
*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. 

 
5th June 2024 

  

To: Members of the Corporate Services Committee 

  

Cllrs: D Jones (Chair), E Billington, J Carroll, E Costello, W Henderson, M 

Herber, C Rollins 

 

(Copies to other Councillors for information) 

  

Notice of Meeting  

  

You are hereby summoned to a Meeting of the Corporate Services Committee to be held at 

the Council Offices, Peel Street on Monday 10th June 2024 at 7.00pm. 

 
Members of the public who wish to attend the meeting may do so in person or remotely through the 

meeting link below.  

 

To attend remotely through Teams please follow this link: MEETING LINK 
 

Please follow this guidance if attending the meeting remotely LINK 
 

 

THIS MEETING MAY 

BE RECORDED * 

Clare Evans 

Town Clerk 
  

Agenda 
 

1. APOLOGIES & SUBSTITUTIONS 

  

2. QUESTIONS FROM THE PUBLIC 

  

 In accordance with approved Standing Orders 1(e)-1(l) 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.  
 

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. DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS 

  

HOUGHTON REGIS TOWN COUNCIL 
Peel Street, Houghton Regis, Bedfordshire, LU5 5EY 

 

        Town Mayor:  Councillor E Cooper         Tel:  01582 708540 

        Town Clerk:    Clare Evans                        e-mail: info@houghtonregis-tc.gov.uk 
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 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. ELECTION OF VICE-CHAIR 

  

 Members are invited to elect a Vice Chair for Corporate Services Committee for 

2024/2025. 

  

5. MINUTES 

  

 Pages 9 – 17  

 

To approve the Minutes of the meetings held on 4th March 2024 and 30th April 2024. 

  

 Recommendation: To approve the Minutes of the meetings held on 4th March 

2024 and 30th April 2024 and for these to be signed by the 

Chairman. 

  

6. TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS AND 

CONSIDER ANY RECOMMENDATIONS CONTAINED THEREIN 

  

 Pages 18 -21 

 

Personnel Sub-Committee: 15th January 2024 

  

 Recommendation: To receive the Minutes of the Personnel Sub-Committee 

meeting of the 15th January 2024. 

  

7. COMMITTEE FUNCTIONS & TERMS OF REFERENCE   

  

 Pages 22-23 

 

In accordance with Standing Order 4.j.iv. Council is required to review its delegation 

arrangements to committees and sub committees.   

 

These arrangements are set out in the Committee Functions & Terms of Reference. This 

document sets out the system of delegation to the Committees, Sub Committees and 

Working Groups of the Council.  

 

Members will find attached the extract from the approved Committee Functions & 

Terms of Reference which relates to this committee. 

 

This report is provided for information. 

  

8. INCOME AND EXPENDITURE REPORT 

  

 Pages – 24- 31 
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Members will find attached, for information, the income and expenditure print out for 

the Corporate Services committee up to the end of the 2023/2024 financial year.  

 

Members will also find attached, for information, the income and expenditure report for 

the Corporate Services committee for the month of April 2024.   

  

9. BANK AND CASH RECONCILIATION STATEMENTS  

  

 Pages 32 - 34 

 

Members are requested to receive the monthly bank and cash reconciliation statements 

for February, March and April 2024. 

  

 Recommendations: 1. To approve the monthly bank and cash reconciliation 

statement for February, March and April 2024. 

2. For these along with the original bank statements to be 

signed by the Chair of Corporate Services Committee 

and the Council’s RFO. 

  

10. LIST OF CHEQUE PAYMENTS 

  

 Pages 35 - 71 

 

Members will find a list of payments for the period February to March 2024 and for 

April 2024.  

 

This report is provided for information. 

  

11. INVESTMENT REPORT  

  

 Pages 72 - 79 

 

In accordance with Committee Functions, Financial Regulation 8 and Banking 

Arrangements, Investment Strategy & Investment Arrangements. 

 

The Corporate Services Committee are to oversee and manage the financial obligations 

of the Council, including:  

 

To receive quarterly reports on investments containing a forecast of capital expenditure, 

investment opportunities and a recommendation for further investment including where 

length and amount. 

 

This report is provided for information. 

  

12.  RENEWAL OF DIRECT DEBIT, STANDING ORDER, BACS AND CHAPS 

PAYMENTS 

  

 Page 80 

 

Members are advised, under Financial Regulation 6.8, the approval of the use of Direct 

Debit, Standing Order, BACS or CHAPS shall be renewed by resolution of the council 

every year. 
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Members will find a list of Direct Debits and Standing Orders as attached. 

 

Members are informed that the town council uses BACs payment for staff salaries only. 

  

 Recommendations: 1.  To approve the use of BACS method of payment. 

2.  To approve the use of Direct Debit, Standing Order and 

CHAPS method of payment. 

    

13. PUBLIC WORKS LOAN BOARD ANNUAL REPORT 

  

 Page 81-83 

 

In accordance with the committees Terms of Reference and Financial Regulation 8, For 

information Members are provided with an annual report of the council’s loans.  

 

Members will find a report attached.  

  

14.  INSURANCE CLAIMS 

  

 Members are advised that there have been no insurance claims since the last meeting.  

 

Members are informed that this item will no longer appear on future agendas unless there 

is something to report.   

  

15. APPOINTMENT OF INTERNAL AUDITOR 

  

 Pages 84 -86 

 

At the Town Council meeting held on the 21st March 2022 (minute number 11984) 

members supported the recommendation from the Corporate Services meeting held on 

the 28th February 2022 that the Town Council appoint IAC Audit & Consultancy Ltd, for 

a period of 3 years, as the Town Council internal auditor provider. This appointment 

covered accounting years 21/22, 22/23 and 23/24. 

 

Members are being requested to consider the appointment of the Internal Auditor for a 

period of  3 years (financial years 2024/25, 2025/26 and 2026/7). 

 

Members will find a report attached.   

  

 Recommendation: To recommend to Town Council, at the meeting to be held 

on the 17th June 2024, that IAC Audit & Consultancy Ltd 

be appointed as the Town Councils internal audit provider, 

for a period of 3 years (financial years 2024/25, 2025/26 

and 2026/7), at a cost of £800 plus VAT per annum. 

  

16. TOWN COUNCIL INSURANCE PROVISION 

  

 In accordance with Financial Regulation 15 – Insurance.  

 

Members are reminded that at the last Town Council meeting held on the 18th March 2024 

members were advised that the Town Council’s insurance provision was due for renewal 

4 / 163



Corporate Services Committee                                                                                   10th June 2024 

__________________________________________________________________________ 
5 

on 1st June 2024.  It had been proposed to present a recommendation directly to Town 

Council in March; however, timescales set by insurance providers, meant that insurance 

quotes were not able to be obtained. Members were requested and subsequently agreed 

(minute number 12760) to delegate the appointment of the Town Council’s insurer to the 

Town Clerk, in conjunction with the Head of Corporate Services, and for the outcome to 

be reported at the next Corporate Services Committee. 

 

Following the outcome of enquires, members are informed that the Town Council has 

entered into a long term agreement with Zurich Municipal for a period of three years, 

starting from 1st June 2024, at a cost of £15,528.45 per annum. Entering into a long term 

agreement has brought with it a level of discount. For information, this cost does not 

include cover for the new Bidwell West Pavilion, as this building has not been transferred 

to the council, as yet.  

 

Budget allocation for this provision is £17,000. 

 

This report is provided for information. 

   

17. COMMITTEE WORK PLAN – CORPORATE SERVICES COMMITTEE  

  

 Page 87 

 

At the Town Council meeting held on the 11th December 2023 members approved the 

HRTC Corporate Strategy for 2024-2028 (minute number 12645). At the March meeting 

of the Town Council, members approved allocating the objectives to standing 

committees to enable more detailed consideration and progression. As members are 

aware the plan included 4 Pillars under which were a number of objectives along with 

some suggestions as to how these objectives may be achieved.  

 

In order to progress the plan, members agreed that these objectives would then be 

presented as Committee Workplans to the respective committees for more detailed 

consideration of delivery mechanisms and subsequent monitoring.  

 

Members will find attached the allocation of objectives for delivery by this committee. 

Members are asked to prioritise a number of objectives for future consideration/delivery 

in the next twelve months. 

  

 Recommendation: To approve the Corporate Services Committee work plan 

and select those objectives for consideration/delivery in 

the next twelve months.  

  

18. VAT RETURNS  

  

 Page 88 

 

Members are provided, for information, the Town Council VAT returns for quarters 

1,2,3 & 4 of the financial year 2023-2024.  

 

This report is provided for information. 
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19. POLICY REVIEW SCHEDULE  

  

 Pages 89 - 91 

 

Policies and procedures play an important role in governing the Town Councils 

responsibilities. Policies and procedures set out what is to be expected, from both the 

Council and employees and confirms legal compliance.  

 

This schedule is provided annually at the first Corporate Services meeting following the 

Town Councils Annual General Meeting.   

 

Members will find attached a list of suggested policy review dates that coincide with 

dates of the meetings for this committee for the municipal year 2024-2025. 

 

This report is provided for information. 

  

20. POLICY UPDATES 

  

 Pages 92 – 163 
 

Policies and procedures play an important role in governing the Town Councils 

responsibilities. Policies and procedures set out what is to be expected, from both the 

Council and employees and confirms legal compliance. 

 

Members will find attached a report and details of any amendments for the following 

polices: 

1) Family Friendly Policy 

2) Flexible Working Policy 

3) Capability Policy 

4) Grievance Policy 

5) Officer/Member Protocol 

6) Training Agreement 

7) Training Statement of Intent 

  

 Recommendations: To recommend to Town Council, that the following polices 

be re-adopted: 

1) Family Friendly Policy 

2) Flexible Working Policy 

3) Capability Policy 

4) Grievance Policy 

5) Officer/Member Protocol 

6) Training Agreement 

7) Training Statement of Intent 

  

21. EXCLUSION OF PRESS AND PUBLIC  
  

 • Staff Plan 

• Council Offices 
  

 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 
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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. 

  

o-o-o-o-o-o-o-o-o-o-o-o-o-o-o 
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HOUGHTON REGIS TOWN COUNCIL 

Corporate Services Committee 
Minutes of the meeting held on 

4th March 2024 at 7.00pm. 

 
 

 

 

 

Present: 

 

 

 

 

 

 

 

 

 

 

 

 

Apologies: 

 

Councillors: 

 

 

 

 

 

 

 

Officers: 

 

 

Public: 

 

Councillors: 

C Slough  

J Carroll  

E Cooper 

Y Farrell 

W Henderson  

M Herber  

C Rollins   

 

Clare Evans 

Amanda Samuels 

 

0  

 

E Costello 

D Jones 

Chairman 

 

(Sub) 

(Sub) 

 

 

 

 

Town Clerk 

Administration Officer 

  

12722 APOLOGIES & SUBSTITUTIONS  

  

 Apologies were received from Cllr Costello (Cllr Cooper substituted) and Cllr Jones 

(Cllr Farrell substituted).  

  

12723 QUESTIONS FROM THE PUBLIC  

  

 None. 

  

12724 DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS 

  

 None.  

  

12725 MINUTES 

  

 To approve the Minutes of the meeting held on 4th December 2023.  

  

 Resolved: To approve the Minutes of the meeting held on 4th December 2023 

and for these to be signed by the Chairman. 

  

12726 TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS AND 

CONSIDER ANY RECOMMENDATIONS CONTAINED THEREIN 

  

 Personnel Sub-Committee: 9th October 2023 

  

 Resolved: To receive the Minutes of the Personnel Sub-Committee meeting 

of the 9th October 2023. 

  

12727 INCOME AND EXPENDITURE REPORT 
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 Members were provided with a copy of the Income and Expenditure Report, 

highlighting significant variances, for Corporate Services Committee to date. 

  

12728 BANK AND CASH RECONCILIATION STATEMENTS 

  

 Members were requested to receive the monthly bank and cash reconciliation 

statements for November and December 2023 and January 2024. 

    

 Resolved: 1. To approve the monthly bank and cash reconciliation 

statements for November and December 2023 and January 

2024; 

2. For these along with the original bank statements to be signed 

by the Chair of Corporate Services Committee and the 

Council’s RFO. 

   

12729 LIST OF CHEQUE PAYMENTS  

    

 Members were provided with a list of payments for the period November 2023 to 

January 2024 (inclusive).  

 

This report was provided for information. 

  

12730 INVESTMENT REPORT 

   

 The Corporate Services Committee received the quarterly report on investments 

containing a forecast of capital expenditure, investment opportunities and a 

recommendation for further investment including where, length and amount. 

 

It was highlighted that the gross dividend yield from the property fund was 4.94% 

while the yield rate on the deposit account was 5.3%.  This was something that 

Members might want to take into consideration when discussing the investment 

review report. 

  

 Resolved: To receive the financial information provided for information 

purposes.  

  

12731 INVESTMENT REVIEW REPORT 

  

 At the Corporate Services meeting held on the 4th December 2023 Members were 

advised that a report on the review of the Town Councils investments would be 

presented at this meeting.  
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It was highlighted that the initial investment of £600,000 in the Property Fund in 2014, 

was currently valued at £595,000.  While the capital value had, historically, been 

higher than this, it was worth noting that annual interest continued to be received on 

this investment in the region of £30,000-£40,000.  Houghton Regis Town Council had 

been asked to assess its appetite for risk and to consider whether more secure 

investments would be advisable.  A review had been carried out and it was felt that 

funds from the property fund should be withdrawn, and consideration given to options 

with a more secure rating.  Members voted for the recommendations as follows:  

  

 Proposed by Cllr Herber 

Seconded by Cllr Farrell 

Members voted unanimously to accept all recommendations 

  

 Resolved: 1. To give notice to the CCLA Property Fund that the council 

wants to withdraw its funds. 

