Seaford Town Council

To the Members of the Personnel Committee

A meeting of the of the Personnel Committee will be held at 37 Church Street, Seaford on-
Thursday 9% March 2017 at 7.00pm which you are summoned to attend.

es Corrigan
Town Clerk
2™ March 2017
) AGENDA
Apologies for Absence
Disclosure of Interests

To deal with any disclosure by Members of any discloseable pecuniary interests and interests
other than pecuniary interests, as defined under the Seaford Town Council Code of Conduct
and the Localism Act 2011, in relation to matters on the agenda.

Personnel Policies

To consider report 124/16 presenting new and amended personnel policies for recommendation
to Full Council to adopt (pages 2 to 26).

Exclusion of the Press and Public

The Chairman will move that in accordance with the Public Bodies (Admission to Meetings)
Act 1960, the press and public be excluded from the meeting during the discussion on the next
item on the agenda as the item concerns confidential personnel details.

Pay Grading and Awards

To consider exempt report 125/16 regarding pay grading for Council employees and the annual
pay increase {exempt pages 27 to 30).

For further information about items appearing on this Agenda please contact:
James Corrigan, Town Clerk, 37 Church Street, Seaford, East Sussex, BN25 1HG
Email: admin@seafordtowncouncil.gov.uk

Telephone: 01323 894 870

Circulation: Councillors S Adeniji, P Boorman, L Freeman, R Honeyman, A Latham and
P Lower.

For Information: Councillors D Argent, M Brown, D Burchett, B Burfield, N Freeman,
T Goodman, R Hayder, O Honeyman, P Lower, A McLean, L Wallraven, M Wearmouth, B Webb,
C White and L Worcester.
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Seaford Town Council

Report 124/16

Agenda Item No: 3

Committee: Personnel Comnﬁttee

Date: 9th March 2017

Title: Personnel Policies

By: James Corrigan, Town Clerk

Purpose of Report: To present new and amended personnel policies for

recommendation to Full Council to adopt

Recommendations

You are recommended:

1.

To recommend Full Council adopts the Maternity, Paternity and Adoption
Leave Policy as presented;

To recommend Full Council adopts the Parental Leave Policy as presented;
To recommend Full Council adopts the Sickness Absence Policy as presented;

To recommend Full Council adopts the Equal Opportunities Policy as
presented;

To recommend Full Council adopts the revised Training & Development Policy
as presented;

To recommend to Full Council that the standard terms and conditions for
current and new employees be amended to clarify that employees are employed
under the Green Book save where amended by their terms and conditions of
employment or Council policy.

LOCAL COUNCIL
AWARD SCHEME
" FOUNDATION

Personnel Policies

1.1

1.2

1.3

As per the Council’s Policy Timetable, officers have been working on the
Council’s personnel policies and are now presenting these to the Personnel
Committee, as instructed by the Council because of the specialist nature of
personnel policies.

The Committee are asked to consider recommending the five policies, listed
below, to Full Council for adoption at its mecting on 20" April 2017:

a. Maternity, Paternity and Adoption Leave Policy (Appendix A, pages 5 to 19)
b. Parental Leave Policy (Appendix B, page 20)

c. Sickness Absence Policy (Appendix C, pages 21 to 22)

d. Equal Opportunities Policy (Appendix D, page 23)

e. Training & Development Policy (Appendix E, pages 24 to 26)

A to D are new policies where the Council did not have any formal policies in
place. These have been written in accordance with the guidance on all topics




1.4

15

1.6

1.7

1.8

1.9

1.10

from ACAS (The Advisory, Conciliation and Arbitration Service) and current
practice of the Council.

The Training & Development Policy has been revised at the Council’s request.
The policy includes training for members in greater detail but is less restrictive
and detail laden in general than the previous version, which is available on the
Council’s website and in the Councillor Information Packs.

The Maternity, Paternity and Adoption Leave Policy includes two provisions
over and above the statutory entitlement as set out by the Government;

a, Full pay will be given for employees utilising ‘KIT’ days whilst on
maternity or adoption leave. This is offset against any payment of
SMP or SAP, so is in effect ‘topped up’ to the employee’s usual
salary.

An employee using a KIT day will be carrying out work, aftending
training or a meeting, so it is only felt fair that full payment be made
for these days.

b. Paid time off will be given for an expectant parent or partner of a
mother taking paternity leave (not in the case of adoptions however) or
surrogate parents, to attend antenatal appointments.

Legislation states that reasonable time off be given but not that it must
all be paid. It is recommended that the Council agree to paid time off
for these appointments, owing to their importance.

The Sickness Absence Policy includes a bonus scheme for those employees

with low sickness records as a motivational perk and, whilst there is not a high

level of sickness absence within the Council, discourages unnecessary absences
from work.

At present, according to the current staff structure, the Council has 21
employees. The financial implication of the bonus scheme as recommended is
therefore a maximum of £2,100 per annum, but is ecxpected to be
approximately £1,500.

At its meeting in December, the Personnel Committee approved the Staff
Handbook (with amendments) which referred to each of these policies to be
written as addendums to the Handbook.

The instruction from the Council meeting in November 2016, was that the
Personnel Committee review and scrutinise any new or amended personnel
policies, as the best forum for this to be done in, and then recommend an
agreed policy to Council for adoption.

Members are therefore asked to review the policies as per the attached
appendices and make comment.

2. The Green Book

2.1

2.2

The ‘Green Book’ is the National Agreement on Pay and Conditions of Service
for public sector employees as agreed by the National Joint Council for local
government services.

For the first time since 2005, the Green Book has been reviewed and updated
accordingly. Due to being 228 pages long the document will not be circulated
with the agenda, however is available to view on the Local Government
Association’s website at http://www.local.gov.uk/workforce/-
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2.3

24

2.5

2.6

2.7

2.8

/journal_content/56/10180/3510601/ARTICLE The password to access this
will be sent separately to all Councillors.

