HOUGHTON REGIS TOWN COUNCIL

Peel Street, Houghton Regis, Bedfordshire LU5 5EY

Town Mayor: CllIr Tracey K McMahon Tel: 01582 708540
Town Clerk:  Clare Evans E-mail: info@houghtonregis.org.uk

4" January 2021

To: Members of the Personnel Sub-Committee

Clirs: K Wattingham (Chairman), D Abbott, C Copleston and D Jones.
(Copies to all Councillors for information)

Notice of Meeting

You are hereby summoned to a Meeting of the Personnel Sub-Committee to be held
virtually on 11%" January 2021 at 6.00pm.

This meeting is being held virtually via Microsoft Teams. If members of the public would
like to attend, please click on the meeting link below and follow the online instructions:

MEETING LINK?

MEETING GUIDANCE

To assist in the smooth running of the meeting please refer and adhere to the Council’s
Virtual Meeting Guidance. To view the Virtual Meeting Guidance please click on the link
above.

THIS MEETING

P>e WMol MAY BE
RECORDED?
Clare Evans
Town Clerk
Agenda

1.  APOLOGIES AND SUBSTITUTIONS
2.  QUESTIONS FROM THE PUBLIC

In accordance with approved Standing Orders 1(e)-1(I) Members of the public may
make representations, ask questions and give evidence at a meeting which they are
entitled to attend in respect of the business on the agenda.

L If you require a meeting link emailed to you, please contact the Head of Democratic Services at
louise.senior@houghtonregis.org.uk

2 Phones and other equipment may be used to film, audio record, tweet or blog from this meeting by an
individual Council member or a member of the public. No part of the meeting room is exempt from
public filming unless the meeting resolves to go into exempt session.

The use of images or recordings arising from this is not under the Council’s control.


https://teams.microsoft.com/l/meetup-join/19%3ameeting_OGM0YjRiYTgtY2RiMi00YWIxLTlmNzEtMTJkYWVlZTFlYzQx%40thread.v2/0?context=%7b%22Tid%22%3a%22f4f9be03-0713-469e-95bc-e6859f7a18d4%22%2c%22Oid%22%3a%2211481ffe-ab4d-4223-94ed-cc394398697f%22%7d
https://www.houghtonregis.org.uk/useruploads/agendas-minutes/Remote%20Meeting%20Guidance%20-%20Website%20.pdf
mailto:louise.senior@houghtonregis.org.uk
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The total period of time designated for public participation at a meeting shall not
exceed 15 minutes and an individual member of the public shall not speak for more
than 3 minutes unless directed by the chairman of the meeting.

3. SPECIFIC DECLARATIONS OF INTEREST & REQUESTS FOR
DISPENSATIONS

Under the Localism Act 2011 (sections 26-37 and Schedule 4) and in accordance with
the Council’s Code of Conduct, Members are required to declare any interests which
are not currently entered in the member’s register of interests or if he/she has not
notified the Monitoring Officer of any such interest.

Members are invited to submit any requests for Dispensations for consideration.
4.  MINUTES
Pages 6 - 8

To receive the minutes of the Personnel Sub-Committee meeting held on the 121"
October 2020

Recommendation:  To approve the Minutes of the meeting held on the 12t
October 2020 and for these to be signed by the Chairman.

5. ANNUAL LEAVE
Pages 9 - 23

Members are advised that the National Joint Council for Local Government Services
(NJC) agreed new pay scales for 2020-21 to be implemented from 1 April 2020.

The NJC Agreement also increased minimum leave entitlement from 21 to
22 days also backdated to April 2020.

The one-day increase applies to:
* Employees with less than five years’ service.

Employees on alternative working patterns, such as a three-day working pattern,
receive a pro-rata increase.

Minimum leave entitlement remains at 25 days for employees with five years’ or
more service.

For information the Town Councils Leave Entitlement Policy has been revised to
reflect this change, as attached. This amended policy will be presented to the
Corporate Services Committee at the meeting scheduled to be held on the 1 March
2021.