2. To subsequently invest these funds in the CCLA Deposit 

account as it is a AAA rated investment. 

3. To confirm that the Council has an investment risk appetite 

comparable to at least a AA-rating or higher. 

4. To use the Property fund 6-month notice period to investigate 

government gilts and investment opportunities at local banks 

and building societies further and report back to Corporate 

Services in due course. 

  

12732 INSURANCE CLAIMS 

  

 Members were advised that there had been no insurance claims since the last meeting.   

  

12733 REVIEW OF CHARGES 2024/2025 

  

 In accordance with Financial Regulation 9.3 Members were provided with a list of 

charges for 2023/24 which were under the control of the Committee. In order to 

support users of these facilities, it was suggested that Members consider applying the 

same charges for 2024/25. 

 

Members were reminded, the information in regard to the hire of the small meeting 

room had been removed as this room was now occupied by office staff. 

  

 Resolved: To approve the charges for 2024/25 as attached. 

  

12734 VAT RETURN & VAT ON SPORTING FEES - UPDATE 
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 Members were provided with a copy of the VAT Return for quarters 1, 2 and 3 for 

financial year 2023/2024.  

 

Members were advised that following this committee’s decision to submit a reclaim of 

VAT for the period October 2019 to the end on the financial year 2023, a full refund had 

been received and had been distributed to those clubs who had paid VAT during this 

period. 

  

12735 PHOTOCOPIER LEASE RENEWAL 

  

 The council’s current photocopier lease was due to expire on the 30th June 2024. This 

lease agreement was for a period of 5 years.  

 

Members were requested to agree to enter into a new lease agreement for a 

replacement copier.  

 

Members were provided with a report with details of comparable quotes. The 

recommendation was to approve Company A to supply a quarterly lease at an 

amended figure of £127.80. 

 

Cllr Henderson proposed an amendment to the recommendation to reflect the revised 

charge. 

Seconded by Cllr Herber 

Members agreed unanimously to the amendment 

 

Cllr Henderson proposed the amended recommendation 

Seconded by Cllr Herber 

Members agreed unanimously to the amended recommendation 

  

 Resolved: To enter into a contract with Latent Digital Solutions for the 

supply, installation and maintenance of a Ricoh copier at a 

quarterly lease of £127.80 with copying charges of mono copies at 

£0.003 per copy and colour copies at £0.03 per copy, for a period 

of 5 years. 

  

12736 DATA PROTECTION POLICY & DATE RETENTION POLICY 

  

 Members were provided with a report and advised that the Town Council’s Data 

Protection Policy was last reviewed on the 25th November 2019.  Since there had been 

no changes to Data Protection legislation the Data Protection Policy remained fit for 

purpose.  

 

Houghton Regis Town Council was obliged to retain documentation for a number of 

purposes, in relation to data, and in order for the Town Council to comply with these 

obligations a Data Retention Policy had been produced.  

 

It was confirmed that the retention period for data was six years, after which the 

information needed to be deleted.  This was in line with NALC and SLCC best practice 

guidelines. 
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 Resolved: 1) To recommend to Town Council the adoption of the Town 

Councils Data Protection Policy 

2) To recommend to Town Council the adoption of the Town 

Councils Data Retention Policy 
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12737 REFERENCES POLICY 

  

 Members were reminded that at the last meeting of Corporate Services meeting held 

on the 4th December 2023 Members deferred the adoption of the draft Town Council 

Reference Policy until further advice had been sought, in regard to whether a reference 

could be provided indefinitely.  The adoption of the Town Council Safer Recruitment 

& Selection Policy, which would automatically guarantee an interview to a candidate 

with a disability who met the essential criteria of the post, had also been deferred while 

advice was sought. 
 

Members were informed that the References Policy was a new policy, however, the 

Safer Recruitment & Selection Policy and the Equality, Diversity and Inclusion Policy 

were updated documents. 

 

Members had been in favour of Houghton Regis Town Council providing references 

indefinitely; however, based on HR advice and Data Protection and Retention 

timelines, references should only be provided for 6 years.  It was suggested that an 

open reference could be offered to employees as part of the exit process, which would 

confirm their term of employment with the Council. 

 

The Safer Recruitment Policy and the Equality, Diversity and Inclusion Policy would 

enable Houghton Regis Town Council to guarantee an interview to disabled applicants 

who met the essential criteria for the role.  It was felt that it would be a positive move 

if a logo to reflect this could be included on the application form. 

  

 Resolved: 1) To recommend to Town Council the adoption of the Town 

Council’s References Policy. 

2) To recommend to Town Council the adoption of the revised 

Town Council’s Safer Recruitment & Selection Policy. 

3) To recommend to Town Council the adoption of the revised 

Town Council’s Equality, Diversity and Inclusion Policy 

   

12738 EXCLUSION OF PRESS AND PUBLIC 

  

 • Staff Salaries 

• Staff appraisal outcomes 

  

 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. 

  

12739 PAY SCALES 2024/25 
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 At the Personnel Sub-Committee meeting held on the 15th January 2024, members 

received a list of the Salary Point number for all staff along with overtime rates, 

additional payments, mileage rates and employer and employee pension contribution 

rates and to resolve (minute number PE305) to recommend  to Corporate Services that 

these be noted and signed by the Chair Corporate Services at its meeting on 4th March 

2024. 

  

 Resolved: To note the list of the Salary Point number for all staff along with 

overtime rates, additional payments, mileage rates and employer 

and employee contributions rates and for this list to be signed by the 

Chair of Corporate Services. 

  

12740 STAFF APPRAISALS   

  

 Members were provided with a report on the outcomes of the autumn staff appraisal 

process.  

  

 Resolved: 1. To note the update on the Autumn staff appraisals; 

2. To receive and approve the summary of the Clerk’s appraisal 

completed on 13th December 2023.  

  

 The Chairman declared the meeting closed at 8.25pm 

Dated this 10th day of June 2024 

 

 

Chairman 
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HOUGHTON REGIS TOWN COUNCIL 

Corporate Services Committee 
Minutes of the meeting held on 

30th April 2024 at 7.00pm. 

 
 

 

 

 

Present: 

 

 

 

 

 

 

 

 

 

 

 

 

Apologies: 

 

Councillors: 

 

 

 

 

 

 

 

Officers: 

 

 

Public: 

 

Councillors: 

C Slough  

J Carroll  

E Costello 

Y Farrell 

W Henderson  

M Herber  

C Rollins   

 

Clare Evans 

 

 

0  

 

D Jones 

Chairman 

 

 

(Sub) 

 

 

 

 

Town Clerk 

 

 

  

12810 APOLOGIES & SUBSTITUTIONS  

  

 Apologies were received from Cllr Jones (Cllr Farrell substituted).  

  

12811 QUESTIONS FROM THE PUBLIC  

  

 None. 

  

12812 DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS 

  

 None.  

  

12813 EXCLUSION OF PRESS AND PUBLIC 

  

 Ongoing Staffing Matter 

  

 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. 

  

12814 ONGOING STAFFING MATTER 

  

 Members received a report in regard to an ongoing staffing matter.  

  

 Resolved: To agree the suggestion put forward. 
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 The Chairman declared the meeting closed at 7.30pm 

Dated this 10th day of June 2024 

 

 

Chairman 
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Agenda Item No: 7 

 

 

Corporate Services Committee 

 

Terms of Reference 

 

• To consider any matters referred to it by the Council or other Committees. 

• To respond on behalf of the Council to initiatives from other organisations relating to matters 

under the Committee's jurisdiction.  

• To exercise management of health and safety issues in respect of all the services of this 

Committee. 

• To consider and determine any new contracts and any renewals of existing contracts under the 

jurisdiction of this committee. 

• Review of arrangements, including any charters, with other local authorities and review of 

contributions made to expenditure incurred by other local authorities. 

• Review of the Council’s and/or employees’ memberships of other bodies. 

• To consider the suitability of the current office provision and the requirements of future office 

provision. 

• To manage and maintain the Council Offices including office equipment and furniture.  

• Reviewing the Council’s procedures for handling requests made under the Freedom of 

Information Act 2000 and the Data Protection Act 2018 (DPA 2018) 

and to take action to comply.  

• To receive information relating to the number of Freedom of Information requests received 

by the Clerk  

• Reviewing policies of the Council as required by the Policy Document Review Schedule  

• To oversee and manage the financial obligations of the Council, including:  

➢ To receive quarterly reports on investments containing a forecast of capital expenditure, 

investment opportunities and a recommendation for further investment including where, 

length and amount 

➢ To receive bank and cash reconciliation statements. 

➢ To receive an annual report (based on the previous financial year) on loans taken out, 

repayments made and outstanding liability. 

➢ To confirm the use of direct debits, standing orders, BACS, CHAPS 

• Review and confirmation of arrangements for insurance cover in respect of all insured risks.  

• To recommend to Council the writing off of irrecoverable amounts. 

• To assemble and submit to the Town Council estimates of income and expenditure for each 

financial year in respect of all the services of this Committee no later than 30th November each 

year.  

• To monitor periodically the income and expenditure of the Committee.  

• To consider and determine any proposed expenditure or reduction in income for which no 

provision has been made in the approved budget.  

• To set the level of charges for facilities in respect of all the services of this Committee.  

• Monitor and review risk management issues. 

• To exercise overall responsibility for staffing issues, excluding the appointment of the Town 

Clerk, who shall be appointed by the Town Council 

• To determine staff conditions of service including salary scales, working hours, employee 

assessments and evaluations etc  
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• To determine all matters relating to staff including staffing resources and structures 

• To consider, determine and approve staff and Member training requirements. 

 

Functions 

 

• The Corporate Services Committee shall function and operate in accordance with the 

Council’s approved Standing Orders. 

• The Corporate Services Committee shall consist of seven Councillors. The quorum shall be 

half of its members (four). 

• To appoint sub-committees or working groups as necessary including setting out membership 

and terms of reference.  

 

23 / 163



 
 
CORPORATE SERVICES COMMITTEE                 Agenda Item 8 

 

Date: 

 

10th June 2024  

Title: 

 

Income & Expenditure Report 

Purpose of the 

Report: 

To provide members with the Income & Expenditure report 

to date for the Corporate Services Committee.  

 

Contact Officer: 

 

Debbie Marsh, Head of Corporate Services   

 

 

 This report is provided for information. 

  

1. BACKGROUND 

  

 In accordance with the committee functions a review of the income and expenditure of 

the committee should be undertaken periodically. Accordingly, this report is presented 

to each committee meeting detailing the income and expenditure for the specific 

committee.  

 

The income and expenditure report is provided for reference. 

  

2. ISSUES FOR CONSIDERATION 

  

 101-1076 – Precept 

First instalment of the precept has been received.  

101-1096 – Interest & Dividends received.  

None 

101-4051 Bank & Loan Charges 

Charges to date. 

101-4056 Audit Fees 

No expenditure to date.  

101-4057 – Accountancy & Software 

Expenditure to date includes software support for the Omega, Allotment and Cemetery 

packages, as well as Rialtas Cloud software support.  

101-4061 CCLA Management Fees  

No expenditure to date.  

 102-4007 Member Conferences 

No expenditure to date.  

102-4008 Member Training  
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No expenditure to date.  

102-4009 Travel 

No expenditure to date.  

102-4020 Misc. Establishment Costs  

No expenditure to date.  

102-4024 Subscriptions 

Annual subscriptions have been made to date to NALC, SLCC, ICCM and CPRE.  

102-4059 Other Professional Fees 

No expenditure to date.  

102-4104 Hospitality Allowance 

No expenditure to date.  

102-4131 – Election Costs 

No expenditure to date.  

190-1091 Income Misc. 

No income to date. 

190-1099 Insurance Claims  

No income to date. 

190-4007 Conference Costs 

No expenditure to date.  

190-4008 Training / Courses 

This covers various online training completed by staff, including Leadership Course, 

ILCA and Garden of Remembrance.  

190-4009 Travel 

No expenditure to date.  

190-4011 Rates 

Annual rates settled in full. 

190-4012 Water rates 

No expenditure to date.  

190-4014 Electricity 

No expenditure to date.  

190-4015 Gas 

No expenditure to date.  

190-4017 Health & Safety 

No expenditure to date.  

190-4020 Misc. Est Costs 

Various small-scale expenditure incurred.  

190-4021 Communication Costs 

Land line and mobile charges. 

190-4022 Postage 

Expenditure to date. 

190-4023 Stationery 

No expenditure to date.  

190-4025 Insurance  

No expenditure to date. Invoice received and due for payment.  

190-4026 Computer Costs 

Expenditure to date 

190-4027 Photocopier charges 

No expenditure to date.  

190-4031 Advertising   

No expenditure to date.  
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190-4036 Property maintenance  

No expenditure to date.  

190-4038 Maintenance Contracts 

No expenditure to date.  

190-4042 Equip Main & Repairs  

No expenditure to date.  

190-4059 Other Professional Fees 

No expenditure to date.  

192-4001 Staff Salaries, 4002 NI, 4003 Superannuation 

This expenditure relates to April to January inclusive.  

192-4005 Staff overtime 

This expenditure relates to April to January inclusive.   

192-4059 Other Professional Fees 

This budget covers HR retainer charge, payroll fees, EAP programme as well as some 

ad hoc other professional support. 

