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 Tuesday
20' December 2016 at 7.00pm which you are summoned to attend.

James Corrigan
Town Clerk
14™ December 2016

AGENDA
1.  Apologies for Absence

2. Pisclosure of Interests

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

3.  Staff Handbook
. To note report 88/16 presenting the Staff Handbook for noting (pages 2 to 19).

4.  Personnel Committee Meeting Date

To consider report 101/16 regarding setting a date for a Personnel Committee meeting in March
2017 (page 20).

5, 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 items
on the agenda as all items concern confidential personnel details and matters.

6.  Annual Appraisals

To consider exempt report 84/16 providing an update on the Annual Appraisal process and
outcomes (exempt pages 21 to 26).

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 88/16
Agenda Item No: 3
Committee: Personnel Committee
Date: 20" December 2016
Title: Staff Handbook
By: James Corrigan, Town Clerk
Purpose of To present the Committee with the Draft Staff
Report: Handbook for noting and/or commenting on.
Recommendations

You are recommended:
1. To note the contents of the report and draft Staff Handbook presented.

1. Information

1.1 In the absence of a formal document, Officers have created a Staff Handbook
to be issued to all current and future employees.

1.2 The Handbook acts as a source of information for employees, especially during
the induction process, bringing together employment and job-related
information. The Handbook reflects Council policy, current practice and best
practice with employment relationships.

1.3 The Council’s personnel policies will accompany the Handbook as an
addendum. The Handbook itself refers the reader to the policy where there is
one in place.

1.4 The key point with the Staff Handbook is that this is not a policy document; it
is not setting any policy decisions of the Council. It is a guide for employees to
use fo better understand their terms and conditions of employment and the
expectations from both employee and employer in this relationship.

1.5 Some policies referred to in the Handbook are still to be drafted and adopted by
Council, namely Maternity, Paternity and Adoption Policy, Parental Teave
Policy, Flexible Working Policy, Staff Training & Development Policy,
Member Training & Development Policy and Document Retention Policy. As
per the Council resolution, these policies will be brought to the Personnel
Commiltee for consideration before being adopted by Full Council.

1.6 In drafting this Handbook, Officers looked at the terms and conditions of
employment for Council staff, the Council’s policies, custom and practice that
has occurred, other Town Council’s staff handbooks and ACAS guidance on
handbooks.

1.7 Members are asked fo note the content of this report and the draft Staff’
Handbook as presented, raising any questions or comments they may wish to

make.
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2. Financial Appraisal
 There are no financial implications as a result of this report.
3. Contact Officer
The Contact Officer for this report is James Corrigan, Town Clerk

Town Clerk

.
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1. Use of the Staff Handbook

Welcome to the Seaford Town Council team! Currently split across three sites; the Church
Street offices, Seaford Head Golf Course and The View at Seaford Head, the Council has over
30 members of staff (permanent and casual) but operates as one team.

The Staff Handbook is designed to provide you with information about Seaford Town
Council and details of your employment. The Staff Handbook also contains the policies,
procedures and rules, which the Council has adopted and you are expected to follow as a
member of the Seaford Town Council team.

A number of the policies, procedures and rules included in the Staff Handbook are referred
to in your contract of employment; the Handbook however does not form part of your
contract of employment It is important to read the Staff Handbook careful!y if you have

rkplace can be improved for our

. enjoy coming to work.

Individual mefﬁ%)ership of Perkbox, an online discount store
Flexible working where possible

Generous holiday entitlement

Free car parking subject to availability of spaces

Free uniform where appropriate

Access to free training

Availability of vocational qualifications where appropriate

Occupational Health Support




4. Joining Seaford Town Council

a. Probationary period

On joining the Council you will serve a six month probationary period; in instances where
this is not the case this will be clearly identified in your contract of employment. During this
time you will be thinking about whether you wish to remain working for the Council. Your
line manager, at the same time, will be assessing your suitability for your role.

if you do not reach the standards required by the Council your employment may be
terminated at any time during the probationary period with one week's notice. Seaford
Town Council reserves the right to extend the probationary period where appropriate.

The ACAS Code on Discipline, Dismissal and Grievance Proced res do not apply during the
probationary period.

b. Induction

Your personal information is confidential and will not be released to any third parties
without your prior authorisation.