6. TOWN CLERK’S ANNUAL LEAVE, OVERTIME WORKING AND
SICKNESS
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10.

Annual Leave

From October to December the Clerk has had 7 day’s leave.
The following leave requests are made:

3 days in February

5 days in March

Overtime Working

For the period from the 1st October to the 31% December 2020 the Town Clerk has
attended 7 council meetings / members briefing sessions (virtual) / events.

For the period from the 1st July to the 30" September the Town Clerk has attended 5
council meetings / members briefing sessions (virtual).

Sickness
There were no absences of sickness.

STAFF SICKNESS
Page 24

Members will find attached a rolling twelve-month record of sickness absence for all
members of staff.

Recommendation: To note the information.
FREEDOM OF INFORMATION REQUESTS

For the period October to December no Freedom of Information requests have been
receive.

TOWN RANGER

Members are informed that the post of Town Ranger has been evaluated as agreed at
the Town Council meeting held on 14th December 2020 (minute number 11453).
Copy of resolutions below:

1. To approve the Job Description and Person Specification for Town Ranger;

2. For the position to be subject to job evaluation and for the salary scale to be
approved by Personnel Committee;

3. To seek to fill the position from 1st April 2021 subject to the CBC providing
the supporting capital funding.

Members are advised that the post of Town Ranger has been evaluated. It is
recommended by the consultants that the spinal points relating to this position be set
at 8 —11, (£20,493 - £21,748).

Recommendation:  To approve spinal point range 8 - 11 for the position of
Town Ranger.

EXCLUSION OF PRESS AND PUBLIC

e Update on staffing arrangements
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4 11" January 2021

Recommendation:

In accordance with Section 1(2) of the Public Bodies
(Admission to Meetings) Act 1960, the public and press be
excluded from the meeting during the consideration of the
item set out below on the grounds that publicity would be
prejudicial to the general interest by reason of the
confidential nature of the business to be transacted.
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HOUGHTON REGIS TOWN COUNCIL

Personnel Sub-Committee
12t October 2020 at 6.00pm.

Present: Councillors: K Wattingham Chairman
D Abbott
D Jones
Officers: Debbie Marsh Corporate Services Manager
Louise Senior Head of Democratic Services
Public: 0
Apologies: Councillor:  C Copleston
Also present: Councillor: T McMahon Part meeting

APOLOGIES AND SUBSTITUTIONS

Apologies were received from Councillor Copleston.
QUESTIONS FROM THE PUBLIC

None.

SPECIFIC DECLARATIONS OF INTEREST & REQUESTS FOR
DISPENSATIONS

None.
MINUTES

The Committee received the minutes of the Personnel Sub-Committee meeting held
on 13" July 2020 for consideration.

Resolved: That the minutes of the Personnel Sub-Committee meeting held
on 13th July 2020 be approved as a correct record and signed
accordingly.

STAFF SICKNESS

Members received a rolling twelve-month record of sickness absence for all members
of staff.

This report was provided for information only.

TOWN CLERK’S ANNUAL LEAVE, OVERTIME WORKING AND
SICKNESS

Annual Leave
From July to September the Clerk has had 11.5 day’s leave.
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PE151

PE152

PE153

The following leave requests were made:
9 days in October
3 days in December

Overtime Working

For the period from the 1st July to the 30" September the Town Clerk had attended
5 council meetings / members briefing sessions (virtual).

For the period from the 1st April to the 30th June the Town Clerk attended 3 council
meetings / members briefing sessions (virtual).

Sickness
There were no absences of sickness.

Resolved: To approve the Town Clerks annual leave request
FREEDOM OF INFORMATION REQUESTS

For the period July to September no Freedom of Information requests had been
received.

Resolved:  To note the information.
EXCLUSION OF PRESS AND PUBLIC
e Staffing Arrangements

Members voted on the exclusion of the press and public:

Proposed by: ClIr Jones, Seconded by: Clir Abbott

Votes for: All in favour.