  

3. COUNCIL VISION 

  

 Aspirations 

A5 To ensure the council is fit for purpose and efficient in its delivery of 

services   
 

  

4. IMPLICATIONS  

  

 Corporate Implications 

• There are no corporate implications arising from this report 

  

 Legal Implications 

• There are no legal implications arising from this report 

  

 Financial Implications 

• There are no financial implications arising from this report 

  

 Risk Implications 

• There are no risk implications arising from this report 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

respect of nine protected characteristics, age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

• There are no climate change implications arising from the recommendations 

  

 Press Contact 
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There are no press implications arising from this report.  

  

5. CONCLUSION AND NEXT STEPS 

  

 Proactive monitoring of the budget will set the council in good stead going forwards 

and will help to ensure that expenditure and income targets are met.  There are no issues 

or areas of concern to highlight in this report.   

  

6. APPENDICES 

  

 Appendix A:               Income and Expenditure cost centre report – 2023-2024 

Appendix B:               Income and Expenditure cost centre report – April 2024 
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CORPORATE SERVICES COMMITTEE                            Agenda Item 11 

  

Date: 

 

10th June 2024 

Title: 

 

Investment Report 

Purpose of the Report: To provide to members a report on investments to date.   

 

Contact Officer: 

 

Debbie Marsh, Head of Corporate Services  
 

 

1. BACKGROUND 

  

 In accordance with Committee Functions & Terms of Reference, Financial Regulations 

and Banking Arrangements, Investment Strategy & Investment Arrangements Policy, 

it is a requirement that the Corporate Services Committee receive quarterly reports on 

investments.  

 

The Council has funds deposited in NatWest and in the Churches, Charities and Local 

Authorities Investment Management Company (CCLA) Public Sector Deposit Fund 

and the CCLA Property Fund.    

  

2. CURRENT INVESTMENTS 

  

 Commencement of the short-term investment (Public Sector Deposit Fund) and the 

long-term investment (LAMIT Authorities Property Fund) were both during Financial 

Year 2014 - 2015.  

 

In accordance with Minutes AC1113 and AC1121, two officers administrate both these 

accounts for supervision and audit trail purposes.   

 

Both these investments have no fixed period of terms. Funds can be transferred into 

and out of the Deposit account without notice however, the transfer out of funds from 

the Property Fund requires a 6-month notice period.  

 

At the Corporate Services meeting held on the 4th March 2024 members resolved 

(minute number 12731) to withdraw the Town Councils funds from the CCLA Property 

fund and to subsequently invest these funds in the CCLA Deposit account as it is a 

AAA rated investment. Members are informed that the Town Council gave notice to 

withdraw its funds from the CCLA Property Fund on the 26th March 2024. The 6 month 

notice period starts at the end of the month in which the redemption form was received. 
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3. LONG TERM INVESTMENT – LAMIT PROPERTY FUND ACCOUNT 

  

 Commencement of the LAMIT Property Fund was October 2014.  This fund is 

designed to achieve long term capital growth from investments in the commercial 

property sector.  Dividends are paid quarterly (in accordance with IAS 18 - Revenue) 

less fund management fees but without deduction of tax.   

 

Members will find attached at Appendix A The Local Authorities Property Fund Fact 

Sheet – 30th April 2024.  

Gross dividend yield rate as at: 

31st March 2024 – 5.16% 

31st December 2023 – 4.94% 

30th September 2023 – 4.66% 

30th June 2023 – 4.4% 

 

Total fund size at: 

31st March 2024 - £1,042m 

31st December 2023 – £1,143m 

31st October 2023 - £1,155m 

30th June 2023 – £1,200m 

 

Further detail is provided in the Chronological report attached at Appendix C. 

  

4. SHORT-TERM INVESTMENT – PUBLIC SECTOR DEPOSIT ACCOUNT 

  

 Commencement of the Public Sector Deposit Fund was September 2014.   

 

This is a pooled, qualified money market fund created by and for the public sector 

which has a low level of risks.  Shares are bought and the dividend is paid at the end of 

each month (in accordance with IAS 18 – Revenue) less management fees but without 

deduction of tax.   

 

Members can find more details on this fund by following this link The Public Sector 

Deposit Fund | CCLA In addition at Appendix B Members will find attached The Public 

Sector Deposit Fund Fact Sheet –  30th April 2024  

 

The declared yield rate as at: 

30th November 2023 – 5.30% 

31st July 2023 – 4.94% 

31st March 2023 – 4.4254% 

31st January 2023 – 3.5292% 

 

Accessibility of funds is almost immediate making this a highly liquid Current Asset 

investment. Activity is a fluctuation of withdrawals when required to meet the council’s 

expenditure costs for the period and deposits of investing surplus funds (namely 

Precept) in accordance with the Trustee Investment Act 1961 S.11 and 

recommendations.   

 

Further detail is provided in the Chronological report attached at Appendix C. 
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By way of an early update, members are advised that a sum of £600k (precept) was 

transferred into this account on the 24th April 2024. 

  

5. HRTC CORPORATE PLAN 

  

 Aspirations Management and Operations: To improve the efficiency and 

effectiveness of the Town Council as the key local service provider 

4.5 Enhance the role of the council. 
 

  

6. IMPLICATIONS  

  

 Corporate Implications 

• Financial Regulations 

• Risk Management Strategy 

• Banking Arrangements, Investment Strategy & Investment Arrangements 

  

 Legal Implications 

• Compliance with the Trustee Investment Act 1961 S.11 

  

 Financial Implications 

• There are no financial implications of this report. 

  

 Risk Implications 

• As with any type of investment there is always an element of risk. Officers’ 

supervision of the accounts and monitoring their environments as well as the 

UK’s economy climate, helps to regulate and assess any potential risks.   

• Reputation should monies be lost from poor investment decisions. 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, 

eliminate unlawful discrimination, harassment and victimisation and foster good 

relations in respect of nine protected characteristics; age, disability, gender 

reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 

or belief, sex and sexual orientation. 

 

This report does not discriminate. 

  

 Climate Change Implications 

There are no climate change implications arising from the recommendations 

  

 Press Contact 

• There are no press implications.  

  

7. APPENDICES 

  

 Appendix A – The Local Authorities Property Fund Fact Sheet – 31st March 2024 

Appendix B – The Public Sector Deposit Fund Fact Sheet – 30th April 2024. 

Appendix C - Chronological Report 
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The Local Authorities’ Property Fund
Fund fact sheet – 31 March 2024

Investment objective
The fund aims to provide a high level of income and capital 
growth over the long-term (defined as 5 years).

Investment policy
The fund is an actively managed, diversified portfolio of UK 
commercial property. It will principally invest in UK commercial 
properties, but may invest in other assets, which may be either
liquid or illiquid in nature.

The fund may also invest some of its assets in instruments 
that are easier to buy and sell to maintain appropriate levels of 
liquidity. Instruments used for this purpose may include cash 
and near-cash, participation notes, UK real estate investment 
trusts, regulated or unregulated investment funds, and loan 
notes.

The fund is managed in line with CCLA’s responsible property 
investment and values-based screening policies, which you 
can read in the policies and reports section on our website.

Target investors
The fund is designed for local authorities looking for exposure 
to UK commercial property for their long-term investments.

Independent governance
The trustee is the Local Authorities' Mutual Investment Trust, 
a body controlled by members and officers appointed by the 
Local Government Association, the Convention of Scottish 
Local Authorities, the Northern Ireland Local Government 
Officers' Superannuation Committee, the Welsh Local 
Government Association and investors in the fund.

Who can invest?
Any local authority in the United Kingdom.

Income
Gross dividend yield (see note 1) 5.16%
MSCI/AREF UK Other Balanced Open-
Ended Quarterly Property Fund Index yield 4.20%
Note 1: Based on the fund's net asset value and historic annual dividend 
of 14.30 pence per unit.

12 month distributions to 31st March:

13.06 12.63
11.22

12.29
14.30

2020 2021 2022 2023 2024
0

5

10

15

20 Pence per unit

Fund update
Occupier and rental markets remained solid, supporting the 
income flows which make up a sizeable part of long term total 
returns to property investors. Capital markets are still very 
subdued, however, with transaction volumes at near-record 
low levels. The associated lack of ‘price discovery’ – 
observable prices paid for properties in actual transactions – 
has left prospective buyers and sellers, as well as property 
fund valuers, in a cautious mood and property valuations 
slipped slightly further down over the period. Offices remained 
the most troubled sector in a challenging market, due to a 
combination of changing working practices and more stringent 
environmental standards adding to landlords’ costs.

Over the quarter the Fund’s total return was +0.6% compared 
with a return on the comparator benchmark of +0.6%. Over 
the past 12 months the Fund returned +1.1% compared to the
comparator benchmark return of -1.3%.

The portfolio is managed actively with the aim of providing a 
high income and long term capital appreciation. No sales or 
purchases were completed during the quarter but leasing 
developments served as a reminder of the divergence in 
fortunes between sub-sectors. The income lost from a new 
vacancy on an office property in Warwick was more than 
countered by lease renewals at substantially higher rents on 
industrial properties in Leeds, Peterborough and Warrington, 
and a hotel in central London.

Valuations are likely to remain under pressure until bond yields 
fall significantly – this will restore some of the yield premium 
necessary to attract larger volumes of investors back to the 
property market. For the time being income will continue to be 
the key driver of total returns from property. Investors in the 
office sector face particular challenges and active, selective 
management will be especially important in this part of the 
property market.

Asset allocation at 31 March 24

■ Industrial and warehouses 
43.72%

■ Offices 19.06%
■ Retail warehouses 16.24%
■ Other 14.11%
■ Cash 4.91%
■ Shops 1.84%
■ Indirect property 0.12%
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Total return performance by year
12 months to 31 March 2020 2021 2022 2023 2024
The Local Authorities’ Property Fund +0.66% +3.75% +21.78% -13.27% +1.07%
Comparator benchmark +0.12% +2.46% +22.52% -14.11% -1.29%

Annualised total return performance
Performance to 31 March 2024 1 year 3 years 5 years
The Local Authorities’ Property Fund +1.07% +2.20% +2.20%
Comparator benchmark -1.29% +1.28% +1.28%

Performance shown after management fees and other expenses. The comparator benchmark is MSCI/AREF UK Other Balanced Open-Ended Quarterly 
Property Fund Index. Past performance is not a reliable indicator of future results. Source: CCLA

Top 10 holdings at 31 March 24 – Total 36.51%
London, Beckton Retail Park Bristol, Gallagher Retail Park
London, Goodman's Yard London, Pickett's Lock
London, Cathedral Street Coventry, Torrington Avenue
Leeds, 27 Industrial Estate Bolton, Great Bank Road
London, Imperial House Huntingdon, DHL Cardinal

Key facts
Manager CCLA Fund Managers Limited
Investment Manager CCLA Investment Management Limited
Fund size £1,042m
Number of holdings 67

Income units
Offer (buying) price 295.72 pence
Net asset value 277.02 pence
Bid (selling) price 272.73 pence

Launch date 18 April 1972
Unit type Income
Minimum initial investment £25,000
Minimum subsequent investment £10,000
Dealing day Month-end valuation date (see note 2)
SEDOL 0521664
ISIN GB0005216642
Dividend payment dates Last business day of January, April, July,

and October
Annual management charge (taken from income) 0.65%
Fund management fee (FMF) 0.73% (see note 3)
PRIIPs other ongoing costs 0.73% (see note 4)

Please Contact
Kelly Watson

Market Development
T: +44 (0)207 489 6105
M: +44 (0)7879 553 807

E: kelly.watson@ccla.co.uk

Jamie Charters
Market Development

T: +44 (0)207 489 6147
M: +44 (0)7468 560 680

E: jamie.charters@ccla.co.uk

Lee Jagger
Market Development

T: +44 (0)207 489 6077
E: lee.jagger@ccla.co.uk

Note 2: Dealing instructions for the purchase of units must be received by 5pm on the business day before the valuation date. Whilst units can be sold on each 
monthly dealing date, all redemption requests are currently subject to a minimum notice period of 6 months (this may be reduced to 90 days at the manager’s 
discretion) and will therefore be processed on the next available dealing day following expiry of the notice period.
Note 3: The FMF includes the annual management charge and other costs and expenses of operating and administering the fund, such as depositary, custody, 
audit, and regulatory fees.
Note 4: The packaged retail and insurance-based investment products (PRIIPs) other ongoing costs include the FMF and, where relevant, synthetic charges. 
Synthetic charges are the effect that costs incurred as a result of investment in relevant underlying funds or similar investments have on the fund. The PRIIPs 
other ongoing costs do not include transaction costs. For more information on costs, including transaction costs, please see the fund’s key information 
document.
Please refer to https://www.ccla.co.uk/glossary for explanations of terms used in this communication. If you would like the information in an 
alternative format or have any queries, please call us on 0800 022 3505 or email us at clientservices@ccla.co.uk.

Risk warning and disclosures
This document is a financial promotion and is for information only. It does not provide financial, investment or other professional advice. 
To make sure you understand whether our product is suitable for you, please read the key information document and scheme 
information and consider the risk factors identified in those documents. CCLA strongly recommend you get independent professional 
advice before investing. Past performance is not a reliable indicator of future results. The value of investments and the income from 
them may fall as well as rise. You may not get back the amount you originally invested and may lose money. The properties held by the
fund are valued by an external property valuer and any valuations are a matter of opinion rather than fact. The performance of the fund 
may be negatively affected by a downturn in the property market which could impact on the value of the fund. Any forward-looking 
statements are based on our current opinions, expectations and projections. We may not update or amend these. Actual results could 
be significantly different than expected. Investment in the fund is only available to eligible local authorities. The fund is an unauthorised 
UK alternative investment fund and an unregulated collective investment scheme established under a scheme approved by HM 
Treasury under Section 11 of the Trustee Investments Act 1961, together with the trust deed dated 6 April 1972 as amended by 
supplemental trust deeds dated 6 April 1972, 13 September 1978, 21 April 2016 and 23 September 2019. Issued by CCLA Investment 
Management Limited (registered in England and Wales, number 02183088, at One Angel Lane, London EC4R 3AB) who is authorised 
and regulated by the Financial Conduct Authority. CCLA Fund Managers Limited (registered in England and Wales, number 8735639, at 
One Angel Lane, London EC4R 3AB) is authorised and regulated by the Financial Conduct Authority. For information about how we 
collect and use your personal information please see our privacy notice, which is available at https://www.ccla.co.uk/our-policies/data-
protection-privacy-notice.

