Leigh-
on-Sea. 

 
All staff will undertake a short induction programme at the commencement of their employment which will 
cover key points contained within this document, along with other information relevant to the role and the 
operation of the Council. The induction and this handbook seek to ensure that new staff have the opportunity 
to understand their duties and responsibilities enabling them to settle into their jobs quickly and comfortably. 

 
For existing staff, this handbook should also be kept handy as a point of reference and for further information 
purposes. 

 
This handbook should also be read in conjunction with an individual’s Contract of Employment and the other 
associated Council policies. 



Staff Handbook 
Page 16 

 
 

Policy and Resources Committee 30
th
 June 2015 – Appendix 2 

 

 

1. Probationary Period 
 
New staff join the Council on an initial probationary period of 6 months. This does not prejudice the Council’s 
right to dismiss, in accordance with the clause contained in the Contract of Employment, or matters arising from 
issues of discipline. 

 
During the probationary period, work performance and general suitability is assessed and, if satisfactory, 
employment with the Council will continue. 

 
If work performance is not up to the required standard, or it is felt insufficient time has been available for the 
employee to demonstrate the required standard, the position is reviewed and there is the possibility of extending 
the probationary period with a further review, or to terminate the employment. 

 
At the end of the probationary period or the extended period of up to 12 months, if performance is satisfactory, 
employees will become a member of permanent staff. 

 

2. General Employment Policy 

 
The Council seeks to act as a responsible employer ensuring good personnel practices and compliance in all 
respects with employment law and other legislation applying at the time. In doing so it will refer to National Local 
Authority and Public Sector Organisations typical practice. Terms and conditions will be kept under review and 
National Agreements honoured. 

 
Leigh-on-Sea Town Council's Employment Policy is geared to encourage and reward dedicated staff who take a 
professional attitude to work. The Council seeks to offer a stable and constructive working environment for staff 
who are prepared to work in partnership to meet the Council's aim of giving high quality service to the people of 
Leigh-on-Sea. 
 
This handbook provides details of the Council's personnel policies and procedures and how they will be 
implemented. It is for use by all staff and the Council and its Committees in making decisions with respect to 
personnel matters. All day to day staff management decisions on personnel matters are delegated to the Town 
Clerk. Day to day matters relating to the Town Clerk will be dealt with by the Chairman of the Council on the 
Council's behalf. 
Procedures in law also exist for the review of problem cases for all staff by the Council and its committees. 
These procedures are detailed within this handbook. 

 
The Handbook is supplementary to the Contract of Employment. That Contract, in conjunction with the job 
description, indicates the specific provisions relating to each post. 
 
 

3. National Agreement on Pay and Conditions of Service 
 
The 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). 
This is agreed after reference to the Joint Council for Local Government Services agreement. 
 

A National Agreement on Pay and Conditions of Service (The Green Book) has been  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 Council will implement them. 

 

4. Salary 

 

4.1 Structure 
This is based on the externally evaluated and benchmarked agreement for Local Authorities, the National Joint 
Council (NJC) sets the pay scales and allowances and this is published to all councils annually. It is jointly 
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agreed with the National Association of Local Councils NALC and the Society of Local Council Clerks SLCC who 
subsequently make recommendations on scale point ranges. 

 

4.2 Salary Settlements 
The Council undertakes to implement the agreements above. Any changes agreed are usually, although not 
exclusively, implemented from the 1st April of each year. 

 
Salary is paid in equal instalments by bank credit transfer (BACS) on the 24

th
 of each month or on the nearest 

working day to that date, with pay being paid up to and including the end of the month. 
 
Under the Employment Rights Act 1996 all staff will receive a pay slip showing how the total amount of salary 
has been calculated. It must show all the deductions made and the reasons for them e.g. Income Tax, National 
Insurance Contributions etc. Any queries on this matter should be raised initially with the Council’s Finance 
Administrator. 

 

4.3 Incremental Progression 
Employees should progress automatically up the salary scale to the top of their designated grade 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. 

 
. Accelerated increments within the grade of the post may be given on the grounds of exceptional merit or ability. 
 

4.4 Overtime and Time Off In Lieu 

Overtime is not generally paid unless specified in the Contract of Employment. Occasional overtime may be 
required and needs to be agreed in advance with the relevant Line Manager. 

 
Staff who are on fixed hours will be expected to take time off in lieu (TOIL) for occasional overtime requests as 
part of the flexible working approach required of all employees. TOIL 
 

should also be taken if there is a requirement to work on a weekend or statutory Bank Holiday. 

 

4.5 Flexible Working 

 

4.5.1 Introduction 
The Employment Act 2002 introduced the right for certain employees to request flexible working arrangements to 
allow them to care for a child. The Work and Families Act 2006 extended the right to request flexible working to 
employees who are carers of certain adults. 

 
As a good employer, Leigh-on-Sea Town Council has always had a positive view of flexible working and has 
offered part-time working and flexible working hours for some time. This statement sets out the framework in 
which variable working will be managed within the Council. 

 

4.5.2 Eligibility 

The right to request flexible working is available to employees who have a minimum of 26 weeks’ continuous 
service. 

 
Only one flexible working request can be made within a twelve month period. 
The legislation does not provide an automatic right to flexible working. There is an emphasis on the importance 
of both the employee and the employer considering the terms of the request and attempting to reach an outcome 
that suits both parties. The employee has a responsibility to think carefully about their desired working pattern 
when making an application and the Town Clerk is required to follow a specific procedure to ensure requests 
are considered objectively. 

 

4.5.3 What is Flexible Working? 
Flexible working can mean a change to the number of hours you work, the times you work or your place of work. 
 

Some examples of flexible working are: 

 Part-time working; 

 Job share; 
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 Flexible working hours (the Council has a detailed policy); 

 School Term time; or 

 Occasional working from home 

 

4.5.4 How to apply 
Anyone considering flexible working must first discuss with their manager the reasons for the request to change 
their working pattern. A formal application must be made in writing to your Line Manager. It should set out 
clearly: 

 The desired change in working pattern; 

 How it will impact upon the work of the Council; 

 How you will manage your work to ensure there is no loss in efficiency; 

 The impact of the change of your work pattern on your colleagues; 

 How any potential problems will be overcome; and 

 When you wish to start the new way of working 

 A statement that it is a statutory request 

 The date of any previous request for flexible working 

 Whether the employee is making the request as a reasonable adjustment under the Equality Act 
2010 

 
All applications will be considered fully. The Line Manager will meet with the employee to discuss the application 
usually within 28 working days, unless agreement to the contrary is made in writing.  
 
There is no statutory right to be accompanied at any meetings concerning a flexible working request.  However, 
an employee who wishes to be accompanied to the meeting can ask a work colleague to be their companion. 

 

4.5.5 Who makes the decision? 
The Town Clerk will consider all applications and consult the appropriate manager as required. He will notify the 
employee of the decision usually within 14 days of the meeting. If an application is refused, the individual will be 
notified in writing with reasons why the request cannot be accommodated at this time. 

 
The consideration of any request will take into account the following business and operational reasons: 
 

 Additional burden of costs; 

 Detrimental effect on the Council’s ability to meet customer demand; 

 Inability to reorganise work among existing  staff; 

 The inability to recruit additional staff 

 Detrimental effect on quality  

 Detrimental effect on  performance; 

 Insufficient work available during the periods the employee proposes to work; or 

 The proposal does not fit in with planned structural changes. 
 
If an application is refused in accordance with one or more of the reasons above, a further application cannot be 
made within 12 months. 
 
If the Council determines that a period to review the flexible working arrangement is needed then an extension to 
the timescale to agree the request will be sought from the employee.  This will enable the changes requested to 
be tried. A decision will be made by the Council following the agreed extension to the request and this will be 
notified to the employee following a review meeting.  
 
Employees wanting a temporary change in their working hours should make the request informally and not 
through the Regulations. 

 

4.5.6 Right of Appeal 
There is a right of appeal, which must be submitted in writing within 14 working days. The Personnel Sub-
Committee will determine the appeal and notify the employee of their decision in writing within 14 days. 
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Reimbursable Expenses 
Where an employee is required to travel as a requirement of their job, the Council will reimburse actual expense 
on public transport or taxis (when essential) and reasonable subsistence incurred in accordance with the NJC 
Car Allowances which from 1

st
 April 2014 are the HMRC approved mileage rates. Usual home to work mileage 

should be deducted from any mileage claims made and any claims should be accompanied by a VAT fuel 
receipt. It should be noted that the practice of claiming subsistence is regarded as being the exception rather 
than the rule. Payments for subsistence will be paid at the discretion of the Council subject to validity, 
recommended allowances and a receipt being produced. 

 

4.6 Sole Employment / Declaration of Other Employment 
Whilst the Council would prefer that employees are exclusively employed by the Council, it does realise that such 
an exclusive contract may not be possible. 

 
In circumstances where staff have other employment, it is a condition of the Contract of Employment that the 
Council is informed of the essential details of such alternative employment in order to ensure that no tax or 
insurance liabilities will accrue to the Council. The Council does however, reserve the right to require that any 
other employment that is undertaken does not conflict with the role or standards required to be undertaken or 
met in the role as an Officer of the Council. 

 
Employees must not accept any other work or conduct any other business which is similar to or in competition 
with the business of the Council or could give rise to a conflict of interest, unless you have been given prior 
written consent by the Council. 

 

5. Benefits 

 

5.1 Pension Arrangements 
Staff are automatically admitted (unless they choose to opt out) to the Local Government Pension Scheme 
(2014) operated by Essex County Council. which provides an attractive range of guaranteed benefits. The 
benefits are inflation proofed. The benefit includes provision of premature retirement in special circumstances 
such as ill health, life cover and dependents pensions. To receive a refund of contributions staff must opt out 
within 2 years of the date of first joining the pension scheme including any transferred in service. It should be 
noted that staff cannot continue a Contracted Out personal pension plan as well as membership of the Local 
Government Scheme. 

 
Scheme members contribute a percentage of salary (depending on grade) and the Council also contributes at 
the rate determined by the scheme management. 

 
Members may receive a lump sum (tax free under current legislation) and a standard pension on retirement. 
Both of these are based on the employee's length of membership  in the pension scheme and their pensionable 
earnings. Scheme members may be able to top up their benefits, subject to Inland Revenue Regulations, by 
purchasing added years or making Additional Voluntary Contributions. 
 
Comprehensive information on all pension benefits can be obtained from the Essex Pension Fund. 
 

5.2 Death in Service 
The Council should be notified of the name of a nominated next-of-kin. In the event of death in service any 
salary or benefits other expenses due to a member of staff will be paid to the person nominated.  This decision is 
at the absolute discretion of the Council. 
 
Employees who are members of the LGPS may complete a death grant expression of wish form and return to the 
Essex Pension Fund. 

 

5.3 Annual Leave 
The Council takes a positive view on work/life balance issues and believes that employees should take 
responsibility for regularly taking annual leave to ensure their own health, safety, and wellbeing in accordance 
with the Working Time Directive. 

 
Annual leave must only be taken with Line Manager approval. Employees must give as much notice as possible 
when requesting annual leave. Such notice should be at least twice the number of days' leave that the employee 
wishes to take as annual leave. 
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The annual leave year runs from 1 April to 31 March. 

 
The minimum paid annual leave entitlement is 21 days, rising to 25 days after five years’ continuous local 
government service. Employees are also entitled to two extra statutory holidays per year; the timing of these will 
be decided by the Council. Those employed part- time will be entitled to leave on a pro-rata basis. 

 
Employees who join and/or leave the Council during the annual leave year will receive a holiday entitlement 
proportionate to their completed service during the leave year. 

 
In the event of the employee leaving the Council, payment for any leave which has been taken in excess of their 
accrued part year entitlement will be deducted from the final wage payment. 
 
 

5.3.1 Bank/Public Holidays 

All employees are entitled to paid bank/public holiday leave. The Council recognises eight bank holidays during 
the year, although the dates of these may vary from year to year. Where the employee is required to work on a 
bank/public holiday time off lieu will be given as an alternative. 

 
Part-time employees have a pro rata entitlement to bank/public holiday leave. This is calculated with reference 
to the annual entitlement of a full-time employee. 

 

5.3.2 Carry Over of Annual Leave 
All annual leave should be taken in the leave year during which it is accrued.  In exceptional circumstances, a 
maximum of five days’ leave can be carried over into the next leave year with the written permission of the Town 
Clerk and any such leave must be taken by the end of May following the usual Council approval process. 

 

5.3.3 Compassionate Leave With Pay 
Up to 3 days’ compassionate leave with pay can be granted in order to help the employee to cope with the death 
or serious illness of a member of their immediate family. This includes: 

 Husband, wife, or partner; 

 Mother or father; 

 Child, including any adopted child; and 

 Sister or brother 

 
A further day may be granted for attending a funeral. 

 

All applications for Compassionate Leave must be made to the Town Clerk for  determination. 

 
In exceptional circumstances, the Town Clerk will consider granting a maximum of a further seven days’ 
compassionate leave in any one year. 

 

5.3.4 Public Duties 
Up to 5 days’ leave with pay per year may be given with the permission of the Town Clerk for serving on public 
bodies or undertaking public duties, e.g. magistrate’s service, school governing bodies, and political 
appointments for those employees whose posts are not politically restricted. 

 
Where an allowance is claimable for loss of earnings, employees should claim and pay the allowance to the 
Council. 

 

5.3.5 Jury Service 
Paid leave of absence will be granted for employees undertaking jury service. Where an allowance is claimable 
for loss of earnings, the employee should claim this and pay the allowance to the Council. 

 

5.3.6 Additional Leave 
Additional leave without pay may be granted in special circumstances at the discretion of the Town Clerk. 

 

5.4 Parental Leave 
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The Parental Leave regulations came into force as part of the Employment Relations Act 1999 and with 
subsequent amendments. They apply to all parents and those people with parental responsibilities, including 
adoptive parents and allow for them to take up to 18 weeks’ unpaid leave. 

 

 

5.4.1 Eligibility 
The right to take up to 18 weeks’ unpaid leave  is subject to the following conditions: 

 The rights are acquired after one year’s continuous local government service and apply to both 
mothers and fathers and individuals with parental responsibility 

 Both parents/employees with parental responsibility are entitled to take 18 weeks’ parental leave 

for each child.  

 A ‘week’ equals the length of time an employee normally works over 7 days. 

 The leave can only be taken in blocks of one week or more, up to a maximum of four weeks in one 
year, except where the child is disabled, in which case it may be taken one day at a time. 

 The employee is obliged to give his or her manager at least 21 days’ notice in writing to take 
unpaid leave. 

 The manager may postpone the leave for a maximum of 6 months if there are sound business 
reasons for doing so. The manager should seek agreement with the employee over mutually 
acceptable arrangements to take the time off requested and confirm the outcome in writing within 7 
days of the request. 

 However leave also can’t be postponed (delayed) if: 

 it’s being taken by the father or partner immediately after the birth or adoption of a child 

 it means an employee would no longer qualify for parental leave, e.g. postponing it until after 
the child’s 18th birthday 

 Managers should keep a record of leave taken under this entitlement, so that it is clear when the 
entitlement is exhausted. 

 All terms and conditions of service, with the exception of pay, remain in force during the period of 
leave. 

 Employees have the right to return to their job in the same way as provided to those returning from 
maternity leave. 

 Time taken as parental leave counts as continuous service. 

 If an employee falls ill during parental leave, the absence will be treated as sick leave for those 
periods covered by a doctor’s certificate. 

 

5.4.2 Time Off For Dependants 
Under the Employment Rights Act 1996, all employees (regardless of their length of service) have the right to 
take a reasonable amount of unpaid time off work without notice in order to deal with particular unexpected 
emergencies affecting their dependants. 

 

A dependant is: 

 A spouse; 

 A civil partner; 

 A child; 

 A parent; 

 A person who lives with the employee other than as his or her employee, tenant, lodger, or 
boarder; 

 Any other person who would reasonably rely on the employee for assistance if he or she fell ill or 
was injured or assaulted, or who would rely on the employee to make arrangements for the 
provision of care in the event of illness or injury; or 

 In relation to the disruption or termination of care for a dependant or any other person who 
reasonably relies on the employee to make arrangements for the provision of care. 

 

Under this provision, an employee is entitled to take time off work: 

 Where a dependant falls ill, gives birth, or is injured or assaulted; 

 To provide assistance following the death of a dependant; 

http://www.emplaw.co.uk/load/4frame/era96/era96index.htm
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 Where there has been an unexpected disruption to, or termination of, the arrangements for the 
care of a dependant; and 

 To deal with an emergency relating to a child of the employee that occurs unexpectedly at the 
child's school. 

 
However the employee can’t have time off if they knew about a situation beforehand. For example they wouldn’t 
be covered if they wanted to take their child to hospital for an appointment. An employee might get parental 
leave instead. 
 
Although there is no requirement to give notice the employee must, as soon as possible, tell their Line Manager 
the reason for their absence and how long they expect to be away from work. 

 

5.4.3 Implications of Unpaid Leave for Local Government Pensionable Service 

If employees are granted unpaid leave of absence or leave on reduced pay (including parental leave) the period 
will not count for pension purposes unless you elect to pay Additional Pension Contributions (APCs) to purchase 
he amount of pension lost during that period of absence.  The amount of pension lost is calculated as the 
appropriate fraction of the employees assumed pensionable pay for that period of absence. 
If the employee wishes to purchase the amount of lost pension and make the election within 30 days of returning 
to work then the cost of the APC is split between the employee and the the Council. The employee pays one- 
third of the cost and the employer will pay the rest.  This is known as a Shared Cost Additional Pension 
Contributions (SCAPC).  The employee can pay these additional contributions in a one-off lump sum or through 
regular payments from salary.  The maximum period of absence an employee can elect to buy back by a SCPAC 
is a period of 3 years. 

 
If the request is received after 30 days the period of absence will count towards pension membership if the 
employee opts for it to do so and pays both the employee and employer pension contributions.   
 
For further guidance please refer to the Essex Pension Fund: 
http://www.essexpensionfund.co.uk/Pages/Welcome.aspx 
 

5.5 Maternity / Paternity / Adoption Leave 
Leigh-on-Sea Town Council recognises and abides by the current legislation regarding Maternity, Paternity, 
Adoption and Parental leave. In the event that an eligible employee is seeking to take any of the 
aforementioned leave they should, at the earliest opportunity, discuss their plans with the Town Clerk who can 
further advise on leave entitlements, pay rates and the legislation which is current at the time. 

 

5.5.1 Maternity Leave 

The following definitions are used in this policy: 

 "Expected week of childbirth" (EWC) means the week, starting on a Sunday, during which the 
employee's doctor or midwife expects her to give birth; and 

 "Qualifying week" means the fifteenth week before the expected week of childbirth 

 

5.5.2 To Whom This Policy Applies 
Maternity leave shall apply to all pregnant employees regardless of the number of hours worked per week or 
their length of service: 
 
26 weeks ordinary maternity leave (OML) 
A further 26 weeks additional maternity leave (AML) 
 

5.5.3 Notification Requirements 
An employee shall notify the Town Clerk that she is pregnant as soon as is reasonably practicable. 
 

An employee should confirm when they want to start maternity leave no later than the end of the 15
th
 week 

before the expected week of childbirth.  The start date of the employee’s maternity leave must not be 
earlier than the beginning of the 11

th
 week before the expected week of childbirth.  The employee should 

provide the original MATB1 or Medical Certificate to the Town Clerk.   
 
An employee can change her notified start date as long as she gives 28 days’ notice or as soon as is reasonably 
practical. 

 

https://www.gov.uk/parental-leave
https://www.gov.uk/parental-leave
http://www.essexpensionfund.co.uk/Pages/Welcome.aspx
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5.5.4 Health and Safety 
On receipt of  notification from an employee that she is pregnant, the Town Clerk should carry out a risk 
assessment. The employee and relevant manager should be fully informed of any risks identified. The manager 
and employee have an on-going responsibility to monitor any potential risks that may be present. 
 

5.5.5 Ante-Natal Care 
Any pregnant employee has the right to paid time off to attend ante-natal appointments and must produce 
evidence of appointments if requested to do so. Wherever possible these should be arranged outside of core 
time. 

 

5.5.6 Ordinary and Additional Maternity Leave 
All women, regardless of their length of service, are entitled to 26 weeks’ ordinary maternity leave (OML) and 26 
weeks’ additional maternity leave (AML) providing a right to one year’s maternity leave in total. 

 
Maternity leave shall commence no earlier than 11 weeks before the EWC or from the time of childbirth if that is 
earlier. From the beginning of the fourth week before the EWC, a woman’s maternity leave is triggered if she is 
absent because of her pregnancy, e.g. due to a pregnancy-related illness. 
 
An employee must take leave for the two weeks after the baby is born. 

 

5.5.7 Maternity Pay 

 
Less Than One Year’s Continuous Service 

Payments for employees who have less than 1 year’s continuous local government service at the beginning of 
the eleventh week before the EWC shall be the employee’s entitlement to Statutory Maternity Pay (SMP) or 
Maternity Allowance (MA). In order to qualify for SMP, an employee must have at least 26 weeks’ service with 
the Council by the end of the fifteenth week before the EWC, have met the notification requirements and meet 
the minimum earning threshold  The notification requirement for SMP is 28 days’ notice in writing and 
confirmation of the pregnancy 

 
The payment of SMP is for 39 weeks. 
 
If the employee is not eligible for SMP, the Council will give the employee form SMP1 explaining why they can’t 
get SMP within 7 days of making their decision. The employee could get Maternity Allowance instead. 
 
Details of the current rates of Statutory Maternity Pay and Maternity Allowance may be found on the 
government’s website www.gov.uk 

 

5.5.8 More Than One Year’s Continuous Service 
Payments for employees who have completed 1 year’s continuous local government service at the 11th week 
before the EWC shall be as follows: 

 
First six weeks of absence: 
The employee will be entitled to 90% of average weekly earnings. This will be offset against payments made by 
way of SMP (or Maternity Allowance [MA] for employees not eligible for SMP). This means that any SMP or MA 
payments will not be paid in addition to the nine- tenths of a week’s pay; instead the higher of these amounts will 
be paid. 