The updated Green Book now includes payscales and allowances from 1997 to
2017 inclusive, the revised materity scheme, the revised annual leave
entitlement and the updated job evaluation scheme. All references and external
contact details have also been updated to ensure they are correct.

All employees of the Council are employed under the terms and conditions as
set out in the Green Book. The exact wording of Council employee’s contracts
of employment is:

‘The National Agreement on Pay and Conditions of Service of the National
Joint Council (“the NJC”) for Local Government Services (the ‘Green Book’)
applies to your employment save as amended by this contract.’

Many local councils choose to vary certain employment terms of the Green
Book, this is fairly standard practice. However, in order that Seaford Town
Council’s contracts of employment be adopting the belt and braces approach,
additional wording needs to be included to read:

‘...as amended by this contract or Council policy.’

This ensures that the Council is not in an awkward predicament where its own
policy contradicts the employment contracts of its staff.

An example of this is the Green Book stating that employees who work on
public holidays or weekend days receive enhancements to the time off in lien
(TOIL) accrued. The Council’s TOIL Policy states that any additional hours
worked, including weekend days or public holidays, entitle the employee to
TOIL accrued at single time.

There are no implications to the Council as a result of the amended Green
Book.

3. Financial Appraisal

The financial implications of this report are with the proposed sickness bonus scheme in
the Sickness Absence Policy, the financial details of which are mentioned at 1.7 of thig

report.

4. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk.

Town Clerk M

—




Aopunciic A

Seaford Town Council
Maternity, Paterntiy and Adoption Leave Policy

Introduction
This policy sets out the statutory rights and responsibilities of employees who are;

1. Pregnant or have recently given birth (Maternity Leave, below)
2. An expectant father or partner of the expectant mother (Paternity Leave, page 5)
3. Due to adopt a child (Adoption Leave, page 7)

4. Seeking to take share lease between parents (Shared Parental Leave, page 11)

5. The intended parent of a child through surrogacy (Surrogacy, page

Where the policy refers to ‘the Council” being notified or taking acti ad as the Town Clerk

carrying out these responsibilities on behalf of the Council.

An employee who becomes pregnant may be entitled to up to 52 weé
maternity pay. The sections below set out the entitlements, notification requ and other considerations
for the Council and the employee. e

1. Notification

the Council:

a. That they arepr

The Council willFespond in writing within 28 days of notification, setting out the employee’s rights and
entitlements and confi e dateon which they are expected to return to work if they take their full 52 week
entitlement to maternt '

If an employee wishes to change their maternity leave start date, they should give the Council at least 28 days’
notice where possible. Wiiere a baby arrives early or an expectant mother is off with pregnancy-related illness
within four weeks of the EWC, maternity leave will automatically begin.

2. Antenatal Appointments

Once the Council has been advised that an employee is pregnant, the employee is entitled to take reasonable
time off work with pay to attend antenatal clinic and other antenatal appointments made on the advice of their
doctor, registered midwife or registered health visitor.

If required, the Council may ask for proof of appointments with exception of the first appointment.




3. Maternity Leave Entitlement

All pregnant employees are entitled to take 26 weeks’ ordlnary maternity leave and up to 26 weeks’ additional
maternity leave, making a total of 52 weeks,

This entitlement is for all pregnant employees regardless of hours of work or length of service. This does not
however apply to casual workers, only employees.

Ordinary maternity leave can start at any time after the beginning of the 1 1™ week before the EWC (unless the
child is born prematurely before that date). Maternity leave will start on whichever date is earlier of}

a. Thechosen start date
b. The day afier the birth

c¢. The day after any day on which the employce is absent for a pregnancy-related reason in the four weeks
before the EWC

The law requires all employees to take a minimum of two wecks of &
after the birth of their child.

0ry atermty leave immediately

If an employee chooses to take additional maternity leave, this wil
maternity leave has ended.

4, Maternity Pay
Sta tutory Materni ty Pay

to SMP if;
a. Theyhave been continuously employed by th

c. They are still pregnant eleven we
d. ‘Theyhave provided a MATBI s

receive the low

SMP is treated as earmp
of the pension scheme,
will continue to contribut

Payment of SMP cannot sfart before the 11% week before your EWC. SMP can start from any day of the week
in accordance with the date an employeé starts their maternity leave. SMP is payable whether or not they intend
to return to work after their maternity leave.

SMP is still payable in the event of; a baby being born early, a stillbirth afier the start of the 24% week of
pregnancy, or the death of the baby after being born.

ercfore subject to income tax and National Insurance contributions, If part
ns will be taken based on the amount of maternity pay received. The Council
ny time the employee is in receipt of SMP.

The Council is eligible to reclaim a percentage of SMP payments made (currently 92%).

If the employee has not been working for the Council for 26 weeks at the Qualifying Week they will not be
eligible to receive SMP. They may however be able to apply to the Department for Work and Pensions for
maternity allowance, see below.




Maternity Allowance

If an expectant mother is not eligible to receive SMP they may be entitled to up to 39 weeks of matemity
allowance from the Department for Work and Pensions.

To qualify they must have been in employment or self-employed for at {east 26 of the previous 66 weeks before
the EWC (not necessarily consecutive). From these 26 weeks, they must have eamed on average at least £30
per week for 13 weeks.

' An expectant mother can ¢laim maternity allowance once they are 26 weeks pregnant and payment can start
from the 11% week before the EWC. '

5. Contact / KIT days

- An employee may decide they want to keep in touch during their maternity leave
work up to 10 days without losing their entitlement to SMP. Any days worked
days (KIT days) and will be paid in full and will be subject to the u
deductions.