Resolved:  In accordance with Section 1(2) of the Public Bodies (Admission to
Meetings) Act 1960, the public and press be excluded from the
meeting during the consideration of the item set out below on the
grounds that publicity would be prejudicial to the general interest
by reason of the confidential nature of the business to be

transacted.

The meeting was adjourned to allow members to continue in private session. Private
session resumed at 6.17pm.

STAFFING ARRANGEMENTS

Grounds team

Members were advised that although a new member of the grounds team started
their employment with the Town Council on the 27" July 2020, the grounds team
remained 1 team member short. It was planned to fill this post from April 2021.

7124
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Finance/Cemetery administration

Members were advised that the arrangement with DCK Beavers for support of
financial matters remained in place. However, the Town Clerk continued to deal
with day to day matters in addition to burial administration.

The Corporate Services Manager also continued to undertake the work associated
with memorial administration.

Members raised concerns over the additional work pressure placed upon the Town
Clerk during this time.

Youth workers

As members were aware the council would be delivering the Pop-Up Café in-house.
To support this provision approval was given to have job evaluations for the roles of
Lead Youth Worker and Youth Support Worker. Members were informed that these
evaluations had now been completed.

With Covid cases currently rising and the arising continued uncertainty, the council
was working towards a relaunch of the café in February 2021. With this aim it was
anticipated that the recruitment process would start October / November with a start
date of mid Jan so that some outreach work can take place late January / early
February. However, members were advised that the Clerk would continue to monitor
government guidance on restrictions and consider the most appropriate approach to
the timings of the appointment to these posts.

Reception hours

Members were aware that the Town Council reception had been open on reduced
hours. As of the 21 September 2020, these hours were increased on the three days
(Monday, Wednesday, Friday). Revised hours were 10am to 4pm.

Staff arrangements would be for two members of staff, only, to be in on each day on
a rota system. The remaining working time would be undertaken from home.

Staff remain available, via phone and email, to members, residents and their work
colleagues as usual.

Members were advised that due to the current rise in Covid case, it was unlikely that
there would be a change to this arrangement.

Resolved: To note the information.

The Chairman declared the meeting closed at 6.37pm
Dated this 11™" day of January 2021.

Chairman
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HOUGHTON REGIS TOWN COUNCIL

LEAVE ENTITLEMENTS

Date of Approval: 30th July 2007

Dates of Review: 27" February 2013; 215 March 2016; 1%t March 2021

Dates of Re approval: | 27" February 2013; 21 March 2016;
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HRTC Leave Entitlements

Adopted 30th July 2007

Introduction to Houghton Regis Town Council Work-Life Balance Policies

Contents
1.
e Policy Aims and Objectives
2. Overview of Leave
3. Leave Entitlements
3.1 Annual Leave
3.2 Family Leave
3.3 Dependency Leave
3.4 Compassionate Leave
3.5 Carer Leave
3.6 Leave of Absence
4. Public Service Leave
e Jury service
e Election duties
e Service in non-regular forces
e School governor
e Magistrate
e Council member
e Special constable or retained fire-fighter
5. The Legislative Framework
e Employment Law
e Data Protection
6. Responsibilities
7. Communication and Information
8. Complaints procedure
9. Points to Note
10. Monitoring of the policy
11. Further help and advice
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1. Introduction

At Houghton Regis Town Council we understand that people increasingly face the challenge
of balancing the demands of their jobs with their personal responsibilities. There are clear
benefits for all to be derived from a flexible approach to working. Work-Life Balance
Policies are aimed not only at people who have carer responsibilities for children, relatives or
dependants including adopted or fostered children, partners and elderly or sick relatives, but
all employees who wish to create a better balance in the differing aspects of their lives.

Policy aims and objectives

This policy is provided to all Houghton Regis Town Council employees to support them in
their job role. The aims are:

e To offer a comprehensive range of flexible working practices in order to assist
employees manage their home and work-life in a balanced way;

e To provide employees with the information and support required to make an informed
decision about the work and home life;

e To comply at all times to Employment legislation.