 
Weeks 7 – 18 of absence: 
An employee who declares in writing that she intends to return to work will for the subsequent 12 weeks’ 
absence receive half a week’s pay. She will also receive SMP, if eligible to do so, and the only reason that any 
deduction will be made is if the combined pay and SMP (or MA and any dependant’s allowances if the employee 
is not eligible for SMP) exceeds her contractual full pay. 

 
As an alternative to the twelve weeks’ half pay the equivalent amount (i.e. 6 weeks’ pay) may be paid over any 
other mutually agreed distribution. 

 

The twelve weeks’ half pay (or equivalent payment) made by the Council during maternity leave is made on the 
understanding that the employee will return to local authority employment for a period of at least three months 
following the end of her maternity leave.  In the event that she does not do so, she will be required to refund the 

https://www.gov.uk/maternity-allowance
http://www.gov.uk/
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monies paid. This may be varied at the discretion of the Council if there is good reason to do so. Payments 
made to the employee by way of SMP are not refundable. 

 
Weeks 19 - 39 
For the remainder of the maternity leave period the employee will receive their entitlement to lower rate SMP 
(which currently ends after 39 weeks in total), where eligible.  
 
Weeks 40 – 52 
Once the SMP payments have ended any remaining maternity period will be unpaid. 

 
For employees not intending to return to work, payments during their maternity leave period following 
the first 6 weeks of higher rate SMP will only be their entitlement to lower rate SMP (currently ending after 
week 39), where eligible. 

 

5.5.9 Pension 
 
During any period of relevant child related leave the pensionable pay figure used to work out the employee’s 
pension is the employee’s assumed pensionable pay. Using assumed pensionable pay, rather than the amount 
of pensionable pay the employee actually receives when on relevant child related leave, means that the 
employee will continue to build up a pension as if the employee were working normally and receiving pay.  
 
The employee will continue to pay basic LGPS contributions on any pay that is receives while   off on relevant 
child related leave.  
 
However, any period of unpaid additional maternity, paternity or adoption leave will not count for pension 
purposes unless the employee elects to pay Additional Pension Contributions (APCs) to purchase the amount of 
pension lost during that period of unpaid absence. The amount of pension lost is calculated as the appropriate 
fraction of the employee’s assumed pensionable pay for that period of absence (i.e. 1/49th of assumed 
pensionable pay if the employee were in the main section of the scheme or 1/98th if the employee were in the 
50/50 section). If the employee wishes to purchase the amount of lost pension and make the election within 30 
days of returning to work then the cost of the APC is split between the employee and the Council. The employee 
will pay one-third of the cost and the Council will pay the rest. This is known as a Shared Cost Additional Pension 
Contract (SCAPC). The employee can pay these additional contributions in a one-off lump sum or through 
regular payments from the employee’s wages. The maximum period of absence the employee can elect to buy 
back by a SCAPC is a period of 3 years.  
 
If the request is received after 30 days of returning to work, the period of absence will count towards pension 
membership if the employee opts for it to do so and pays both the employee and employer pension contributions. 
 
If the employee has Keep in Touch (KIT) day(s) during a period of unpaid additional maternity, paternity or 
adoption leave the employee will build up a pension (based on the section of the scheme you are in) for the 
day(s) the employee is paid.  
 
You can contact Essex Pension Fund for further information on paying Additional Pension Contributions.  

 

5.5.10 Continuous Service 
The period of Ordinary Maternity Leave (OML) and Additional Maternity Leave (AML) will count as continuous 
service for statutory and contractual purposes. 

5.5.11 Leave during Maternity Leave Annual Leave 
Paragraph 11.8(b) of Part Two of the Green Book provides that annual leave continues to accrue during both 
ordinary and additional maternity leave. 
 

Bank/Public Holidays 
Bank/public holidays accrue during ordinary maternity leave and additional maternity leave. 

 
Carry Forward of Annual Leave 

Where a woman’s maternity leave spans one leave year to the next, with the permission of the Town Clerk, she 
can carry over more than 5 days annual leave, but this must be taken by 31 May of the following leave year. 

 
Treatment of Leave Where a Woman Changes Her Hours after Maternity Leave 
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If a woman changes her hours after taking maternity leave, all leave accrued up to the agreed date when her 
hours change is calculated based on her original hours and any leave accrued subsequently is calculated on her 
new hours. 

 
For an example of calculating this, see Appendix 1. 

5.5.12 Returning To Work Notification requirements 

Managers must assume that an employee will return after 52 weeks. An employee need only notify her 
employer that she is returning to work if she is going to do so before the end of her maternity leave. Otherwise, 
the employee simply returns at the end of her maternity leave. However, as the return to work impacts on the 
half pay element of the Green Book maternity pay, a manager can ask the employee to inform them if they intend 
to return to work. Please note that an employee can change their mind up to the point when they actually give 
notice and resign. If an employee can let their manager know when they are likely to return as soon as possible 
that would be appreciated. 

 
Early return 
If an employee wishes to return early or on a different date than they had previously notified, they must give 8 
weeks’ notice. 
 
Keeping In Touch 

A woman can do 10 days’ work during her maternity leave, in agreement with her manager, without bringing her 
maternity leave to an end. Working for part of a day will count as one day. A woman will not lose any SMP 
(Statutory Maternity Pay) for working up to 10 days. 

 
Work is defined as any work done under the contract of employment and may include training or any activity 
undertaken for the purposes of keeping in touch with the workplace. 

 
Managers need to ensure that they keep in touch with their employees whilst they are on maternity leave. If you 
do not wish to be contacted, please notify your manager. 
Newsletters and any other relevant correspondence will be sent to all employees whilst they are on maternity 
leave. 
 

5.6 Paternity Leave 
 

5.6.1 To Whom This Policy Applies 
An employee has a statutory entitlement to take paternity leave for the purpose of caring for a child or supporting 
the child’s mother in the first few weeks following the birth. 
 

5.6.2 Ordinary Paternity Leave (OPL) and Maternity Support Leave (MSL) 
 

Eligibility Criteria 

To qualify for paternity leave the employee must satisfy the following. They must: 

 Have or expect to have responsibility for the upbringing of the child; and 

 Have 26 weeks’ continuous service with the Council by the end of the fifteenth week before the 
expected week of childbirth (EWC) or the end of the week in which the child’s adopter is notified of 
being matched with the child. 

 are the biological father of the child or the mother's husband or partner (including same sex 
relationships) 

 give the correct notice. 
 

 
Paternity leave is also available to adoptive parents where a child is matched or newly placed with them for 
adoption. Either adoptive parent may take paternity leave where the other adoptive parent has qualified and 
elected to take adoption leave. 

 
Ordinary Paternity Leave (OPL) 

An employee who meets the qualifying criteria is entitled to two weeks’ Ordinary Paternity Leave. 
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An employee can take either one week or two consecutive weeks’ Ordinary Paternity Leave, paid at the current 
Statutory Paternity Pay (SPP) rate. It must be taken within 56 days after the child is born or adopted. Employees 
must take this leave in full weeks, i.e. either one or two weeks’ leave. 

 
Maternity Support Leave (MSL) 

Paragraph 7.6 of Part Two of the Green Book provides a right to Maternity Support Leave (MSL) of one week.  
This is provided for the child’s father, or the partner or nominated carer of an expectant mother at or around the 
time of birth. There is no qualifying service requirement for this right. 
 
Maternity Support Leave replaces one week of Statutory Paternity Leave; during this time any SPP is topped up 
to full pay. Therefore an employee who would otherwise have been entitled to two weeks’ Statutory Paternity 
Leave will be entitled to one week’s Maternity Support Leave (during which Statutory Paternity Pay will be 
topped up to full pay) and one week’s Statutory Paternity Leave (during which they will receive Statutory 
Paternity Pay). 

 

5.6.3 Notification Requirements 
Before leave starts the employee must provide the following in writing by the end of the fifteenth week before the 
expected week of childbirth. If this is not reasonably practical, notice must be provided as soon as is reasonably 
practical: 

 The expected week of childbirth (EWC); 

 Whether they intend to take one or two weeks’ leave; 

 The date the employee wishes to take their leave, as discussed with their manager. 

 
If requested, the employee must also give the employer a signed declaration confirming they are: 

 The baby’s biological father, married to or in a civil partnership with the mother, or living with the 
mother in an enduring family relationship, but are not an immediate relative; and 

 Will be responsible for the child’s upbringing and will take time off work to support the mother or 
care for the child. 

 

After the birth the employee must also inform the employer of the date the child was born, as soon as is 
reasonably practical after the child’s birth. 

 

 Ante-natal appointments 

 Fathers and partners of pregnant women are entitled to unpaid time off to attend two ante-natal 
 appointments.  There is no legal right to paid time off for antenatal appointments.  

 

5.6.4  Additional paternity leave and pay will no longer be available for babies due after 5 April 
2015. 
 
 Additional Paternity Leave (APL) 

An employee can take up to a maximum of 26 weeks’ APL. Leave can be taken any time from 20 weeks after 
the child is born but it must have finished by the child's first birthday. In the case of adoption, it can start any time 
between 20 weeks and 52 weeks after the child starts living with the adopter. 

 
Eligibility Criteria 

To qualify for Additional Paternity Leave, the employee must be: 

 Eligible for Ordinary Paternity Leave (see above); 

 The child's mother must be entitled to statutory maternity leave or statutory adoption leave; and 

 The child's mother or adopter must have returned to work Periods of annual leave or parental 
leave will count as a return to work. 

 

5.6.5 Notification Requirements 
An employee must notify the Town Clerk in writing at least eight weeks before the start of the leave. This must 
include: 

 The expected date of the baby's birth or date of notification of being matched for adoption; 

 The actual date of baby's birth or placement of adoption; 

 The start date of the Additional Paternity leave and pay; 
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 Relationship to the mother and leave is taken to care for the child. 

 
On request by the Council, the employee must also provide: (i) the name and business address of the mother’s 
or primary adopter’s employer, and (ii) a copy of the child’s birth certificate or, in the case of an adopted child, 
evidence of the name and address of the adoption agency, the date on which he/she was notified of having been 
matched with the child, and the date on which the agency expects to place the child for adoption. The employee 
must supply this information within 28 days of it being requested. 

 
An employee can change their start date or cancel their additional paternity leave altogether, provided that they 
write to the Town Clerk at least six weeks before the new start date or, if that is not possible, as soon as 
reasonably practical. 

 
The Council will formally respond in writing to the employee’s notification of their additional paternity leave plans 
within 28 days, confirming the relevant start and end dates of additional paternity leave and pay. 

 

5.6.6 Pay during Additional Paternity Leave 
APL will be unpaid unless the mother or primary adopter has returned to work whilst SMP/SAP is still payable, in 
which case the remaining weeks of entitlement will transfer to the employee taking APL and be paid at Statutory 
Additional Paternity Pay rate. 

 
The remaining period of APL will be unpaid. 
 

5.6.7 Keeping In Touch 
An employee can do 10 days’ work during their Additional Paternity Leave, in agreement with their manager, 
without bringing their APL to an end. Working for part of a day will count as one day. An employee will not lose 
any SAPP (Statutory Additional Paternity Pay) for working up to 10 days. 

 
Work is defined as any work done under the contract of employment and may include training or any activity 
undertaken for the purposes of keeping in touch with the workplace. 

 
Managers need to ensure that they keep in touch with their employees whilst they are on APL. If you do not wish 
to be contacted, please notify your manager. Newsletters and any other relevant correspondence will be sent to 
all employees whilst they are on adoption leave. 
 

5.6.8 Continuous Service 
All periods of Ordinary and Additional Paternity Leave will count as continuous service for statutory and 
contractual purposes. 
 

5.6.9 Annual Leave and Bank/Public Holidays 
Annual leave will continue to accrue during Ordinary and Additional Paternity Leave. If a bank/public holiday or 
extra statutory day falls during an employee’s paternity leave, they should be given a substitute day’s leave with 
pay on their return. 

 

 Shared Parental Leave: from 5 April 2015 

Shared Parental Leave (SPL) is a new right that will enable eligible mothers, fathers, partners and 
adopters to choose how to share time off work after their child is born or placed. This could mean  that 
the mother or adopter shares some of the leave with her partner, perhaps returning to work for part of 
the time and then resuming leave at a later date. 

 

The options to use the new Shared Parental Leave rights will apply for parents who meet the eligibility 
criteria, where a baby is due to be born on or after 5 April 2015, or for children who are placed for 
adoption on or after that date. 

  
 Principles 

 Parents remain entitled to take maternity, paternity or adoption leave. An eligible mother or adopter may 

choose to reduce their maternity or adoption leave early and opt to take SPL.  

http://www.acas.org.uk/index.aspx?articleid=4911
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 The amount of SPL available is calculated using the mother’s or primary adopter’s entitlement to 

maternity or adoption leave, which allows them to take up to 52 weeks’ leave If they reduce their 

maternity or adoption leave, any remaining weeks can be taken as SPL.  

 Notice to end maternity or adoption leave must be given before SPL can start. Mothers and adopters 

must take two weeks maternity or adoption leave before taking SPL.  

 SPL can start once the child has been born or from the date of adoption.  

 SPL must be taken by the child’s first birthday or in the year following the child’s placement for adoption.  

 You must give at least eight weeks written notice of your intention to take SPL and provide evidence of 

entitlement as required.  

 SPL may be requested as one continuous block or up to three separate blocks. Requests for 

discontinuous leave will not automatically be accepted, and must be approved by your line manager.  

 SPL must be taken in blocks of complete weeks.  

 Your employment rights (with the exception of normal salary) are protected during SPL.  

 Documentation will be filed on your Personal Record File.  

  Eligibility for shared parental leave and pay 

 To qualify for Shared Parental Leave, you must share care of your child with either: 

 Your husband, wife, civil partner or joint adopter  

 The child’s other parent  

 Your partner (if they live with you and the child)  

 You must also: 

 Have at least 26 weeks continuous employment with the Council by the end of the 15th week before the 

due date (or by the date you are matched with your adopted child)  

 Be employed by the Council while you take SPL  

 During the 66 weeks before the baby is due your partner must: 

 Have been working for at least 26 weeks (which can be discontinuous) – they can be employed, self-

employed or an agency worker  

 Have earned at least £30 a week on average in 13 of the 66 weeks  

 You will qualify for Statutory Shared Parental Pay (at a rate set by the government) if you: 

 Qualify for Statutory Maternity Pay or Statutory Adoption Pay  

 Qualify for Statutory Paternity Pay and have a partner who qualifies for Statutory Maternity Pay or 

Maternity Allowance or Statutory Adoption Pay.  

Eligible employees may be entitled to take up to 37 weeks Shared Parental Pay while taking SPL. The amount of 
weeks will depend on the amount by which the mother or adopter reduces their maternity or adoption period. 

 PROCEDURE 

 Notification 

Discuss your intention to take SPL with your line manager as early as possible. You can submit up to three 
Shared Parental Leave Notification forms. 

Give the completed Shared Parental Leave Notification form to your line manager at least eight  weeks before 
the date on which you intend SPL to start. The form must also be signed by your  partner declaring their 
entitlement to SPL. 
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Requests for one continuous period of leave will be granted and arrangements confirmed in writing. 

If you request discontinuous periods of leave, your manager may arrange to meet with you to  discuss your 
intentions. At the meeting you may, if you wish, be accompanied by a colleague or Trade Union representative. 
Within 14 calendar days of receiving your request your manager will either: 

 Agree to the periods of leave requested  

 Propose alternative dates  

 Refuse without proposing alternative dates.  

If discontinuous leave is refused, you can withdraw the request or take the total amount of leave requested as 
one continuous period of leave. If you decided to take the leave as one  block, you must inform your manager of 
the date you want leave to start. Arrangements will be confirmed in writing. 

Your manager will, within 14 days of receiving your notification, request a copy of your child’s  birth certificate 
or adoption documentation and the name and address of your partner’s  employer. You must provide this 
information within 14 days. 

 Ending Maternity Leave 

If you are the child’s mother and are still on maternity leave, you must give at least eight  weeks’ written notice to 
end your maternity leave (a curtailment notice) before you can take SPL. 

If you are the child’s mother and, prior to the birth, gave binding notice of your intention to end maternity leave 
and take SPL, you have the right to withdraw the notice up to six weeks  following the birth, so you can remain 
on maternity leave. 

 Changing or cancelling your leave 

If you wish to change the date or duration of your SPL, you must inform your manager in  writing at least eight 
weeks before both the date varied and the new date you intend to start  or end SPL. You and your partner must 
both confirm in writing that you agree to the change.  The eight weeks may be varied in exceptional 
circumstances. 

You may give a combined total of up to three notices to vary your SPL, unless agreed otherwise  by your 
manager. 

  Keeping in Touch during Shared Parental Leave 

Your manager will make reasonable contact with you during your SPL. 

You may agree to work (or to attend training) for up to 20 Shared Parental Leave in Touch (SPLIT) days without 
bringing your SPL to an end. This is in addition to the 10 Keeping in Touch (KIT) days that may be taken during 
maternity or adoption leave. You will be paid your normal hourly rate for time spent working on a SPLIT day and 
this will be inclusive of any shared parental pay entitlement. 

The Council has no right to require you to attend work and you have no right to undertake any work during SPL. 

 Returning to work after Shared Parental Leave 

You will be expected to return to work at the end of your shared parental leave. 

If you decide not to return, you must give notice of your resignation to your line manager in accordance with your 
contract of employment. 
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At the end of your SPL, you will be entitled to return to the same job, provided that your total  amount of 
leave was for a period of 26 weeks’ or less. If your leave was longer than 26 weeks,  then you will be entitled 
to return to the same job or, if that is not reasonably practicable, to a  similar job which is both suitable for you 
and appropriate for the Council in the circumstances. 

The above does not apply where it is not practicable by reason of redundancy for the Council   to continue to 
employ you under your existing contract of employment. In these circumstances, the Council’s Redundancy 
Procedures will be followed. 

If you want to change your hours or other working arrangements on return from SPL you  should make a request 
under the Flexible Working Policy. 

 

5.6.10 Pension 
During any period of relevant child related leave the pensionable pay figure used to work out the employee’s 
pension is the employee’s assumed pensionable pay. Using assumed pensionable pay, rather than the amount 
of pensionable pay the employee actually receives when on relevant child related leave, means that the 
employee will continue to build up a pension as if the employee were working normally and receiving pay.  
 
The employee will continue to pay basic LGPS contributions on any pay that is receives while   off on relevant 
child related leave.  
 
However, any period of unpaid additional maternity, paternity. adoption or shared parental leave will not count for 
pension purposes unless the employee elects to pay Additional Pension Contributions (APCs) to purchase the 
amount of pension lost during that period of unpaid absence. The amount of pension lost is calculated as the 
appropriate fraction of the employee’s assumed pensionable pay for that period of absence (i.e. 1/49th of 
assumed pensionable pay if the employee were in the main section of the scheme or 1/98th if the employee were 
in the 50/50 section). If the employee wishes to purchase the amount of lost pension and make the election within 
30 days of returning to work then the cost of the APC is split between the employee and the Council. The 
employee will pay one-third of the cost and the Council will pay the rest. This is known as a Shared Cost 
Additional Pension Contract (SCAPC). The employee can pay these additional contributions in a one-off lump 
sum or through regular payments from the employee’s wages. The maximum period of absence the employee 
can elect to buy back by a SCAPC is a period of 3 years.  
 
If the request is received after 30 days of returning to work, the period of absence will count towards pension 
membership if the employee opts for it to do so and pays both the employer and employee pension contributions. 
 
If the employee has Keep in Touch (KIT) day(s) during a period of unpaid additional maternity, paternity, adoption 
or shared parental leave the employee will build up a pension (based on the section of the scheme you are in) for 
the day(s) the employee is paid.  
 
You can contact the Essex Pension Fund for further information on paying Additional Pension Contributions.  

 

5.6.11 Continuous Service 
All periods of Shared Parental Leave  will count as continuous service for statutory and contractual purposes. 
 

5.6.12 Annual Leave and Bank/Public Holidays 
Annual leave will continue to accrue during Shared Parental  Leave. If a bank/public holiday or extra statutory 
day falls during an employee’s shared parental  leave, they should be given a substitute day’s leave with pay on 
their return 

 

5.7 Adoption Leave 

 

5.7.1 To Whom This Policy Applies 
This policy applies to all Council employees seeking to adopt a child from approved Adoption Agencies. 
 
The right to adoption leave is available to men and women (whether married or single) who adopt a child through 
an approved adoption agency. Where a couple jointly adopts a child, only one of them will be entitled to take 
adoption leave (the couple can choose which). The other adoptive parent will normally be entitled to take 
paternity leave, provided that he or she meets the relevant statutory criteria. 
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5.7.2 Eligibility Criteria 
To qualify for adoption leave and pay an employee must: 

 Have 26 weeks’ service by the notification week; and 

 Be the child’s adopter, i.e. have been matched with the child for adoption. A person is matched 
with a child when an adoption agency decides that they would be a suitable adoptive parent for the 
child. 

 
If an employee meets the eligibility criteria, then they are entitled to both Ordinary and Additional Adoption 
Leave. 

 
The notification week is the week in which the employee is informed by the adoption agency that they have been 
matched with a child. 

 
The employee needs to have agreed with the adoption agency that the child should be placed with them and the 
date the placement should occur and provide the Council with the appropriate notice and evidence of entitlement. 
 

5.7.3 Notification Requirements 
Within 7 days, or as soon as possible after the day the employee receives notification from the adoption agency 
that they have been matched with a child, an employee must inform the Town Clerk in writing of the following:- 

 the date the child is expected to be placed with them for adoption; 

 the date the employee has chosen to start their leave and pay. 

 

5.7.4 Evidence 
In order to receive adoption pay and leave, the employee must provide the Town Clerk with either a matching 
certificate and/or a letter from the adoption agency which shows the following:- 

 the name and address of the adoption agency; 

 the employee’s name and address; 

 the date the child is expected to be placed for adoption, or where the child has already been 
placed, the date of placement, and; 

 the date the employee was informed that the child would be placed with them. 

 
Where an employee is entitled to Statutory Adoption Pay (SAP) they must provide a signed declaration that they 
have elected to receive SAP and not statutory paternity pay (SPP). 
 