Legally they are entitled to
knoivn as ‘keep in touch’
P Insurance and pension

-There is no bbligation for an employee to work during theif mafc_rm
extended due to the fact that work has been carried out during the 1

act during t| € period to
e 10 KIT days and does not

Legislation allows for the Council and the employee to make reasona
discuss such issues as the return to work. This contact does not couht to
bring the maternity leave to an end. :

The Council will ensure that the employee is kept informed
workplace developments and training opportunities.

6. Health & Safety

- If a risk is identified that ca
suitable work with n 5

ynditions. If no alternative work is available, the employee
protect the health and safety of the mother and baby.

m work during their pregnancy due to sickness, they will receive sick pay
ickness absence provided they have not yet begun maternity leave.

If a pregnant employee
in the same manner as

If, however a pregnant employee is absent from work due to a pregnancy-related illness within four weeks of
their EWC, maternity leave will automatically commence from the day after their first day of absence.

8. Annual Leave

An employee will continue to accrue annual leave during maternity leave (ordinary and additional) and
substitute days for Bank Holiday leave. The employee should discuss with their manager the options for using
leave before or after maternity leave if they wish to. It is not possible to use annual leave entitlement during
maternity leave.

9. Return to Work

On resuming work after maternity leave, the employee is entitled to return to the same job on the same terms
and conditions of employment as if they had not been absent. They also have the right to receive any pay rises
or improvements to terms and conditions for the job as if they had not been on leave.




If however there is a reason why it is not reasonably practicable for the Council to take them back in their
original job, they will be offered suitable alternative work of equivalent status and responsibility and on terms
and conditions that are no less favourable than would have apphed if they had not been absent.

Date of Return

Unless the Council is notified otherwise, the employee W111 be expected to return to work on the date in which
the 52 week maternity leave period ends.

If the employee intends to bring forward their return to work date, they should notify the Council in writing
providing at least eight weeks’ notice where possible. If they fail to do so, the Council has the right to postpone
their return to such a date as will give the Council eight weeks’ notice, provided this is not later than their
expected return date.

If the employee is unable to return to work due to sickness or 1nJury, the Co

il’¢ normal arrangements for
sickness absence will apply. '

Breastfeeding / expressing

Where an employee is secking to return to work and will requlre
express, she should notify the COllIlCll of thls so that suitable arrang

Part t:me/ ckafnged hours

If they dec1de to return to work after matermty leave an employeé¢ hasari
wish, either on a temporary of permanent basis, The Council will consider thi
this can be accommodated

minjimust of six weeks® notice. The
:days at the latest. The Council will

writing as far in advance Qf the return to work date
Council will respond in writing as soon as practically
always consider such requests in line with the o

Reszgnatwn

fler maternity 1 ey should submit their reslgnanon in the
heir terms and conditions of employment.

If an employee decides not 16 return to
normal manner, providing adequate not;




An expectant parent or partner of a mother may be entitled to up to two weeks’ paternity leave and up to two
weeks’ patemity pay. The sections below set out the entitlements, notification requirements and other
considerations for the Council and the employee.

For paternity leave entitlements where a child is adopted please see ‘Adoption Leave’ below.

10. Notification

On becoming an expectant parent, an employee should notify the Town Clerk as soon as they feel able to do
S0.

By the end of the Qualifying Week (the 15" week before the Expected Week of Childbirth), or as soon as
reasohably practicable afterwards, an employee is required to notify the Counci ‘When the-baby is due, whether
or not they are seeking to take one or two weeks’ paternity leave and W ] i

If an employee fails to follow the above notification requireme
Paternity Pay.

The Council will reépond in writing within 28 days .of notificatio
entitlements to and during paternity leave.

If an employec wishes to change their paternity leave start date, they"'shoul
notice where possible. The employee does not need to give a specific date f
they may wish to say the day after the birth or one week aftgrithiesbirth.

11. Antenatal Appointments

While there is no legal right for to paid time off fo
Council understands the importance of attendang
paid time off for these appointments, provid
a request for time off work. A

If required, the Council may ask for pro

Sntinuously forthe Council for 26 weeks leading in to the 15" week before the baby is

due and be em ontifitiously during the pregnancy up to the actual date the baby is born

Casual workers will not b ed to paternity leave, only employees of the Council.

Paternity leave must be taken within 56 days of the child being born and may only start after the actual birth.

13. Paternity Pay
Statutory Paternity Pay (SPP) is payable for up to two weeks. An employec is entitled to SPP if;

a. They have been continuously employed by the Council for at least 26 weeks at the end of the Qualifying
Week

b. They are employed up to the actual date of birth

¢. Their average weekly earnings in the eight weeks up to and including the Qualifying Week are not less
than the lower earnings limit for National Insurance contributions

d. They have given the correct notice as per section 10

The rate of SPP is reviewed every April by the Government. From April 2016 SPP is £139.58 per week and
from April 2017, £140.98 per week. If, when calculated, 90% of an employee’s average weekly earnings in the

5




eight weeks leading up to Qualifying Week is less than the rate of SPP, the employee will receive the lower
figure.
SPP is treated as earnings and is therefore subject to income tax and National Insurance contributions. If part

of the pension scheme, contributions will be takeri based on the amount of patemity pay received. The Council
will continue to contribute for any time the employee is in receipt of SPP. :

SPP is still payable in the event of; a stillbirth afier the start of the 24% week of pregnancy or the baby being
born alive at any point of pregnancy.

The Council is eligible {o reclaim a percentage of SPP payments made {currently 92%).