The objectives are to produce clear and concise guidance to all employees who work for
Houghton Regis Town Council and for them to understand the ways in which the Council can
assist them manage their home and work-life responsibilities in a fair and equitable manner.

2. Overview of Leave

The Council recognises that there may be occasions where employees need to take rest breaks
to recharge the batteries as well as take short periods of time off work to deal with family and
other emergencies. By their very nature emergency situations are unplanned, requiring
absence with little or no notice, calling for a flexible and sympathetic response. In order to
help our employees, deal with such situations, the following leave arrangements are
available.

3. Leave Entitlements

3.1 Annual Leave

The Council’s leave year runs from 1st April to 31st March. For employees who work a
normal five-day week the annual leave entitlement is 21-22 days.

If an employee joins the Council’s service part way through the leave year, they will be given
a proportion of the allowance based on 1/12™ for each whole month remaining in the leave
year.

The minimum paid annual leave entitlement is twenty-two days with a further three days after
five years of continuous service.

Sebosbmne conb e oen conmnenl ot Lan
abeve-entitlements—inereaseby—an—additional- 5-days—Employees become eligible for this

additional leave on the first day of the month following the anniversary of their start date.
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This additional leave is accrued on a pro rata basis at the rate of 1/12" for each whole month
up until the following 1% April when the full 5 additional days will be granted.

In addition to the annual leave shown above, employees are entitled to a further 2 statutory
days, which can be taken the same as annual leave.

Employees may carry over up to 5 days annual leave from one year to the next with the
approval of the Town Clerk.

3.1.1 Public Holidays

All full-time Houghton Regis Town Council employees are entitled to be paid for and take all
public holidays as leave. There are usually 8 bank holidays in a leave year. For those
employees who work flexibly, public holiday entitlements are calculated on a pro-rata basis
dependent on the hours/days you work.

3.1.2 Council Half Day
An additional half day is usually granted on the last working day before Christmas.
3.1.3 Leave Calculations for those Employees who work flexible patterns

Leave is calculated on a pro-rata basis for those employees who work flexible patterns such
as part-time and job-share i.e. directly proportional to the hours / days worked. This
calculation includes bank and public holidays, the 2 extra statutory days and the Council Day.
No leave entitlement will exceed that for a 37 hour week.

Part-Time 5 days per week (equal days):

If an employee works less than 37 hours per week but their hours are equally divided over 5
days then their leave entitlement is the same as for a full-time employee. The only difference
is that each leave day will be proportionately shorter.

Part-Time less than 5 days per week (equal days):

If an employee works less than 5 days per week but works the same number of hours each
day then their leave entitlement will be equal to 1/5th of the full time leave entitlement for
each day worked, e.g. an employee who works 21 hours per week — 3 days at 7 hours - then
their leave entitlement would be 3/5th of the full time entitlement to the nearest half-day.

Part-Time (unequal days):
For employees whose work pattern is not equally distributed throughout the week it may be
easier to calculate leave entitlement in hours rather than days.

*Part-time employees who work days of varying lengths but who work the same hours each
week are entitled to a pro-rata allowance based on 1/37" of the above entitlement for each
hour worked per week, e.g. an employee who works 20 hours per week would be entitled to
20/ 37" of the above entitlement.

Casual and Variable hours employees:
For employees who do not work the same hours each week or who are employed on an as-
and-when basis it is not possible to calculate a leave entitlement in advance. Leave
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entitlement for these employees has to be calculated retrospectively. For each hour worked
an employee will earn 0.08438 hours leave.

3.1.4 New entrants to Local Government

If you join the Council part way through a leave year, you will be given a proportion of the
allowance based on 1/ 12 for each whole month remaining in the leave year. However, if
holiday arrangements have already been made the Council will endeavour to honour them. If
employees transfer from the service of another local authority, then their leave entitlement
may be transferred.