One Angel Lane | London | EC4R 3AB | Freephone: 0800 022 3505 | Website: www.ccla.co.uk
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The Public Sector Deposit Fund
Fund fact sheet – 30 April 2024

Investment objective
To maximise the current income consistent with the preservation 
of principal and liquidity.

Investment policy
The fund will be invested in a diversified portfolio of high-quality 
sterling denominated deposits and instruments. All investments 
at the time of purchase will have the highest short-term credit 
rating or an equivalent strong long-term rating. The fund is 
actively managed, which means the authorised corporate director
uses their discretion to pick investments, in pursuit of the 
investment objective.

The weighted average maturity of the investments will not 
exceed 60 days. The fund will not invest in derivatives or other 
collective investment schemes.

Target investors
The fund is designed for investors who are looking for capital 
security and a competitive yield for their short-term investments.

Who can invest?
Any public sector organisation can invest in the fund, but it may 
be marketed to any retail or professional client. Share class 4 is 
reserved for public sector organisation investment only.

Responsible investment policy
The fund is managed in accordance with CCLA’s values-based 
screening policy which can found in the policies and reports 
section on our website.

We monitor our counterparties' environmental, social and 
governance risk management on a regular basis and take action if 
necessary. This process is based on the work of our in-house 
Sustainability team and their data providers. Additional 
information is available on request.

Key risks
Investors should consider the following risk factors before 
investing: issuer/credit risk (issuer/financial institution may not 
pay), market risk (investment value affected by market 
conditions), operational risk (general business operational risks), 
maturity profile (timings of investment maturity), liquidity risk 
(investment in non-readily realisable assets), concentration risk 
(need for diversification and suitability of investment) and interest 
rate risk (changes to interest rate affecting income). Please see 
the fund prospectus for more details.

Top 10 counterparty exposures (%)
9.86% HM Treasury
9.86% Landesbank Baden-Wuerttemberg
9.86% National Bank of Canada
9.86% Yorkshire Building Society
4.73% DBS Bank Limited
3.63% Societe Generale
3.55% Nordea Bank AB
3.55% SMBC Bank International plc
3.15% BNP Paribas
3.15% Landesbank Hessen-Thueringen Girozentrale

Top 10 country exposures (%)
26.05% UK
16.38% Canada
12.95% Germany
12.12% Japan
10.97% France
8.36% Singapore
3.76% Finland
3.09% Denmark
2.51% Sweden
1.96% Switzerland

Share class 4 yield as at 30 April 2024

5.23%
5 years performance

8.84 8.55

24.30

0

10

20

30

%

Public Sector 
Deposit Fund 
(see note 1)

Comparator 
benchmark (see 

note 2)

Consumer price 
index inflation 
(see note 3)

Asset type (%)

■ Call account 0.38%
■ Term deposit 44.16%
■ Certificates of deposit 55.46%

Credit rating (%) see note 4

■ AAA 0.00%
■ AA+ 0.00%
■ AA 2.37%
■ AA- 28.38%
■ A+ 33.69%
■ A 0.79%
■ A- 34.77%

F1+ F1

Note 1: Source: CCLA - Performance shown after management fees and other expenses, with the income reinvested. The daily yield 
on the fund will fluctuate, and past performance is not a reliable indicator of future results. Note 2: From 1 January 2021, the 
comparator benchmark is the Sterling Overnight Index Average. Before 1 January 2021, the comparator benchmark was the 7-Day 
Sterling London Interbank Bid Rate. Note 3: consumer price index inflation is lagged one month. Note 4: Using Fitch Ratings 
methodology.
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Income
Average yield over the month 5.22%
Yield at the month-end shown 5.23%

Total return performance by year
12 months to 30 April 2020 2021 2022 2023 2024
The Public Sector Deposit Fund +0.69% +0.12% +0.16% +2.47% +5.20%
Comparator benchmark +0.47% -0.03% +0.19% +2.53% +5.21%
Relative (difference) +0.22% +0.15% -0.03% -0.06% -0.01%

Annualised total return performance
Performance to 30 April 1 year 3 years 5 years
The Public Sector Deposit Fund +5.20% +2.59% +1.71%
Comparator benchmark +5.21% +2.62% +1.65%
Relative (difference) -0.01% -0.03% +0.06%

Performance shown after management fees and other expenses, with the income reinvested. From 1 January 2021, the comparator 
benchmark is the Sterling Overnight Index Average. Before 1 January 2021, the comparator benchmark was 7-Day Sterling London 
Interbank Bid Rate. Past performance is not a reliable indicator of future results. Source: CCLA

Market update
The latest data releases for the UK provided further evidence that the economy was on a stable footing, but that growth was sluggish. 
The Office for National Statistics (ONS) reported that the economy had grown by 0.1% in the month of February, and in an upwards 
revision to its previous estimate, that growth in January had been 0.3%. Positive moves in PMIs (purchasing managers’ indices, which 
are forward-looking measures of business activity) added to the evidence that the UK was set to emerge from its recent technical 
recession into growth territory for the first quarter of 2024. The S&P Global UK manufacturing PMI for March rose above 50, the level 
which distinguishes expansion from contraction, for the first time since July 2022, reaching 50.3. The composite PMI, which includes 
the larger services sector of the economy, stood at 52.8 in March and the flash composite for April climbed to 54.0.

UK consumer price inflation (CPI) fell in March to an annual rate of 3.2%, from 3.4% the previous month. Andrew Bailey, governor of 
the Bank of England, commented that the path of inflation was ‘pretty much on track’ with the Bank’s expectations. Wage growth, 
though, slowed less than had been anticipated. Average weekly wages excluding bonuses rose by an annualised rate of 6% in the 
three-month period to the end of February, slightly down from 6.1% the previous quarter but still faster than the 5.8% rate of increase 
observers had been expecting. Nevertheless, there were signs of softening in the jobs market, with vacancies falling for a 21st 
consecutive month in March (down by 13,000 to 916,000), and unemployment rising from 3.9% to 4.2%.

Key facts
Authorised corporate director
Fund size
Fitch money-market fund rating
Weighted average maturity
Launch date
Dealing day
Withdrawals
Fund domicile
ISIN (share class 4)
Interest payment frequency
Ongoing charges figure

CCLA Investment Management Limited
£1,197m
AAAmmf
45.83 days
May 2011
Each business day (see note 5)
On demand
United Kingdom
GB00B3LDFH01
Monthly
0.08% (see note 6)

Note 5: Dealing instructions (including cleared funds for purchases) must be received by 11:30am.
Note 6: The ongoing charges figure is based on the annual management charge (including portfolio 
transaction costs).

Please refer to https://www.ccla.co.uk/glossary for explanations of terms used in this 
communication. If you would like the information in an alternative format or have any queries, 
please call us on 0800 022 3505 or email us at clientservices@ccla.co.uk.

Please Contact
Kelly Watson

Market Development
T: +44 (0)207 489 6105
M: +44 (0)7879 553 807

E: kelly.watson@ccla.co.uk

Jamie Charters
Market Development

T: +44 (0)207 489 6147
E: jamie.charters@ccla.co.uk

Lee Jagger
Market Development

T: +44 (0)207 489 6077
E: lee.jagger@ccla.co.uk

Risk warning and disclosures
This document is a financial promotion and is for information only. It does not provide financial, investment or other professional advice. 
The market update contained in this document represents CCLA’s house view and should not be relied upon to form the basis of any 
investment decisions. To make sure you understand whether our product is suitable for you, please read the key investor information 
document and the prospectus and consider the risk factors identified in those documents. CCLA strongly recommend you get 
independent professional advice before investing. Under the UK money market funds regulation, the Public Sector Deposit Fund 
(PSDF) is a short-term low volatility net asset value money market fund. You should note that purchasing shares in the PSDF is not the 
same as making a deposit with a bank or other deposit taking body and is not a guaranteed investment. Although it is intended to 
maintain a stable net asset value per share (where £1 invested in the PSDF remains equal to £1 in value in the PSDF), there can be no 
assurance that it will be maintained. The value of the PSDF may be affected by interest rate changes. The PSDF does not rely on 
external support for guaranteeing the liquidity of the fund or stabilising the net asset value per share. The risk of loss of principal is 
borne by the shareholder. Past performance is not a reliable indicator of future results. The value of investments and the income from 
them may fall as well as rise. You may not get back the amount you originally invested and may lose money. Any forward-looking 
statements are based on our current opinions, expectations and projections. We may not update or amend these. Actual results could 
be significantly different than expected. The PSDF is authorised in the United Kingdom and regulated by the Financial Conduct 
Authority as a UK UCITS Scheme and is a Qualifying Money Market Fund. Issued by CCLA Investment Management Limited 
(registered in England and Wales, number 2183088, at One Angel Lane, London EC4R 3AB) who is authorised and regulated by the 
Financial Conduct Authority. For information about how we collect and use your personal information please see our privacy notice, 
which is available at https://www.ccla.co.uk/our-policies/data-protection-privacy-notice.

One Angel Lane | London | EC4R 3AB | Freephone: 0800 022 3505 | Website: www.ccla.co.uk
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Short Term Investment - The Public Sector Deposit Fund 2023/24 

Date Opening 
Balance (£) 

Details Amount 
(£) 

Closing 
Balance (£) 

Other details 

      

18/5/23 739,500 Subscription 30,000 769,500 Transfer of funds from NatWest 

30/6/23 769,500   769,500  

31/7/23 769,500   769,500  

31/8/23 769,500   769,500  

30/9/23 769,500   769,500  

30/11/23 769,500   769,500  

29/02/24 769,500 Withdrawal 150,000 619,500  

31/03/24 619,500 Withdrawal 150,000 469,500  

 
Long-term Investment – LAMIT Property Fund 2018 - 2023 

Date Opening 
Balance 

Shares Bid market 
total value 
(£) 

Bid market value 
per one unit 
 

Other details 

      

31.12.18 £600,000 213,503 £648,515.36 303.75 pence  

31.03.19 £600,000 213,503 Unavailable  Unavailable  

31.03.20 £600,000 213,503 £621,613.98 291.15 pence  

31.03.21 £600,000 213,503 £617194.47 289.08 pence  

31.03.22 £600,000 213,503 £725,525.89 345.17 pence  

31.03.23 £600,000 213,503 £605,921.51 283.80 pence  

30.06.23 £600,000 213,503 £614,611.09 287.87 pence  

30.09.23 £600,000 213,503 £607,416.00 284.50 pence  

30.12.23 £600,000 213,503 £595,417.16 278.88 pence  

31.03.23 £600,000 213,503 £591,446.65 277.02 pence  
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Town Mayor:  Cllr E Cooper    Town Clerk:  Ms Clare Evans 

 

 

HOUGHTON REGIS TOWN COUNCIL 
Peel Street, Houghton Regis, Bedfordshire, LU5 5EY 

Telephone: 01582 708540    
Email: info@houghtonregis-tc.gov.uk 

www.houghtonregis-tc.org.uk 
 

 
 

List of Direct Debits as at 1st April 2024 

 

Castle Water (Clean water supplier) 

Yu Energy (Electric Supplier) at 9 sites 

Anglian Water (Sewerage) 

BT Group Plc (landline rental) 

BT (Workshop Broadband) 

Your NRG (Red diesel supplier) 

EE Ltd (HRTC mobile phones)  

Francotyp Postalia (Postage and rental) 

Payroll Options (Salaries) 

CPRE (Subscription) 

Pozitive Energy (Gas Supplier) at 9 sites 

Grenkeleasing Ltd (photocopier lease)  

Public Works Loan Board (2 x Moore Crescent Sports Pavilion loan) 

ICO (ICO registration) 

Public Works Loan Board (Tithe Farm Pavilion loan)  

Biffa waste removal and rental of skip 

 

 

List of Standing Orders as at 1st April 2024 

 

Thornhill Primary (Cost of Living support, to 31st March 2025) 

HR Childrens Centre, CBC (Cost of Living support, to 31st March 2025) 

Jewels (Cost of Living support, to 31st March 2025) 

HR Baptist Church (Cost of Living support, to 31st March 2024June 2025) 

HR Helpers (Cost of Living support, to 31st March 2025) 

Dunstable Foodbank (Cost of Living support, to 31st March 2025) 

Thomas Whitehead Academy (Cost of Living support, to 31st March 2025) 

Techies (Landline support & licences, IT support & licences) 

Techies Cloud 

Agenda item 12 
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CORPORATE SERVICES COMMITTEE                 Agenda Item 13 

 

Date: 

 

10th June 2024 

Title: 

 

PUBLIC WORKS LOAN BOARD REPAYMENTS ANNUAL 

REPORT 

 

Purpose of the 

Report: 

To receive the Public Works Loan Board Annual Report. 