14. Annual Leave

An employee will continue to accrue annual leave during paternity leave and substitute days for Bank Holiday
leave. The employee should discuss with théir.manager the options '
leave if they wish to. It is not poss1ble to use annual leave entitlement

15. Employment ngl]ts

All employment rights are protected, and the employee shall suffer n
employee is eftitled to return to the same job after up to two weeks’ p

cfore or after paternity

10




Qualifying employees who have been matched with a child for adoption may take up to 52 weeks’ adoption
leave and may be entitled to 39 weeks of Statutory Adoption Pay. If a couple jointly adopt a child, one may
take adoption leave and the other parent may be able to take paternity leave or shared parental leave.

16. Notification

Within seven days of being matched with a child, the employee should tell the Council (in writing preferably):

a. How much leave they want
b. Their leave start date
¢. The ‘date of placement” — the expected or actual date the child is placed with them

Within 28 days the Council will write to the employee confirming theirslea
employee’s rights and entitlements.

start .and end date and the

Employees wishing to change their leave dates must inform the C

before their original
start date or the new start date, whichever is earlier. L

The rules are different if it is an overseas adoption. An employee mu

a. The date of their ‘official notification’ and the expected datesth o within 28
days of getting the notification '
b. The actual date the child arrives in the UK — within 28

¢. How much leave they want and when they want it t

rrives in the UK

days of this dat

17. Adoption Leave Entitlement

An employee can take up to 52 weeks’ statut;
adoption leave’ and the last 26 weeks as ‘addif

Adoption leave can start:

0 be placed with them by a UK adoption agency
ys of this date (overseas adoptions)

a. They have been continuously employed by the Council for at least 26 weeks by the week they were
matched with the child '

b. Their average weekly earnings in the eight weeks up to and including the point they were matched with
the child are not less than the lower earnings limit for National Insurance contributions

¢. They have given the Council proper notification of the pregnancy in accordance with the rules at section
16 of this policy :

d. They have given the Council proof of the adoption (see section 19 below)

For overseas adoptions, the conditions are the same as above except they;

d. Must have ‘official notification’ (permission for a UK authority) that they can adopt from abroad
e. Must fill in the declaration on online form SC6 if they are adopting with their partner (this form
confirms they are not taking paternity leave or pay)

11




For the first six weeks of adoption leave, SAP. is paid at the rate of 90% of the average weekly earnings
calculated over a period of cight weeks up to and including the week they wer¢ matched with a child,

The standard rate of SAP is then paid for the remaining 33 weeks (or less if the employee decides to return to
work sooner): The rate of SAP is reviewed every April by the Government. From April 2016 SAP is £139.58
per week and from April 2017, £140.98 per week. If, when calculated, 90% of an employee’s average weckly
earnings in the eight weeks leading up to the week they were matched with a child is less than the rate of SAP,
the employee will receive the lower figure.

SAP is treated as earnings and is therefore subject to income tax and National Insurance contributions. If part
of the pension scheme, contributions will be taken based on the amount of adoption pay received, The Council
will continue to contribute for any time the employee is in receipt of SAP,

The Council is eligible to reclaim a percentage of SAP payments made (currently 92%).
19. Proof of Adoption

In order to qualify for SAP the employee must give the Council

entitlement to adoption leave unless the Council wishés to request

0of is not needed for

For adoption, the proof must show thc

Name and address of the agenCy and employec

Date the child was matched e.g. the matching certificate
The expected or actual date of placement ¢.g, a letter from the agericy:
The relevant UK authority’s “official notification’ confirming the paren
adoptions only)

e. The date the child arrived in the UK e.g. a pl

poow

& to adopt (oveiseas

adoptions:only)

20. Exemptidns
An employee will not qualify for either adopti

a. Become a special guardian or kin
b. Adopt a stepchild

c Adopt a fanuly
d

in touch durmg their adoption leave. Legally they are entitled to
1tlement to SAP Any days worked are known as ‘keep in touch’

employge to work during their adoption leave. Adoption leave or pay will not be
been carried out during the leave period.

Legislation allows for t cil and the employee to make reasonable contact during the leave period to
discuss such issues as the fétumn to work. This contact does not count towards the 10 KIT days and does not
bring the adoption leave t6 an end.

The Council will ensure that the employee is kept informed of relevant matters such asjob vacancies, significant
workplace developments and training opportunities.

22. Adoption Appointments
An employee is entitled to paid time off to attend adoption appointments.

Single adopters are entitled to paid time off to attend up to five adoption appointments, These must be taken in
the period between the employee being notified of a match with a child and the date that the child joins the
family.

In the case of joint adoptions, one of the adopters will be entitled to paid time off to attend up to five adoption
appointments. The other adopter will be entitled to unpaid time off to attend up to two adoption appointments.

8
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Where there are joint adopters, the adopter who took paid time off to attend adoption appointments may not
then claim paternity leave and pay. It is usually therefore the main adopter (who is entitled to adoption leave
and pay) that would take paid time off. '

23. Paternity Leave with Adoption

If an employeé is a secondary adopter and is seeking to take patemity leave sections 10 to 15 above apply
with the amendments below.

Notification _ _
An employee adopting a child must give the Council an 5C4 form (the Council can provide this) for:

2 Leave — no later than seven days of their co-adopter or partner being matched with a child
b. Pay— 28 days before they want their pay to start

For overseas adopt'ions the form and notice period are different. Informa
the www.gov.uk website. '

Eligibility _
An employee adopting a child must;

-a.  Have worked for the Council continuously for at least 26 we
matched with the child (UK adoptions)
b. Have worked for the Council continuously for at least 26 weeks by
the UK or when they want their pay to start (oversea
¢. Confirm that their partner is getting statutory adop
d. Meet the other eligibility conditions for paternity*leave
Leave’ section of this policy)

_An employee will not be entitled to paternity le
off for adoption appointments (see section 22 dl

- Leave Start-Date

24. Annual Leave

An einployee will continu accrue annual leave during adoption leave {ordinary and additional) and substitute
days for Bank Holiday leave. The employee should discuss with their manager the options for using leave before
or after adoption leave if they wish to. It is not possible to use annual leave entitlement during adoption leave.