5.7.5 Adoption Leave 

 
Time off before a Child is Placed 

There is no statutory right to time off to attend placement meetings or for introductory visits, prior to adoption 
leave starting. 
 
Adoption Leave 
All employees who meet the eligibility criteria are entitled to take up to 52 weeks Statutory Adoption Leave. The 
first 26 weeks is known as ‘Ordinary Adoption Leave’, the last 26 weeks as ‘Additional Adoption Leave’. 

 

Leave can start: 

 up to 14 days before the child starts living with the employee (UK adoptions) 

 when the child arrives in the UK or within 28 days of this date (overseas adoptions) 

 An employee can change their mind about when they start their leave, provided they give sufficient 
notice. They must inform their manager of the new date 28 days before the date they now wish 
their leave to start, or as soon as is reasonably practical. 

 

5.7.6 Adoption Pay 
The Council will mirror the maternity pay provisions (see section 5.5.7) for eligible employees. 

5.7.7 Leave During Adoption Leave Annual Leave 

Annual leave continues to accrue during ordinary adoption leave and additional adoption 
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leave. 

 
Bank/Public Holidays 

Bank/public holidays accrue during ordinary adoption leave (OAL), and additional adoption leave (AAL). 
 

5.7.8 Pension 
During any period of relevant child related leave the pensionable pay figure used to work out the employee’s 
pension is the employee’s assumed pensionable pay. Using assumed pensionable pay, rather than the amount 
of pensionable pay the employee actually receives when on relevant child related leave, means that the 
employee will continue to build up a pension as if the employee were working normally and receiving pay.  
 
The employee will continue to pay basic LGPS contributions on any pay that is receives while   off on relevant 
child related leave.  
 
However, any period of unpaid additional maternity, paternity, adoption or shared parental leave will not count for 
pension purposes unless the employee elects to pay Additional Pension Contributions (APCs) to purchase the 
amount of pension lost during that period of unpaid absence. The amount of pension lost is calculated as the 
appropriate fraction of the employee’s assumed pensionable pay for that period of absence (i.e. 1/49th of 
assumed pensionable pay if the employee were in the main section of the scheme or 1/98th if the employee were 
in the 50/50 section). If the employee wishes to purchase the amount of lost pension and make the election within 
30 days of returning to work then the cost of the APC is split between the employee and the Council. The 
employee will pay one-third of the cost and the Council will pay the rest. This is known as a Shared Cost 
Additional Pension Contract (SCAPC). The employee can pay these additional contributions in a one-off lump 
sum or through regular payments from the employee’s wages. The maximum period of absence the employee 
can elect to buy back by a SCAPC is a period of 3 years.  
 
If the request is received after 30 days of returning to work, the period of absence will count towards pension 
membership if the employee opts for it to do so and pays both the employee and employer pension contributions. 
 
If the employee has Keep in Touch (KIT) day(s) during a period of unpaid additional maternity, paternity, adoption 
or shared parental leave the employee will build up a pension (based on the section of the scheme you are in) for 
the day(s) the employee is paid.  
 
You can contact the Essex Pension Fund for further information on paying Additional Pension Contributions.  

5.7.9 Returning to Work Notification Requirements 
Managers must assume that an employee will return after 52 weeks. An employee need only notify their 
employer that they are returning to work if they are going to do so before the end of the adoption leave. 
Otherwise, the employee simply returns at the end of the adoption leave. Please note that an employee can 
change their mind up to the point when they actually give notice and resign. If an employee can let their 
manager know when they are likely to return as soon as possible that would be appreciated. 

 
 
Early Return 

If an employee wishes to return early or on a different date than they had previously notified, they must give 8 
weeks’ notice. 

 
Keeping in Touch 

An employee can do 10 days’ work during their adoption leave, in agreement with their manager, without 
bringing their adoption leave to an end. Working for part of a day will count as one day. An employee will not 
lose any SAP (Statutory Adoption Pay) for working up to 10 days. 

 
Work is defined as any work done under the contract of employment and may include training or any activity 
undertaken for the purposes of keeping in touch with the workplace. 

 
Managers need to ensure that they keep in touch with their employee whilst they are on adoption leave. If you 
do not wish to be contacted please notify your manager. Newsletters and any other relevant correspondence will 
be sent to all employees whilst they are on adoption leave. 
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Appendix 1 

 

Example: 

A woman working full-time (37 hours per week) and entitled to 24 days’ annual leave per year takes 
maternity leave.  She requests to reduce her hours to 20 hours per week on her return to work and her 
employer agrees. The employer’s annual leave year runs from 1 April to 31 March. Although she had used 
all the previous annual leave year’s entitlement before taking maternity leave, she had not taken any of the 
current annual leave year’s entitlement.* 

 
Her maternity leave ends on 30 June. If her hours are changed with effect from 1 July, her accrued 
annual leave will be calculated as follows: 

 
1 April to 30 June (when her working day was 7.4 hours) 

 

24 days’ annual leave per year = 2 days per month 
 

Leave accrued 1 April to 30 June (3 months) = 6 days @ 7.4 hours = 44.4 hours Plus 

1 July to 31 March (when her average working day will be 4 hours) 

 

24 days’ annual leave per year = 2 days per month 
 

Leave accrued 1 July to 31 March (9 months) = 18 days @ 4 hours = 72 hours The 

employee’s total annual leave for the current year will be 116.4 hours. 

Because she will be reducing the length of her working day to 4 hours, this will equate to 29.1 days on her 
return to work. 

 

* For simplicity, this example does not take account of bank/public holidays, although these accrue 
during maternity leave and would also need to be factored in to any calculations. 
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5.8 Absence Management Policy 
The Council is committed to providing effective, high quality service to all its customers and to optimising the 
contribution of all employees. As part of this aim, it is essential that all employees are committed to 
maximising attendance. 

 
The Council is concerned for the wellbeing of its employees and seeks to protect their health and safety by 
creating a safe working environment. In return, the Council expects all employees to take reasonable care of 
their own health, seek medical help whenever appropriate, and to attend work when fit to do so. 

 
The Council recognises that genuine medical grounds will occasionally result in employee absence. It is the 
Council’s policy to treat all such sickness absence in a fair, sensitive, and consistent manner across all areas 
of the workforce. 

 
The Council must balance the sensitive management of genuine individual sickness against its need to be 
publicly accountable for its resource allocation and, as such, cannot sustain high levels of sickness absence. 
Action will therefore be taken to address recurrent short term sickness or extended periods of absence as 
appropriate. 

 

5.8.1 Aims 

In order for the Council to meet its responsibilities, it will ensure that: 

 It provides a supportive environment for those employees affected by ill-health; 

 Managers and employees adhere to this policy and procedure; and 

 Levels of sickness absence are the subject of routine monitoring. 

 

5.8.2 Responsibilities 
The onus for attending work on a regular basis and for reporting absence in accordance with the Council’s 
agreed procedures rests with the employee. It is also an employee’s responsibility to appropriately detail any 
periods of absence on their record of hours w o r k e d . 

 
The responsibility for recording, monitoring, and managing absence on a day-to-day basis lies with the Town 
Clerk. It is therefore essential that they ensure that all employees are aware of the Council’s Absence 
Management Policy and Procedures. 

 

5.8.3 Reporting 
Employees who are unable to work due to illness/injury must contact the Town Clerk as soon as possible or 
arrange for someone else to do this on their behalf. This should be no later than 09.30am on the first day of 
absence or the nearest working day. The employee should provide some indication of: 

 The nature of the absence; 

 The date the injury/illness began (including weekends and holidays); 

 The expected duration of the absence; and 

 Whether there are any immediate work commitments that need completing/reassigning during 
the absence. 

 
If the Town Clerk is unavailable, the employee should ensure that contact is made with the office. 

 

The employee must maintain contact with his or her Line Manager during any period of sickness absence 
lasting longer than one day, so that the Line Manager is aware of any progress and the expected date of 
return to work. If the employee is unable to do so, they must arrange for someone else to do this on their 
behalf. 
Failure to follow the sickness reporting process might lead to the absence from work being considered as 
unauthorised, resulting in loss of pay and possible disciplinary action. 

 

5.8.4 Certification 
Where the absence is for a period of up to seven days (inclusive of weekends) and not covered by a doctor’s 
certificate, the employee will be asked to complete a self-certification form on their return to work. 

 
If the absence exceeds seven days – and the employee has not already done so – the employee should 
provide a doctor’s certificate for the remainder of the absence. The employee will need to ensure that there 
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is always a current certificate. The doctor’s certificate (‘fit note’) will include whether or not the employee 
needs to see a doctor again before returning to work. 

 
If the doctor’s certificate states that the employee "may be fit for work", the employee should inform the Town 
Clerk immediately. They will discuss with the employee whether there are any additional measures that may 
be needed to facilitate the return to work, taking into account the doctor's advice. This may take place at a 
Return to Work Interview or          an Absence Review Meeting. If appropriate measures cannot be taken, the 
employee will remain on sick leave and the Town Clerk will set a date to review the situation. 

 

5.8.5 Return to Work Meetings 
When the employee returns to work after any period of absence in excess of three days, the Town Clerk will 
arrange to meet with them. This meeting will occur on the first day back or as soon as possible. The purpose 
of this meeting is: 

 To provide an opportunity for the Town Clerk to check that the employee is fit enough to return 
to work; 

 To give the employee an opportunity to voice any concerns that they may have and/or to 
identify any domestic, welfare, or work-related problems in an appropriate forum; 

 To ensure that the employee is aware of work-related matters that have occurred during their 
absence; and 

 To complete the Sickness Declaration Form. 

 

5.8.6 Miscellaneous 
It is important that the employee complies with these procedures so that: 

 The Council can be aware of any potential problems and provide assistance to the employee 
where necessary; and 

 Any sick pay to which the employee would otherwise be entitled is not withheld or refused. 
 
Records retained in respect of sickness absence will be treated with sensitivity and confidentiality at all times, 
in accordance with the provisions of prevailing Data Protection legislation. The employee is entitled to access 
their records on request. 
 

5.8.7 Frequent Intermittent Absence 
In addition to the Return to Work interviews after all periods of absence, the Council will institute a more 
formal review of attendance records and reasons for absence with an employee if there has been either (a) 
four episodes of absence or (b) a total of 10 days’ short-term sickness absence within a rolling  period of 12 
months. The relevant manager will arrange a sickness review meeting to meet with any employee whose 
absence record matches or exceeds the above criteria. 

 
During the meeting, the manager should draw the employee’s attention to their poor attendance record and 
the problems that their absences are causing for the Council and other employees. Where no underlying 
medical condition is disclosed, the employee will be advised that their attendance record will be monitored 
(over a period of not less than 3 months) and that significant improvement will be required. In addition, 
employees will be warned that if no such improvement is forthcoming, serious consideration will be given to 
reviewing their employment situation. This will be confirmed in writing. 

 
Return to Work interviews will continue to be carried out following any absences that occur during this 
monitoring period. These interviews afford the manager the opportunity to remind the employee of the 
Council’s concerns. 

 
If no significant improvement in attendance is demonstrated after the period of monitoring has elapsed, a 
further Sickness Review Meeting will be arranged. At this meeting, the employee will once again be reminded 
of the problems caused by the absences and asked if they wish to disclose any underlying medical condition 
or problem of which the manager is unaware. If such a condition is disclosed, a medical referral should be 
arranged. Where no underlying medical condition exists, the employee should be told that their attendance 
record will be subject to a further period of monitoring (of not less than 3 months) and that their employment 
may be terminated if the required improvement is not effected. 
Employees have the right to be accompanied to this meeting by a trade union representative or a work 
colleague. 
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Employees whose levels of attendance improve satisfactorily during periods of informal or formal monitoring 
will be reminded that they will be expected to maintain these levels of attendance. Failure to do so will result 
in further monitoring or the initiation of formal action. 

 
Where an employee’s attendance has not improved to the required level, an Attendance Hearing will be 
arranged (see Section 5.8.10) to consider whether or not the employee should be dismissed. 

 

5.8.8 Long-Term Absence 
All cases of long-term absence will be treated sympathetically and every assistance will be given to the 
employee to return to work. The Council will maintain contact with the employee and advise them that they 
should keep the Council informed of developments relating to their medical condition. The Council will hold 
Sickness Review Meetings with the employee during their absence, as appropriate, to: keep up to date, 
review the on-going absence, and offer support to the employee where appropriate. 

 

In order to ensure that the Council has access to guidance and advice in respect of the best course of action 
to follow in relation to such cases of absence, employees who have been absent for a continuous period of 
four weeks might, depending on the nature of the absence in question, be referred to the Council’s 
Occupational Health Physician. Where the Occupational Health Physician makes a recommendation that 
might affect the employee’s continued employment, the relevant manager will hold a Sickness Review 
Meeting with the employee to discuss the alternative options. Employees may wish to have the support of a 
trade union representative or a work colleague present during such a meeting, and this should be positively 
encouraged. 

 

If the employee is a member of the Local Government Pension Scheme, the referral to an Occupational Heath 
Physician will seek an assessment of the ill health against the ill health retirement provisions of the LGPS. 

 
Where a return to work following a period of prolonged absence might be facilitated by temporary 
redeployment or phased re-introduction (e.g. job sharing or part-time working) or any other reasonable 
adjustment to working arrangements an employee can discuss these options with their manager and, if such 
measures are appropriate, the Council will ensure that the support mechanisms necessary for this to occur 
are provided. Such arrangements will be for a defined period and will be subject to joint review. 

 
In certain cases, the Occupational Health Physician might find that an employee is unfit to perform a 
particular job but fit enough to undertake other types of work. In such cases, full consideration will be given to 
the possibility of redeployment into alternative positions. 
Consideration will also be given to redeployment in cases where work in a particular place poses problems 
with attendance. 

 
Where an employee remains absent and a return to work is not foreseeable within a reasonable timescale, 
the Town Clerk will arrange a Final Sickness Review meeting (see Section 5.8.9), which may lead to an 
Attendance Hearing (see Section 5.8.10) to consider dismissal. 

 

5.8.9 Final Sickness Review Meeting 
Prior to dismissal being considered for either frequent intermittent absence or long-term absence, the Town 
Clerk will meet with the individual to explore whether there are any reasonable adjustments that could be 
made to enable an employee to remain employed. 

 

Termination of employment may take place where: 

 An employee is declared permanently unfit for work; 

 An employee is declared medically unfit for their work and alternative employment cannot be 
found; 

 A decision has been taken that the service can no longer tolerate a high level of absence; or 

 A decision is taken, within the Council’s disciplinary process, that an employee has wilfully 
abused the sickness absence/payments provisions or absented themselves without permission. 

 

5.8.10 Attendance Hearing 
To reach a decision about whether dismissal is appropriate, an Attendance Hearing will be arranged. The 
employee will be invited in writing to attend the hearing and notified of their right to be accompanied by a 
Trade Union Representative or work colleague. 
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The Hearing Panel will comprise of three members of the Personnel Sub-Committee, who will make the 
decision. The Town Clerk or relevant manager will attend to outline the history of absence and any relevant 
steps taken and advice received. 

 
All paperwork relating to the hearing will be circulated 5 working days in advance of the hearing to all parties 
attending. 

 
Once the Panel has considered the manager’s and employee’s cases, and all other relevant information, it 
will adjourn to make a decision. 

 
The decision of the Panel will be confirmed to the employee in writing within 5 working days. The letter should 
clearly set out: 

1. The Panel’s decision: 

a. If a warning has been issued the timescale for this and the level of improvement 
required; 

b. If the decision is not to take action at this point and to review again in a certain time 
period, the applicable timescale for this; or 

c. If the decision is to dismiss the employee, inform them of their relevant notice period and 
provide them with any relevant pension information; and 

2. The employee’s right of appeal. 

 

5.8.11 Appeals 
Employees have the right to appeal against any decision to issue a formal warning or dismissal under this 
procedure. If an employee wishes to appeal, they should write to the Town Clerk setting out the grounds of 
their appeal. This must be done within 10 working days of the date of the letter informing them of the outcome 
of the Attendance Hearing. 

 
Appeals will be heard by a separate panel of members, who will also normally be part of the Personnel Sub-
Committee. An appeal hearing will be held where the employee can present their appeal. The Chair of the 
original panel will also attend to explain the original decision. 

Witnesses may be called. 

 
Once the Appeal Panel has considered both the employee’s appeal and the Hearing Chair’s case, and 
considered all other relevant information, it will adjourn to make a decision. 

 
The decision of the Appeal Panel is final and will be confirmed to the employee in writing within 5 working 
days. There is no further right of Appeal. 

 

5.8.12 Personal, Domestic, or Work-Related Problems 
Where an employee reveals that their absence has been a consequence of personal, domestic, or work 
related problems, the relevant manager should endeavour to discuss with them any relevant details that they 
wish to disclose. Although an employee may have genuine concerns about revealing sensitive or personal 
information, they should be reminded that such matters will be treated confidentially and that the Council 
cannot assist them if it is not made aware of the problem. If an employee wishes to discuss matters with 
someone other than the relevant manager, the Chair of the Personnel Sub-Committee can be contacted for a 
confidential interview. 

 

Once the problem has been clearly identified, appropriate assistance can be considered. In some 
circumstances, special leave, temporary adjustments in working arrangements, or referral to specialist 
agencies may be granted. 

 

5.8.13 Alcohol/Drug Dependency 
Where an employee discloses that their absences are a consequence of alcohol- or drug- related problems, 
they will be encouraged to seek help and treatment voluntarily through the Council’s Occupational Health 
Service or through resources of their own choosing. 
Employees may be granted, if necessary, leave to undergo treatment and any such leave will be regarded as 
sick leave within the terms of the Council’s sick pay scheme, with the monitoring of progress by the 
Occupational Health Service. 
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Should an employee refuse or discontinues any programme of assistance designed for them, then any 
unacceptable behaviour or inadequate standard of work will be dealt with on its merits through the Council’s 
Disciplinary Procedure. 
 

5.8.14 Welfare 
If, as a consequence of medically related absence, the relevant manager has any concerns about an 
employee’s ability to undertake the full range of duties and responsibilities associated with their post, 
consideration should be given to suspending them with pay, or finding alternative duties whilst medical advice 
is sought from the Occupational Health Unit. 

 

5.8.15 Monitoring 
Monitoring is an important part of sickness absence. In order for reports to be issued to managers, it is 
important that all absence from the workplace is reported. All signed absence forms should be returned as 
soon as possible after the employee’s Return to Work Interview has been conducted. The Town Clerk will 
ensure that an absence history is maintained for each employee. These records will provide the base data for 
the compilation, at regular intervals, of statistics showing the level of sickness absence across the Council. 
 
The sickness monitoring system will also enable the Town Clerk to identify Individual cases where frequent or 
lengthy absences have occurred, or where patterns of absence have been identified. However, the manager 
should view such notifications as a secondary means of identifying problems or potential problems. 

 
The Town Clerk should ensure that they maintain comprehensive records at all times for each employee in 
relation to contact during and immediately following periods of sickness absence. These details should be 
maintained on the employee’s personal file and should be treated with sensitivity and confidentiality at all 
times. Employees will be entitled to access these records on request. 
 

6. Conditions of Employment 
 

6.1 The Contract of Employment will include the following: 

a. The names of the employer and employee; 

b. The place of employment: 

c. The date on which employment began; 

d. The date on which the employee’s period of continuous employment began which may 
differ from the date in c. – taking into account any employment with a previous employer 
that counts towards that period; 

e. The title of the job that the employee is employed to do or brief description of the work 
which the employee has been employed to do; 

f. The scale or rate of remuneration (wages, salary, etc.) expressed as an hourly, weekly, 
monthly or annual figure; 

g. The intervals at which wages or salary are to be paid (e.g. weekly or monthly); 

h. Any terms and conditions relating to hours of work 

i. Any terms and conditions relating to the employees entitlement to holidays including 
public holidays, special holidays and holiday pay (the particulars given being sufficient to 
enable the employee’s entitlement, including any entitlement to accrued holiday pay on 
the termination of employment to be precisely calculated); 

j. Any terms and conditions relating to incapacity for work due to sickness or injury, 
including any provision for sick pay; 

k. Any terms and conditions relating to pensions and pension schemes; 

l. The length of notice that an employee is give and receive to terminate his/her contract of 
employment; 

m. Where the employment is not intended to be permanent, the period for which it is 
expected to continue, or if it is for a fixed term, the date when it is to end; 

n. Particulars of any specific other agreement that directly affects the terms and conditions 
of employment. 

 
The Contract must be signed by both employee and the Town Clerk. 

 

6.2 Working Hours 
The standard working week is  37 hours excluding meal breaks. 
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Individual employee's specific hours will be dependent on contractual arrangements and will be detailed in 
their Terms and Conditions of Employment. 

 
Employees on part time contracts working less than 37 hours will have such benefits as pay and leave 
calculated pro rata to the standard working week. 
 
Each employee is required to complete and sign a weekly timesheet of hours worked. 
 

6.3 Annualised Hours 
Annualised hours contracts are appropriate where the requirements of the job are seasonal in nature. 
Working hours are agreed for the whole year rather than for a week. In ‘High’ Season more than the standard 
weekly hours are worked while this is offset by less than standard hours in the ‘Off’ Season. 
 

6.4 Fixed Hours 
Due to the nature of some roles some employees will have contracts which specify fixed hours. While these 
hours will be those normally worked there may on some occasions be a requirement for some flexibility due to 
a requirement for additional working. Except where covered by overtime provisions outlined above any 
additional hours worked will be compensated by time off in lieu (TOIL). 

 

6.5 Time Off 
Time off may be required for medical, optician or dental appointments. Where possible, appointments to visit 
hospital, doctor or dentist should be made outside of normal working hours. However, if this is not practical, 
an employee will be given reasonable paid time off to attend such appointments. The employee should give 
their Line Manager adequate prior notice of the appointment and provide evidence of each appointment, if 
requested. 

 

6.6 Time Off for Dependants 
 
Please see section 5.4.2  
 
 

6.7 Notice of Termination of Employment 
The minimum periods of notice to which a member of staff must give to terminate their employment will be 
detailed in the individual’s Contract of Employment. 
 