3.1.5 Termination of Employment

Employees leaving the Council will be entitled to one-twelfth of their annual leave
entitlement for each completed month in the current leave year. If the entitlement has been
exceeded, the excess will be recovered from their final salary payment. Payment will not
normally be made in respect of unused leave entitlement.

You will be paid your full contractual rate of pay for all authorised absence on annual leave.
3.2 Family Leave

The law relating to maternity, paternity and parental leave was amended by the Work and
Families Act 2006. This policy has now been written to reflect changes already enforced and
to enable the flexibility for Council to adopt legislation without rewriting its policies. The
legislation, employer’s and employees’ responsibilities are readily available from ACAS and
DTI and should be the first point of reference. The regulations are briefly set out below.

3.2.1 Maternity Leave

As at 3.2, employees and Houghton Regis Town should consult the ACAS and DTI websites
for clarification. As at June 2007 employees should notify HRTC, by the end of the 15% week
before expected week of childbirth that
e She is pregnant
e The expected week of childbirth (confirmed by medical certificate)
e The intended start date of maternity leave. This is not normally earlier then the 11
week before due date

HRTC, within 28 days, must respond giving her expected return date, which the employee
may alter giving 8 weeks notice. Employees with 26 weeks continuous service by the
beginning of the 14™ week before expected due date are entitled to 26 weeks additional to 26
weeks maternity leave, ie 52 weeks leave (plus accrued annual leave). A woman may expect
to return to her original job, or if to reasonably practical, a suitable alternative job.

3.2.2 Paternity Leave
Fathers have the right of up to 2 weeks paternity leave following the birth of their biological

child. To be eligible certain conditions apply, such as 26 weeks service and informing HRTC
by the end of the 15" week prior to delivery date.
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3.2.3 Parental Leave

Parental leave is the right to take time off to look after a child or make arrangements for
the child's welfare. The right to parental leave entitles all eligible employees who have
completed one year’s qualifying service to take a period of unpaid leave to care for each
child born or adopted on or after 15 December 1994 (on or after 15 December 1981 in the
case of a disabled child). The right applies to mothers and fathers and to a person who has
obtained formal parental responsibility for a child under the Children Act or its Scottish
equivalent. Parents are able to start taking parental leave as soon as the child is born or
placed for adoption, or as soon as they have completed the required one year's qualifying
service with their employer, whichever is later. Changes to the right were introduced on
10 January 2002, which benefit parents of disabled children and parents of children aged
under 5 on 15 December 1999 (the date the right was first introduced).

3.2.4 Adoption Leave

Employees seeking to adopt a child have legal rights to leave and should seek advice.
3.3 Dependency Leave

3.3.1 Definition

For the purpose of this policy a dependent is defined as a spouse, child, parent or a person
who reasonably relies on the employee for assistance and care. There may be emergency
situations requiring your urgent absence from work, e.g.

sudden illness or injury of your child or dependent;

a child or dependant is involved in an accident or assaulted,
failure of childcare or other care arrangements for dependants;
unexpected school closure;

if a child is involved in an incident at school;

other urgent needs in respect of the ‘care’ situation.

3.3.2 Qualifying employees and Leave arrangements

All employees of Houghton Regis Town Council have access to time off for emergency leave
for dependants.

Employees are entitled to take up to five working days paid leave per year, pro-rata for part-
time employees.

Leave can be taken on an hourly, half-day or whole day basis but exceptionally all five days
may be taken at once.

Emergency time off can also include in an emergency situation time off accompanying a sick
dependant to their GP, dentist, clinic or hospital. This should not be used for pre-booked
appointments or treatment.
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With management agreement any requests for emergency leave that exceed the five days per
annum maximum shall be taken from annual leave or be unpaid.

In cases where a dependent is sick rather than seriously ill consideration should be given to
allow the employee some flexibility on start, finish and lunch times to enable them to care for
their dependant.

3.3.3 Authorisation and recording of the Leave

Employees should always contact the Town Clerk in the first instance when an emergency
situation arises.

Emergency leave will be discussed between the employee and the Town Clerk and timescales
for the leave agreed including keeping the Town Clerk updated and informed at all times.