25. Return to Wc_;rk

On resuming work after adoption leave, the employee is entitled to return to the same job on the same terms
and conditions of employment as if they had not been absent. They also have the right to receive any pay rises
or improvements to terms and conditions for the job as if they had not been on leave.

If however there is a reason why it is not reasonably practicable for the Council to take them back in their
original job, they will be offered suitable alternative work of equivalent status and responsibility and on terms
and conditions that are no less favourable than would have applied if they had not been absent.

13




Date of Return

Unless the Council is notified o"thérwis'e, the employee will be expecfed {0 return to work on the date in which
the 52 week adoption leave period ends.

If the employee intends to bring forward their return to work date, they should notify the Council in writing
providing at least eight weeks’ notice where possible. If they fail to do $o, the Council has the right to postpone
their return to such a date as will give the Council eight weeks’ notice, provided this is not later than their
expected retumn date. o

If the employee is unable to return to work due to sickness or injury, the Council’s normal arrangements for
sickness absence will apply. - 3

Part time / changed hours

If they decide to return to work after adoption leave, an employcé has a right

wish, either on'a temporary or permanent basis. The Council will con
this can be accommodated. ‘

In order to allow the Council time to give full consideration to th
writing as far in advance of the return to work date as possible,
Council will respond in writing as soon as practically possible, wit
always consider such requests in ling with the operational requiremen!

should be put in
cks’ motice. The
' éil will

Resignation

If an employee decides not to return to work after adoption leave they should :

normal manner, providing adequate notice as per their te ent.::

26. Record Keeping
For a period of three years after the tax year tha

. Proof of adoption
" The date SAP started

10
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Shared Parental Leave enables eligible mothers, fathers, partners and adopters to choose how to share time off
work during the first year after a child is born or placed for adoption. Parents will be able to share a pot of leave
and decide to be off work at the same time and/or take it in turns to have periods of leave to look after the child.

Eligible employees may take up to 50 weeks shared parental leave during the child’s first year in their family.

‘The numbet of weeks available is calculated using the mother’s/adopter’s entitlement to maternity/adoption
leave. If they decide not to take all 52 weeks” maternity/adoption leave, the remaining leave can be taken as
shared parental leave.

27. Notification

An employee must give the Council at least eight weeks’ notice of their entitlemiént/request for shared parental
leave to start.

The employee will need to inform the Council;

a. The name of the other parent

b. The start and end dates of any maternity/adoption leave or pay
of the ¢child and the total amount of shared parental leave ava

c. The date on which the child is expected to born/the actual date of:
date on which the employee was notified of having been matched
placement for adoption '

d. The amount of shared parental leave the employee.dan

e. A non-bonding indication of when the employeg

respect

.or in the c@se of adoption, the
the child and the date of

If they are not the mother/adop
spouse, civil partner or partner
d. That should they ceasedo be eli

ther/adopter _
hey will immediately inform the Council

surancggmlimber
the child or they are the father of the child or spouse, civil partner

d earnings test’ and had at the date of the child’s birth or placement
- main responsibility for the child, along with the employee

to the amognt of shared parental leave that the employee intends to take

stncil processing the information contained in the declaration form

artner is the mother/adopter) that they will immediately inform their partner
atisfy the eligibility conditions

should they cease

The Council may, withinsf4 days of the above notification, request;

a. The name and business address of the partner’s employer (if the partner is no longer employed or is
self-employed, their contact details should be given instead)

b. In the case of biological parents, a copy of the child’s birth certificate

¢. Inthecase of an adopted child, documentary evidence of the name and address of the adoption agency,
the date of which they were 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, in order to be eligible for shared parental leave, réspond to the above request within 14
days.

The Council will respond in writing no later than 14 days after the initial request has been received (or in the
case of further information being requested by the Council, 14 days afier the employee has provided this
information).
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28. Eligibility _
In order to be éligible for shared parental leave the employee must be:

a. The mother/adopter, and
b. Either the father of the child or the spouse/clvﬂ partner/partner of the child’s mother/adopter

In addltlon to this, the employee will need to satisfy all of the following crltena

a. The mother/adopter of the child must be/must have been entitled to statutory matem1ty/ad0pt1on leave
of if not entitled to statitory ‘maternity/adoption ledve they must be/must have been entitled to
SMP/SAP or maternity allowanée and must have ended or given notice to reduce any
maternity/adoption entitlements

b. The employee must still be working for the Council at the start of each penod of shared parental leave

c. The employce must pass the contmmty test” requiring them to have a mmum of 26 weeks’ service

an average of at least £3O a week in any 13 of those weeks
e. The employee must corréctly notify the Council of their en

29 Le'aVe Entitlement

Contmuous Leave

Continuous leave is 4 number of weeks |

may also contain aFequest for two or more periods of discontinuous leave, which means
r. of weeks offleave over a period of time, with breaks between the leave where the

amiple is an arrangement where are employee will take six weeks of shared
r week over a period of three months.

asking for a set
employee returns t
parental leave and wo

The Council will conside continuous leave notification but does have the right to refuse it. Upon receipt
of a notification for discontinuous leave the Council will arrange a meeting to discuss this with the employee.
All requests will be carefully considered, weighing uip the potential benefits to the employee and the Council
against any adverse impact on the Council’s activities.

Where a request is refused the employee can either withdraw the request within 15 days of giving it or can take
the leave in a single continuous block, providing the correct notification requirements are met.