6.8 Redundancy Arrangements 

If circumstances arise where redundancy may be a possibility, the first steps will be to consult with all 
employees with a view to seeking an agreed solution such as reducing overtime to a workable minimum or 
restricting recruitment. 

 

If redundancies are unavoidable, consideration will be given to  any applications for voluntary redundancy, 
where acceptable. 

 
If selecting employees for redundancy is necessary, the criteria for selection will be discussed in detail at the 
time. A fair procedure will be applied in line with current legislation and at all times the overriding 
consideration will be the future operation of Leigh-on-Sea Town Council. 

 

6.9 Termination of Employment by Employee Without Giving Notice 
If a member of staff terminates their employment without either giving or working the required period of notice 
as indicated in the Contract of Employment, an amount equal to the balance of notice period not worked will 
be deducted from any termination pay due. 

 
This is an express written term of the Employment Contract in accordance with the Employment Rights Act 
1996 s.3. 

 

6.10 Changes in Personal Details 
Any changes in personal details e.g. change of address, next-of-kin, bank details etc. should be notified to the 
Council as soon as possible so the Council can maintain accurate information on its records and also make 
contact in an emergency. Such changes should be advised to the Town Clerk. 

 

6.11 Performance 
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Satisfactory performance is a basic contractual requirement. It is important both for the staff member and the 
Council to know that they are fulfilling their potential and achieving job satisfaction. By continually developing 
and learning new skills, performance will be enhanced and it will help to maintain the overall quality and cost 
effectiveness of the services offered and ultimately contribute to the success of the Council. 

 
Employees have a duty to monitor their own performance and to take advantage of appropriate training 
opportunities as they arise. They should also seek opportunities to improve the way things are done either on 
their own initiative, if appropriate or in conjunction with colleagues and management. 

 

The Council aims to achieve this by: 

 Having an open two way communication process between employees and their line manager to 
discuss and agree job performance and development needs. 

 Reviewing and evaluating performance against agreed objectives. 

 Setting objectives for the year ahead in line with job requirements  and the Council’s Strategic 
Plan. 

 
A Performance and Development Review will be carried out for each member of staff at   least every 6 
months. This Review meeting, sometimes called an Appraisal, is an opportunity to discuss every aspect of 
the role in confidence. It’s a two way communication process and the staff member’s opinion will be sought 
and valued on performance, strengths and development needs. 

In order to give an accurate and complete picture the conversation will include discussing not only successes 
but also any areas that require improvement. These areas should not be avoided but be openly talked about 
with the relevant line manager. One of the purposes of the Review meeting is to discuss how any concerns 
can be overcome and should include suggestions on how performance might be improved. 

 
At the end of the meeting, a set of objectives will be agreed for the next period with accompanying timescales 
for completion. This will provide the framework for future progress and a benchmark against which the 
employee’s performance can be reviewed. Objectives are set to enable staff to better meet the performance 
requirements as defined in the job descriptions. They are performance goals which are to be achieved within 
a defined time frame. 

 
An objective should not be confused with a performance standard. A job description defines the functional 
and professional responsibilities and performance standards are the criteria against which the ability to fulfil 
these requirements is measured. An objective on the other hand could be a specific task or series of tasks 
that contribute towards the delivery of the Strategic Plan, also with the aim for the member of staff to become 
increasingly effective and good at their job. 

 

There are a number of important reasons for setting objectives, namely: 

 To achieve results 

 To help reach the best performance levels 

 To develop skills, abilities and responsibilities 

 To provide a challenge and subsequently a sense of achievement 

 

Objectives will: 

 Be related to the aims and objectives of the Strategic Plan 

 Be aimed at improving job satisfaction and performance 

 Maximise potential by increasing employees skill base, knowledge and experience 

 Be SMART:- 
SPECIFIC i.e. focused on a particular task or behaviour and directed at achieving a required result 
MEASURABLE i.e. maybe in terms of cost, quality or quantity 
AGREED i.e. only be set with both staff member and line manager’s agreement 
REALISTIC i.e. they should be challenging however achievable given level of experience and personal 
situation 
TIMELY i.e. within a reasonable agreed timescale 

 
It is recommended that the employee takes time to prepare in advance for the Performance and Development 
Review. During and after the Review meeting the discussions and objectives will be formally documented and 
agreed, then both parties will sign the paperwork and a copy will be kept on the employee’s staff file. 
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Leigh-on-Sea Town Council is committed to ensuring that staff have the right job description and are 
receiving all the necessary support and guidance required to develop their skills further, enhance their 
performance and address any issues arising. In this respect the Reviews should be seen as a positive 
process, which are beneficial to both the employee and the Council. 
 

6.12 Learning and Development 
Leigh-on-Sea Town Council has adopted a Training Statement of Intent which commits the Council to the 
ongoing learning and development of all Councillors and employees. It is to enable them to make the most 
effective contribution to the Council’s aims and objectives in providing the highest quality representation and 
services for the people of the town. 

 
The Statement of Intent covers aspects such as the identification of training needs; corporate, legal and 
statutory training; financial assistance; study leave; the different types of training courses / workshops / 
learning techniques; the benefits of training and the record keeping procedure. 

 

6.13 Ways of Working 

 
Line Manager Roles and Responsibilities: 

Managers have a responsibility to set a good example for employees through their own behaviour and 
attitudes, especially in relation to upholding the ethical principles, obligations and standards as set in the 
Code of Conduct. 

 
Managers should ensure that employees understand performance standards expected from them and 
objectively assess their performance against these standards. They should also ensure that all employees in 
their reporting line are familiar with the requirements and objectives of their job, and have access to the 
information, training, supervision, feedback and work conditions needed to achieve them. 

 
Managers must be honest and objective in reporting the skills and qualities of employees in testimonials; 
references and performance reports, ensuring decisions can be substantiated against objective standards 
and indicators. 
 
Managers are required to act promptly, thoroughly and fairly when responding to, or investigating grievances 
and reports of breaches of the Code of Conduct.. 

 
Following Instructions: 
All members of staff are expected to follow all reasonable and lawful instructions related to work given by a 
person with the authority to issue such instructions, even when you may not personally agree with all the 
decisions. 

 
Managers must be able to justify their instructions and decisions in line with their delegations, authority, 
Council policies and procedures, and be open and respond promptly to constructive questions. 

 
Employees can refuse to comply with an instruction that appears to be unlawful or unethical and report the 
matter the Town Clerk or the Chairman of the Council. This may apply in cases where there is a danger to a 
person’s health and safety or a conflict of interest may exist or it does not comply with Council policy and 
practice. This matter will then be duly discussed in more depth with the associated parties. 

 

6.14 Employee Code of Conduct 
The public is entitled to expect the highest standard of conduct from all local government employees so they 
have complete confidence in the Council. 

 

Leigh-on-Sea Town Council adopts the following guidelines regarding conduct which aim to make sure that 
employees understand the standards of behaviour and conduct expected. 

 
The list is not exhaustive and  it is important that all staff read the guidelines and ask about anything that isn’t 
clear, as ignorance will not be accepted as a defence if the Council decided to take disciplinary action against 
an employee for not complying with these standards. Any questions regarding this should be addressed to 
the employee’s Line Manager. 

 

6.14.1 The Role as a Public Servant 
The Council provides services that the public pay for; they are the Council’s main customers and the 
employee’s role is to serve the public in the best way possible. 
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6.14.2 Principles of Conduct 
Below sets out principles of conduct on how the Council expects staff to behave when doing their job, some 
subjects are discussed in more detail in the following paragraphs. 

 

 Leading by example - promote this principle by behaving in a way that gives people complete 
confidence in the Council. 

 Uphold the law – everyone has a responsibility to uphold the law and to act in line with the trust 
that the Council, and the public it serves, expect. 

 Constituency – everyone has a responsibility to help the Council to act in the interests of the 

whole community that it serves as far as possible. 

 Public interest – staff must never use their role with the Council  to make gains personally or for 
family, friends and others. This includes financial benefits, preferential treatment or any other 
advantage. 

 Honesty, integrity and propriety – as well as avoiding actual impropriety, staff must be seen to 

avoid it so that their honesty and integrity is beyond question. 

 Gifts and hospitality – gifts or hospitality should not be accepted even with the best of 
intentions, as to do so might influence, or be intended to influence judgement. See section 
6.14.16 below. 

 Objective decisions – decisions made in the job must be made solely on merit, including 
appointing someone, awarding contracts or recommending people for rewards or benefits. 

 Accountability – staff are accountable for their actions and their part played in decision making. 

 Openness – staff must be as open as possible about their actions and decision making, and 
seen to be open so that people are confident there is nothing underhand about them. 

 Confidentiality – everything must be handled confidentially, and in accordance with the law, not 
used for private purposes. 

 Council resources - resources must be used prudently and in accordance with the law. 

 Declarations – there is a legal duty to declare any private interests relating to employment and 
to resolve any conflicts that may arise. 

 Relations with colleagues and councillors - respect councillors and other employees, treating 
them with mutual respect at all times. 

 Uphold the Councils objectives - understand and act in accordance with the Council’s vision 

and values, policy and procedures. 

 

In return the Council has a responsibility to ensure that all employees are clear on what is expected of them, 
also that there is a safe and healthy working environment that is free from discrimination, harassment or 
bullying. Staff will be offered relevant training and development opportunities.  Employees have the 
opportunity to choose to be represented by a Trade Union in appropriate circumstances as determined by 
Council policy. 

 

6.14.3 Customer Care and Courtesy 
Employees are expected to be welcoming, helpful, informative and courteous as well as being professional to 
the public and to the Council’s internal and external clients.  Staff must be presentable and suitably dressed 
for their particular job, including wearing safety clothing and equipment if appropriate under the Health and 
Safety regulations. If a uniform has been issued, it should be worn when on duty. 

 

6.14.4 Conduct towards Colleagues 
Staff must always act in a polite and friendly manner to colleagues, making sure that any behaviour does not 
cause offence.  The Council will not tolerate any form of bullying, v i c t i m i s a t i o n , harassment, violence 
or aggression and will use its disciplinary policy to support this. 

 

6.14.5 Time-Keeping and Attendance 
Employees should be ready and able to carry out their duties at agreed times within reason and time at work 
must be accurately recorded - falsifying records is a disciplinary offence. 

 

6.14.6 Complying with Written Guidelines, Laws and Regulations 
All employees should ensure they comply with the laws and regulations relevant to their job. Staff are 
responsible for understanding the conditions of service under which they are employed and should ask their 
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Line Manager for clarification if unclear about anything.  This also includes compliance with corporate 
guidance, such as the Council’s Standing Orders and Financial Regulations, as well as any specific 
departmental guidelines. 
 
Where an individual has membership of a professional institute or association, they are also obliged to 
comply with the professional code and standards of practice relating to that organisation. 

 

6.14.7 Conduct and Disciplinary Action 
The Council will use its disciplinary process to deal with any conduct that falls below that expected, if serious 
enough to warrant formal action. Full details of misconduct and gross misconduct are found in the disciplinary 
section. 

 

6.14.8 Outside Interests 
Life away from work is the employee’s own concern however staff must not put themselves in a position 
where the job and personal interests conflict. This includes behaviour which, because of the nature of the 
employment, would undermine the Council’s confidence or trust. 

 
An example would be a member of staff facing criminal charges regardless of whether these were incurred on 
or off duty. It is important that a Line Manager is informed immediately if the charges are in any way relevant 
to their employment, such as drug offences, crimes of violence, dishonesty or driving offences (if the nature of 
the job involves the use of a car or Council vehicle). 

 

6.14.9 Additional Employment 
The Council will not stop anyone from taking additional employment as long as it does not affect duties and 
responsibilities, or conflict with the interests of, or weaken, public confidence in the Council. 

 
Staff considering taking on additional work should get permission from their Line Manager and a record of 
approval will be maintained. This conduct rule applies to any employment, paid or unpaid, for example taking 
up office in an outside organisation e.g. charities such as local community associations. 

 
Assets and information belonging to the Council cannot be used for personal work without gaining prior 
permission from the Council.  It must be clear that that secondary employment is in no way connected to the 
business of the Council. Additional income received must be declared to HMRC and an assurance that no 
tax or insurance liabilities will accrue to the Council. 
 
Employees have a duty to be aware of the working time regulations and to ensure their health and safety 
whilst working with the Council or in their secondary employment. 

 

6.14.10 Declaring Interests – Financial, Personal or Business 
An example of an interest might be where a contract has been awarded by the Council - a direct interest 
would be if an employee or their partner was directly involved with the contract possible on a personal, 
financial or other level. An indirect interest can relate to close family members or friends being involved in the 
contract or interest. 

 
If a conflict of interest, or even a potential conflict, arises during the course of business, it must be declared 
immediately. Management will then consider whether it is appropriate for the member of staff to take any 
further part in the matter.  The responsibility to declare an interest lies with the employee and the interests will 
be recorded in the register of interests held at the Council. 

 

6.14.11 Political Considerations 
Each local authority is under a duty to draw-up and regularly update a list of those posts which are politically 
restricted. 
 
Employees whose  posts are determined by the Council as ‘politically sensitive’ may not stand for a political 
post or engage in certain political activities - such as canvassing or speaking publicly.  
A sensitive post is one which meets one or both of the following duties-related criteria: 
• Giving advice on a regular basis to the authority itself, to any committee or sub-committee of the 
authority or to any joint committee on which the authority are represented; or where the authority are operating 
executive arrangements, to the executive of the authority; to any committee of that executive; or to any member 
of that executive who is also a member of the authority. 
• Speaking on behalf of the authority on a regular basis to journalists or broadcasters. 
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Other employees are not eligible to stand for office as a member of parliament or of the City Council, but may 
participate in county, borough or parish council activities, provided they declare any resultant conflict of 
interest. 

 
Employees serve the Council as a whole and must serve all Councillors equally; therefore employees cannot 
be accountable to political groups and must not compromise neutrality. The Council’s protocol for 
relationships between Members/Councillors and staff must be followed when considering participation in 
political activity. 
 

6.14.12 Confidentiality and 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, services users and the public. However 
the regulations under the Data Protection Act 1998 and the Freedom of Information Act 2000 must be borne 
in mind when dealing with information. 

 

As part of the job, staff will come across confidential information. This must remain private and confidential at 
all times, unless authorisation have be granted to divulge it or the Council is required to do so by law. Staff 
should exercise reasonable care to keep safe documents and material containing confidential information. 

 
Information about another employee’s private affairs must not be given to anyone outside the Council without 
the consent of the employee, or to anyone within the Council unless that person has authority or responsibility 
for such information. 

 
Council contracts or purchasing arrangements cannot be used for personal benefit or to benefit any external 
function or organisation, unless prior approval has been granted. 
Similarly business information and documents should not be divulged to any third party or use it other than for 
the purpose of furthering the interests of the Council. 
 
Please see the Data Protection policy for further information 

 

6.14.13 ICT (Information Communications Technology) 

ICT is an umbrella term that includes all technologies for the manipulation and communication of information; 
this therefore includes hardware, computers, servers, telephones, printers, copiers, software, networks, 
applications etc. 

 
The information stored and processed on the Council’s ICT systems is of paramount importance to its day to 
day activities.  Consequently, it is essential that Council’s systems and data are secure, reliable and resilient. 
In this respect the Council will undertake any necessary actions to ensure this is the case including proper 
maintenance of  hardware , appropriate licences are in place, anti-virus and filter measures are installed, 
electronic back- ups of data regularly occur, power failure back up is installed and so on. 

 
All employees should be aware that all ICT equipment and associated packages are the property of the 
Council and provided for business purposes. Therefore the Council reserves the right to monitor email, phone 
and internet use or restrict the up/downloading of non- business related software. Employees must only use 
the Council’s systems in an appropriate professional, legal and responsible manner. Good practices such as 
password protection, locking screens when unattended, not using unauthorised software and correctly 
shutting down/turning off individual PCs and mobile devices when out of the office should be adopted. 

 
Whilst the ICT equipment is supplied for business use, the Council will allow personal use outside of normal 
working hours. However the Council reserves the right to withdraw this concession at any time. W h i l s t  
l i m i t e d  r e a s o n a b l e  u s e  o f  p ersonal mobiles is acceptable during working hours, an employee is 
expected to keep personal calls etc. to a minimum and the Clerk will oversee these arrangements as 
necessary. 

 
Remote access is regarded as an enhancement of working arrangements and is not a means of accruing 
additional hours. The same terms and conditions apply to ICT used remotely as applied within the office. 
 
Surplus ICT equipment will be disposed of both securely and in an environmentally friendly manner. 

 

6.14.14 Patent and Copyright 
Patents - any issue, item or idea capable of being patented under the Patents Act that is developed or 
discovered in the course of duties should be brought to the attention of a Line Manager as, subject to the 
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provision of the Act, such output belongs to the Council. It is the Council’s responsibility to decide whether to 
apply for patent or other protection in law for any such invention. 

 
Copyright - All records, documents and other papers compiled or acquired relating to the Council’s finance 
and administration are the Council’s property together with the copyright. However, the copyright of any 
academic work such as projects done as part of a course to further a professional career including books, 
contributions to books, articles and conference papers will belong to the individual.  If there is any doubt 
please refer to the Town Clerk. 

 

6.14.15 Caring For and Using the Council’s Resources 
Council resources, whether tangible assets such as materials, equipment and cash or business information 
cannot be used for anything other than Council business. 

 

6.14.16 Gifts and Hospitality 
Care must be taken when accepting any offer of a gift or hospitality. Items of low intrinsic value, such as 
diaries and calendars, can be accepted if used at work. Hospitality, such as a working lunch or a function that 
is part of the life of the community or where the Council should be represented, can reasonably be accepted 
but must be recorded by the Town Clerk. 

 
Anything of greater value or significance must be declined, politely but firmly, taking care not to give offence 
by explaining why, as a local government employee, you may not accept. 

 
In a similar vein, offers from companies of promotional sales must be declined. Improved discounts which are 
notified to the Council as a whole are the only form of promotion that the Council would normally find 
acceptable. 
 

6.14.17 Foreign Travel 

Approval must be sought in advance from Committee for all foreign travel on Council business. 

 

6.14.18 Smoking, Alcohol and Drugs 
Employees are not permitted to smoke on Council premises other than designated areas. Smoking in Council 
vehicles is not permitted. 

 
Whilst the Council premises are licensed, alcohol for personal use is not permitted on Council premises, 
unless specifically approved by a Line Manager.. 

 
The Council may use the disciplinary procedures to deal with any unsatisfactory performance, attendance or 
behaviour caused by excess alcohol consumption or by drugs, depending on circumstances.  If the alcohol or 
drug dependency problem is a medical case, then the Council will seek the advice of Occupational Health. 
Support and counselling is available through the Council to all employees on this. 

 
Employees taking legally prescribed or over-the-counter drugs must ensure that their use does not adversely 
affect work performance and the safety of other members of staff. 
 

6.15 Whistleblowing - Reporting Criminal Offences and Poor Conduct 
Employees are often the first to realise that there may be something wrong within their organisation. However, 
they may not feel able to express their concerns because they feel that speaking up would be disloyal to their 
colleagues or to their employer. They may also be apprehensive about the consequences and they may 
mistakenly feel that it may be easier, therefore, to ignore the concern rather than report what may be no more 
than a suspicion of malpractice. 

 
Leigh-on-Sea Town Council is committed to the highest standards of openness, probity, and accountability. It 
expects employees, and others that it deals with, who have serious concerns about any aspect of the 
Council’s work, to come forward and voice those concerns. The word ‘whistleblowing’ in this procedure refers 
to the disclosure, internally or externally, by employees of malpractice, as well as illegal acts or omissions at 
work. 

 
This policy makes it clear that all employees can report, in a confidential manner, their concerns without fear 
of victimisation, subsequent discrimination or disadvantage, and is intended to encourage and enable serious 
concerns to be raised with the Council, rather than overlooking a problem or ‘blowing the whistle’ outside.  It 
is stressed that under the Public Interest Disclosure Act 1998, employees of the Council who speak out 
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against corruption or malpractice at work have statutory protection against victimisation, dismissal or other 
disadvantage. 

 
This policy applies to employees of Leigh-on-Sea Town Council. Agency workers, casual workers and other 
individuals performing functions for the Council, such as contractors, are also encouraged to use the 
procedure. 

 

This policy aims to: 

 Encourage employees to feel confident in raising serious concerns in those cases where they 
do not wish to use the normal reporting routes within their departments; 

 Provide alternative avenues for raising concerns; (see section 6.15.6) 

 Ensure that responses to concerns are made; and 

 Reassure employees that they will be protected from possible reprisals or victimisation if they 
have made a qualifying disclosure to address their concerns. 

 

  
The law provides protection for employees who raise legitimate concerns about specified matters. These are 
called ‘qualifying disclosures’. A qualifying disclosure is one made in the public interest by an employee who 
has a reasonable belief that one of the following is being, has been, or is likely to be committed: 

 A criminal offence; 

 A miscarriage of justice; 

 An act creating a risk to health and safety; 

 An act causing damage to the physical environment; 

 A breach of any other legal obligation; or 

 Concealment of any of the above 

 
An employee who makes such a protected disclosure has the right not to be dismissed, subjected to any 
other detriment (e.g. disciplinary action), or victimised because he/she has made a disclosure. 
 
The employee has no responsibility for investigating the matter; it is Leigh-on-Sea Town Council’s through the 
office of the Town Clerk or Personnel Sub-Committee if the Town Clerk is the subject of concern, 
responsibility to ensure that an investigation takes place. 

 
The Council fully understands that employees who are members of a Trade Union may, in the first instance, 
wish to seek advice and guidance from their Union on the application of this Procedure. 

 
This procedure is for disclosures about matters other than a breach of an employee's own contract of 
employment. If an employee is concerned that his/her own contract has been, or is likely to be, broken, 
he/she should use the Council’s Grievance Procedure. 
 