The Clerk maintains personnel files for all employees that are held securely and will be kept
in accordance with the Council’'s Document Retention Policy.

d. Police Vetting

Council employees that require unsupervised access to the Church Street premises will be
required to undergo Police vetting; the property is owned by Sussex Police and they
stipulate that before being allowed unsupervised entry all employees, visitors or members
must first pass the Police Vetting process.

You will receive the relevant Vetting form with your offer letter of employment; this must

~ be completed and returned to the Town Clerk as sooh as possible. Police Vetting allows

three years’ clearance to Police premises; you will therefore be required to complete a
4
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Vetting form every three years where the Council continues to operate from the Church
Street premises.

5. Pay

a. Salary Scales

Your starting salary is that stated in your contract of employment. We will let you know of
any subsequent changes to your salary, which is normally reviewed annually but is
dependent on satisfactory performance in your role as identified during the Annual
Appraisal Process, If you are on an incremental scale you will ordinarily receive an increment
rise subject to satisfactory performance after completing at least 12 months in the post at
the 315 March.

b. Payment of salaries

The Council offers
provided to you
Handbook. For more
Manager.

0 _pensigri-scheme options to all its employees. Details of these will be
joiding the Council and are included as an addendum to this
bfmation on the schemes, please speak with the Support Services

e. Hours of work
Your normal hours are those set.out in your contract of employment.

While the Council does not encourage working more than full time equivalent hours per
week, you will be provided with a form to opt out of the Working Time Regulations 1998,
allowing you to work more than an average of 48 hours per week where required.

For every shift of six or more hours worked you will be entitled to an unpaid rest break of
thirty minutes; these will automatically be deducted from hours worked where not recorded
on your monthly timesheet.




f. Time Off In Lieu

Where employees are authorised to work on behalf of the Council in addition to contractual
hours, time off in lieu {TOIL} may be allowed. Please refer to the Council’s Time Off In Lieu
policy or your contract of employment for the specifics regarding accruing and usage of
TOIL; this policy is included as an addendum to this handbook.

6. Holidays

a. Holiday entitlement

Your contract of employment will set out your holiday entitlement. Part time employees will
have their holiday entitlement proportionate to their normal hours of work as stated in the
contract ofemployment. This will include a pro rata entitle\

[ :\\f'}go I}ubllc ‘Holidays.

\

b. Holiday year
The holiday perlod ruri ~betWeen‘

\\\

Council employéés:based from the office are granted all public holidays with pay. If you are
part time you will ret pro rata entitlement.

Due to the nature of the work, employees based at the Golf Course and The View are not
automatically entitledl to Public and Bank Holidays. These employees will have the
equivalent Public and Bank Holiday entitiement in addition to their standard annual leave
entitlement; in this case this will be set out in your contract of employment.

d. Holiday booking

You must agree the timing of all annual leave in advance with your line manager and take
into account the consequences to the organisation of your absence. A request is not
deemed to have been approved until the Annual Leave form has been signed by your line
manager.

The Annual Leave form should be submitted as far in advance of the requested leave date as
passible, this is advised to ensure business needs can be managed.

6

P9




P10

In the event that a holiday request has to be refused, your line manager will give as much
notice of refusal as possible and the reasons for refusal.

On termination of employment all outstanding annual leave should have been taken prior to
the effective date of departure. At the discretion of the Town Clerk, payment may be made
in lieu of holiday entitlement. Such payments shall meet the requirements of Regulation 14
of the Working Time Regulations 1998,

Should you leave within a leave year and holiday has been taken in excess of any
entitlement accrued up to the date of departure, then a financial adjustment will be made
to your final salary based on the proportion of the year worked.

e. Religious holidays

Seaford Town Council will not ask about your rehgson an'“

holiday entitlement to cover time off for these

7. Sickness Absence

a. Sickness Absence Policy

e [t undertakes to provide re
due to sickness.

‘information relating to an employee’s sickness
n line W|th all data protection legislation.

we ask each employee to take responsibility for maintaining good

employment ™
S,
porting absence according to the procedures set out in this Handbook.

attendance and

may be used if an explanation for absence is not forthcoming or
actory.

The disciplinary proce
is not thought to be sa]

b. Absence reporting

You must report your absence from work owing to illness to your line manager by telephone
as early as possible and no later than cne hour after you are due to commence your working
day on which the absence first occurs. When possible notification of absence should be
given the previous evening to allow staff cover to be arranged.