The Town Clerk is responsible for maintaining a record of leave taken.
3.4 Compassionate Leave

The Council recognises that employees may face at times distressing and personal situations
for which the Town Clerk will want to use their discretion and allow employees to take leave
outside their normal annual leave entitlements. The Town Clerk will ensure that those
employees who need to take leave for compassionate reasons will be treated in a fair and
sympathetic manner.

3.4.1 Definitions

For the purpose of this policy a close family member will include a husband, wife, partner,
child, or parent, or person standing in loco parentis to the employee or to whom the employee
stands in that relation. A family member will include grandparent, aunt, uncle, brother or
sister.

3.4.2 Qualifying employees and Leave arrangements
For the death of a close family member up to five days paid leave may be granted. This
period should include the funeral. In exceptional circumstances e.g. the death of a young

child, extra days may be granted up to a maximum of ten days.

For the death of a family member one day’s paid leave should be given to attend the funeral
plus an additional two days paid leave.

Any requests for compassionate leave that exceeds the entitlements shown above shall be
taken from annual leave or be unpaid leave of absence which will be granted with
management’s discretion.

3.4.2 Authorisation and recording of the Leave

Employees should always contact the Town Clerk where possible in the first instance when a
death in the family occurs.
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The appropriate number of day’s compassionate leave will be agreed between you and the
Town Clerk taking into account the personal circumstances.

Employees are responsible for keeping the Town Clerk updated and informed at all times.
The Town Clerk is responsible for maintaining a record of leave taken.
3.5. Carer Leave

Houghton Regis Town Council recognises that a flexible and supportive approach is required
for those who have care responsibilities for others. Special leave may be granted in the
following circumstances:

Serious illness of a Husband, Wife, Partner, Son / Daughter or a close family member who
requires constant care and attention in their own home, where no other care arrangements can
be made or normal care arrangements have broken down, for example a person living alone
recovering from an operation.

Up to five days with pay may be granted at the discretion of the Town Clerk in accordance
with the individual circumstances of the case. Additional days paid leave will not normally
be granted until employees have exhausted their annual leave entitlement. In very
exceptional cases up to 10 days may be granted at the discretion of the Town Clerk and
thereafter unpaid leave.

In cases of family sickness other than serious illness consideration will be given to allowing
the employee flexibility for start, finish and lunch times to allow them to care for their
Husband, Wife, Partner, Son, Daughter or a member of their close family.

The Council’s Care Leave Scheme should be used in circumstances where the illness is
someone who is normally directly dependant on the employee for domestic support.

3.6 Leave of absence

Houghton Regis Town Council recognises there may be other domestic, personal or family
situations that occur that are unplanned and urgent that fall outside all the other personal
leave entitlements.

3.6.1 Definitions

Leave of absence will be given where an employee has exhausted all other entitlements,
including annual and flexi-leave where reasonable time off is still required.

3.6.2 Qualifying Employees and Leave Arrangements
All employees of Houghton Regis Town Council are eligible to request leave of absence.
This would mainly apply to those employees who have exhausted all other leave entitlements.

In most situations leave of absence will be unpaid.

Unplanned domestic emergencies such as a broken boiler at home, a burglary, or flood etc
may also warrant unpaid leave
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Dental and Optician Appointments

Employees are expected to make appointments out of core work time wherever possible.
Where this is not possible, appointments should be made to minimise the extent of absence
from work, for example, either at the beginning or end of the working day. Paid leave of up
to one hour may be granted at the discretion of the Town Clerk.

Doctor and Hospital Appointments

Employees are encouraged to request appointments out of core work time wherever possible.
Where this is not possible, appointments should be made to minimise the extent of absence
from work, for example, either at the beginning or end of the working day. Paid leave may
be granted at the discretion of the Town Clerk. If an employee has a hospital appointment
outside of South Bedfordshire and Luton, paid leave of a half/whole day may be granted at
the discretion of the Town Clerk. If an employee has to undergo any form of invasive
treatment or attend a day clinic, paid leave of up to a day may be granted at the Town Clerk
discretion.