 

Contact Officer: Debbie Marsh, Head of Corporate Services  

 

 

1. BACKGROUND 

  

 In accordance with the committees Terms of Reference and Financial Regulation 8, 

Members are provided with an annual report of the council’s loans. 

  

2. PUBLIC WORKS LOANS 
  

 The Council currently has three loans through the Public Works Loan Board (PWLB). The 

following summarises the initial value of the loans, the purpose of the loans, the terms of 

the loan and their respective outstanding balances: 

• Loan No. 496047  

Value of the loan: £170,000 

Purpose of the loan: Moore Crescent Pavilion at Moore Crescent Recreation 

Ground 

Terms of the loan: annual rate of interest of 4.00% 

Period of the loan: 24 years, final repayment due March 2033 

Received: October 2009 

Other detail: 

This project was funded through the securing of 2 loans; 

Commencement of works May 2009, completion April 2010.    

Principal Balance outstanding at 31st March 2024: £86,894.99 

 

• Loan No. 496518  

Value of the loan: £190,125  

Purpose of the loan: Moore Crescent Pavilion at Moore Crescent Recreation 

Ground 

Terms of the loan: annual rate of interest of 4.46% 
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Period of the loan: 24 years, final repayment due March 2033 

Received: February 2010 

Other detail: 

Second loan to fund the provision of Moore Crescent Pavilion   

Principal Balance outstanding at 31st March 2024: £99,659.17 

 

As agreed by Town Council under Minute 11993 and 12406 borrowing approval was 

granted to support the Tithe Farm Sports Project.  

• Loan No. 677354 

     Value of the loan: £500,000 

Purpose of the loan: Tithe Farm Sports Project 

Terms of the loan: annual rate of interest of 5.52% 

Period of the loan: 28 years, final repayment due October 2051 

Received: November 2023 

Principal Balance outstanding at 31st March 2024: £500,000 

  

3. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of the 

Town Council as the key local service provider 

 4.6 Enhance the role of the council. 
 

  

4. IMPLICATIONS  

  

 Corporate Implications 

This review is supported by the following council policies: 

• Standing Orders 

• Financial Regulations 

• Internal Audit, Planning & Review 

• Practitioners Guide of the Governance and Accountability of Smaller authorities 

  

 Legal Implications 

The review supports Line 10 in Section 2 of the Annual Governance and Accountability 

Return for External Audit. 

  

 Financial  Implications 

There are no financial implications of this report.  

  

 Risk Implications 

Failure to adequately monitor the finances of the council and identify and mitigate any 

emerging financial issues would damage the council’s reputation.  

  

 Equalities Implications  

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in respect 

of nine protected characteristics; age, disability, gender reassignment, marriage and civil 

partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation. 
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This report does not discriminate. 

  

 Press Contact 

There are no press implications arising from this report.  

  

5. CONCLUSION AND NEXT STEPS 

  

 In accordance with council policy and national practices, Members are requested to note 

the report. 

  

6. APPENDICES 

  

 None   
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CORPORATE SERVICES COMMITTEE                  Agenda Item 15 

 

Date: 

 

10th June 2024 

Title: 

 

Internal Audit Provision 

 

Purpose of the 

Report: 

To provide members with information in regard to the 

appointment of an Internal Auditor. 

 

Contact Officer: Debbie Marsh, Corporate Services Manager 

 

 

1. RECOMMENDATION 

  

 To recommend to Town Council, at the meeting to be held on the 17th June 2024, 

that IAC Audit & Consultancy Ltd be appointed as the Town Councils internal 

audit provider, for a period of 3 years (financial years 2024/25, 2025/26 and 

2026/7), at a cost of £800 plus VAT per annum. 

  

2. BACKGROUND 

  

 At the Town Council meeting held on the 21st March 2022 (minute number 11984) 

members supported the recommendation from the Corporate Services meeting held on 

the 28th February 2022 that the Town Council appoint IAC Audit & Consultancy Ltd, 

for a period of 3 years, as the Town Council internal auditor provider. This appointment 

covered accounting years 21/22, 22/23 and 23/24. 

  

3. INFORMATION 

  

 Financial Regulation 2.4 states: 

The council shall ensure that there is an adequate and effective system of internal audit 

of its accounting records, and of its system of internal control in accordance with proper 

practices. Any officer or member of the council shall make available such documents 

and records as appear to the council to be necessary for the purpose of the audit and 

shall, as directed by the council, supply the RFO, internal auditor, or external auditor 

with such information and explanation as the council considers necessary for that 

purpose. 

 

Three companies were approached to provide quotations for this service. One of those 

companies does not have the capacity to accept any more clients, another one only 

deals with smaller parishes. The remaining provider is the town council’s current 
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provider who has confirmed they have the capacity to continue to support the council 

with this provision.  

 

This is not the first time there has been the lack of providers for the council to choose 

from. A recent statement from the SLCC reads: ‘Internal auditors for the local council 

sector are in very short supply and are at risk of becoming endangered’. 

  

 Financial Regulation 10.2 states:  

All members and Officers are responsible for obtaining value for money at all times. 

An officer issuing an official order shall ensure as far as reasonable and practicable that 

the best available terms are obtained in respect of each transaction, usually by obtaining 

three or more quotations or estimates from appropriate suppliers, subject to any de 

minimis provisions in Regulation 11 (1), extract below. 

11.1. Procedures as to contracts are laid down as follows: 

a. Every contract shall comply with these financial regulations, and no 

exceptions shall be made otherwise than in an emergency provided that 

this regulation need not apply to contracts which relate to items (i) to (vi) 

below: 

i. for the supply of gas, electricity, water, sewerage and telephone 

services. 

ii. for specialist services such as are provided by solicitors, 

accountants, surveyors and planning consultants. 

  

4. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 

  4.5 Enhance the role of the council. 
 

  

5. IMPLICATIONS 

  

 Corporate Implications 

• Not appointing an Internal Auditor would conflict with Financial Regulations 

  

 Legal Implications 

• This appointment complies with the Accounts and Audit (England) Regulations 

2011 

  

 Financial Implications 

• There is an adequate budget provision. Cost to be taken from budget code – 

101-4056 

  

 Risk Implications 

• Risk to reputation 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 
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respect of nine protected characteristics: age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

 

• There are no climate change implications arising from the recommendation 

  

 Press Contact 

• There are no press implications arising from the recommendation 

  

6. CONCLUSION AND NEXT STEPS 

  

 The Head of Corporate Services has tried to obtain three quotations however, as this 

service is specialised, as in the requirement for the provider to have suitable and 

substantial knowledge of Local Government, it was considered, in this situation, the 

reappointment of the current internal auditor was appropriate. 

  

7. APPENDICES 

  

 None 
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Houghton Regis TC  Corporate Plan 2024 - 2028 

Mission Statement:

Vision:

Committee 

Workplan 

Local services and facilities Maximise the value of HRTC assets. Explore opportunities to remodel the HRTC office reception area to make it more accessible 

and visitor friendly. 
Study 

Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan.  Create a 10-year planned maintenance programme for HRTC-owned assets to inform the 

financial planning process. These include pavilions, recreation grounds, play areas, street 

furniture and signage, vehicles and equipment. 

Study 
Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Develop a 5-year financial plan, factoring in the delivery of the Town Council Corporate Plan. 
Study 

Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Develop a supporting staffing plan (possibly including expanding the grounds team, the ranger 

service, project officer, youth workers, community / events officer, administration assistant). Study In progress
Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Improve access to training and career development for staff and members. 
Programme 

Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Organise a series of bi-annual visits to other towns and councils within the wider region to 

expand connections and awareness of ‘best practices’ – physically, socially and 

environmentally. 

Programme 
Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Organise a series of quarterly CPD events for staff and members based around a particular 

theme, for instance, community cohesion, engagement, tourism growth, urban design, 

biodiversity. 

Programme 
Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Undertake a succession planning exercise.
Study 

Corporate 

Services 

Management and operations Develop a 5-year financial & staffing plan. Investigate options to create a social value budget, factoring in volunteer input, non- cash 

items, payments in kind, environmental savings, etc.
Study 

Corporate 

Services 

Management and operations Extend IT infrastructure and software to better 

support the council.

Improve IT cabling at the council offices. 
Initiative 

Corporate 

Services 

Management and operations Extend IT infrastructure and software to better 

support the council.

Move to Cloud based services for future proofing, increased security, hybrid working.
Initiative Complete 2024

Corporate 

Services 

Management and operations Extend IT infrastructure and software to better 

support the council.

Extend Rialtas software to incorporate other useful modules.
Initiative Complete 2024

Corporate 

Services 

Management and operations Enhance the role of the council. ‘Local Council Award Scheme’ and ‘Investors in People’ accreditations.  
Initiative 

Corporate 

Services 

Management and operations Enhance the role of the council. Review membership of outside organisations and consider additional membership such as 

Locality and LGA. 
Initiative Part complete 2024

Corporate 

Services 

Pillar Notes

We will endeavour to unify all areas of the Parish as one community and foster civic pride in our town, improve local services and facilities, enhance the quality of life of our residents and improve the efficiency and effectiveness of the Town 

Houghton Regis: A growing town with a rich history and a strong sense of community. 

Objective Mechanism/ initiative Type Possible fundingStatus Delivery Year 
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In accordance with Financial Regulations 9.8, attached are copies of the VAT Returns for quarters 1,2, 3 & 4 of the financial year 2023-2024

Quarter 1,  April - June 2023 was submitted on 15/08/23 and the reimbursement from HMRC was received on 23/08/23

Quarter 2,  July - September 2023 was submitted to HMRC on 17/10/23 and the reimbursement from HMRC was received on 24/10/23

Quarter 3, October - December 2023 was submitted to HMRC on 12/01/24 and the reimbursement from HMRC was received on 26/01/24

Quarter 4,  January - March 2024, was submitted on 25/04/24 and the reimbursement from HMRC was received on 07/05/24

Below is a comparable list of the VAT Returns for the same four Quarters of the financial year 2022-2023

Financial Year 2023-2024 2022-2023 Significant details

Quarter 1 £81,795.76 £14,594.22 The reason behind the considerable increase 

of VAT submission/reimbursement from HMRC is 

the accounting for the new Tithe Farm 

Quarter 2 £100,497.49 £33,591.08 Recreation Ground and Pavilion.

Each contractor invoice attracts a large 

amount of VAT, which can be 

Quarter 3 £215,733.20 £19,698.65 reclaimed .

Quarter 4 £178,871.10 £56,569.09
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Policy Schedule 2024-25 

 

Updated 30th May 2024 Page 1 
 

Policy  Last Reviewed Committee  Meeting Date Comments 

Alcohol, Drug & Substance Misuse 14th September 2020 

14th December 2020 

Corporate Services 

Town Council 

9th September 2024 

16th December 2024 

Every 4 years 

Banking arrangement, investment 

strategy & investment arrangement 

4th October 2022 

19th December 2022 

Corporate Services 

& Town Council 

9th September 2024 

16th December 2024 

Annually  

Bullying & Harassment at work policy  23rd November 2020 

14th December 2020 

Corporate Services 

& Town Council 

2nd December 2024 

17th March 2025 

Every 4 years 

Capability Policy 4th March 2019 

17th June 2019 

Corporate Services 

& Town Council 

10th June 2024 

14th October 2024 

Every 4 years. 

Cemetery Regulations 29th April 2023 Environment & 

Leisure 

18th September 2023  

Code of Conduct 30th May 2022 

3rd October 2022 

Corporate Services 

& Town Council 

 Every 4 years. 

Committee Functions & Terms of 

Reference 

15th May 2024 Town Council  Annual approval on AGM 

agenda. 

Complaints Procedure 

 

14th September 2020 

14th December 2020 

Corporate Services 

& Town Council 

9th September 2024 

16th December 2024 

Every 4 years. 

Communications Policy & Strategy 13th September 2021 

13th December 2021 

Corporate Services 

& Town Council 

 Every 4 years. 

Councillors Expenses 30th May 2023 

2nd October 2023 

Corporate Services  

Town Council 

 Every first meeting following new 

administration 

Data Protection Policy & Data 

Retention Policy 

25th November 2019  

20th July 2020 

Corporate Services 

& Town Council  

4th March 2024 

17th June 2024 

Every 4 years 

Disciplinary Policy 22nd November 2021 

21st March 2022 

Corporate Services 

& Town Council 

 Every 4 years. 

 

Equality, Diversity & Inclusion Policy 2nd October 2023 Town Council 14th October 2024 Annually. 

Eye care Policy 28th November 2022 

20th March 2023 

Corporate Services 

& Town Council 

 

 

Every 4 years. 

Financial Regulations 15th May 2024 Town Council   Annual approval on AGM 

agenda. 

Flexible Working  14th September 2020 

14th December 2020 

Corporate Services 

& Town Council 

10th June 2024 

17th June 2024 

Every 4 years. 

Flexi Time Scheme  14th September 2020 

14th December 2020 

Corporate Services 

& Town Council 

2nd December 2024 

17th March 2025 

Every 4 years. 

Fraud and Ethics Policy 1st June 2021 

4th October 2021 

Corporate Services 

& Town Council 

 Every 4 years. 
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Policy Schedule 2024-25 

 

Updated 30th May 2024 Page 2 
 

Freedom of Information & Model 

Scheme of Publication  

4th December 2023 

18th March 2024 

Corporate Services 

& Town Council 

9th September 2024 

16th December 2024 

Annually 

Grievance Procedure 2nd March 2020 

5th October 2020 

Corporate Services 

& Town Council 

10th June 2024 

14th October 2024 

Every 4 years. 