When reporting your absence, you should give a clear indication of the nature of your illness
and the likely date of your return to work, '




c. Certification

Sickness certificates are required for all absences and should cover all calendar days,
including work days, weekends, public holidays and any days not normally worked.

A self-certification may be made for the first seven calendar days of absence. From the 8t
day onwards a medical certificate is required.

A final Doctor’s statement giving the date on which you will be fit to resume work must be
given to your line manager prior to your return to work of absences where a medical
certificate has been obtained.

The Council reserves the right to require you to attend an Occupational Health Doctor /
professional where it is deemed appropriate.

discipfinary procedures.

d. Return to Work

On return to work you should complete and give to your line
Form. )

f. Medical,D

Where possible m appointments should be made outside of working hours.
Exceptionally where t annot be arranged they should. disrupt your working schedule as
little as possible, e.g. ade early or late in the day, you will be required to use TOIL to cover
such absences. ’

tal or Optician Appointments

Where attendance for a medical or hospital appointment necessitates a complete day’s
absence from work, this will be treated as sick leave and the procedure for self-certification
should be followed.

g. Absence during pregnancy

Pregnancy related absence will be dealt with separately from sickness absence in
accordance with the Statutory Maternity Pay regulations.

P11
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8. Sick Pay

You will be paid your agreed basic remuneration in line with the scale of payment for any
one year that runs from 1% April to 315 March.

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

The Council operates the Statutory Sick Pay scheme and you are required to co-operate in
the maintenance of necessary records. For the purposes of calculating your entitlement to
Statutory Sick Pay ‘qualifying days’ are those days on which you are normally required to
work. Payments made to you by the Council under its sick pay provisions in satisfaction of
any other contractual entitlement will go towards discharging the Council’s liability to make
payment to you under the Statutory Sick Pay scheme.

3 \\
The Council reserves the right to require you at any time to submit to-a Mmedical examination
by a medlcal practitioner nominated by the Council, subject fo the p su\)\nS of the Access

will be met by the Council.

Whilst on absence due to sickness or incapacity you are
paid work for another employer or for any business es’cabhshe
permission from the Council.

conditions of the scheme,

9. Time off

special circumstances described above.

b. Antenatal care

All pregnant employees are entitled to time off with pay to keep appointments for antenatal
care. Antenatal care may include relaxation classes and parent-craft classes made on the
advice of a registered medical practitioner, midwife or health visitor.

Except for the first appointment, you must show your line manager, if requested, a
certificate from a registered medical practitioner, midwife or health visitor, confirming the
pregnancy together with an appointment card or some other document showing that an
appointment has been made.




The Council also grants the above entitlement to time off to fathers or guardians wishing to
attend such antenatal care appointments, upon producing documentation to evidence the
appointment as mentioned above. ~ '

¢. Maternity, Paternity and Adoption

All gualifying employees are entitled to statutory maternity, statutory paternity and
statutory adoption leave and pay. A qualifying employee must request and take leave
according to the statutory procedure. The Maternity, Paternity and Adoption Leave Policy is
included as an addendum to this handbook.

d. Time off to deal with a family emergency

funeral. You must alert your line manager as soon as pré'
deal with a dependant.

e. Parental leave

Employees who have completed one year's ser\nc

sting ﬂemb!e working can be found in the Flexible Working Policy,
endum to this handbook.

Pracedures for régL
which is included as

g. Time Off for-Public Duties

Such public positions held should be notified to the Council when accepting an offer of
employment or as soon as the pasition is taken on, whichever is sooner.

Requests for time off for Public Duties will be considered with or without pay.

The amount of time off allowed will be at the discretion of the line manager and will take
account of time off already received and the effect of the absence on the satisfactory
running of the organisation.

Trade Union Membership and Duties:

i0
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All employees shall be free to join an appropriate trade union. Reasonable time off with pay
will be allowed to recognised trade union representatives to enable you to undertake duties
concerned with industrial relations within the organisation.

h. Studies/Training
The Council is committed to encouraging and facilitating development of its staff. Where
studies are undertaken that coincide with your normal hours or work, an agreement will be
made on the working arrangements with your line manager and authorised by the Town
Clerk; this will normally require hours taken off to attend a regular training course are
worked at another time or taken unpaid.