Employees are required to submit a medical appointment card or letter to the Town Clerk to
support the request for leave of absence.

3.6.3 Authorisation and recording of the Leave

Employees should always contact the Town Clerk where possible in the first instance
explaining the reason for requesting leave of absence.

The appropriate number of hours/day’s leave will be agreed between you and the Town
Clerk, whether paid or unpaid taking into account the personal circumstances.

Employees are responsible for keeping the Town Clerk updated and informed at all times.

The Town Clerk is responsible for maintaining a record of leave taken and informing Payroll
to ensure adjustments are made to an employee’s pay if appropriate.

4 Public Service Leave

Houghton Regis Town Council supports employees who wish to take up public duties.
Employees who take up certain public duties as defined below will be entitled to paid time
off to carry out these duties, where such duties cannot reasonably be carried out in the
employee’s own time.

4.1 Definitions

For the purposes of this policy public duties are defined as:
e Jury service

Election duties

Service in non-regular forces

School governor

Magistrate

Council member

10
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4.2

e Special constable or retained fire-fighter

Leave Arrangements

Jury Service

Any Houghton Regis Town Council employee receiving a summons to serve on a jury
should notify the Town Clerk in the first instance;

The employee will be able to claim an allowance for loss of earnings; this will be
reflected in the employee’s pay;

Employees are responsible for keeping the Town Clerk updated and informed at all
times;

If for whatever reason an employee is not required to attend proceedings on a
particular day, they are to return back to work as soon as possible;

The Town Clerk is responsible for maintaining a record of leave taken and informing
Payroll to ensure appropriate adjustments are made to an employee’s pay;

Election Duties

Employees who act as presiding officers, poll clerks or counting officers (where the
count takes place during normal working hours) are entitled to paid leave;

Employees should consult the Town Clerk and obtain permission before accepting the
appointment, as the needs of the service should not be affected:;

Leave will be given for the hours, which normally would have been worked that day;
The Town Clerk is responsible for maintaining a record of leave taken;

Service in non-regular forces

4.3

Employees who are members of the non-regular forces who are required to attend
summer camp will receive paid leave;

Two week’s leave will be given to those employees who have less than five years
local government service or are on spinal column point 28 or below;

One week’s leave will be given to those employees who are on spinal column point
29 or above;

Employees who are members of the Territorial Army who are required to undertake
training in addition to summer camp should arrange for such training to be on days
when they would not normally be working.

If this is not possible then the employee should provide the Town Clerk with
alternative dates so that agreement can be reached on when the employee can be
absent on paid leave.

Other Public Duties

Those employees who undertake such duties as a School Governor, Magistrate, Council
Member, Special Constable or Retained Fire-Fighter are entitled to paid leave of up to five
days per annum, pro-rata for part-time employees; subject to the following:

Employees should inform the Town Clerk of their intention to take up public duties
before accepting the appointment;

11
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Employees must request time off in advance and support the request by evidence;
Employees will not unreasonably be prevented from taking time off to fulfil their
public duties but agreement must be reached with the Town Clerk about the timing of
their absence to minimise the impact on service delivery;

There must be no conflict of interest between the employee’s work for the Council
and their public duties as set out in the Code of Conduct;

Employees have a responsibility to ensure that undertaking both public duties and
their job role at the Council does not breach the statutory rest entitlements as
published in the Working Time Regulations (WTR);

The Town Clerk is able to grant additional time off for public duties at their absolute
discretion.

5 The Legislative Framework

5.1

Employment Law

This Policy will help the Council meet its legal and moral responsibilities under current
employment legislation:

5.2

Data Protection

The data supplied on the personal leave form is covered by the legal notifications provided by
the Council under the Data Protection Act. 1998. The data will be used within the Council
for the purposes of policy and equalities monitoring. The data will not be passed to any other
third party without an employee’s consent, except where the Council is required by law to do

SO.