Health & Safety at Work 28th November 2022 

20th March 2023 

Corporate Services 

& Town Council 

9th September 2024 

16th December 2024 

Annually 

Honorary Freeman & Freewoman  19th December 2022 Town Council  Every 4 years 

Hybrid Working Policy 4th October 2021 Town Council  As required 

Internal Controls  Town Council 17th June 2024  

Internal Audit Planning, Reporting & 

Review Policy (including Internal 

Audit Specification, as an appendix) 

11th September 2023 

11th December 2023 

Corporate Services 

Town Council  

9th September 2024 

16th December 2024 

Annually 

IT Use Policy 1st March 2021 

22nd March 2021 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Every 4 years. 

Late payments & bad debts policy 4th December 2023 

18th March 2024 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Annually 

Holiday & Other Absences Policy 9th June 2023 

27th February 2024 

Corporate Services 

Town Council 

 Every 4 years. 

Local Govt Pension Scheme: Statement 

of Local Discretions 

27th February 2023 

19th June 2023 

Corporate Services 

& Town Council  

2nd December 2024 

17th March 2025 

Annually 

Mayoral Robes Policy 23rd September 2019 

9th December 2019 

Corporate Services 

& Town Council  

2nd December 2024 

17th March 2025 

Every 4 years 

Menopause Policy 4th October 2022 

19th December 2022 

Corporate Services 

& Town Council 

 Every 4 years 

Officer/Member protocol 30th May 2023 

2nd October 2023 

Corporate Services 

& Town Council 

10th June 2024 

14th October 2024 

Annually. 

Petitions Policy 19th September 2023 

22nd January 2024 

Corporate Services 

& Town Council 

 Every 4 years 

Press Protocols 21st March 2021 

13th December 2021 

Corporate Services 

& Town Council 

 Every 4 years. 

Recruitment & Selection Policy 22nd November 2021 

13th December 2021 

Corporate Services 

& Town Council 

 Every 4 years. 

Retirement policy & flexible retirement 20th March 2017 

26th June 2017 

Corporate Services 

& Town Council 

2nd December 2024 

17th March 2025 

Every 4 years. 

Risk Management Plan 

 

18th March 2024 Town Council 17th June 2024 Annually 
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Policy Schedule 2024-25 

 

Updated 30th May 2024 Page 3 
 

 

Date Policy 

10/6/2024 Capability Policy; Flexible Working; Grievance Procedure; Officer/Member protocol; Training Agreement; Training Statement of Intent 

9/9/2024 Alcohol, Drug & Substance Misuse; Banking arrangement, investment strategy & investment arrangement; Complaints Procedure; Freedom 

of Information & Model Scheme of Publication; Health & Safety at Work; Internal Audit Planning, Reporting & Review Policy (including 

Internal Audit Specification, as an appendix); Workplace Health Policy 

2/12/2024 Bullying & Harassment at work policy; Flexi Time Scheme; Local Govt Pension Scheme: Statement of Local Discretions; Retirement 

policy & flexible retirement; Mayoral Robes Policy; Whistleblowing 

3/3/2025 IT Use Policy; Late payments & bad debts policy; Sickness Management Policy; Social Media Policy; Statutory Functions;  

Stress Policy. 

 

Safeguarding Children, Young People 

& Vulnerable Adults 

22nd November 2021 

13th December 2021 

Corporate Services 

& Town Council 

 Every 4 years. 

Scheme of Delegation 15th May 2024 Town Council  Annual approval on AGM 

agenda.  

Sickness Management Policy 8th June 2020 

20th July 2020 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Every 4 years. 

Social Media Policy 

 

23rd August 2017 

9th October 2017 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Every 4 years. 

Staff induction & appraisal process 22nd November 2021 

21st March 2022 

Corporate Services 

& Town Council 

 Every 4 years. 

Standing Orders 15th May 2024 Town Council   Annual approval on AGM 

agenda.  

Statutory Functions  26th November 2018 

25th March 2019 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Every 4 years 

Stress Policy 1st March 2021 

21st or 28th June 2021 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Every 4 years. 

Training Agreement 18th July 2017 Corporate Services 

& Town Council 

10th June 2024 

14th October 2024 

Every 4 years 

Training Statement of Intent 

 

25th November 2019 

23rd March 2020 

Corporate Services 

& Town Council 

10th June 2024 

14th October 2024 

Annually 

Volunteering 10th June 2019 

7th October 2019 

Corporate Services 

& Town Council 

3rd March 2025 

TBC 

Every 4 years 

Workplace Health Policy 28th November 2022 

20th March 2023 

Corporate Services 

& Town Council 

9th September 2024 

16th December 2024 

Annually 

Whistleblowing  23rd November 2020 

14th December 2020 

Corporate Services 

& Town Council 

2nd December 2024 

17th March 2025 

Every 4 years 
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CORPORATE SERVICES COMMITTEE                  Agenda Item 20 

 

Date: 

 

10th June 2024 

Title: 

 

Policy Updates 

 

Purpose of the 

Report: 

To provide members with information in regard to the 

updating and re-approval of policies. 

 

Contact Officer: Debbie Marsh, Corporate Services Manager 

 

 

1. RECOMMENDATIONS 

  

 To recommend to Town Council, that the following polices be re-adopted: 

1) Family Friendly Policy 

2) Flexible Working Policy 

3) Capability Policy 

4) Grievance Policy 

5) Officer/Member Protocol 

6) Training Agreement 

7) Training Statement of Intent 

  

2. BACKGROUND 

  

 Policies and procedures play an important role in governing the Town Councils 

responsibilities. Policies and procedures set out what is to be expected, from both the 

Council and employees and confirms legal compliance.  

  

3. INFORMATION 

  

 Members are advised that in order to expediate the review process, a list of 

amendments have been detailed next to the appropriate policy. 

  

 • Family Friendly Policy 

This policy has been updated to reflect the changes in government legislation. 

These changes came into effect on the 6th April 2024. This policy has been 

updated by the town councils HR provider to ensure legal compliance with 

changes to and the introduction of the following: 

➢ Paternity Pay and Leave 

➢ Maternity, Paternity, Adoption and Shared Parental Leave protection 

from redundancy. 
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➢ Introduction of the Carers Leave Regulations. 

  

 • Flexible Working Policy  

This policy has been updated to reflect the changes in government legislation. 

These changes came into effect on the 6th April 2024. This policy has been 

updated by the town council HR provider to ensure legal compliance with the 

new Statutory Rules for Flexible Working Applications: 

➢ All employees, regardless of length of service can submit a flexible 

working application 

➢ Employees can make two requests per 12-month period 

➢ A request must be dealt with within two months of receipt of a request 

(assuming no extension is requested) 

➢ Employers must consult with employees before refusing a request. 

➢ Employees are no longer required to set out in their application form the 

impact that their proposed new working arrangement would have on their 

role and how it would be dealt with 

➢ Flexible working will become a day 1 right for all employees. 

  

 • Capability Policy 

No changes are required of this policy therefore it is considered fit for purpose. 

  

 • Grievance Policy 

No changes are required of this policy therefore it is considered fit for purpose. 

  

 • Officer/Member Protocol 

No changes are required of this protocol therefore it is considered fit for 

purpose. 

  

 • Training Agreement 

No changes are required of this agreement therefore it is considered fit for 

purpose. 

  

 • Training Statement of Intent 

Slight amendments have been made: 

➢ Removal of the reference to the Local Council Review publication (no 

longer produced) 

➢ Webinar has been included under the Training Management section. 

It is considered this document is fit for purpose.  

  

4. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 

  4.5 Enhance the role of the council. 
 

  

5. IMPLICATIONS 

  

 Corporate Implications 

• There are no corporate implications arising from the recommendations. 
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 Legal Implications 

• By adopting these polices the Town Council is complying with government 

legislation and best practices.  

  

 Financial Implications 

• Budget available – staff  190/4008, members 102/4008 

  

 Risk Implications 

• Risk to reputation 

• Service delivery  

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

respect of nine protected characteristics: age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

 

• There are no climate change implications arising from the recommendation 

  

 Press Contact 

• There are no press implications arising from the recommendation 

  

6. CONCLUSION AND NEXT STEPS 

  

 Town Council polices are updated following changes to legislation and or HR advice, 

although some polices do remain the same and are therefore just a repeat of the previous 

version. By adopting updated polices the Town Council ensures it is compliant with 

legislation and provides good guidance for their employees and members.   

  

7. APPENDICES 

  

 Appendix A:  Family Friendly Policy 

Appendix B:  Flexible Working Policy 

Appendix C:  Capability Policy  

Appendix D:  Grievance Policy 

Appendix E:   Officer/Member Protocol 

Appendix F:   Training Agreement 

Appendix G:  Training Statement of Intent 
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1 

     Houghton Regis Town Council  

 

 

 

 

HOUGHTON REGIS TOWN COUNCIL 
 

FAMILY FRIENDLY POLICY 
 

 

 

 
 

This policy reflects changes in government legislation that came into effect on the 6th April 2024. 

Contents 

 

1 Purpose ............................................................................................................................. 4 

2 Scope ................................................................................................................................ 4 

3 Key terms.......................................................................................................................... 4 

4 Maternity and adoption leave ........................................................................................... 5 

4.1 Eligibility .................................................................................................................. 5 

4.2 Leave entitlement ...................................................................................................... 6 

4.3 Providing notice ........................................................................................................ 6 

4.4 Maternity and adoption pay ...................................................................................... 8 

4.5 ‘Maternity Allowance’ .............................................................................................. 9 
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1 Purpose 

1.1 We are committed to helping working parents. This policy aims to assist and ensure both 

managers and employees are informed of, and understand their rights, whichever form of 

family friendly leave they wish to take. 

1.2 In all cases the relevant legislation will apply. 

1.3 This policy is not contractual but indicates how we intend to deal with an employee’s 

entitlement to various forms of family friendly leave and pay. 

2   Scope 

2.1 This policy applies to all employees who meet the eligibility requirements for the 

respective leave and pay options discussed in this policy. 

3   Key terms 

 Key term: Definition: 

Additional Adoption Leave 

(AAL) 

The second 26 weeks of leave and begins straight after the 

period of OAL 

Additional Maternity Leave 

(AML) 

The second 26 weeks of leave and begins straight after the 

period of OML 

Compulsory Maternity 

Leave 

Employees are not permitted by law to return to work during 

the first two or four weeks immediately after childbirth 

Date of placement The date the adopted child is placed with the employee 

Discontinuous periods of 

leave 

Where the employee takes blocks of shared parental leave on 

and off throughout the year 

Expected date of 

confinement/ childbirth 

(EDC) 

The date on which a GP/midwife expects the baby to be born 

Expected week of 

confinement/childbirth 

(EWC) 

The week commencing the Sunday on or before the EDC 

Fostering for adoption An employee who is a registered foster carer and who has also 

been approved as an adopter 

Ordinary Adoption Leave 

(OAL) 

The first 26 weeks of adoption leave 

Ordinary Maternity Leave 

(OML)  

The first 26 weeks of maternity leave 
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Keeping in touch (KIT) Employees may work for up to 10 days during their 

maternity, adoption and shared parental leave and these are 

known as “keeping in touch” (KIT) days  

MAT B1 A certificate confirming the pregnancy that is signed by a GP 

or midwife and which confirms the EDC. This is not usually 

completed until approximately 26 weeks into the pregnancy 

Notification of matching 

 

Formal notification that the employee has been matched with 

a child for adoption 

Parental Order A parental order transfers parentage from a surrogate mother 

to the intended parent 

Qualifying relationship A ‘’qualifying relationship’’ includes the baby’s father, the 

mother’s spouse, civil partner or partner in an enduring 

relationship, or a man or woman who is in a surrogacy 

arrangement with the pregnant woman. 

SAL Statutory Adoption Leave 

SAP Statutory Adoption Pay 

SML Statutory Maternity Leave 

SMP Statutory Maternity Pay 

SPL Shared Parental Leave 

ShPP Shared Parental Pay 

4   Maternity and adoption leave 

4.1 Eligibility 

4.1.1 Maternity leave is available to all pregnant employees, regardless of length of service 

or the number of hours worked each week. 

4.1.2 Adoption leave is available to an adoptive parent (of any gender), regardless of length 

of service or the number of hours worked each week: 

• who adopts a child aged up to 18 years 

• one member of a couple where a couple adopt jointly (the couple must choose 

which partner takes adoption leave and the other may take statutory paternity 

and/or shared parental leave). 

4.1.3 Adoption leave and pay is not available in circumstances where a child is not newly 

matched for adoption, for example when a step-parent is adopting a partner’s children.  

4.1.4 Employees wishing to take adoption leave must have notified an adoption agency of 

their acceptance of the placement of a child with an agreed date of placement.  
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4.1.5 The rights to statutory adoption leave (and pay) are also extended to surrogate parents 

who meet the criteria to apply for a Parental Order and to individuals fostering a child 

under the ‘Fostering for Adoption’ scheme run by local authorities, if they meet the 

other qualifying criteria that apply to this form of leave. 

4.1.6 Those who are on a fixed term contract are entitled to statutory maternity/adoption 

leave and pay so long as they meet the qualifying rules. In the event of a fixed term 

contract expiring, the statutory maternity/adoption leave would also expire, however 

the employee would continue to be entitled to receive statutory maternity/adoption 

pay, where eligible. 

4.2     Leave entitlement 

4.2.1 All employees, who are eligible for maternity or adoption leave are entitled to take up 

to a total of 52 weeks’ leave. 

4.2.2 Whilst adoption/maternity leave is made up of 26 weeks’ OAL/OML and up to 26 

weeks’ AAL/AML, the overall period of leave is a single continuous period with no 

gaps between the two types of leave. 