The Council will usually grant paid time off for ad hoc training courses arranged through the
Council. s

Where qualifications are paid for by the Council, an agre‘ement wi put in place for the

empioyee to repay a percentage of the cost of the course\\,‘

Please refer to the Council’s Staff Training & Developmen,,: 2
included as an addendum to this Handbook. W

10. Supervision and Appraisal

a. Supervision and Appraisal

It is the Council’s po!fty that employees should have regular supervision with their line
manager and an annual appraisal. Please refer to the Council's Appraisal Scheme Policy for
details on the annual appraisal process: this can be found as an addendum to this
handbook.

A record of the supervision or appraisal will be kept on individual personnel files. These files
will be kept in accordance with the Council’s Document Retention Policy.

11. Training and Development

Seaford Town Council places the highest value on training and development for its staff. The
Council is committed to invest in the training of its staff in order to achieve its business
objectives.

11




Training needs will be identified by your manager and yourself, usually as part of the annual
appraisal process.

Initial and longer term training needs will be agreed with your line manager to enable you to
perform your job as effectively as possible. This process will continue as part of your regular
performance reviews.

Please refer to the Council’s Staff Training & Development Policy for further details, as
included as an addendum to this Handbook.

12. Performance and Behaviour at Work

a. Appearance

Seaford Town Council does not seek to inhibit mdnvrdua! hoi \1\1 “relation to your
appearance, However, you are expected to dress apprg t'\ es in relation to
your role, and to ensure that your personal hygiene an )
prior to presenting yourself at work.

Employees at The View and Golf Course are required to w
name badge. '

presentable.

If you have any queries about what is:af
manager.

b. Council Premlses o

your line manag\er‘ unless you are authorised to do so as part of your job.
fices you are ssponsible for ensuring that your visitors are appropriately
heir stay;"and that they do not access areas or Council property

agreement fr
In these circu
monitored durin
inappropriately.

You must not remove:Seaford Town Council property from the Council’s premises unless
prior authority from your line manager has been given.

c. Personal Propérty

Any personal property such as jewellery, cash, credit cards, clothes, cars, motorbikes or
bicycles etc. left on the Council’s premises is done so entirely at your own risk. You are
strongly advised not to leave any valuables unattended, either on Council premises, Council
vehicles or in your own vehicle. Seaford Town Council does not accept liability for loss or
damage to any personal property whatsoever.

12
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d. Telephones and Correspondence

Council telephone, mobile phone or postal facilities must not be used for private purposes
without prior permission from your line manager. Abuse of these facilities may be
considered a potential disciplinary matter.

e. Use of Computers

Internet access and email for personal use is permitted during unpaid break times only.
Abuse of these computer facilities may be considered a potential disciplinary matter.

f. Data Protection and Confidentiality

You must be aware of and comply with all elements of the Data;Protection Act 1998. No
employee should disclose any confidential mformatlon s@ither whl employed or after
having left the Council, unless specifically given permlssmn to do s0. Any breach of
confidentiality may be dealt with under the dlsmplmar \‘ may lead to
dismissal. ‘ !

g. Smoking

In the mterests of the health, safety and comfort of employe d.clistomers and to
1y“employee found to
inary, procedures Employees at

reasonably at all t '

No employee is permﬂ:ted to give press or other media interviews or assist with or be
involved in the publlcatlon of any article relating to the business affairs of the Council or in
relation to the Council’s intellectual property, without prior consent from the Town Clerk.
Please refer to the Council’s Press & Media Policy for further details.

j. Outside Activities

You must not engage in any activity which may prejudice the performance of your duties as
an employee of Seaford Town Council. If you find yourself in a situation where there is a
conflict or potential conflict of interest between your outside activities and your duties as an
employee of the Council, you must immediately report the matter to the Town Clerk.

13




k. Conflici of Interest

You should not, directly or indirectly, engage in, or have any interest, financial or otherwise,
in any other business enterprise which interferes or is likely to interfere with your
independent exercise of judgement in Seaford Town Council’s best interest.

Generally a conflict of interests exists when an employee is involved in an activity:

e Which provides products or services directly to, or purchase products or services
from the Council.

e Which subjects the employee to unreasonable time demands that prevent the
employee form devoting proper attention to his or her responsibilities to the
Council.

e Which is so operated that the employee’s mvolvementsz’(h the outside business
activity will reflect adversely on the Council.