Examples of the difference between a Grievance and a Protected Disclosure 

Grievance Protected Disclosure 

An employee's complaint about the type of 
work that he or she is being asked to do, for 
example if it is not covered by his or her 
contract 

A disclosure that an individual has been instructed to 
carry out actions that he or she genuinely believes to 
be illegal, e.g. to falsify tax returns 

An employee's complaint that he or she has 
received insufficient safety training 

A disclosure that safety rules within the workplace 
are routinely being flouted, thus endangering safety 

An employee's complaint about the hours 
that he or she is expected to work 

A disclosure that the requirements imposed by the 
company on a group of staff represent a breach of 
the working time legislation 

 

6.15.1 Safeguards Harassment or Victimisation 
Leigh-on-Sea Town Council recognises that the decision to report a concern can be a difficult one to make, 
not least because of the fear of reprisal from the person(s) who is/are the subject of the complaint. However, if 
employees state the truth when making a disclosure they should have nothing to fear because they will be 
doing their duty to their employer and those for whom they are providing a service. 
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Leigh-on-Sea Town Council will not tolerate any form of harassment or victimisation by any employee and will 
take appropriate action to protect individuals when they make a qualifying disclosure. 

 
Confidentiality 
All concerns will be treated in confidence and every effort will be made to protect an employee’s identity if that 
is their wish. At the appropriate time, however, they may need to be called as a witness, following a full factual 
investigation of the concerns raised. 
 
Anonymous Allegations 
In order to ensure that employees receive the protection of the Public Interest Disclosure Act 1998, 
employees should put their name to their concern. Concerns expressed anonymously are much less 
convincing. Anonymous concerns and allegations will therefore be investigated at the discretion of the 
Council. 

 

In exercising the discretion the factors to be taken into account would include: 

 The seriousness of the issues raised; 

 The credibility of the concern; and 

 The likelihood of confirming the allegation from factual evidence. 

 
Unsubstantiated Allegations 
If an employee makes an allegation which they reasonably believe to be true but it is not confirmed by the 
investigation, no action will be taken against them. However, if they make an allegation frivolously, 
maliciously, or for personal gain, disciplinary action may be taken against them. 

 

6.15.2 Procedure for Making A Disclosure Step One – Raising a Concern 

Whenever possible you should raise your concern with your line manager. If this is not appropriate, you 
should approach the Town Clerk. If the complaint is about the Town Clerk then your concern should be 
raised with the Chair of the Personnel Sub-Committee. 

 
Step Two – How The Council Will Respond 
The action taken will depend on the nature of the concern. The matters raised may: 

 be investigated internally by management, or through the disciplinary or other internal process 

 be referred to the Police 

 be referred to the External Auditor 

 form the subject of an independent inquiry. 

 
In order to protect individuals and the Council, initial enquiries will be made to decide whether an investigation 
is appropriate and, if so, what form it should take. 

 
Concerns or allegations which fall within the scope of specific procedures of Leigh-on-Sea Town Council will 
normally be referred for consideration under those procedures. Some concerns may be resolved by agreed 
action without the need for investigation. If urgent action is required this will be taken before any investigation 
is conducted. 

 
You will be written to within ten working days: 

 acknowledging that the concern has been received 

 indicating how the Council proposes to deal with the matter 

 giving an estimate of how long it will take to provide a final response 

 informing you if any initial enquiries have been made 

 whether further investigations will take place and, if not, why not 

 

6.15.3 Contact 
The amount of contact between the officers considering the issues and you will depend on the nature of the 
matters raised, the potential difficulties involved and the clarity of the information provided. If necessary, 
further information will be sought. 

 

6.15.4 Attending Meetings 
When any meeting is arranged you have the right to be accompanied by a trade union representative or a 
workplace colleague who is not involved in the area of work to which the concern relates. 
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6.15.5 Support 
Leigh-on-Sea Town Council will take steps to minimise any difficulties you may experience as a result of 
raising a concern. For instance, if you are required to give evidence in criminal or disciplinary proceedings, 
Leigh-on-Sea Town Council will advise or arrange for you to have advice about the procedure. 
 
Leigh-on-Sea Town Council will not tolerate harassment or victimisation (including informal pressures) and 
will take action to protect individuals who raise a concern.. 

 
Leigh-on-Sea Town Council accepts that you need to be assured that concerns will be properly addressed 
and, subject to legal constraints, will provide information about the outcomes of any investigations. 
 

6.15.6 How The Matter Can Be Taken Further 
This procedure is intended to provide individuals with an avenue to raise concerns within Leigh-on-Sea Town 
Council. If you are not satisfied, and feel it is right to take the matter further, the following are possible 
contacts: 

 Public Concern at Work 

 Audit Commission 

 the Police 

 Health and Safety Executive 

 Her Majesty’s Revenue and Customs 

 
If a matter is taken outside Leigh-on-Sea Town Council, you must take all reasonable steps to ensure that 
confidential or privileged information is not disclosed. If in doubt, check with the Town Clerk. 
 

 A worker can only tell the prescribed person or body if they think their employer: 

 

o will cover it up 

o would treat them unfairly if they complained 

o hasn’t sorted it out and they’ve already told them 
 

 

6.15.7 Dealing with the Media 

Employees may only talk to the media as a representative of the Council if specifically authorised to do so. 
The Town Clerk normally deals with media enquiries as well as preparing and issuing public statements or 
press releases. All media enquiries should  be directed to the Town Clerk.  

 
For further information on this subject, please refer to the Press and Media Protocol. 

 

6.15.8 Equality Issues 
All Council employees should ensure that their behaviour is in accordance with the spirit and the detail of the 
Council’s equality and diversity policies as well as the letter of the law.  All members of the local community, 
customers and other employees have a right to be treated with fairness and equity. The Council will not 
tolerate racist, sexist, homophobic or any other discriminatory remarks and behaviour. Deliberate 
discrimination will result in disciplinary action. 

 

6.15.9 Health, Safety and Wellbeing 
All employees have a personal and legal responsibility under the Health and Safety at Work Act 1974 for 
themselves, colleagues and visitors to the Council’s buildings and premises. 

 
Please refer to the Council’s Health and Safety Policy for further information. 

 

7. Harassment, Abuse, Bullying and Intimidation 

 

7.1 Policy Statement 
Employees are Leigh-on-Sea Town Council's most valuable and important resource, and the Council has a 
legal, moral, and ethical duty to ensure that the environment in which they work enables them to contribute to 
their fullest potential and that they feel confident and comfortable about that working environment. 

 
As well as considering the welfare of its employees, there is a strong business case for ensuring the 
elimination and prevention of harassment and bullying such as; the financial impact (e.g. cost of reduced 
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performance), health and safety (e.g. physical and emotional effects on employees), and recruitment and 
retention (e.g. people will not wish to join us or to remain with us). 

 
Leigh-on-Sea Town Council believes that all its employees have the right to be treated with dignity and 
respect, and that harassment and bullying is totally unacceptable. The Council will deal effectively with any 
form of harassment or bullying and take any steps it sees fit to either stop or prevent it. This may include 
taking disciplinary action, up to and including dismissal. 

 

7.2 Scope of the Policy 
This policy should be read in conjunction with other Council policies and procedures such as: the Equal 
Opportunities Policy, Disciplinary Procedure and Grievance Procedure. 

 
The policy covers harassment and bullying by Officers and Members of the Council. It does not cover 
harassment and bullying from the public or contractors. However the Council has a duty of care towards its 
employees and, in these cases, employees should report any such behaviour to their line manager who will 
decide upon the appropriate action. 

 

7.3 Aims of the Policy 
The information given below shows how harassment and bullying can affect both individuals and the Council, 
and demonstrates the need for a policy. The aims of having harassment and bullying policy are as follows: 

 To ensure that all of the Council’s employees are treated with dignity and respect; 

 To ensure that harassment and bullying is prevented and, if it does occur, that action is taken to 
stop it; 

 To ensure that the working environment is such that each employee feels confident and 

comfortable about the way they will be treated whilst at work; 

 To ensure that all of the Council’s employees know what harassment and bullying is and what 
the Council’s policy is; 

 To explain the responsibilities of Members, management, and employees; and 

 To explain the procedures for dealing with harassment and bullying. 

 

7.4 Harassment 
There are various definitions of harassment, but there are two key questions which help to define 
‘Harassment'. They are: 'Is the behaviour unwanted?' 'Does it undermine the dignity of the individual?' and 
‘Is it related to a protected characteristic?’ 

 
Harassment is defined In the Equality Act  ‘unwanted conduct related to a relevant protected characteristic, 
which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for that individual’. The protected characteristics are age; 
disability; sex or gender; gender reassignment; marriage/civil partnership; pregnancy or maternity; race 
(including ethnic origin, skin colour, nationality and national origin); religion or belief; and sexual orientation. 

 
It is also unacceptable to harass any individual: 

 Based on their association with another individual with a protected characteristic (e.g. an 
employee married to someone of a different ethnic origin); or 

 Based on a perception that they have a protected characteristic (e.g. a heterosexual employee 
who is made fun of because his colleagues believe he is homosexual). 

 

A definition of bullying is given in the next section of this policy, but harassment and bullying are closely 
linked. 

Examples of harassment include:  Sexual harassment: 

 Ridiculing someone because of their sex or sexual orientation by looks, remarks, sexual 

innuendo or jokes of a sexually explicit nature 

 Unnecessary touching or unwanted physical conduct 

 

Sexual orientation harassment: 

 Homophobic remarks, innuendo, jokes 

 Offensive actions and physical attack 
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Racial harassment: 

 Embarrassing or derogatory remarks such as racist jokes, name-calling or nicknames 

 Deliberate isolation or different treatment 

 

Harassment on the grounds of disability: 

 Name calling 

 Uninvited, patronising or unnecessary assistance 

 

Harassment on the grounds of religion or belief: 

 Ridicule and religious jokes 

 Scorning of belief 

 

Age harassment: 

 Negative comments generalising about the age group of the individual 

 Exclusion from informal groups such as social events 

 

7.5 Bullying 

ACAS states that bullying can be characterised as ‘offensive, intimidating, malicious or insulting behaviour, 
an abuse or misuse of power through means that undermine, humiliate, denigrate or injure the recipient’. 

 
It must be clearly understood that it is a manager's responsibility to set targets and review work performance. 
It is also the manager’s role when individuals do not reach targets to ensure that corrective processes are put 
in place. These discussions are sometimes difficult for both parties but need to take place to ensure 
employees work competently. In this context bullying will only occur when a manager abuses his or her 
authority. 
 
It should be noted that bullying does not just occur in manager/subordinate relationships, it can occur when 
there is unacceptable peer pressure or pressure by others in a position of ‘authority’, e.g. Members. 
 

Examples of bullying behaviour can include: 

 Spreading malicious rumours; 

 Making the employee the butt of jokes; 

 Aggressive, insulting and unco-operative attitude; 

 Destructive innuendo and sarcasm; 

 Constant unjustified criticism; 

 Unjustifiably removing responsibilities and replacing them with trivial tasks to do instead; 

 Shouting at employees; 

 Unreasonable use of disciplinary/competence procedures; 

 Unreasonable refusal of requests (e.g. leave or training) ; 

 Deliberately ignoring or excluding individuals from activities; 

 Imposing unreasonable workloads and/or unjustifiably reducing deadlines; 

 Constantly undermining an employee in terms of their professional or personal standing; 

 Undervaluing an employee’s efforts; 

 Seeking to make an employee appear incompetent, or intentionally creating an unacceptable 
working environment, with the object of either achieving a dismissal or of making them resign. 

 
Leigh-on-Sea Town Council recognises the fact that employees may initially take no action following  a 
particular instance of harassment or bullying, but this does not mean that they find the behaviour acceptable. 
For example, an employee who is the butt of jokes may not wish to object initially, but this should not prevent 
them from addressing the issue once they feel able to do so. 
 

7.6 Victimisation 
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Any employee who makes a complaint or supports another employee who has done so must not be subjected 
to any victimisation or less favourable treatment as a result. Leigh-on-Sea Town Council will not tolerate any 
such behaviour and will take appropriate action to stop/prevent this, which may include disciplinary action. 

7.7 Responsibilities of Managers, Employees, and Members Managers 

Managers will have the following responsibilities: 

 Compliance with the Policy; 

 Creating/ensuring that there is a supportive working environment; 

 Making sure that their employees know the details of this policy and ensuring compliance with 
it; 

 Making sure that their employees know what standards of behaviour are expected of them; 

 Taking allegations of harassment and/or bullying seriously and dealing with them as quickly as 
possible; 

 Ensuring that victims of harassment and/or bullying receive appropriate support which might 
include counselling. (Note: consideration should be given as to whether the harasser/bully 
should also be given access to counselling, as the employee who has been accused of 
bullying/harassment can find this a stressful situation); 

 Dealing with complaints under the Bullying and Harassment Complaints Procedure (see below); 

 Ensuring that matters are dealt with confidentially and impartially; 

 Ensuring that their employees attend any training requirement; and 

 Liaising with the Town Clerk on how to deal with cases that arise. 
 

Employees 

Employees will have the following responsibilities: 

 Compliance with the policy; 

 Treating their colleagues with dignity and respect; 

 Having an awareness of their own standards of behaviour; 

 Making it clear that they find harassment and bullying unacceptable; 

 Reporting harassment and supporting management with the investigation of complaints; and 

 Intervening to stop harassment and/or bullying and give support to victims. 

 
Members 

Members will have the following responsibilities: 

 Compliance with the Policy; and 

 Treating employees with dignity and respect. 
 

7.8 Bullying and Harassment Complaints Procedure 
No employee need put up with bullying or harassment. Leigh-on-Sea Town Council recognises that making a 
complaint may be a distressing experience, but all complaints will be taken seriously and dealt with in a 
sympathetic and sensitive manner. 

 
If you feel that you are being bullied/harassed, the decision about how to pursue this will, in the first instance, 
rest solely with you. You have the right to redress through either the informal or formal procedure. 

 
Only if the matter is brought to the attention of the alleged harasser/bully or your manager can action be taken 
to stop the behaviour. 
 
In the interests of natural justice a complaint should be made as close as possible to the date when the 
incident occurred. In a situation where, in your view, an accumulation of incidents merit a bullying/harassment 
complaint, this should be done as close as possible to the date when the ‘final straw’ incident took place. 

 

7.9 Stage One 
If it is possible and appropriate to do so, you should ask the person who you feel is harassing or bullying you 
to stop such behaviour, making it clear that you find it offensive and it is unwelcome. This can be done face-
to-face or in writing. 
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If you feel that you cannot approach the alleged harasser/bully alone then you may wish to ask a work 
colleague or trade union representative to accompany you. 
 
It is possible that some people may not have realised that their behaviour was offensive and alerting them to it 
will alter their behaviour. 
 

7.10 Stage Two 

If you feel unable to use the approach set out in Stage 1, or you feel that this is not appropriate, or if Stage 1 
action fails to resolve your complaint then you can raise this formally if you wish. 
 

In this case you will need to put your complaint in writing to the Town Clerk, giving details of the specific 
actions/incidents about which you are complaining. 

 
Once you have done this the matter will be investigated under the Council’s Grievance Procedure. 

 
The Town Clerk will discuss your complaint with you. In line with the informal resolution stage set out in the 
Grievance Procedure, the Town Clerk will, if appropriate, explore with you whether there are any informal 
measures that you feel able to pursue in order to attempt to resolve the situation before requesting that formal 
action is taken. These could include meetings with the alleged harasser/bully facilitated by your line manager 
or the Town Clerk, or more structured mediation. 

 
The formal process must, however, be followed if the alleged offence brought to the Council’s attention is so 
serious that criminal prosecution may result. 

 
If informal measures are not appropriate/successful or you wish to proceed straight to the formal process, the 
Town Clerk, or his/her representative, will thoroughly investigate the complaint in accordance with the 
Grievance Procedure. 

 
The usual representation will apply to the alleged bully/harasser and you can be supported throughout the 
process by a work colleague or trade union representative. 

 
In accordance with Leigh-on-Sea Town Council's Grievance Procedure you will be invited to attend a hearing 
unless to do so would be considered inappropriate taking into account the circumstances of the issue raised. 
You will be given written notification of the outcome of this hearing and will have the right of appeal. 
 
Decisions will be made at/after the hearing about the appropriate actions to be taken. These could include 
taking disciplinary action against the bully/harasser; issuing management instructions; arranging mediation if 
both parties are willing to participate; making changes to working arrangements; or taking no further action. 

 
It should be noted that if disciplinary action is taken against the alleged bully/harasser, you will be informed 
that disciplinary action is being taken, but will not be informed of the outcome of this or have a right of appeal 
against the decision of the disciplinary panel. Nor do you have the right to raise a grievance about any 
decision affecting the harasser/bully following a disciplinary hearing or investigation. 

 

7.11 Confidentiality 
Any complaint received, either formally or informally, will be treated with as much confidentiality as possible. 
However in order to enable your complaint to be investigated and/or resolved the individuals concerned will 
have to be made aware of your complaint, and it may not be possible to do this without identifying you. 

 
The knowledge that a complaint has been made will be restricted to the minimum number of people 
necessary to investigate what happened. All those involved in any complaint must respect this and ensure 
that they are sensitive to the needs of both the complainant and the alleged harasser/bully. 
 

All involved in investigating a complaint will do so impartially and make no inferences that either party is at 
fault until the investigation is complete. Breaches in confidentiality may result in disciplinary action. 

 

7.12 Complaints About Other Parties 
If the matter involves a complaint against the Town Clerk, you should inform the Chair of the Council or Chair 
of the Personnel Sub-Committee, who will determine the most appropriate means of dealing properly with the 
complaint. 
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If the matter involves a complaint against a Member, you should inform the Town Clerk who will take the 
appropriate action in line with the Council’s constitution.  

 

7.13 Malicious/Unfounded Complaints 
This procedure is designed to protect individuals who raise their concerns. It is accepted that some 
allegations may arise from genuine misunderstandings. However making a malicious and unfounded 
complaint may itself constitute harassment and be dealt with under the disciplinary procedure. 

 

8. Grievances 

 

8.1 Introduction 
Leigh-on-Sea Town Council recognises that from time to time individual employees may have a grievance 
relating to their employment. 

 
The Council’s policy is to ensure that employees who feel aggrieved about the way they have been treated, 
either by their colleagues or by management, are given every opportunity to express their views and have the 
issue they have raised resolved in a fair, timely and just manner. 
 
Solutions to some issues will involve compromise and for that reason it may not be possible to resolve every 
issue to the total satisfaction of those concerned. Employees cannot raise a grievance in regard to 
disciplinary action being taken, refer to the section on disciplinary. 

 

8.2 General Principles 
An employee has the right, at any formal stage of this grievance procedure, to be accompanied by a work 
colleague or union representative of his or her choice. 

 
The normal starting point for anyone with a grievance will be at an informal level as detailed below. However, 
if a grievance is raised against management the individual may take their grievance to a more senior manager 
nominated in the next stage of the process. 
 
Time limits are provided to ensure prompt decisions. However, time limits may be modified by mutual 
agreement. Where an employee fails to comply with a time limit, without good reason or explanation, the 
procedure will cease and the grievance will be considered settled or withdrawn. If a grievance is not dealt 
with by the appropriate manager within the specified time limit, unless it is agreed that it was not reasonably 
practicable to do so, the employee shall have the right to proceed to the next stage of the procedure. 
 

 
All cases dealt with under this procedure, whether formal or informal, will be conducted in strictest confidence 
and only those parties who are involved in the procedure will have knowledge of the process applied. 

 
Records will be kept detailing the nature of the grievance raised, the employer’s response, any action taken 
and the reasons for it. Records will be kept confidential and retained in accordance with the Data Protection 
Act 1998, which requires the release of certain data to individuals on their request. Copies of any meeting 
records will be made available to the individuals concerned although in certain circumstances some 
information may be withheld or redacted, for example to protect a witness. 

 
In any case concerning the Town Clerk, the matter must be referred to the Personnel Sub- Committee 
consequently the Chairman of the Council is responsible for overseeing that the procedure is carried out 
appropriately. 

 

8.3 Procedures 

 

8.3.1 Stage 1 - Informal Discussion 
An employee who has a grievance, should raise the matter with their Line Manager immediately either 
verbally or in writing.  The manager will investigate and will seek to resolve the matter within 5 working days, 
unless an extended period of time is agreed upon by both parties.  It is expected that the majority of concerns 
will be resolved at this stage, however, if the matter is not resolved to the satisfaction of the individual then a 
formal written grievance should be submitted to the Town Clerk. 

 

8.3.2 Stage 2 – Formal Discussion 
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The written grievance must be submitted to the Town Clerk within 10 working days of the original response to 
the employee’s grievance.  The Town Clerk will investigate the matter fully and meet with appropriate 
individuals.  A written response to the grievance will be provided within 10 working days. 

 
If the employee who raised the grievance does not consider that this written response constitutes a 
satisfactory resolution to their grievance, they may appeal to the Chairman of the Council within 10 working 
days. 

 

8.3.3 Stage 3 - Appeal 
The appeal must be made in writing to the Chairman of the Council who will convene a Grievance Panel to 
review the case in consultation with, if appropriate and practicable, the employee, other relevant employees 
and managers. 
 
The Chairman will respond in writing within 20 working days of the panel meeting. This decision is final and 
there is no further right of appeal. However, where all parties agree that there would be some merit in 
referring the matter to a third party for advice, conciliation or arbitration, arrangements will then be made to 
find a mutually acceptable third party. 

 

8.4 Conduct of Grievance Meetings 
This procedure will be followed at all times: 

 The Chair for the meeting will detail the status of the hearing and explain the procedure to be 
followed. 

 The grievance will be fully discussed, and if appropriate additional employees may be called 

forward to present supporting accounts. 

 All parties will be given the opportunity to present their case, question the statements made and 
the witnesses. 

 Both sides shall have the opportunity to sum up their position. 

 One or both parties may be recalled after the meeting has closed if clarification on any point is 
required. 

 The Chair of the meeting will consider whether the grievance is valid or invalid. If valid the 

Chair of the meeting will take the necessary action to resolve the grievance. This may include 

disciplinary action and in cases of harassment or bullying could result in dismissal. 

 The Chair of the meeting will make their decision and notify the parties concerned, in writing, of 
the decision and the reasons for it within 10 working days. 

 If the procedure is in Stages 1 or 2 the individual who raised the grievance will be informed of 

the right to appeal against the decision. 

 Notes will be taken at formal meetings held under all stages of this procedure. A report of the 
full case will be made which will be kept on the member of staff's personnel file. All parties to 
the grievance may request a copy of the report. Requests to amend or make additions to the 
report will be noted. 