4.2.3 For those taking maternity leave, employees are not permitted by law to return to work 

immediately after childbirth. The initial weeks of OML are therefore known as 

‘Compulsory Maternity Leave’. The period of compulsory maternity leave lasts for: 

• two weeks from the date of childbirth; or 

• four weeks from the date of childbirth if the employee works in a factory; or 

• until some later date, if there exists another statutory requirement which prevents 

the employee from working due to having given birth.  

4.2.4 Employees will continue to be employed during their leave and this will count towards 

their period of continuous employment.  

4.2.5 In the deeply tragic event a baby is either stillborn after 24 weeks of pregnancy or born 

alive at any point of the pregnancy and then dies, employees who meet the eligibility 

conditions may still take maternity leave. Those employees who were seeking to adopt 

the baby and meet the eligibility conditions may still take adoption leave. See also; 

Parental Bereavement Leave. 

4.3     Providing notice 

Maternity 

4.3.1 Whilst employees are not required to inform us that they are pregnant until the end of 

the 15th week before the expected week of the birth of their baby, we both benefit if 

the news is shared as early as possible before then. This will enable us to explain the 

entitlement to paid time off for antenatal care, to take appropriate steps regarding 

health and safety risk assessments and to plan ahead and make arrangements for 

covering the period of maternity leave. 
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4.3.2 To take advantage of the right to maternity leave, the employee must notify us in 

writing no later than the end of the 15th week before the baby is due or as soon as 

reasonably practicable: 

• that the employee is pregnant 

• when the baby is due (normally supported by the signed MAT B1) 

• when the employee intends maternity leave and pay to start. 

4.3.3 Maternity leave may begin no earlier than the 11th week before the expected week of 

childbirth. 

4.3.4 We will confirm the leave and return dates together with the details of maternity pay. 

This will be done within 28 days of receiving the employee’s notification. 

4.3.5 In exceptional circumstances, notification can be given late or after the child is born, 

but as a rule, failure to give notice at the relevant time, when it was reasonably 

practicable to do so, may mean that we insist that at least three weeks’ notice is 

provided, resulting in a delay in starting the maternity pay and/or leave. 

4.3.6 Employees should normally give us at least 28 days’ notice of any change in the date 

they wish to start their maternity leave. Maternity leave may however start before the 

notified date if: 

• the employee gives birth before the notified date, or before a date that has been 

notified to us. In this case, maternity leave starts automatically on the day after the 

date of the birth. The employee must notify us of the date of birth as soon as it is 

reasonably practicable to do so. 

• the employee is absent from work due to a pregnancy-related reason after the 

beginning of the fourth week before the expected week of childbirth but before 

the date notified. In this case, maternity leave begins automatically on the day after 

the first day of absence. 

Adoption  

4.3.7 Statutory adoption leave can start: 

• from the date the child starts living with the employee 

• up to 14 days before the date the child is expected to start living with the employee 

• from either the date the child enters the UK (for adoptions outside of the UK) or 

up to 28 days after the date the child enters the UK 

• on any day of the week. 

4.3.8 For UK based adoptions, employees should inform us within seven days of being told 

that they have been matched with a child, however if this is not possible, they must 

tell us as soon as possible. The notification should specify the date of placement; the 

commencement date of the leave; the name and date of birth of the child; and date of 

notification of matching and should include documentary evidence showing the name 

and address of the adoption agency. 
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4.3.9 Written confirmation of the adoption leave will be issued within 28 days of receipt of 

notification. 

4.3.10 Employees can request to vary the start date of the leave by giving at least 28 days’ 

notice. 

4.3.11 For overseas adoptions, employees should give written notice in three stages: 

• Employees should inform us of the adoption within 28 days of receiving official 

notification of the placement date and the date the child is expected to enter the 

UK. 

• Employees must give 28 days’ notice of the intended adoption date (this cannot 

be before the child enters the UK). 28 days’ notice must be given if employees 

subsequently wish to alter this date. 

• Employees must inform us of the date the child entered the UK within 28 days of 

the entry. 

4.4     Maternity and adoption pay 

Statutory maternity/adoption pay  

4.4.1 To qualify for either Statutory Maternity or Statutory Adoption Pay (SMP/SAP), 

employees must have completed 26 weeks’ continuous service by the end of the 15th 

week before their expected week of childbirth, or by the week that they are matched 

with the child. 

4.4.2 SMP or SAP is paid for 39 weeks and is made up of six weeks at 90% of average gross 

weekly pay, followed by the lesser of either 90% of average gross weekly pay or the 

flat rate of SMP or SAP for the remaining 33 weeks. 

4.4.3 To be eligible to receive either SMP or SAP, employees must also meet certain other 

conditions: 

• at least 28 days’ notice should be given of the intention to take maternity leave, 

unless there is a good reason for not doing so and provide the correct notice to 

take adoption leave 

• provide the MATB1 form indicating the EWC or evidence of the adoption or 

surrogacy providing the date on which the child is expected to be placed for 

adoption. 

• to have received average weekly earnings at least at the lower earnings limit for 

National Insurance contributions in the relevant period 

• if the baby has been born, the employee must inform us within four weeks of the 

date of the birth 

• the employee must not be in legal custody at the beginning of the maternity pay 

period and must not have started work with another employer after the birth 

• confirm that the intention to take adoption leave is to care for the child. 
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4.5     ‘Maternity Allowance’ 

4.5.1 Employees who are not entitled to SMP may be entitled to ‘Maternity Allowance’ 

provided they meet a qualifying condition based on their National Insurance 

Contributions record. We will give these employees a form to complete and send to 

the address stipulated. 

4.5.2 Maternity Allowance is paid for 39 weeks at the rate of 90% of normal average weekly 

earnings or the current flat rate of SMP, whichever is lower. 

4.5.3 Further details of the qualifying conditions and how to claim the allowance are 

available from the Department for Work and Pensions. 

4.6     Health and safety 

4.6.1 The health and safety at work of new and expectant mothers must be protected. A 

maternity risk assessment will be undertaken that will pay attention to any risks that 

could affect the health and safety of the new or expectant mother or her baby.  All 

reasonably practicable measures will be taken to prevent exposure to risks through the 

removal of hazards or implementation of controls. 

4.6.2 The employee will be informed of any potential risks and if a risk cannot be removed, 

we will ensure that the employee is not exposed to the risk. 

4.6.3 However, it is the employee’s responsibility not to put either their own health and 

safety, nor that of their baby, at risk. This is especially relevant with regards to lifting, 

carrying, or working from height. Pregnancy increases the risk of manual handling 

injury, therefore particular care should be taken to avoid lifting generally throughout 

pregnancy, but particularly during the three months prior to and after the birth. 

4.6.4 Measures within the workplace that might be taken include (but are not limited to): 

• modifying workstations 

• ensuring that lighter or different duties are undertaken for the duration of the 

pregnancy on the same terms and conditions of employment 

• adjusting working hours without loss of pay. 

4.6.5 Other risk assessments will take place during the pregnancy; these are likely to be each 

trimester of the pregnancy or as required. 

4.6.6 The ultimate action to avoid a risk to a new or expectant mother is to suspend her from 

work on maternity grounds, but before taking this action, we will seek to offer suitable 

alternative work, if any is available. An employee on maternity suspension will be 

paid her normal wages or salary whilst the suspension lasts. 

4.7     Appointments and pregnancy related absences 

Maternity 
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4.7.1 All pregnant employees, irrespective of the hours that they work or their length of 

service, are entitled not to be unreasonably refused paid time off work to attend 

appointments for antenatal care. Other than for the first appointment, evidence of the 

pregnancy and the times of appointments may be requested. Antenatal care may 

include relaxation or parentcraft classes as well as medical examinations. Employees 

are asked, wherever possible, to arrange to attend these classes outside of normal 

working hours. However, if this is not possible then reasonable time off will not be 

refused. 

4.7.2 Employees receiving IVF treatment will be entitled to paid time off for antenatal care 

only after the fertilised embryo has been implanted. They are however encouraged to 

discuss any requirements for time off with their manager. Such requirements would 

normally be taken as unpaid leave, time off in lieu, holiday, or the time made up. We 

will be sympathetic to their situation and seek to accommodate them. 

4.7.3 Employees should advise their manager of any absences relating to antenatal 

appointments as far in advance as possible (preferably giving at least one week’s 

notice) and may be asked to produce an appointment card. 

4.7.4 Any absence due to illness during pregnancy will be treated as any other sickness 

absence in line with our absence policy, unless the absence is pregnancy-related and 

occurs during the period starting four weeks before the expected week of childbirth, 

in which case maternity leave may be automatically triggered. 

Adoption 

4.7.5 Employees are entitled to take time off work to attend adoption appointments 

providing the leave is authorised in advance. The main/primary adopter is entitled to 

take paid time off to attend up to five appointments of up to 6.5 hours each, while the 

secondary adopter will be entitled to take unpaid time off for up to two such 

appointments. Employees should provide evidence of the appointments. 

Antenatal appointments for partners 

4.7.6 Employees who have a “qualifying relationship” with a pregnant woman or her 

expected child, or are the secondary adopter,  irrespective of earnings or length of 

service, are entitled to take unpaid time off work to accompany her to antenatal 

appointments that are made on the advice of a registered medical practitioner, 

registered midwife, or registered nurse.  

4.7.7 These employees are allowed unpaid time off to attend up to two antenatal 

appointments, each absence lasting no more than 6.5 hours, including travelling and 

waiting time. 
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4.7.8 We reserve the right to ask for a written declaration from the employee (this can be 

done via email) confirming the relationship with the mother and details of the 

appointments. This may be in the form of a certificate from the doctor, midwife or the 

signed MAT B1 form confirming the pregnancy. 

4.7.9 Time off will only be refused for good business reasons; however, we ask that 

employees notify us of any proposed absence as far in advance of the appointment(s) 

as possible. 

4.7.10 The above also applies to agency workers who have at least 12 weeks’ qualifying 

service in the same job with the same business. 

4.8     Keeping in touch days (KIT) 

4.8.1 Employees may work for up to 10 days during their maternity/adoption leave 

(irrespective of the length of leave taken) without losing any pay or this affecting their 

leave period. These days are known as “keeping in touch” (KIT) days. They can be 

used to attend any training or any other event requirement or to help ease back into 

work before the actual return to work date. We are not obliged to offer KIT days and 

employees are not obliged to work them. No detrimental action will be taken against 

an employee who decides not to work KIT days. 

4.8.2 Any KIT days must be approved in advance by the employee’s manager. They can be 

worked at any time during the maternity/adoption leave period (excluding the period 

of compulsory maternity leave) and may be taken in single days or in blocks. 

4.8.3 Employees who work KIT days will be paid for the hours worked that day, but the rate 

paid will not exceed their normal hourly or daily salary. Employees who are receiving 

SMP/SAP will have their pay made up to their normal hourly rate for the hours 

worked. Employees who are receiving no pay will be paid at their normal hourly rate. 

4.8.4 Employees will usually remain on circulation lists for internal memos and other 

documents and will be included invitations to work-related social events during their 

leave. 

4.8.5 We will aim to ensure that employees who have any executive/management 

supervisory responsibilities are given the opportunity for consultation about any 

decisions taken in their absence. 

4.8.6 We ask that employees keep in reasonable contact with us during their 

maternity/adoption leave. 

4.9     Returning to work after maternity or adoption leave 

4.9.1 For those taking a period of maternity leave, see above the restrictions around 

compulsory maternity leave. Unless we are advised otherwise, we will assume that an 

employee will be taking the full statutory maternity/adoption leave period of 52 weeks. 
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4.9.2 Employees who wish to return to work before the end of their statutory 

maternity/adoption leave period need to give at least eight weeks’ notice. If employees 

fail to give the required notice to return, we reserve the right to postpone their return 

to obtain a maximum of eight weeks’ notice. 

4.9.3 Employees who are unable to attend work at the end of their maternity/adoption leave 

due to sickness or injury should follow our normal arrangements for notification of 

sickness absence (please refer to our absence policy). 

4.9.4 Employees who wish to vary their working pattern on return from their leave should 

make a request in writing.  The full details of this are set out in our flexible working 

policy. 

4.9.5 Employees who do not intend to return to work at the end of their leave and therefore 

wish to resign, must give us their full contractual notice. 

4.9.6 Employees who are still breastfeeding on their return to work should notify us, so that 

we may make the necessary arrangements and facilities for rest and the storage of 

expressed milk.  

4.9.7 An employee who returns to work at the end of the OML/OAL period is entitled to 

return to the same job. 

4.9.8 An employee who returns to work at the end of AML/AAL is entitled to return to the 

same job unless this is not reasonably practicable, in which case, the return is to a 

similar job on similar (or better) terms and conditions, unless otherwise agreed. 

5 Shared parental leave (SPL) 

5.1     Overview 

5.1.1 Shared parental leave may be taken if the employee who is on either maternity or 

adoption leave opts to end this early and convert the remainder of it into “shared 

parental leave” (SPL) instead. They may also convert part of their statutory 

maternity/adoption pay into "shared parental pay" (ShPP). This is provided the 

eligibility requirements are satisfied, the required notice is given and the leave is 

agreed.  

5.1.2 Employees may choose to opt into shared parental leave at any time, provided there is 

still some untaken maternity/adoption leave left to share with someone else. 

5.1.3 These two individuals may choose to take time off together if they wish, or they may 

take it in turns to have periods of leave. Their leave does not have to be taken in one 

continuous block each. Forward planning is therefore essential to ensure leave and 

cover arrangements are effectively managed. 
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5.2     Eligibility 

5.2.1 To be eligible to take SPL, both individuals must have caring responsibility for the 

child. Individuals who are eligible for shared parental leave with the mother/primary 

adopter include employees or self-employed earners who are the child’s second parent 

or the mother’s partner.  