Should you be in doubt as to whether an activity invol should discuss the
situation with your line manager.

1. Mobile Phones

In order to preserve the smooth running of t
employees, personal mobile phones should not.b
off or silér

m. Expenses

Seaford Town Council recognlses i
at financia! disadvantag a

es. In the ‘Vent where it is not possible to access petty cash and you
e.an |tem yourseif your line manager should have approved this in
,“'pprove an expense claim.

used for the pu
have had to pu
advance and will be

Claim forms will only bj able to be processed with relevant receipts; reimbursement cannot
be made where theré'is no receipt and proof for the payment having been made.

13. Disciplinary Procedure

Seaford Town Council wishes to ensure high standards from its employees. The Disciplinary
Procedure enables the organisation to take appropriate action against you where your
performance or conduct is unsatisfactory.

in order to ensure that you are treated fairly and consistently the Council has adopted a
Disciplinary Procedure which is included as an addendum to this handbook.

14
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14. Grievance Policy

Seaford Town Council’s aim is always to encourage employees to have an open and honest
relationship with their line manager and colleagues and to raise any concerns about any
aspect of their employment in an appropriate manner.

The Council’s adopted Grievance Policy is included as an addendum to this handbook.

This procedure should be used to settle all disputes or grievances which you may wish to
raise concerning other employees or volunteers, your work, the organisation or other
matters relating to your employment or volunteering. The purpose is to settle any grievance
fairly, simply and quickly.

15. Equal Opportunities

The policy of the Council is to promote equality, harmony"and resy
and to eliminate discrimination, harassment and wctlmléatxon of a
must ensure that his/her conduct conforms to the C
statement.

16. Health and Safety

management priority. The Council expects it
injury to themselves and others and to co:
health and safety arrangements.

»ment which contains details of these
mployees are required to be proactive and
§ glicy Statement.

The Council has adopted a Health
&

t:of employment If Seaford Town Council decides to terminate your
ified in writing, as per your contract of employment.

stated in your con
employment you will

Seaford Town Council.may give the equivalent pay in lieu of notice.

On feaving the Council you must return all items of Seaford Town Council’s property eg.
mobile phone, laptop, documentation. Failure to do so may incur a deduction from your
final salary payment.

Seaford Town Council may require an employee to take garden leave and the Council has no
obligation to provide work during this time, but all contractual benefits will continue to

_app[y.

b. Retirement

In line with current legislation the Council does not have an age where it expects employees
to retire. It is however the Council’s policy to have regular workplace /appraisal discussions

15




with all its staff where they can discuss performance and any development needs they may
have, as well as their future aims and aspirations. Staff and their managers can also use this
opportunity to discuss retirement planning should the employee wish to do so.

You should ensure that you inform your line manager at least six months before you plan to
retire to ensure all appropriate arrangements are made (e.g. sourcing a replacement,
mobhilising your pension etc.).

16
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Seaford Town Council

Report 101/16
Agenda Ttem No: 4 ‘
Committee: Personnel Committee
Date: 20™ December 2016
Title: Personnel Commitiee Meeting Date
By: James Corrigan, Town Clerk
Purpose of Report: To agree holding a further meeting of the Personnel
Committee in March 2017
Recommendations
You are recommended:
1. To agree to a date for a further meeting of the Personnel Committee.
1. Information
1.1 Committee members will note from the other two reports with the agenda that

there are other items of business that will need to be reported back to the
Committee in the near future.

1.2 There are draft policies to be presented to the Personnel Committee for
recommended adoption by Full Council, namely Maternity, Paternity and
Adoption Policy, Parental Leave Policy, Flexible Working Policy, Staff
Training & Development Policy, Member Training & Development Policy and
Document Retention Policy.

1.3 The Committee will also need to consider the award of incremental rises to
members of staff further to the annual appraisal process. A review of salaries
across the Council will be presented to the Committee.

1.4 Having looked at the meeting timetable for early 2017 and the time required to
compile the agenda paperwork and draft documents, it is recommended that a
meeting of the Personnel Committee be agreed to for Thursday 9 March 2017
at 7pm.

2. Financial Appraisal

There are no direct financial implications as a result of this report.
3. Contact Officer

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

Town Clerk M
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