 

8.5 Disputes 
A dispute is a collective grievance raised by more than one member of staff. It is in the interest of both the 
Council and its employees that disputes should be resolved fairly and quickly. If the dispute cannot initially be 
resolved in an informal manner, the same process a s  mentioned above will be followed, however 
consideration should be given as to whether the problem might be better raised and handled by the union on 
behalf of all the employees. 
 

9. Disciplinary, Capability and Poor Performance 
 
This procedure is designed to help and encourage all employees to achieve and maintain acceptable 
standards of conduct and job performance. The aim is to ensure consistent and fair treatment for the 
individual. This procedure sets out the framework for resolving issues relating to misconduct and 
unsatisfactory performance in accordance with the Employment Rights Act 1996, Human Rights Act 1998, 
and the ACAS Code of Practice on Discipline a n d  G r i e v a n c e  Procedures. 

 
This procedure applies to all employees except where it conflicts with a contractual or statutory requirement, 
which takes precedence. 
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9.1 General Principles 
The procedure is not a substitute for good management practices and should only be invoked when initial 
attempts to improve conduct have been made following discussions between the employee and their 
manager. However, where there has been gross misconduct or a serious breach of disciplinary rules, the 
formal procedure should be actioned immediately. 

 

No disciplinary action will be taken against an employee until the circumstances have been fully investigated. 

 
The employee will be advised of the nature of the complaint against him or her and will be given the 
opportunity to state his or her case at the appropriate stage. 

 
The employee has the right to be represented at disciplinary hearings and appeals. 

 
In all instances of alleged misconduct, the employee will be given at least 5 working days’ notice of the 
requirement to attend a hearing or appeal. Should the employee fail to attend without an acceptable reason, 
then the Chair of the hearing or appeal may proceed in the employee’s absence. 

 
Any disciplinary action taken will depend on the nature of the offence, the past recorded behaviour of the 
employee concerned, the consequence to the Council of the offence, and any explanation presented by the 
employee. 

 
Employees have the right to appeal against any disciplinary warnings and dismissal. 

 

9.2 Roles and Responsibilities 
Normally, the Line Manager or the Town Clerk will consider minor disciplinary issues and resolve them, if they 
can, without recourse to the formal procedure. 

 
Allegations of more serious misconduct or where a previous warning has been given but the required 
improvement has not been made should immediately be referred to the Town Clerk who will then be 
responsible for nominating an Investigating Officer. If the misconduct relates to the Town Clerk, this should be 
referred to the Personnel Sub-Committee. 
 
The Investigating Officer who carries out an investigation should not participate in any subsequent decision to 
take action under the procedure. Likewise, the Hearing Officer hearing the case should not be involved in the 
investigation beforehand. It is important that respective roles are identified at an early stage so that those 
roles are not compromised. 
 
The Investigating Officer need not be the employee’s supervisor or Line Manager, although this would 
normally be the case. 

 
Only the Town Clerk has the right to suspend an employee and provide verbal or written warnings for minor 
misconduct. 

 

9.3 Representation 
Employees have the right to representation, either by a trade union representative or a work colleague, at the 
hearing and appeal stages of the formal procedure. 
 
Representatives have the right to address the hearing or appeal. They may also ask questions and present 
the employee’s case. However, they have no right to answer questions on the employee’s behalf. 

 

9.4 Informal Procedure Informal Advice and Guidance 

Where a minor breach of acceptable/established standards of conduct occurs, which does not justify formal 
disciplinary action, the Line Manager will advise the employee concerned of the conduct and the standard 
expected in the future. In many cases, this will provide sufficient encouragement for the employee not to 
commit further acts of misconduct. 

 
The employee will be offered guidance, support, and additional training – where appropriate – to achieve the 
necessary standards. Representation will not normally be appropriate. Managers should make a note of such 
informal advice and guidance and should set out in writing to the employee the required improvements and 
standards of conduct that are expected in the future. Records of informal advice/counselling should be kept 
on employee’s personal files. 
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The formal procedure will apply when: 

 Previous informal advice or warnings have proved ineffective; 

 The allegation is of a serious nature; or 

 A number of minor allegations are made which taken together constitute a more serious breach 
of discipline. 

9.5 The Formal Procedure Suspension 

In some circumstances, the Town Clerk may consider suspension on contractual pay, pending further 

investigation or until the disciplinary hearing takes place. Suspension may be appropriate where: 

 Cases potentially involve gross misconduct; 

 Relationships have broken down; or 

 The presence of the employee may hinder the investigation process 

 There is a risk to the employer’s property or to other people. 

 

 In all cases alternatives to suspension, such as working from home, will be considered  
 
An employee should be advised that suspension in itself is a neutral act and does not constitute disciplinary 
action. 
 
An employee should be advised of the reasons for suspension. The period of suspension should not normally 
last for more than 20 working days. However, this period can be extended where necessary. 

 
The decision regarding whether or not suspension is continued  can be reviewed at any time during the 
disciplinary process. 

 

9.6 Investigation 
Before any decision can be made about whether or not a disciplinary hearing is necessary, an investigation 
must take place. The Town Clerk (or the Personnel Sub-Committee, in relation to matters concerning the 
Town Clerk) will appoint an appropriate Investigating Officer – w h o  could be an external adviser – who will 
report back with their findings and make recommendations as to whether a disciplinary hearing should be 
convened. 
 
The responsibilities of the Investigating Officer are to collect evidence by interviewing any relevant witnesses 
and gathering all documentation. An Investigatory Interview will normally be held with the employee 
concerned. The purpose of the interview is to gather the employee’s initial response to the allegations and to 
identify whether any further investigation is needed. 
 

For the benefit of the employee and the Council, any investigation must be concluded within a reasonable 
timescale. If there is a delay in completing the investigation, it is the responsibility of the Commissioning 
Officer who has appointed the investigator to regularly update the employee or their representatives on the 
progress of the investigation. 

 
Once the Investigating Officer has gathered all the relevant facts and reviewed the evidence, a report should 
be provided to the Town Clerk (or Personnel Sub-Committee) recommending one of the following: 

 Take no further action and inform the employee accordingly; 

 Advise the arrangement of counselling, training, extra supervision, or written advice (as 
appropriate); or 

 Arrange a disciplinary hearing. 

 

9.7 Arranging a Hearing 
If, following the recommendations of the Investigating Officer, the Town Clerk concludes that a hearing is 
required then the necessary arrangements should be made by the Town Clerk. The employee will be given at 
least 5 working days’ notice in writing. The letter should include a clear written statement of the allegation and 
should enclose any documentary evidence being relied upon and a reminder of the employee’s right to be 
represented. 

 
The Investigating Officer is responsible for presenting the case and making arrangements for any witnesses 
that he or she relies upon to attend the meeting. 
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The employee is responsible for arranging any representation they choose to have and any witnesses that 
they may wish to call. Details of any witnesses the employee intends to call and a copy of all documents that 
the employee may wish to refer to at the hearing must be submitted to the Hearing  Officer at least 3 working 
days prior to the hearing and these will be provided to the Investigating Officer. 
 

9.8 Conducting a hearing 

The Panel for a hearing will normally comprise of the Town Clerk (or three members of the Personnel Sub-
Committee, in relation to matters concerning the Town Clerk) and an independent HR representative to 
advise, as appropriate. 

 

The objective is: 

 To hear the evidence in respect of the allegation, the employee’s response, and to decide 
whether or not the allegation is substantiated; and 

 If the allegation is substantiated, to determine the disciplinary sanction to be applied in light of 
the seriousness of the offence and having regard to previous relevant disciplinary history. 

 

The procedure to be followed is: 

 Introduction of the Panel members and outline of their roles; 

 Statement of the purpose of the hearing and the allegation; 

 Presentation of the case by the Investigating Officer with witnesses called as necessary; 

 Questions by employee or their representative; 

 Questions by the Panel and adviser; 

 Presentation of the case by the employee or their representative with witnesses called as 
necessary; 

 Questions from Investigating Officer; 

 Questions from Panel and adviser; 

 Concluding statement by Investigating Officer; 

 Concluding statement by employee or their representative; 

 Adjournment of the Panel to make their decision; 

 The Panel reconvenes and the employee/representative is informed of the decision and, if 
necessary, their right of appeal. If the decision is not to be given on the day, this will be provided 
to the employee within 5 working days of the hearing. 

 
Requests for an adjournment can be made at any stage and it is up to the Chair to decide whether or not a 
request should be granted. 

 
The decision of the Panel will be confirmed to the employee in writing within 5 working days. The letter 
should clearly set out: 

 The Panel’s decision; 

 The length of time that any warning will be active for; (as appropriate) 

 The expected improvement in conduct; (as appropriate) 

 Any assistance that will be provided to achieve this; (as appropriate) and 

 The employee’s right to appeal. 

 

9.9 Formal Disciplinary sanctions 

In determining the appropriate disciplinary sanction, regard should be given to the employee’s previous 
record, the gravity of the offence, and any explanation given. 

 

If the allegations are substantiated at the disciplinary hearing, the Hearing officer may either apply no 

sanction or any one of the following sanctions, including dismissal:  

  

first written warning – usually valid for 6 months and given for a first offence for example or 

 where a previous warning to the employee has not resulted in the required improvement to 

 their conduct; 
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 final written warning – usually valid for 12 months and for more serious offence that is 

 insufficiently serious to justify dismissal, or where previous sanctions have been ineffective; 

dismissal (with notice) for an act or act of misconduct, other than gross misconduct, for  example for 

a further offence where an employee is under a final written warning; 

dismissal (without notice) in cases of gross misconduct and where the employee is summarily 

dismissed i.e. without notice or pay in lieu of notice transfer, demotion or loss of increments; 

  

other sanctions which are appropriate in the circumstance; 

 any reasonable combination of these sanctions. 

 

The Hearing Officer has discretion to apply the level of warning warranted by the seriousness of the 

case which may not necessarily be applied in sequence. 

 Records of informal meetings and formal warnings will be kept on employee’s personal files. 

 

 

9.10 The Right of Appeal 
An employee has the right to appeal against disciplinary action resulting in a warning or their dismissal. 
Three members of the Appeal Committee will hear the appeal, providing that they have had no previous 
involvement in the matter, assisted by an independent adviser, if appropriate. 

 
An employee who wishes to appeal must do so in writing to the Town Clerk (or Chair of the Personnel Sub-
Committee, in relation to matters concerning the Town Clerk). This must be done within 10 working days of 
the disciplinary hearing informing them of the disciplinary action taken. The appeal letter must set out the 
grounds for the appeal, normally under one of the following headings: 

 The severity of the disciplinary action; 

 The findings of the Panel on a point of fact which is pertinent to the decision of the hearing; and 

 A failure to adhere to the disciplinary procedure. 

 

9.11 Arranging an Appeal 
The date and time of the appeal will be organised by the Town Clerk (or Chair of the Personnel Sub-
Committee, in relation to matters concerning the Town Clerk). It is the responsibility of each side to prepare 
themselves for the appeal, including arranging for any witnesses to attend. 

 
The Chair of the original Panel and the employee or their representative will, where possible, agree papers for 
submission to the appeal 5 working days prior to the hearing. 
 

9.12 Conducting an Appeal Hearing 

The objective is: 

 To review the decision of the disciplinary hearing and decide whether that action is warranted 
or not; and 

 If the action is not warranted, to determine what action if any is appropriate; 

 
In doing so, the Appeal Panel will have regard to seriousness of the offence and any previous relevant 
disciplinary history. 

 

The procedure to be followed is: 

 Presentation of the appellant’s case, including calling any witnesses; 

 Questions by the Manager to the appellant and their witnesses; 

 Presentation of the case by the Manager (the Chair of the previous hearing) who took the 
disciplinary action, including calling any witnesses; 

 Questions by the appellant to the Manager and their witnesses; 

 Questions by the Appeals Panel and adviser to both parties and their witnesses; 

 Concluding statements by the parties. No new information should be introduced at this stage 
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and the appellant should have the opportunity to sum up last; 

 Adjournment of the Panel to make their decision; 

 The appeal is reconvened and both parties are informed of the decision or in writing within 5 
working days of the appeal hearing; 

 
The Appeals Panel has the right to call its own witnesses should it consider this to be of assistance in making 
its decision. 
 

9.13 Trade Union Officials 
In normal circumstances, no action will be taken against an officer of a recognised trade union until the matter 
has been discussed with a full-time officer of that union. 

 

9.14 Disciplinary Rules 
It is difficult to define all the acts of misconduct that might lead to disciplinary action. As a general principle, a 
test of reasonableness would be applied, i.e. would a reasonable person be aware that disciplinary action 
would result from a certain act or omission? 
 
The following are examples of the types of conduct that are unacceptable and might lead to disciplinary 
action. The list is not exhaustive and other behaviour not listed may lead to disciplinary action. 
 

 Poor time-keeping/ attendance; 

 Unjustifiable absence from work; 

 Waste, loss or damage of Council property through failure to take due care; 

 Negligence or failure in performance of duty; 

 Inappropriate or unauthorised use of e-mail, IT, or telephone facilities; or 

 Being under the influence of alcohol or drugs. 

 

9.15 Types of Gross Misconduct 
Unacceptable conduct, which may be regarded as gross misconduct, is likely to lead to an employee’s 
summary dismissal. This means dismissal without notice and occurs when the employment relationship 
between the Council and employee, and the trust which is inherent in that, is irrevocably broken. 

 
The list below gives examples of matters likely to be regarded as gross misconduct and is not exhaustive: 
 

 Refusing to follow reasonable management instructions; 

 Theft from the Council, its Members, employees, or the public; 

 Physical assault or verbal abuse; 

 Fraud or deliberate falsification of records; 

 Falsification of qualifications; 

 Serious negligence which causes unacceptable loss, injury, or damage; 

 Serious acts of insubordination; 

 Serious breach of confidence; 

 Use of privileged information for personal gain; 

 Malicious damage to the Council’s property; 

 Sexual misconduct at work; 

 Discrimination, victimisation, or harassment; 

 Serious breaches of safety rules; 

 Serious incapability through alcohol or drugs; 

 Accessing or distributing pornography on the Council’s IT facilities. 

 

9.16 Training 
Appropriate training will be given to the Town Clerk or any Members who might be involved in disciplinary or 
appeals meetings to ensure that they are able to fulfil their responsibilities under this procedure. 

 

9.17 Capability Procedure 
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This procedure is used to support, enhance, and improve the performance of employees. This procedure sets 
out a framework for resolving issues relating to poor performance, in accordance with the Employment Rights 
Act 1996, Human Rights Act 1998, and the ACAS Code of Practice on Disciplinary and Grievance Procedures. 
The procedure aims to ensure that consistent and fair treatment is given to all individuals. 

 

9.18 Scope 
Where there are issues of misconduct or of negligence, these will be dealt with under the Disciplinary 
Procedure. For matters of sickness, disability, or long term ill health, the Absence Management Policy will be 
used. 

 

9.19 General Principles 
The Procedure is not a substitute for good management practices. It should only be invoked when initial 
attempts to improve performance have been unsuccessful following discussions between the employee and 
their manager. 

 
The employee must be given at least 5 workings days’ notice of the requirement to attend a formal review 
meeting or an appeal. 
 

The employee has the right to be represented at formal review meetings or appeals. In the event of a 
formal warning or a dismissal, the employee has the right of appeal. 

 

9.20 Related Procedures 
When using the procedure, it may be necessary to refer to the contents of other agreed documents such as: 

• The Equal Opportunities Policy 

• The Grievance Procedure 

• The Absence Management Policy 

• Other conditions set out in the Staff Handbook 
 

9.21 Representation 
Employees have the right to representation at hearings and appeals relating to any stage of the formal 
procedure. This can be a trade union representative or a work colleague. 

 
Representatives can take an active part in review meetings. 
 

9.22 Action against a Trade Union Official 
In normal circumstances no action will be taken against an officer of a recognised Trade Union until the 
matter has been discussed with a full-time officer of that union. 

 

9.23 The Informal Procedure 
The Town Clerk (or Chair of the Personnel Sub-Committee in relation to matters concerning the Town Clerk) 
should deal with minor issues of poor performance in the first instance. 

 
A meeting with the employee to discuss poor performance should be arranged and any problems or areas for 
concern should be raised by the Town Clerk. Appropriate support and training should be offered to assist the 
individual towards meeting the required standards in the future. Realistic targets should be agreed with the 
individual and future expectations made clear by the Town Clerk. The Town Clerk will record the points 
discussed in the meeting and confirm this in writing to the employee along with the agreed plan to achieve 
acceptable levels of performance including support and learning and development to be made available. A 
review meeting should be arranged within 2 months to assess whether the targets have been met and 
whether the performance is satisfactory. 

 
In most cases, these meetings should provide sufficient guidance, support, and clarification of standards to 
rectify the situation. 

 
However, the formal procedure will apply when: 

• Previous informal advice or guidance has proved ineffective; or 

• The performance is so poor that informal discussions are unlikely to help. 
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The Formal Review 
If informal discussions have proved unsuccessful in raising performance levels to the standards set by the 
Town Clerk then the formal procedure will be invoked. There are three stages to the formal procedure. The 
employee has the right of representation at each stage. 
 
During each stage, the employee’s performance will be monitored closely. The method of doing this will be 
made clear to them at the conclusion of each review meeting. 

 
Stage 1: The Capability Review 
The Capability Review should build on the informal discussions already held as appropriate. It should be 
sufficiently specific so that the employee knows exactly what it is about their performance that is 
unsatisfactory and how they can improve to the required standard. The Town Clerk (or Chair of the Personnel 
Sub-Committee, in relation to matters concerning the Town Clerk) will carry out the Review. 

 
The review has four main purposes: 

1. To allow the Town Clerk to discuss with the employee: (i) the standards of work required; (ii) 
what improvement is necessary; (iii) how the employee can be helped to achieve them; and (iv) 
how improvement will be assessed and the timescale which must be reasonable. 

2. To allow the employee to: (i) obtain a clear understanding of what is expected of them; 

(ii) give an explanation or comment on their work; and (iii) give their views on how the problem 
can best be tackled. 

3. To allow the Town Clerk and the employee to explore other options, such as: (i) additional 
instruction, training, or personal development activity; or referral to 

occupational health, which may involve alternative action under the Council’s Absence 
Management Policy. Please refer to the Absence Management Policy. 

4. To make clear to the employee: (i) the timescale for improvement; (ii) how and by whom their 
work will be monitored during the review period; and (iii) the consequences if their work does 
not improve or if improvement is not maintained. 

 
Ideally, standards of performance should be agreed between the Town Clerk and employee. However, in the 
absence of such an agreement, the Town Clerk must satisfy himself or herself that any targets set are 
reasonable and non-discriminatory. If training or other learning and development support has already been 
given then its effectiveness should be reviewed and any further training and support agreed. 

 
If the Town Clerk is satisfied at the conclusion of the review that there is a shortfall in performance, the 
employee will be issued with a formal warning and an action plan, including timescales, to achieve. It will also 
be made clear that failure to achieve the action plan will lead to the next stage of the formal procedure. The 
length of time given to improve will depend on the nature of the job and the performance gap but in normal 
circumstances it should not be more than 3 months. The Town Clerk should confirm the outcome of the 
meeting in writing to the individual within 5 working days. 

 
Stage 2 – The Capability Review 
If the employee fails to achieve the standards or the timescales set out in the action plan then Stage 2 of the 
procedure is invoked. This involves a further review based on the same structure as Stage 1. 

 
Stage 2 of the Capability Review will be conducted by the Town Clerk (or Chair of the   Personnel Sub-
Committee, in relation to matters concerning the Town Clerk). If it is concluded that there is still a 
performance issue to be addressed, a further formal warning should be issued along with an action plan 
giving details of the standards of performance required and the timescales within which these must be 
achieved. The employee should be reminded that if the action plan is not achieved, then Stage 3 will be 
invoked. It needs to be made clear that Stage 3 may result in a decision to dismiss the employee. Again, the 
length of time given to improve will depend on the nature of the job and the performance gap but in normal 
circumstances should not be more than 3 months. A letter to confirm the outcome of the meeting should be 
sent to the employee within 5 working days, it should also explain the employee’s right to appeal against any 
warning issued. 

 
Stage 3 – The Final Capability Review 
The Final Capability Review will be heard by three members of the Personnel Sub-Committee. 
 
The Town Clerk who conducted Stages 1 and 2 should also be present to provide details of the previous 
review meetings and of the steps taken to encourage improvement in the employee’s performance. 
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The employee will have the opportunity to respond and put forward any points they wish to be considered. 

 

Consideration should be given to any alternatives to dismissal, such as redeployment or options of 
downgrading. However, this may not always be possible and will depend on each individual situation and the 
circumstances of the organisation. 

 
The Panel must satisfy themselves that they have heard all of the relevant information and that the employee 
has been given sufficient opportunity and support to improve. If they consider that the employee’s performance 
remains unsatisfactory, they must inform the employee that their employment is terminated on the grounds of 
capability or any alternatives to dismissal. 

 
The employee’s dismissal will be with notice or, if serving their notice period is not in the interests of the 
Council, they will receive pay in lieu of notice. The dismissal must be confirmed in writing within 5 working 
days, stating the reasons for it, and informing the employee of their right of appeal. 

 

9.24 Levels of Authority 

Guidance is given here on the appropriate levels of authority, although alternative arrangements may have to 
be made on occasion. 

 
 

Formal Officer Authority 

Stage 1 & 2 Town Clerk Formal warnings 

Stage 3 Personnel Sub-Committee Dismissal 

 

9.25 The Right of Appeal 
In the event of a formal warning or dismissal, the employee has the right of appeal to the Town Clerk (or 
Chair of the Personnel Sub-Committee, in relation to matters concerning the Town Clerk). The Appeal must 
be made in writing within 10 working days of the date of the letter confirming dismissal. 

 
Three members of the Appeal Committee will hear the appeal, providing that they have had no previous 
involvement in the matter. They will be assisted by an independent adviser. 

 
The appeal will take place as soon as is practically possible. The Appeal Panel will consider the details of the 
poor performance presented by the Chair of the Final Capability Review and will consider the comments of 
the employee. 
 
The decision of any appeal hearing is final. 