Shared leave

Shared parental leave may be taken at the same time so both parents are taking leave together, providing they
do not exceed the total amount of leave entitlement.
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Variation

The employee is permitted to vary or cancel an agreed and booked period of shared parental leave, provided
that they advise the Council in writing at least eight weeks before the date of variation. Any variation will be
confirmed in writing by the Council within 14 days of receiving notification of the variation.

30. Statutory Shared Parental Pay

Eligible employees may be entitled toup to 37 weeks Statutory Shared Parental Pay (ShPP) while taking shared
parental leave. The amount of weeks available will depend on the amount by which the mother/adopter reduces
their maternity/adoption pay period or matemity allowance period.

ShPP may be payable during some or all of shared parental leave, depending on the length and timing of the
leave. ,

Tn addition to meeting the eligibility requirements for shared parenfal leave{séGtion 28zabove), an employee

seeking to receive ShPP must also meet each of the following criteria

a. The mother/adopter must be/have been entitled to SMP/S

: reduced their matemity/adoption pay period or maternity a

b. The employee must intend to care for the child during the

¢. The employee must have average weekly earnings for the pe

including the 15® week before the child’s expected due date/s 1
earnings limit in force for National Insurance contributions =

d. The employee must remain in continuous employment until the first we

e. The employee must give proper notification in acco

- An employee entitled to ShPP should usually include thi
the leave itself. '

The notification from the employee must includ

a. The start and end dates of any SMP/S!
b. The total amount of ShPP avail

to claim ' :
nfirming that the information they have given is correct, that

they meet, P and that they will immediately inform the organisation

7 ccompanied by a sign

should they ¢ isfythe eligibility conditions

The standard rate of ShP eviewed every April by the Government. From April 2016 ShPP is £139.58 per
week and from April 2017;7£140.98 per week. If, when calculated, 90% of an employee’s average weekly
earnings in the eight weeks leading up to the child’s expected week of birth/weck they were matched with a
child is less than the rate of ShPP, the employee will receive the lower figure. '

ShPP is treated as earnings and is therefore subject to income tax and Nationa! Insurance contributions. If part
of the pension scheme, contributions will be taken based on the amount of shared parental pay received. The
Council will continue to contribute for any time the employee is in receipt of ShPP.

The Council is eligible to reclaim a percentage of ShPP payments made (currently 92%).

31. Contact / SPLIT Days

An employee may decide they want to keep in touch during their shared parental leave. Legally they are entitled
to work up to 20 days without losing their entitlement to ShPP. Any days worked are known as ‘shared parental
leave in touch’ days (SPLIT days) and will be paid in full and will be subject to the usual tax, National Insurance
and pension deductions.
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There is no obligation for an employee to work during their shared parental leave. Shared parental leave or pay
will not be extended due to the fact that work has been carried out during the leave period.

Legislation allows for the Council and the employee to make reasonable conitact during the leave period to
discuss such issues as the return to work. This contact does not count towards the 20 SPLIT days and does not
bring the leave to an end.

The Council will ensure that the employee is kept informed of relevant tnatters such as Job vacancics, significant
workplace developments and training opportunities.

32. An‘nual Leave

An employee will ¢ontinue to accrue annial ledve during shared parental leave and substitute days for Bank
Holiday leave. The employee should discuss with their manager the options for using leave before or after
shared parental leave if they wish to. It is not possible to use annual leave entitlement durmg adoptlon leave.

33. Return to Work’ o

parental leave. The employee is expected fo refurn to work the n
_ not1fy the Councﬂ otherw1se '

Ifthey are unable toattend Work duetoillness or injury, the Council’s
will apply k

weeks’ notice of their early return where possﬂ)le

On retui'mng' to work aﬁer shared ‘parental ledve, the:

absent.

If the employee’s maternity/paternity/ado
or more, the employee is entitled to rel
not reasonably practicabl nother
less favourable.:

same job they held beforeeommencmg the leave of, if this is
both suitable and approptiate on terms and -conditions no
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Surrogacy is when another woman carries and gives birth to a baby for the intended parents. The women who
gives birth to the child will be {reated as the mother, however, parental responsibility can be transferred by
cither an adoption or parentat order.

Surrogate Mothers

Pregnant employees have the right to 52 weeks’ matemity leave and to return to their job after maternity leave.
Whatever the birth mother does with the child in a surrogacy arrangement following the birth it has no impact
on her right to maternity leave.

Intended Parents

Adoption leave and pay is available to eligible employees who beco
for adoption or parental order. Paternity leave and pay,
to eligible employees. See the previous sections in this policy for

While there is no legal right for to paid time off for intended parents
of attendance at antenatal classes and appointments and will therefore
alongside a birth mother, provided adequate notice is given to the egiploye
for time off work. :

d time off for
ine manager

If required, the Council may ask for proof of appointments.

Adopted: -April2017 . -
Review:  April 2020 (or if legislation change;
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Seaford Town Council
Parental Leave Policy

Legally, parents of young children are entitled to take up to 18 weeks’ unpaid leave to care for the child,

-18 weeks can be taken in respect of each child and can be taken by each parent so if the Council has both parents
in its employment, both employees will be potentially entitled to take 18 weeks’ parental leave.

Parental leave can be taken at any time up to child’s 5" birthday or, in the case of a child who suffers from a
disability, any time up to their 18" birthday:,

In the case of an adopted child, leave can be taken at any time in the first five years after the child is placed
with the adoptive parents however, it must be taken before the child reaches 18 years of age, even if that is
before the five years areup.

Leave can only be taken in blocks of weeks unless the child has a digability, in
permissible. No more than 4 weeks’ parental leave in respect of eag
year.