6

6.1

6.2

7

Responsibilities

Employees in supporting this policy will:
e Dbe responsible for familiarising themselves with this policy in accordance with
other HRTC policies and procedures;
e be responsible for informing the Town Clerk of their particular requirements;
e Dring to the attention of the Town Clerk any matters of unfair treatment.

The Town Clerk will:

Advise on this policy/procedure;

Provide awareness training for implementation of the policy;
Work with managers to implement this policy;

Review, monitor and evaluate policies.

Communication and Information

This policy is made available to all Houghton Regis Town Council contracted employees.
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8 Complaints Procedure

If any employee considers that he or she is suffering from unequal treatment or deems the
decision taken regarding leave was unfair he or she may make a complaint.

In the first instance employees will need to address their complaint with the Town Clerk
where hopefully the issue will be resolved informally.

If the employee still continues to be unsatisfied with the decision made then the formal
grievance procedure will apply.

9 Points to Note

9.1 Impact on Terms and Conditions of Employment

If an employee takes unpaid leave or is on reduced pay (includes adoption or parental leave)
for a period of less than 31 days, the employee must pay pension contributions based on the
pay they would have received if they had not been on such leave.

If an employee takes unpaid leave or is on reduced pay (includes adoption or parental leave)
for a period of more than 30 days, the employee can elect to pay pension contributions for the
whole period (up to a maximum absence period of 36 months) in order to maintain their full
pension benefits.

An employee who is on jury service is still required to pay their pension contributions.

10 Monitoring

The Town Clerk will monitor the implementation of this policy and if any employee feels
that the policy is not being applied consistently, they should contact the Town Clerk. The
abuse of this policy by any employee obtaining leave under false pretences will be considered
serious and could result in disciplinary action.

This policy will be reviewed every 4 years or as required by the Corporate Services
Committee.

11 Further help and advice

Advice, Conciliation and Arbitration Service - ACAS
Acas aims to improve organisations and working life through better employment relations.
www.acas.org.uk

Doporsmacstotrodeondndusty— B
I Lot i

GOV.UK — Holiday Entitlement

www.gov.uk/holiday-entitlement-rights

Unison — Work-life balance-campaign
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https://learning.unison.org.uk/search/work+life+balance/
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Houghton Regis Town Council
Absence Request Application Form

Name: First Aider: (please circle)
YES NO
Job Title:
Dates: Number of days requested:
Times:

Type of leave (Please circle the appropriate leave):

Annual Leave

TOIL

Flexi

Medical Appointment
(Specify doctor, dentist,
hospital etc.)

Carer Leave

Public Service Leave

Compassionate Leave

Other

Reason / further
information (If
applicable)

The data you supply on this form is covered by the legal notifications provided by the Council under the Data
Protection Act. 2018. The data will be used within the council for the purposes of policy and equalities
monitoring. Other departments within the Council may process the data i.e. payroll and human resources. The
data will not be passed to any other third party without your consent, except where the Council is required by law

to do so.

I have read and understood the leave entitlements policy and in particular the section for which I am

now applying.

Employee signature:

Date:

Authorised:

Date:

Time agreed with pay:

Time agreed without pay:
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(PLEASE CIRCLE APPROPRIATE LEAVE)

Beosendenerloave Compassionaio-eayve
Carer-Leave Leaveof Absence
Public Service Leave Other
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2019/2020

2020/2021

April - June 2019

July - Sept 2019

Oct - Dec 2019

Jan - March 2020

April - June 2020

July - Sept 2020

Oct - Dec 2020

Jan - March 2021

Office

No of office staff (inc cleaners) 10 10 10 10 10 10 10
Office staff sickness days 37 37 10.5 67.5 66 74 65
Grounds

No of grounds staff 7 7 7 6 6 6 6
Grounds staff sickness days 11 51 76 0 33 73 65
Total Staff no. 17 17 17 16 16 16 16
Total staff sickness days 48 88 86.5 67.5 99 147 130
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