 
Training 

Appropriate training will be given to the Town Clerk or any Members who might be involved in capability or 
appeals meetings to ensure that they are able to fulfil their responsibilities under this procedure. 

 

10. Complaints 

 

10.1 Introduction 
The following Code of Practice in Handling Complaints is based on a model code promoted by the National 
Association of Local Councils.  
 
These paragraphs i.e. Chapter 10 can be given out to members of the public on request. 

 
From time-to-time members of the public have complaints about the Council’s administration or procedures. 
Local Councils as corporate bodies are not subject to the jurisdiction of the Local Government Ombudsman 
and there are no provisions for another body to which complaints can be referred. Therefore it is 
recommended for transparency in local government, and for the benefit of good local administration, that a 
standard procedure is adopted for considering complaints. 

 



Staff Handbook 
Page 63 

 
 

Policy and Resources Committee 30
th
 June 2015 – Appendix 2 

 

 

Leigh-on-Sea Town Council will do its utmost to settle complaints and satisfy complainants in the interest of 
the good reputation of the Council, and to ensure that the complainant feels their grievance has been fully 
considered, taken seriously and acted upon accordingly. 

 

10.2 Information for the Complainant 

It is hoped that any complaints can be satisfactorily resolved at a local level but complainants should bear in 
mind that even if a complaint is upheld, the Council does not have the authority to formally discipline a 
Councillor for breach of the Code of Members Conduct. 

 
For complaints about Councillors, the complainant is welcome and encouraged to contact the Town Clerk or 
the Chairman of the Council to discuss matters informally prior to deciding whether to officially register a 
complaint. All Councillors are required to observe and act within the parameters of the Members Model Code 
of Conduct. 

 
The Monitoring Officer acts for the Standards Committee of Southend Borough Council which has 
responsibility for all Town Councillors within their district, as well as the District Councillors. Complaints in 
respect of Councillors and for breaches of the Model Code of Conduct should be directed to the Monitoring 
Officer. 
 
The provisions of the Data Protection Act 1998 as well as the Freedom of Information Act 2000 must be 
borne in mind in dealing with all complaints. 

 

What is deemed not to be a complaint? 

 Dissatisfaction of a decision of the Council 

 Comments either commendatory or critical where the complainant does not wish to take the 
matter further 

 Matters relating to formal consultation exercises such as planning and licensing applications 
and local plans. 

 Concerns regarding matters which are the responsibility of another body 

 Criticisms of a policy adopted by the Council 

 

10.3 Procedure 

All complaints will be deemed to be ‘Informal Complaints’ unless a written complaint expressly states ‘Formal 
Complaint’. 
 

10.3.1 Informal Complaints 
Complaints may be given orally or in writing to any Officer or Councillor. Where the complaint is about the 
Town Clerk, the complaint should be notified to the Chairman of the Council. 

 
The complainant should be offered a copy of the Council’s Code of Practice for Handling Complaints at this 
stage. 

 
It is hoped that the complaint can be dealt with at an informal local level in consultation with the employee to 
whom it refers. The response should be given to the complainant within 3 days. 

 
If after receiving the response, the complainant remains unhappy, they can escalate the matter to a Formal 
Complaint. 

 
In the event of a seemingly serial facetious, vexatious or malicious complaint from a member of the public, the 
Council should consider taking legal advice before writing any letters to the complainant. 

 

10.3.2 Formal Complaints 
If the complainant feels very strongly about a matter, they may lodge a Formal Complaint with the Council 
and this should be submitted in writing to the Town Clerk. Where the complaint is about the Town Clerk, the 
complaint should be notified to the Chairman of the Council. 

 
The letter must state that a Formal Complaint is being made and include the following information: 

 Name, address, and telephone number of the complainant 

 Who is the complaint about or the full nature of what the complaint is about 

 How the issue has affected the complainant 
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 Copies of any relevant documents 

 Details of third parties and their involvement 

 What action the complainant believes might resolve the complaint 

 
Receipt of the letter will be acknowledged within 48 hours and the complainant advised that the Town Clerk 
will investigate the complaint and respond within 10 working days. The complainant should be offered a copy 
of the Council’s Code of Practice for Handling Complaints and a meeting with the complainant may be 
considered appropriate at this stage. 

 
Any complaint about a Council employee will normally be dealt with as an employment matter in accordance 
with the employee’s Contract of Employment and, if appropriate, by the Council’s disciplinary and capability 
procedures. 
 

10.3.3 Complaints Committee 
If the complainant feels that the matter has not been resolved fully after lodging a Formal Complaint to the 
Town Clerk then they may request in writing that the Complaints Committee be convened to consider the 
complaint. 

 

On receipt of the written complaint, the Town Clerk will acknowledge the letter and advise that the Complaints 
Committee will call a meeting to discuss the complaint within 15 working days of receipt of the letter. 

 
The Complaints Committee comprises of the Chairman, the Vice Chairman and the Chairman of the 
Personnel Sub-Committee. The Town Clerk will also be in attendance to represent the Council. If any of the 
aforementioned are involved in the complaint investigation they will be excluded from the Complaints 
Committee and another Councillor may be delegated in their place. 

 
The complainant will be notified of the date of the meeting and asked for their comments, evidence and 
documentation in writing prior to the meeting. They, or their representative, will be able to address the 
Committee however must leave the room whilst the Committee considers the complaint and its decision and 
response. The Committee must establish at its meeting whether there is a factual basis to the complaint and, 
if so, what action should then be taken. 

 
Once a decision has been made the complainant will be advised verbally and within 5 working days, the 
recommendations of the Committee will be sent in writing to the complainant. 

 
The Council may defer dealing with any complaint if it is of the opinion that issues arise on which further 
advice is necessary. The complainant will be advised in writing of this delay. The advice will be considered 
and the complaint dealt with at the next appropriate meeting. 

 

10.3.4 Appeals 
The Council will appoint a separate Appeal Panel to whom a complainant may appeal against the decision of 
the Complaints Committee. The membership of the Appeal Panel will not include any member of the 
Complaints Committee, nor any Councillor involved in the original complaint. 
 
Requests to refer the decision of the Complaints Committee to the Appeal Panel must be made in writing to 
either the Town Clerk or Chairman of the Council within 10 working days of receipt of the decision letter. 

 
An appeal hearing will be arranged within 20 working days of receipt of the appeal letter. A meeting of the 
appeal Panel will convene to investigate the whole complaint again. The Appeal Panel must follow the same 
procedure outlined in this document. 

 
The Chairman will respond in writing within 15 working days. This decision is final and there is no further 
right of appeal. However, where all parties agree that there would be some merit in referring the matter to a 
third party for advice, conciliation or arbitration, arrangements will then be made to find a mutually acceptable 
third party. 
 

10.4 Recording of Complaints 
For future reference and in the interest of continually improving the Council’s service, also for the sake of 
transparency of the Council), when complaints have been dealt with under the Complaints Procedure, it will 
be recorded by the Town Clerk. The name of the complainant will be reported only if they have given their 
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consent to be mentioned. The record should note the nature of the complaint, the reasons for the decisions 
made and what actions might need to be taken in the future (if any). 

 

11. Equality and Diversity 

 
Leigh-on-Sea Town Council is an Equal Opportunities employer. 

 

11.1 The Policy 
Leigh-on-Sea Town Council is committed to being an effective Equal Opportunities organisation. This means 
that the Council will do everything in its power to ensure that everyone is treated fairly and with respect at all 
times. 

 
This applies to all areas of the Council’s activities; including recruitment, employment, and provision of 
Council services. 

 

11.2 As an Employer 
We will provide equality and fairness for all in our employment and will not discriminate on grounds of: 

 Age; 

 Disability; 

 Sex or gender; 

 Gender reassignment; 

 Marriage and civil partnership; 

 Pregnancy and maternity; 

 Race (including ethnic origin, skin colour, nationality, and national origin); 

 Religion or belief; or 

 Sexual orientation 

 
All employees will be treated fairly and with respect regardless of position, part-time/full- time working, Trade 
Union membership or length of contract. Selection for employment, promotion, training, or any other benefit 
will be on the basis of aptitude and ability. 

 
All employees are required to treat one another with mutual respect. Actions, behaviour, and attitudes should 
consistently demonstrate respect for the dignity and worth of an individual. 

 
Harassment and discrimination in any form is unacceptable behaviour and offenders will be subject to 
disciplinary action. 

 

11.3 As a Service Provider 
The Council will strive to ensure that all services provided by, or on behalf of, the Council are made 
accessible to all individuals and groups equally and without discrimination. 

 
All service users will be treated with respect. Actions, behaviour, and attitudes will consistently demonstrate 
respect for the dignity and worth of an individual. 
 
The Council will, wherever appropriate, work in partnership with other agencies in the area; including the 
relevant unitary, county, district, and borough councils, voluntary groups, and community organisations to 
promote equal opportunities. 
 

The Council will ensure that all contractors directly supplying goods and services or executing works for, or 
on behalf of, the Council comply with this Council’s stated policy on equal opportunities. 

11.4 The Policy in Action As an Employer 

The Council aims to achieve the policy by: 

 Ensuring that its employees are made aware of their rights and responsibilities to each other, 
the customer, and the organisation regarding equal opportunities issues; 

 Providing a way in which individuals can communicate any concerns via competent named 

personnel; 
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 Treating any unacceptable behaviour seriously; and 

 Ensuring that all Managers realise they have a key role in implementing this policy and are 
expected to take personal responsibility for ensuring its success. 

 
As a Service Provider 

The Council aims to achieve its policy by: 

 Ensuring that employees are made aware of the Council’s standards of service and customer 
care, including equal treatment in service delivery; 

 Ensuring that no member of the public is disadvantaged or treated less favourably than others 

in terms of access to Council services. Where the Council’s practices, policies, or procedures 

are found to make access impossible or unreasonably difficult, we will take such steps as are 

reasonable in the circumstances to change these practices, policies or procedures; 

 Ensuring that, wherever practical, all public buildings and premises owned or managed by the 
Council are accessible to all. Where this is impractical in the short-term, we will provide 
reasonable alternative methods of access so that no member of the public is disadvantaged by 
physical barriers; 

 Recognising the importance of communication in attaining equality and providing quality 
services, which are responsive to the needs of all local people, for example through the 
provision of information in large print and on audio tape on request; and 

 Complying with all relevant legislation relating to discrimination and equality. 

 

11.5 Role of Councillors and Employees 
All Councillors and employees are responsible for implementing the Council’s Equal Opportunities Policy. It is 
important that all individuals who are employed by the Council appreciate that they have a responsibility and 
a role to play in the provision of equal opportunities. 
 

11.6 Monitoring of Equal Opportunities 
The Council’s Personnel Sub-Committee will have responsibility for the implementation and monitoring of the 
policy as it applies to the Council as an employer. 
 
The Council’s Finance and General Purposes Committee will have responsibility for implementing and 
monitoring the policy as it applies to the Council as a service provider, involving local community and 
voluntary groups in the monitoring process where appropriate. 
 

Complaints from staff about discrimination or unfair treatment will be dealt with as laid down in the Council’s 
Grievance Procedure and Disciplinary Procedure as appropriate. 

 
Complaints from members of the public about discrimination or unfair treatment will be dealt with through the 
Council’s Complaints Procedure. 

 

12. General Information 

 

12.1 Freedom of Information and Data Protection 
The Freedom of Information Act 2000 gives people the right to obtain information held by public authorities 
unless there are good reasons to keep it confidential. As a result of the Publication Scheme Development 
and Maintenance Initiative, the Information Commissioner’s Office (ICO) introduced a model publication 
scheme that all public sector organisations must have adopted from 1 January 2009. Leigh-on-Sea Town 
Council has adopted the model publication scheme. 

 
Councils must produce a guide to the specific information they hold and ensure that the information can be 
easily identified and accessed by the general public. Some exemptions do apply. 

 
The Council is also bound by the Data Protection Act 1998 in all its dealings. This Act requires anyone who 
handles personal information to comply with a number of important principles. It also gives individuals rights 
over their personal information. 

 
The ICO has legal powers to ensure that organisations comply with the requirements of the Freedom of 
Information Act and the Data Protection Act. Further details on these matters can be found in the separate 
Council Information Policy. 
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12.2 Council Property 

Use of Council property for a purpose other than normal duties is not permitted. No property is to be taken 
away from Council premises without prior explicit permission. Any damage to the property, equipment or 
premises must be notified to the Town Clerk immediately. 

 

12.3 Health, Safety and Welfare 
Leigh-on-Sea Town Council recognises and accepts its responsibility as an employer for providing a safe and 
healthy working and operating environment and for taking all due care to protect the safety of its employees 
and members of public who use its facilities. 

 
All employees and Councillors are reminded of their duty to take reasonable care of themselves and others 
who may be affected by their acts or omissions, and to ensure compliance with the statutory duties placed on 
them. 
 
For further information, refer to the comprehensive Council’s Health and Safety Policy. 

 

12.4 Business Continuity Planning 

Business Continuity Planning (BCP) is sometimes also known as Disaster Recovery Planning. BCP is the 
creation and validation of a practiced logistical plan for how the Council will remain operational during and 
after a disaster, emergency or extended disruption. Disaster incidents include local incidents like building 
fires, criminal activity, or serious ICT system failure, regional incidents include floods, earthquakes and 
national incidents such as pandemic illnesses. 

 
The Council takes its obligations and services very seriously, and in this respect had identified its key risks, 
undertaken risk analysis and planned steps to minimise the potential impact of a disaster, and ideally prevent 
it happening in the first place. 

 
For more information on Business Continuity Planning, refer to the separate BCP policy. 

 

12.5 Further Information and Useful Contact Details 
Further information on any matters contained in this Staff Handbook may be found under www.direct.gov.uk. 

 

Other useful contacts include: 
 
Paul Beckerson, Town Clerk,  
Leigh-on-Sea Town Council  
Tel: 01702 716288 
Fax: 01702 716287 
Email:council@leighonseatowncouncil.gov.uk 

 

Also refer to the Leigh-on-Sea Town Council website: www.leighonseatowncouncil.gov.uk 

 

ACAS (Advisory, Conciliation and Arbitration Service) provides free and impartial information and advice to 
employers and employees on all aspects of workplace relations and employment law. 

Call on 0300 123 1100 Monday-Friday, 8am-8pm and Saturday, 9am-1pm. 
 
Web: http://www.acas.org.uk/ 

 
Health & Safety Executive (HSE) Tel: Via an on-line form but If you are unable to complete the online 
form yourself, you can phone 0300 003 1747 during office hours - 8.30 am to 5.00 pm, Monday to Friday, 
Wednesday 10.00 am to 5.00 pm, and a call handler will complete the form for you. 
 
Web: www.hse.gov.uk 

http://www.direct.gov.uk/
mailto:council@leighonseatowncouncil.gov.uk
http://www.leighonseatowncouncil.gov.uk/
http://www.acas.org.uk/
http://webcommunities.hse.gov.uk/connect.ti/advice/answerQuestionnaire?qid=593891
http://webcommunities.hse.gov.uk/connect.ti/advice/answerQuestionnaire?qid=593891
http://www.hse.gov.uk/
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LEIGH-ON-SEA TOWN COUNCIL – STAFF HANDBOOK 
 
 

 
STATEMENT OF EMPLOYEE 

 
 

 
I have read the Staff Handbook issued to me on ___________(insert date) and understand and accept its 
content as forming part of my Contract of Employment. 

 
I will keep myself informed of its contents and similarly the contents of all other Council policies. 

 
 
 

Name of employee:    
 
 

 

Employee signature:      
 
 

 

Date: 
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Leigh-on-Sea Town Council 
71-73 Elm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288 

council@leighonseatowncouncil.gov.uk . www.leighonseatowncouncil.gov.uk 

Chairman:.Cllr Richard Herbert 

                                                      Vice Chairman:.Cllr Carole Mulroney 

                                                           Town Clerk:.Paul Beckerson 

 
 

LEIGH-ON-SEA TOWN COUNCIL 
Report 2532/PSC 

RECRUITMENT AND SELECTION - POLICY & PROCEDURE 
POLICY 

 
The recruitment and selection decision is of prime importance as the vehicle for obtaining the best possible 
person-to-job fit which will, when aggregated, contribute significantly towards Leigh-on-Sea Town Council's 
effectiveness. It is also becoming increasingly important, as the Council evolves and changes, that new 
recruits show a willingness to learn, adaptability and ability to work as part of a team. The Recruitment & 
Selection procedure should help the Town Clerk to ensure that these criteria are addressed. 
 
This policy ensures our Recruitment and Selection Policy will : 
 

 be fair and consistent;  

 be non-discriminatory;  

 conform to all  statutory regulations and agreed best practice.  
 

To ensure that these policy aims are achieved, all appointing officers/Cllrs will receive training in 
effective recruitment and selection.  
 

PROCEDURE 
 
The Recruitment Process 
 
The following procedure will be used when a post is to be filled. The Town Clerk or appointing Officer must: 
 
Define the job. If it is an existing post -  is an exact replacement required or is this an opportunity to revise 
the requirements. If it is a newly established post be clear on the exact requirements, draw up a job 
description and consult the Council in relation to the appropriate grade and / or salary. 
 
Complete a Job Vacancy Form which confirms: 
 

 details of the post  

 final approval from the Personnel Sub-Committee;  

 in the event of the job being newly established, the approval of the Personnel Sub-Committee, and 
confirmation from the Town Clerk and Policy & Resources, that funding is available.  

 
Ensure the Job Description and Person Specification are up-to-date and offer a true representation of the 
vacant post, and the person you are looking for to fill this post 
 
Collate an information package appropriate for the post. This package should include: 
 

 job description and if appropriate, the person specification  

 information on the department  

 information on Leigh-on-Sea Town Council 

 terms and conditions of employment including salary 
 

It is important that this pack is carefully put together in order to present a professional image of the Council, 
therefore out of date or poorly presented information is not suitable. 



 
 

Policy and Resources Committee 30
th
 June 2015 – Appendix 3 

 

Page 70 of 84  

 
Select the most effective means of obtaining suitable permanent candidates. The following options should be 
explored (in this order): 
 

 Internal advert within the Council  

 Examination of previous applications, or those held on file confidentially 

 External advert within the job centre  

 External advert in the local press  

 External advert in the National press  

 External advert in the appropriate technical / professional Journal  

 In senior posts the use of a recruitment agency  
 

Design the advertisement.  All advertisements must contain as much information as possible to ensure the 
correct recruitment group is targeted and reduce unsuitable applications, while remaining as cost-effective as 
possible.  
 
External adverts should be submitted to Personnel Sub-Committee with costings (at the time of confirming 
the post) for approval before being placed. 
 
The Selection Process 
 
Appropriate selection procedures must be used for each post. Procedures may vary, at its simplest this may 
involve a straight forward interview and skills testing. For more senior posts psychometric testing, 
presentations to the interview panel on a chosen topic and/or a series of individual interviews on various 
topics may be included. 
 
The appointing officer will approach relevant people to assist with shortlisting and interviewing. At least 
two people should be involved in shortlisting and sit on the Interview Panel.  
 
The application forms received by the closing date will be forwarded to the appointing officer for shortlisting. 
Applicants must be chosen against the Person Specification. It is the responsibility of the appointing officer 
at this stage to record (in writing) the reasons why an applicant is not shortlisted. All papers must be returned 
to the Town Clerk, who will invite the candidates for interview, obtain references and make the necessary 
housekeeping arrangements for the interview. This will include timetabling the interviews and arranging any 
pre-employment checks if appropriate. Candidates who have not been shortlisted will also be informed. 
 
The appointing officer will: 
 

 decide on the interview format and determine which areas to concentrate on with the questioning;  

 decide on who will chair the Interview Panel;  

 receive the references and pre-employment checks for candidates if appropriate, and be responsible 
for ensuring the confidentiality of these, and for their safe return to the Town Clerk for destruction.  

 
At the interview, the appointing officer will ensure that the Interview Report Form is completed as fully as 
possible. When interviewing, they will ensure that Equal Opportunities legislation is strictly adhered to, with 
no discrimination shown on any grounds. 
 
When all candidates have been interviewed, the panel will score them appropriately, and based on this 
decide on the most suitable person for the post. The appointing manager will arrange to inform the 
successful candidate as soon as possible, agreeing a commencement date and starting salary.  
 
All interview notes should be returned marked "private & confidential" to the Town Clerk for filing for future 
reference if necessary. 
 
Upon return of the Interview Report Form, the Town Clerk or appropriate Officer will: 

 telephone or email all unsuccessful candidates with outcome of interview as soon as possible, this 
will be confirmed in writing;  

 write to the appointee, offering the post providing satisfactory references and pre-employment 
checks have been received 

 initiate a personnel file and computer entry for the new member of staff;  
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 notify the officer if the appointee refuses the offer, or if there are any other details to be cleared.  
 

The Town Clerk will arrange, in conjunction with the appointing officer an individual programme of induction 
for the new starter which will be arranged and agreed at least one week before the appointee commences. 
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Leigh-on-Sea Town Council 
 
Job Vacancy Form 
 

Is this an established post: 

 

Title of Post: 

 

Department: 

 

Date when post becomes vacant: 

 

Who will this be replacing: 

 

Is the post permanent / temporary / fixed-term / contractor 
(Give details e.g. length of fixed-term contract) 

 

Grade of Post (if applicable) 

 

Salary range: 

 

Full-time / part-time (give number of hours) 

 

Comments: 

 

Signed (Appointing Officer)  

 

Date 

Authorised By (Appropriate Officer) 

 

I confirm availability of funding 
(Policy & Resources Committee) 
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LEIGH-ON-SEA TOWN COUNCIL 
 

INTERVIEW RECORD 
 

POST TITLE: 
 
PERSONNEL REF: 
 
DATE OF INTERVIEW: 
 
PANEL MEMBERS: 
 
 
Summary of Panel's comments on interviewees (including recommendation to appoint). 
 