1. Entitlement

¢ shorter periods are
1 be taken in any one

In order to be eligible to take parental leave, an employee must meet £

a. Beanemployee
b. Have continuous service with the Council for at lea
.c. Either, have parental responsibility for the child o

certificate

2. Notification

An employee must give 21 days’ notice of the 5t3

Unless the request is for days commen
- request for parental leave for up to six my
would unduly disrupt i ine

All employment rights aré protected and the employee shall suffer no detriment from taking parental leave.

Where an employee has taken four weeks or less parental leave, they are entitled to return to the same job on
the same terms and conditions had they not taken the leave.

If the parental leave is taken in a consecutive period with additional maternity or additional adoption leave, the
- employee is entitled to return to the job that they were employed in before their absence or if that is not
reasonably practicable, to another job that is suitable and appropriate in the circumstances.

Adopted: April 2017
Review:  April 2020 (or if legislation changes)
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Seaford Town Council

Sickness Absence Policy

Seaford Town Council is committed to maintaining the health, well-being and attendance of all its employees.
The Council’s absence policy is based on the following principles:
e Tt undertakes to provide reasonable payments to employees who are unable to work due to sickness.

o It will support employees who have genuine grounds for absence for whatever reason. This support includes a flexible
approach to the taking of annual leave and returning to work after long term sickness.

o It will respect the conﬁdentiélity of all information relating to an employee’s sickness and information will be held
in line with all data protection legislation.

“nd the Council asks each
rding to the procedures set

Regular, punctual attendance is an implied term of every employee’s con
employee to take responsibility for maintaining good attendance and rep
out in this policy.

1. Absence reporting

An employee must report their absence from work owing to illness to their Ii
and no later than one liour after they are due to commence their working:

possible notification of absence should be given the previous evening to allow staff
their absence, the employee should give a clear indication of the nature of their illne;
to work.

In the case of the Town Clerk being absent, they should i
absence. If the Town Clerk’s absence is to be over one we
all Councillors advising them accordingly as well as advi

2. Certification

Sickness certificates are required for all abs
public holidays and any days not normally w

endar days of absence. From the 8" day onwards a medical
date'on which the employee will be fit to resume work must

3. Returnto Wo
On return to work the emp

1d complete and give to their line manager a Self-Certification Form.

A “fit for work’ certificate is r
out.

od should the employee wish to return to work before their medical certificate runs

g

On return to work the line manager will have an informal discussion with the employee in order to establish: the reason
for and cause of absence, the employee’s fitness to return to work and whether they need any support to return to work.

4, Sent Home

If while an employee is at work they decide that they are unwell and need to go home, for health and safety purposes
they must inform their line manager before they leave the building. The employee will need to discuss with their line
manager how this absence is to be treated i.e. sickness absence or time off in lieu.

5. Medical, Dental or Optician Appointments

Where possible medical appointments should be made outside of working hours. If this cannot be arranged they should
disrupt the working schedule as little as possible, .g. made early or late in the day. Employees will be required to use

TOIL to cover such absernces.
21
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Where attendance for a medical or hospital appointment necessitates a complete day’s absence from work, this will be
treated as sick leave (untess annual leave is utilised) and the procedure for self-certification should be followed,

6. Use of Leave

The Council recognises that some employees choose to take annual leave or allocate time off in lieu on days or periods
where they are ill. This should be discussed with the employee s line manager, who will consider the request for
alternative leave instead of sickness absence.

There may be occasions where it is possible for an employee to work from home despite not being fit enough to attend
work, an example may be post-operation/ injury recovery or in the circumstances of contagious illnesses, that physically
means they cannot attend the workplace but may still able to carry out work functions from home.

The Town Clerk will have to consider and approve any requests to work from home and the employee will have to
evidence the work done afterwards The principle cons1derat10n when making this decision will be the employee’s

welIbemg

7. Absence durmg pregnancy

Pregnancy related absence will be dealt with separately from sickn ordance with the Council’s

Maternity Policy.
8. Sick Pay

payment to an employee under the Statutory Sick P

The Council reserves the right to require an
practitioner nominated by the Council, Sllb_]
applicable. Any costs assoc:1ated with the exd

Access to Medical Reports Act 1938 where
Council. ‘

WhllSt on absence due t

: :eﬁfels are at an unacceptable level or unjustified, this may be dealt with initially

Where there is belief that abs
employee or if felt necessary, through the Council’s Disciplinary Procedure.

through informal meetings wi

The Council will reward emplOyees with a small annual bonus within the December pay for those employees with low
sickness records for prior 12 months (1% December to 30" November) on the following basis;

Zero day’s sickness absence = £100
Up to one day’s sickness absence = £75
Up to two day’s sickness absence = £50
Up to three day’s sickness absence = £25
More than three day’s absence = £0

Adopted: April 2017
Review: April 2020 (or if legislation changes)
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Seaford Town Council

Equal Oppertunities Policy

. Seaford Town Council’s aim is to ensure that all its employees, councillots, job applicants and individuals and
organisations worked with, are treated equally. The Town Council will ensure that every aspect of its
governance and operation promotes equality of opportunity.

1. Legislation

Under the Equality Act 2010 it is unlawful to discriminate against an individual on the following grounds,
which are known as ‘protected characteristics’:

Age

Disability

Gender reassignment
Marriage and civil partnership
Pregnancy and maternity
Race

Religion or belief

Sex

Sexual Orientation

DY D DD DL D

In addition, the Council will not discriminate on the grounds.of:

o Ethnic or national origin

& Political views and/or trade union membershi
& HIV/AIDS status or other chronic illnesses
5 )
0

Personal family circumstances
Socio-economic status

:The Counetl, it
against individ

ent of all aspects of the Council including recruitment, recruitment
facilities, procedures, terms and conditions of employment and

te behaviour to implement its Equal Opportunities Policy.

the knowledge and

3. Employees

‘All employees, whether filll-time, part-tine, fixed term contract, agency workers or temporary staft, will be
treated fairly and equally.

4. Breaches

If there is any doubt about appropriate treatment under the Council’s Equal Opportunities Policy, employees
should consult their line manager or the Town Clerk. Members of public should refer to the Council’s Complaint
Procedure.

Breaches by an employee of the Council’s Equal Opportunities Policy will be regarded as serious misconduct
and could lead to disciplinary proceedings.

Adopted: April 2017
Review: April 2020 (or if legislation changes)
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Seaford Town Council
Training & Development Policy

Seaford Town Council is committeed to the ongoing training and development of all councillors and employees.
From this the Council helps them to make the most effective contribution to the Council’s Strategic Objectives
in providing the highest quality representation and services for the people of the town.

The purpose of this policy is to encourage councillors and staff to undertake appropriate training, ensure
necessary training is undertaken, allocate training in a fair manner and ensure that all training is evaluated to
assess its value.

Training and development will be achieved by including a realistic financial allocation for training and
development within the annual budget, as well as taking advantage of evant partnership or in-house
provision available.

1. Identification of Training Needs
There are various circumstances in which training needs may arise,

Legislative requirements e.g. first aid, fire safety, manual han
Changes in legislation

Changes in systems _

New or revised qualifications become available
Accidents

Professional error

Introduction of new equipment.
New working methods and practices
Complaints to the Council

A request from a member of staff
Devolved services / delivery of

DD DL Y ™

Officers

He first instance discuss this with their line manager.
7, the line manager will discuss this with the employee.

tified during the annual appraisal process; they may arise at any
soon as possible. That said, as per the Council’s Annual Appraisal
_ idered at each appraisal meeting.

The training néé
the role and the de

Councillors

If a councillor feels they a -training need they should discuss this in the first instance with the Town Clerk.

The Town Clerk will be a"Ble to assess the request and ascertain whether this is somethmg all councillors may
be interested in/benefit from undertaking.

The Council will undertake an annual training needs analysis with councillors soon after each Annual Meeting
of the Council in May. This will encourage councillors to look at any personal development areas or knowledge
gaps as a councillor that they wish to address and importantly, consider any training needs they feel they may
have with regards to Committees they are members of following the Annual Meeting. This is particularly
important with regards to the Personnel, Appeals and Finance & General Purposes Committees and
Disciplinary/Grievance Sub-Committee.

On completing the training needs analyses, the results will be collated and reviewed by the Town Clerk. The
Town Clerk will then take steps, to arrange any training required.

/lppmw x £
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Below is a list of examples of internal training councillors may wish to seek:

Code of conduct

Chairmanship

Conduct at meetings

Standing Orders

Mayor / Deputy Mayor role and responsibilities
Coungdil’s Strategic Objectives
Specific Council projects

Budget setting

Finances and cost centres

Discipliniary and Grievance procedures
Appeals procedures

Social media

DO YL LWL LY DD

2. Training Methods
‘There are different ways in which training and development can b
Internally - ' If training can be given utilising
possibility will be explored. This ofteft
training, training on specific work prog
legislation.

Partnership -

Day Workshops/Seminars - orkshiops and seminars this is
¢levant.

Conferences - ployecs and councillors, again where

minated representatives that are invited
frict Association of Local Council’s annual

sional qualiﬁcatioﬁ' will often be sourced through the

Professional Quali 101 ion ¥
leted at a local University or College.

m a nearby location.

oyee/councillor and their line manager/Town Clerk should consider
ng can be sourced and whether or not others may benefit from the

Each year as part of the angual budget setting process, the Council will include a training budget for employees
and councillors, When cafculating this, any training needs identified as part of the annual appraisal process and
councillors training needs analyses will be taken in to consideration.

All sponsored training must be appropriate to the needs of the Council and is subject to the availability of
financial resources. :

For approved courses the Council will cover the course fee, examination fees, associated membership fees and
one payment to re-take a failed examination.

Recouping Costs

It is standard practice of the Council that where the Council is covering the costs of an employee’s training
course or qualification (this being a course or qualification, rather than one day course or workshop) a written
agreement will be made that if the employee leaves the Council’s employ within a set period of time during or
having completed the course, the employee will be expected to reimburse the Council as per the agreement.

This does not apply to employees in apprenticeship positions.
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Travel Expenses

Employees or councillors attending training outside of Seaford may submit an expense claim to cover travel
costs to and from the venue. Where practical and possible, if there is more than one attendee from the Council,
car pooling or shared travel arrangements should be made.

4. 'Time Off Work

The Council will grant paid time off work for one-off training courses lasting one day or less, providing these
are approved with the line manager.

Where a training course or workshop falls on an employee’s non-working day, time off in lieu (TOIL) may be
accrued for hours in attendance at the training.

An employee undertaking a longer training course or qualification will be required to use TOIL to cover these
absences. The only exception here is with NV qualifications for trainees sponsored by the Council for which
paid leave from work will be granted providing this is approved in ad

, the Council will be
ling adequate notice is

flexible to ensure this time off can be granted using cither TOIL o
given by the employee.
5. Evaluation

It is vital that any training undertaken is evaluated for effectiveness2Wi exception of internal/on the job
training, upon completing a training session/course/workshop, the employ cillor should complete a
Training Report Form and return this to the Town Clerk. -

Report forms will be reviewed and collated annually as

s su1tab1¢ for another individual
ed and/or acted on.

The completion of these forms will also help assess w
at a future date and helps ensure any key points taken

6. Recordkeeping

ely by the Town Clerk. This log should
or qualification certificates should also be

Each employee and councillor has a Tra
be updated with any training undertaken
given to the Town Cletk
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