NAME COMMENTS 

 
 
 
 
 
 

 

 
 
 
 
 
 

 

 
 
 
 
 
 

 

 
 
 
 
 
 
 

 

 
 
 
 
 
 
 

 

 
 
 
 
Signed ................................................................... Interviewing Officer/Panel Chairperson 
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Appointing Officer's Checklist 
RECRUITMENT 
 

1. Review the post - is it necessary, does it need changing, can the duties be adequately covered 
elsewhere. If significant changes are required or it is a new post please discuss the details in relation 
to grade and salary with the Personnel Sub-Committee 

 
2. Complete a Job Vacancy Form ensuring approval of appropriate officer. If post is newly established 

obtain confirmation of funding from the Policy & Resources Committee. 
 

3. Review / complete the job description and person specification.  
 

4. Put together an information pack for the vacancy. 
 

5. Decide the most effective way to recruit to the post. For example internal advert / job centre / 
national press etc. 

 
6. Design the advert. Decide on a closing date, method of application (e.g. C.V. or application form), 

whether a pre-interview visit will be required and who should be contacted for applicant enquiries. 
 

7. The Town Clerk or Delegated Officer will process the advert, send out information packs and collate 
applications ready for short-listing. 

 
SELECTION 

 
8. Decide on the interview panel as soon as possible and arrange a suitable date with them. 

 
9. Applications will be forwarded to you from the Town Clerk or Delegated Officer on the closing date. 

These may be inspected at any time prior to this. 
 

10. With at least one other member of the interview panel shortlist for the post against the person 
specification. 
 

11. Decide whether it would be appropriate to use alternative selection methods, for example 
psychometric or skill testing and make arrangements for this 
 

12. Let appropriate Administering Officer have a short-list, in order to contact the candidates and set up 
the interviews / tests etc. They will also contact unsuccessful applicants. 

 
13. References should be obtained immediately prior to the interviews if permission of the candidate has 

been given. 
 

14. Ensure arrangements are in hand to welcome candidates as they arrive, to escort them to the 
interview and any other events during the day e.g. testing. 
 

15. Complete the interview, and taking account of the outcome of any testing, decide on the most 
suitable candidate. Contact them by phone and offer the post (conditionally when details such as 
references, medical etc. have to be confirmed) agreeing verbally the salary and proposed start date. 
 

16. Return all interview packs and references to the Town Clerk with the Interview Report Form. They 
will Contact all other unsuccessful candidates by phone the same day if possible, and undertake the 
necessary administration. 
 

Set up an individual induction programme for the new appointment. 
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POLICY & RESOURCES DETAILED BUDGET 2015/16

INCOME
Budget 

2015/16

Income 

Received Balance

% 

Received EXPENDITURE
Earmarked 

Reserves

Budget 

2015/16 Expenditure Balance % Spent

Precept 361,694.00£    180,847.00£    180,847.00£   50.00% Crime Prevention -£               -£                -£                  

Council Tax Support Grant 19,750.00£      9,875.00£         9,875.00£       50.00% Bursary Fund LCC 333.18£         1,400.00£     127.18£         1,606.00£       7.34%

Bank Interest 500.00£            -£                   500.00£           0.00% Furniture & Equipment 500.00£        -£                500.00£           0.00%

Other Income* -£                   -£                  Elections 15,265.59£   7,000.00£     -£                22,265.59£     0.00%

Sale of Waste Sacks* 484.00£            484.00-£           Legal Costs 375.00£         1,500.00£     -£                1,875.00£       0.00%

VAT Refund* -£                   -£                  Annual Town Meeting 500.00£        -£                500.00£           0.00%

Community Engagement 9,000.00£     4,546.40£      4,453.60£       50.52%

Civic 200.00£        -£                200.00£           0.00%

Renewals Fund 7,837.69£     8,000.00£     841.87£         14,995.82£     5.32%

Capital Fund 90,014.00£   50,000.00£  -£                140,014.00£   0.00%

Localism Act 300.00£        -£                300.00£           0.00%

Intern 1,663.00£     4,000.00£     2,400.50£      3,262.50£       42.39%

GP Janitorial 3,221.00£     -£                3,221.00£       0.00%

TOTAL INCOME 381,944.00£    191,206.00£    190,738.00£   50.06% TOTAL EXPENDITURE 115,488.46£ 85,621.00£  7,915.95£      193,193.51£   3.94%

* Other Income in Main Budget Sheet  
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OFFICE ADMIN DETAILED BUDGET 2015/16

EXPENDITURE
Budget 

2015/16 Expenditure Balance % Spent

Premises

Office Rental 3,500.00£     -£               3,500.00£        0.00%

LCC Premises Use Grant 25,000.00£   12,500.00£   12,500.00£      50.00%

28,500.00£   12,500.00£   16,000.00£      43.86%

Administration

Stationery 1,400.00£     550.09£         849.91£            39.29%

Insurance 5,500.00£     -£               5,500.00£        0.00%

Library 300.00£         -£               300.00£            0.00%

Communication 2,000.00£     239.85£         1,760.15£        11.99%

Photocopying 2,700.00£     456.18£         2,243.82£        16.90%

Subscriptions 2,300.00£     1,817.14£     482.86£            79.01%

Postage 1,700.00£     302.36£         1,397.64£        17.79%

Entertaining 250.00£         -£               250.00£            0.00%

Licences 500.00£         -£               500.00£            0.00%

Bank Charges 1,200.00£     307.98£         892.02£            25.67%

Miscellaneous 500.00£         2.50£             497.50£            0.50%

Professional Advice 130.00£         130.00-£            

Audit 2,000.00£     820.00£         1,180.00£        41.00%

IT 2,000.00£     685.22£         1,314.78£        34.26%

Waste Sacks 1,000.00£     304.30£         695.70£            30.43%

Training - Staff 2,000.00£     1,497.00£     503.00£            74.85%

Expenses/Travel Costs - Cllrs 600.00£         1.00£             599.00£            0.17%

Training - Cllrs 2,000.00£     312.00£         1,688.00£        15.60%

Mileage & Expenses - Staff 550.00£         112.75£         437.25£            20.50%

28,500.00£   7,538.37£     20,961.63£      26.45%

57,000.00£   20,038.37£   36,961.63£      35.16%  
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Leigh Town Council Main Budget Report 2015/16

INCOME
Budget 

2015/16

Income 

Received Balance

% 

Received EXPENDITURE
Budget 

2015/16 Expenditure Balance % Spent

Balances B/F 303,691.84£  

Policy & Resources Policy & Resources

Precept 361,694.00£   180,847.00£  180,847.00£  50.00% P & R Expenditure 85,621.00£       7,915.95£          77,705.05£       9.25%

Local Council Tax Support Grant 19,750.00£     9,875.00£       9,875.00£       50.00% Office & Admin 57,000.00£       20,038.37£        36,961.63£       35.16%

Interest 500.00£           -£                 500.00£           0.00% Staffing 86,490.06£       13,187.05£        73,303.01£       15.25%

Other Income 484.00£           484.00-£           

381,944.00£   191,206.00£  190,738.00£  50.06% 229,111.06£     41,141.37£        187,969.69£     17.96%

Community Facilities Community Facilities

LCC Hire Income 94,000.00£     22,662.70£     71,337.30£     24.11% LCC Expenditure 69,656.49£       12,179.20£        57,477.29£       17.48%

LTC Contribution 25,000.00£     12,500.00£     12,500.00£     50.00% LCC Staffing 128,308.00£     16,734.16£        111,573.84£     13.04%

Other Income 2,000.00£        694.95£           1,305.05£       34.75% Highways Expenditure 8,050.00£          115.50£              7,934.50£         1.43%

LCC Fund-Raising 534.12£           534.12-£           Highways Staffing 410.00£             -£                    410.00£             0.00%

Skate Park Expenditure 4,400.00£          538.39£              3,861.61£         12.24%

Skate Park Staffing 2,772.00£          555.88£              2,216.12£         20.05%

121,000.00£   36,391.77£     84,608.23£     30.08% 213,596.49£     30,123.13£        183,473.36£     14.10%

Environment & Leisure Environment & Leisure

Allotments Income 12,875.00£     457.00£           12,418.00£     3.55% Allotments Expenditure 13,286.00£       1,856.53£          11,429.47£       13.97%

Allotments Staffing 5,503.00£          667.50£              4,835.50£         12.13%

Community Transport Fees 3,800.00£        450.50£           3,349.50£       11.86% Community Transport Expenditure 4,060.00£          160.40£              3,899.60£         3.95%

Community Transport Staffing 4,203.00£          408.42£              3,794.58£         9.72%

Farmers' Market Fees 2,040.00£        491.00£           1,549.00£       24.07% Farmers' Market Expenditure 1,650.00£          7.44£                  1,642.56£         0.45%

Leigh Lights Income 3,050.00£        30.00£             3,020.00£       0.98% Leigh Lights Expenditure 29,060.00£       -£                    29,060.00£       0.00%

Other Events Income 425.00£           425.00-£           Strand Wharf Expenditure 2,150.00£          -£                    2,150.00£         0.00%

Events & Other Expenditure 20,750.00£       2,158.14£          18,591.86£       10.40%

Other E&L Income -£                 E&L Staffing 8,719.78£          1,723.81£          6,995.97£         19.77%

21,765.00£     1,853.50£       19,911.50£     8.52% 89,381.78£       6,982.24£          82,399.54£       7.81%

Planning, Highways & Licensing Planning Highways & Licensing

Planning Expenditure 500.00£             -£                    500.00£             0.00%

Staffing 7,031.00£          1,761.77£          5,269.23£         25.06%

-£                  -£                 -£                 7,531.00£          1,761.77£          5,769.23£         23.39%

Total Income 524,709.00£   229,451.27£  295,257.73£  43.73% Total Expenditure 539,620.33£     80,008.51£        459,611.82£     14.83%

Capital Reserves 31/03/15 157,197.07£   Balances Remaining C/F 454,727.70£     

Earmarked Reserves 31/03/15 45,377.21£     

VAT REFUND DUE 1,593.10£       Est. General Reserves @ 31st March 2016 87,799.33£        
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              Leigh-on-Sea Town Council 
 71-73 Elm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288 
 council@leighonseatowncouncil.gov.uk   www.leighonseatowncouncil.gov.uk 

         Chairman: Cllr Richard Herbert 

    Vice Chairman: Cllr Carole Mulroney 

                                                               Town Clerk: Paul Beckerson 

Report 2531/PB 
 
Auditing Solutions Ltd 
Clackerbrook Farm 
46 The Common 
Bromham 
SN15 2JJ 
 
 
Reference your appointment please find scope of work for Internal Audit 2015/16 

Review of Accounts and Accounting Arrangements 
 
Please check that the accounting records are being maintained accurately and currently and that no 
anomalous entries appear in cashbooks or financial ledgers. Including:- 

 That an appropriate nominal ledger coding structure is in place,  

 That regular, monthly bank reconciliations are undertaken on all accounts. 
 
Review of Corporate Governance  
 
Ensure that the Council has robust Corporate Governance documentation in place; that Council and 
Committee meetings are conducted in accordance with the adopted Standing Orders and that no actions of a 
potentially unlawful nature have been or are being considered for implementation.  
 

Further check the Council’s reviews of Standing Orders and Financial Regulations during the year, and that 
appropriate internal control measures are in place together with an updated Financial Risk Assessment. 
 
Review of Purchasing and Payment Procedures 

Perform test checks to confirm that each payment is: 

 Supported by a trade invoice or other appropriate form of supporting documentation; 

 Supported by an official order, where appropriate; 

 Supported by proper quotations and / or a formal tender process, where applicable under the terms of 
the Council’s Financial Regulations;  

 Posted accurately to the Edge software nominal ledger expenditure headings; 

 Authorised as seen by members during the course of the cheque approval process and subsequently 
summarised for adoption by Full Council; and 

 The VAT is calculated and recorded to the VAT control account for subsequent recovery and has 
been actioned correctly. 

 
Assessment and Management of Risk 
 
Review the adequacy of the Council’s risk assessment register for all principal areas of the Council’s 
activities and confirm that a formal “strategy” was adopted by the Full Council; 

Examine the current year’s insurance schedules. 
 
Budgetary Control and Reserves 
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Ensure that the Council has appropriate procedures in place to determine its future financial requirements 
leading to the adoption of an approved budget and formal determination of the amount to be precepted on 
the local Unitary Authority, that effective arrangements are in place to monitor budgetary performance 
throughout the financial year and that the Council has identified and retains appropriate reserve funds to 
meet future spending plans.  
 
Review of Income 
 
Perform test checks to confirm that income due to the Council is identified, invoiced (where applicable) and 
recovered at the appropriate rate and within a reasonable time scale: and ensuring that it is banked promptly 
in accordance with the Council’s Financial Regulations.  
 
Ensure that the schedules of Council’s fees and charges are reviewed and adopted annually; 
 
Petty Cash Account 
 
Review the petty cash account and confirm that the required check by the Chair or the Vice Chair of P&RC is 
performed at least three times per year. 
 
Check that the payment transactions are entered into the Edge Paid Expenditure reports in the same 
manner as other cheque payments with full details of the payee and goods with VAT separately recorded for 
periodic recovery. 
 
Salaries and Wages 
 
Confirm that extant legislation is being appropriately observed as regards adherence to the Employee Rights 
Act 1998 and the requirements of HM Revenue and Customs (HMRC) legislation as regards the deduction 
and payment over of income tax and NI contributions, together with meeting the requirements of the local 
government pension scheme, as further amended with effect from 1

st
 April 2014, as regards employee 

contribution bandings, the inclusion of overtime as pensionable pay and actual salary rates forming the basis 
for banding determination instead of WTEs. In particular:- 

 Ensure that the Council reviews and approves pay scales for staff annually; 

 Agree the amounts paid to employees by reference to the approved pay scale on the NJC annual 
schedule of rates payable, where applicable, or to the individuals’ letters of annual amendment 
where not paid on those scales, examining a sample of all those salary payments made in one 
month; 

 Ensure that Tax and National Insurance deductions for all employees have been made applying the 
appropriate PAYE code and NI Table;  

 Check that the correct superannuation percentage deductions are being applied where applicable; 

 Check and agree the net payments to staff from copy payslips to the cashbooks; 

 Check and agree the payment over of deductions to HMRC and Essex County Council from copy 
payroll reports to cashbooks and have, as part of the supplier payments testing noted earlier, 
summarised the month by month total payments with explanations obtained for any variances arising 
therein; and 

 
Asset Registers 
 
Ensure that an appropriate register of buildings, land, plant and equipment owned by the Council is 
maintained. 
 
Ensure that, in accord with the revised Practitioners’ guidance in this area, the asset values have not been 
subject to either depreciation or “insurance policy inflation” and verify the overall value therein to the 
disclosure at Box 9, Section 1 of the Annual Return. 
 
Investments and Loans 
 
Ensure that the Council is “investing” surplus funds, be they held temporarily or on a longer term basis in 
appropriate banking and investment institutions, that an appropriate investment policy is in place, that the 
Council is obtaining the best rate of return on any such investments made, that interest earned is brought to 
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account correctly and appropriately in the accounting records and that any loan repayments due to or 
payable by the Council are transacted in accordance with appropriate loan agreements.  
 
Statement of Accounts and Annual Return 
 
Verify the accuracy of detail in the Annual Statement of Accounts, as produced initially by the Edge 
accounting software, but also supplemented by more formal supporting Income & Expenditure and Balance 
Sheet statements prepared by the Clerk and Finance Officer, to the underlying records and other 
documentation. 
 
 
Paul Beckerson 
Town Clerk 
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Leigh-on-Sea Town Council 
71-73 Elm Road, Leigh-on-Sea, Essex SS9 1SP - Tel: 01702 716288 

council@leighonseatowncouncil.gov.uk   www.leighonseatowncouncil.gov.uk 

 Chairman: Cllr Richard Herbert 

       Vice Chairman: Cllr Carole Mulroney 

            Town Clerk: Paul Beckerson  
 

Income and Expenditure 28th April 2015 24th June 2015 Report 2530/I&E 
Expenditure incurred under the General Power of Competence 

 

Cheque Expenditure Payee Purpose 

  
Expenditure - Cheques 

 

101325 £46.20 Mayfield Cleaning Ltd Bus shelter cleaning April 

101326 £32.23 DOTS Photocopying costs 

101327 £125.39 Essex Supplies(UK) Ltd Cleaning materials CC 

101328  Cancelled  

101329 £52.38 Acumen Wages Service Payroll costs April  

101330 £89.94 Graham Davison Reimbursement of travel expenses 
& purchase of a pump dispenser 
for cleaning materials 

101331 £149.10 Viking Direct Stationery 

101332  Cancelled  

101333 £272.00 EALC 16 New Councillor files 

101334 £180.00 Michael Dempsey IT Contracts 
Ltd 

Rectification of computer fault 

101335 £304.30 Cory Environmental Garden waste sacks 

101336 £78.00 Leigh Times Series Ltd Co-opted councillor advertisement 

101337 £250.00 ATS Services & Supplies Strip down flue & repair main boiler 
CC 

101338 £42.00 Acumen Wages Service Payroll - End of year online filing 
costs 

101339 £84.60 Fulton Paper A4 copier paper 

101340  Cancelled  

101341 £32.23 Viking Direct Stationery 

101342 £270.00 Michael Dempsey IT Contracts 
Ltd 

Resolve issues with PCI 
compliance & forwarding emails to 
Councillors 

101343 £240.46 Recognition Express Essex Name badges new Councillors & 
Paddling Pool sign 
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101344 £40.00 Essex Association of Local 
Councils 

Good Councillor Guide x 20 

101345 £250.00 Thames Estuary Partnership 
Ltd 

Annual membership to March 2016 

101346 £57.05 Viking Direct Stationery 

101347  Cancelled  

101348 £13.82 Recognition Express Essex Name badges 

101349 £47.22 Acumen Wages Service Payroll processing costs May 15 

101350 £46.20 Mayfield Cleaning Ltd Bus shelter cleaning May 

101351 £47.20 Wyvern Community Transport Hire of minibus for outing to Wat 
Tyler Country Park 

101352 £42.60 Allen Bros Electrical (Factors) 
Ltd 

Light bulbs for CC 

101353 £136.65 DOTS Photocopying costs 

101354 £200.00 A Stoat Ltd First Aid course for caretaking staff 

101355 £111.20 Essex Supplies (UK) Ltd Cleaning materials CC 

101356 £750.00 ITEC Learning Technologies 
Ltd 

Training costs for Business Admin 
Apprentice 

101357 £510.00 SLCC Enterprises Ltd Town Clerk Conference costs 

101358 £90.00 Leigh Times Series Ltd Advert re LTC magazine 

101359 £96.00 Mushroom Theatre Company Tickets for Community Transport 
outing 

101360 £4,281.00 Icicle Graphic Design Printing, design etc for LTC 
magazine 

101361 £114.00 Edge IT Systems Ltd Cost for additional user on Finance 
& Facilities systems 

101362 £100.00 Petty Cash Petty cash  

101363 £138.25 Essex Supplies (UK) Ltd Cleaning materials CC 

101364 £495.00 Vision ICT Ltd 50% initial payment for design & 
development of CC website 

101365 £80.00 Paul Beckerson Refund of cost of Alpha Training 
SIA Upskill course 

101366 £1,002.00 Abbeystar Print Solutions CC promotional folders (2000) – 
design and production costs 

101367 £16.83 Recognition Express Essex Name badges 

101368 £14.15 Abbie Cotterell Mileage Expenses re notice boards 

101369 £46.20 Mayfield Cleaning Ltd Bus Shelter cleaning June  

101370 £49.99 Essex Association of Local 
Councils 

Local Councils Explained 
publication 

Bk Trs £111.50 Elsie’s Place CIC 50% Room hire introduction fee 

Bk Trs  £750.00 MDAS ASA Agreement 
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Bk Trs £400.00 LOSALGA ASA Agreement 

Bk Trs £125.00 MARSHALL CLOSE ASA Agreement 

Bk Trs £818.53 Baines Surveying Services Contractor Admin services Strand 
Wharf 

Bk Trs £893.64 Baines Surveying Services Quantity Surveying services Strand 
Wharf 

Bk Trs £20,000.00 Payroll Payroll May 

BK Trs  £17,500.00 Payroll Payroll June 

  

 

 

Expenditure – Imprest Items 

 

 

 £1,128.00 Newsquest Media Ltd Recruitment advertisements Janitor  
& Community Centre Administrator 

 £60.09 247 Blinds Blackout Blind for Lower Hall 

 £792.29 Pass Ltd Portable Appliance Testing (PAT) 
of electrical equipment 

 £199.00 UK Border Agency Intern sponsorship 

 £185.00 Ikea Oak table for weddings  

 £94.00 Staples Brother toner cartridge 

 £8.50 Factory Shop Glasses for magazine launch 

 £52.90 Aldi  Drinks for magazine launch 

 £26.00 Survey Monkey Residents survey costs 

    

  Expenditure – Direct Debits 

 

 

 £54.90 GO CARDLESS LTD (Verde 
Coffee) 

Coffee machine rental (Cost 
recovered by LTC) 

 £182.24 Cory Environmental Bin collection CC 

 £250.85 Cory Environmental Skate Park bin collection 

 £1325.49 SSE Gas Community Centre 

 £792.00 Southend Borough Council Business rates CC 

 £94.80 GO CARDLESS LTD (Verde 
Coffee) 

Coffee machine rental (Cost 
recovered by LTC) 

 £63.62 Global Payments Card processing charges  

 £72.13 The Calls Warehouse Telephone call charges CC 

 £822.95 BES Electricity Electricity CC 

 £139.73 Cory Environmental Bin collection CC 

 £59.80 Essex & Suffolk Water  
Water rates Manchester Drive 
allotments 
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 £ 498.56 Essex & Suffolk Water 
Water rates for Leigh site 
allotments 

 £163.80 British Telecom Internet charges CC 

 £792.00 Southend Borough Council Business rates CC 

 £252.53 GO CARDLESS LTD (Verde 
Coffee) 

Coffee machine rental (Cost 
recovered by LTC) 

 £63.33 Global Payments Card processing charges  

 £378.53 BNP Paribas Photocopier lease costs 

 £850.46 BES Commercial Electricity Electricity CC 

 £67.88 Calls Warehouse  Telephone call charges CC 

    

  

 

 

 

Income  

 

Policy & Resources Committee       £749.84 

Community Facilities Committee £16,000.52 

Environment & Leisure Committee  £1,556.00 

Planning, Highways & Licensing Committee  

Total £18,306.36 

 