5.2.2 In addition: 

• the mother/primary adopter must have at least 26 weeks' continuous service with 

their employer at the 15th week before the baby's due date/week in which they 

were notified of having been matched with a child for adoption and must still be 

working for that same employer when they intend to start the leave. (For a parental 

order parent in a surrogacy arrangement, the continuity of employment test is the 

same as that which applies to birth parents, even though they get adoption leave 

and pay.) 

• the other parent/carer must also have worked (on an employed or self-employed 

basis) for any 26 out of the 66 weeks preceding the baby's expected date of 

birth/week in which they were notified of having been matched with a child for 

adoption and have earned at least £30 (gross) pay per week for any 13 of the 66 

weeks. 

5.2.3 If the mother/primary adopter does not qualify for maternity/adoption leave, their 

partner will not be eligible. (So, for example, a male employee whose pregnant partner 

does not work will not be entitled to take shared parental leave.) If only one parent 

meets the eligibility criteria (but both meet the employment and earnings test), one 

parent may still be able to take shared parental leave. (For example, an employee who 

qualifies for maternity leave, but who lacks the requisite service to take SPL, may still 

convert the balance of their leave into SPL, to be taken by their eligible partner.) 

5.2.4 Surrogate parents who meet the criteria to apply for a Parental Order are eligible for 

shared parental leave and pay if they meet the other qualifying criteria that apply to 

this form of leave. 

5.3     Leave entitlement 

5.3.1 SPL may commence at any time following either: 

• the period of compulsory maternity leave 

• after having taken at least two weeks of adoption leave 

In either case, the mother/primary adopter chooses to end their SML/SAL early and to 

convert the untaken balance of SML/SAL (up to 50 weeks in total) and their SMP/SAP 

(up to 37 weeks in total) to SPL and ShPP. The mother/primary adopter does not need 

to return to work before the other parent takes SPL, as the balance is shared between 

the two of them. 
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5.3.2 Any SPL must be taken within 52 weeks of the child's birth/adoption. The second 

parent or partner can take SPL immediately following the birth/placement of the child 

but may first wish to use any entitlement to ordinary paternity leave (as statutory 

paternity leave or pay may not be taken after any SPL or ShPP). 

5.3.3 SPL can be taken by both parents separately or together, and it does not need to be 

taken in consecutive blocks. There is a maximum of three blocks of leave (per parent). 

Each block must be a minimum of one week (which may start on any day of the week), 

and must be taken as complete weeks, unless we agree otherwise. (Leave may not be 

taken as individual days.) A maximum of three notifications of leave or variations of 

planned leave (per parent) is therefore permitted unless we agree otherwise. 

5.4     Providing notice 

5.4.1 Notice to end maternity/adoption leave: the mother/adopter must give their 

employer eight weeks' notice to end the entitlement to maternity/adoption leave early, 

which will then enable both parents to take advantage of the shared parental leave 

regime. This notice can be given before or after the birth/placement. If it is given after 

the birth, the notice is binding; if it is given before the birth, the mother may withdraw 

the notice up to six weeks after the birth. 

5.4.2 Declaration of entitlement: both partners must first sign a declaration that they intend 

to take shared parental leave (this must be done at least eight weeks before any shared 

parental leave may start).  

5.4.3 The declaration should give: 

• their names and NI numbers 

• confirm that they meet the eligibility criteria 

• that the information provided is correct and that if either cease to meet the 

conditions of entitlement to shared parental leave then they will immediately 

notify the employer 

• specify how much leave has been taken as maternity/adoption leave and pay and 

how much is therefore available as SPL and ShPP 

• a non-binding indication of how much leave each person is intending to take as 

SPL and the proposed start and end dates of the leave and importantly, if more 

than one period of leave is requested 

• The partners should also state the date on which the child is expected to be born 

and the actual date of birth or, in the case of an adopted child, the date on which 

the employee was notified of having been matched with the child and the date of 

placement for adoption; and should include a non-binding indication of when the 

employee expects to take the leave. 
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5.4.4 A copy of the child's birth certificate (in the case of an adopted child, documentary 

evidence of the name and address of the adoption agency, the date on 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) and the name and address of the partner's 

employer must be provided within 14 days of any request to do so. 

5.4.5 Leave request: an employee who is entitled to and who intends to take shared parental 

leave must then give a separate written notice at least eight weeks before the start of 

any proposed period of SPL. The notice can be given at the same time as the 

declaration above, or later. 

5.4.6 Each employee is permitted to make three separate leave requests. We will aim to 

respond promptly to a leave request. 

5.4.7 Continuous leave: if the employee asks for a single continuous period of leave, they 

may take this on their chosen dates. 

5.4.8 Discontinuous leave: if the request is for discontinuous periods of leave: 

• This is subject to a two-week discussion period during which we may agree, 

refuse, or propose alternative dates. Such requests will be carefully considered, 

but if we cannot reach agreement on a requested pattern of leave, the employee 

must either take that period of leave in a single block starting on a date of their 

choice or withdraw the request for leave (in which case it will not count towards 

their three permitted requests). 

• The employee has 19 days from the date the request was made to us to choose 

when this leave period will begin, but the leave cannot start earlier than the initial 

notified start date. 

5.4.9 Note that requests for discontinuous leave will be considered on a case-by-case basis. 

Agreeing to one request will not set a precedent or create the right for another 

employee to be granted a similar pattern of SPL. 

5.4.10 Once agreed, we will confirm the details in writing. The leave may then only be varied 

in certain circumstances (for example, if the relationship breaks down or on the death 

of either the mother or her partner). In the former case, both parties need to agree to 

the change. However, if the mother gave notice of her intention to take SPL before the 

birth, they can change the details within six weeks of the birth, by giving us at least 

eight weeks' notice before the period of SPL starts. Otherwise, a request to change the 

dates must provide eight weeks' notice and will count as one of the three requests. 
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5.4.11 Different notification requirements apply if the baby is born early (before the 

beginning of the expected week of childbirth) and the parent had booked shared 

parental leave/pay to be taken in the eight-week period following the expected week 

of childbirth (EWC). In this case, the parent may prefer to take the booked leave and 

pay after the actual birth. They should provide us with notice to vary their shared 

parental leave and pay as soon as practicable following the birth. This flexibility does 

not apply to shared parental leave or pay booked to start eight or more weeks after the 

EWC, nor does it allow the parent to vary the number of weeks of leave or pay booked. 

(The latter would count as one of the three notices and would require eight weeks' 

notice of the variation.) 

5.4.12 Because shared parental leave may involve more than one period of leave, and more 

than one employer, we encourage employees who intend to take such leave to plan 

early and to discuss their initial intentions with us on an informal basis as soon as 

possible. This will enable us to plan more effectively for this, to discuss what may/may 

not be practical and therefore may also prevent the employee from using one of the 

three requests for an arrangement that is unlikely to be accepted. We will always 

consider requests, but discontinuous periods of leave will be subject to us being able 

to arrange suitable cover for the absences. 

5.5     Shared parental pay (ShPP) 

5.5.1 If the parents take shared parental leave, the balance of the untaken statutory 

maternity/adoption pay may be converted into shared parental pay (ShPP) and be 

shared with the partner. The total period of paid leave will not exceed 39 weeks, 

whichever parent takes the leave. The mother, or primary adopter must take at least 

two weeks of statutory maternity or adoption pay.The maximum amount of ShPP that 

can be created is therefore 37 weeks. 

5.5.2 If the mother/primary adopter does not qualify for statutory maternity pay/maternity 

allowance/statutory adoption pay, their partner will not be eligible for ShPP. 

5.5.3 To qualify for ShPP, the partner must (in addition to passing the continuity of 

employment test above) have earned an average salary equivalent to the Lower 

Earnings Limit for eight weeks prior to the 15th week before the baby's due 

date/expected placement date. If the mother's partner meets the economic test but is 

self-employed, the employee can still apply for SPL but the partner will not be able to 

receive ShPP on the weeks that they are caring for the child. 

5.5.4 Note: ShPP is paid at the flat statutory rate; the higher rate of maternity payments does 

not apply. This applies even if the mother returns from maternity leave after only two 

weeks (so during the period when she would have been paid the higher level of 

statutory maternity pay). 
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5.5.5 In addition to the information included in the notice of entitlement to take SPL, the 

partners should include in their declaration details of the start and end dates of any 

maternity/adoption pay or maternity allowance; the total amount of ShPP available; 

the amount of ShPP the employee and partner each intend to claim; a non-binding 

indication of when the employee expects to claim ShPP; and a signed declaration from 

the employee confirming that the information given is correct and that they will notify 

us of any change in circumstances that mean that they cease to be eligible for ShPP. 

The mother/primary adopter should sign a declaration agreeing to the partner claiming 

ShPP; confirming that they have reduced their maternity/adoption pay or maternity 

allowance and that they will immediately inform their partner should they cease to 

satisfy the eligibility conditions. 

5.6     Work and contact during the leave period (SPLIT days) 

5.6.1 In addition to the usual 10 KIT days for employees on maternity/adoption leave, 

employees who take shared parental leave are eligible to take 20 SPLIT days each, 

without this bringing their period of SPL to an end or affecting their ShPP. 

5.6.2 SPLIT days may be taken at any time during the period of shared parental leave, 

subject to the employee and their manager agreeing work to be covered. There is no 

obligation to attend or to provide SPLIT days. Any SPLIT days worked will not extend 

the period of SPL. 

5.6.3 Employees on SPL are encouraged to keep in touch with us and we will continue to 

make reasonable contact with them during their period of leave. 

5.7     Returning to work after shared parental leave 

5.7.1 An employee who has been absent for no more than 26 weeks in total (either as one 

block or in aggregate and including any time on maternity, paternity, or adoption 

leave) is entitled to return to their original job, and to return to a job that is similar and 

suitable if the absence is longer than 26 weeks. 

5.7.2 An employee who wishes to return to work earlier or later than the expected return 

date should make a written request to do so, giving at least eight weeks' notice of the 

proposed date of return. This will count as one of the three permitted requests. If the 

employee has already used all three notifications to book/vary leave, then we will 

consider the request but are not obliged to accept it. 

6       Paternity leave 

6.1     Eligibility 

6.1.1 To qualify for paternity leave, employees must be taking the time off to look after the 

child and: 

• have, or expect to have, responsibility for the child’s upbringing 
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• be the biological or adoptive parent of a child born or placed for adoption, or be 

the mother’s partner, or the intended parent (if the baby is born through a 

surrogacy arrangement) 

• have worked continuously for 26 weeks’ or more by the end of the 15th week 

before the baby is due; or, for adoption, have a minimum of 26 weeks’ continuous 

service extending into the ‘matching week’. (For UK adoptions, this is the week 

beginning on a Sunday and ending on a Saturday in which the employee is notified 

of having been matched with the child; for overseas adoptions, it is the date the 

child enters the UK or when the employee wants the paternity pay to start). 

6.1.2 Where a child is adopted jointly, one partner (of any gender) may take adoption leave 

and the other may take paternity leave (subject to meeting the eligibility criteria). 

6.1.3 Paternity leave cannot be taken after a period of shared parental leave has been taken. 

Therefore, an employee wishing to take both paternity leave and shared parental leave 

is advised to take paternity leave first. 

6.2     Leave entitlement 

6.2.1 Qualifying employees may take up to two weeks’ paternity leave. 

6.2.2 Paternity leave may be taken: 

• from the date the baby is born (whether this is earlier or later than expected) 

• from a chosen number of days or weeks after the date the baby is born (whether 

this is earlier or later than expected) 

• from a chosen date. 

6.2.3 The leave must be completed: 

• At any time in the 52 weeks after the birth of the baby/placement for adoption 

within the UK, or date of entry into the UK for overseas adoptions 

• if the baby is born early, within the period from the actual date of birth and within 

52 weeks of birth. 

6.2.4 Paternity leave may be taken as either: 

• one week, or  

• Two weeks, in one consecutive block, or 

• two weeks, in two one week non consecutive blocks 

Paternity leave cannot be taken as odd days. It can start on any day of the week. 
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6.2.5 If the baby is born early, leave must be completed within the period from the actual 

date of birth up to 52 weeks after the expected week of childbirth (EWC). (This means 

that parents of premature babies have a longer period after the birth in which to take 

paternity leave.) Paternity leave may not be taken before the birth, so an employee 

who has given notice for a date and the baby is not yet born must continue to work 

and paternity leave will start the day after the baby is born. 

6.2.6 Only one period of paternity leave will be available, irrespective of whether more than 

one child is born as the result of the same pregnancy. 

6.2.7 Employees are entitled to return to the same job following paternity leave. 

6.3     Providing notice 

6.3.1 Birth:  the employee must inform us, in writing, of their eligibility and intention to 

take paternity leave in or before the 15th week before the EWC.   

6.3.2 The employee must then provide us with at least 28 days’ notice before the dates upon 

which they intend to take each period of leave unless this is not reasonably practicable 

(in which case as soon as it is reasonably practicable). 

6.3.3 The notification should specify: 

• the week the baby is due 

• the date of starting the leave 

• that the employee is taking leave for the purpose of taking time off to look after 

their child in line with their entitlement to paternity leave 

• whether the employee wishes to take one- or two-weeks’ leave 

• employees who choose to take two one-week non-consecutive blocks of leave may 

inform us of when they want each block of leave to begin in one notification, or 

they may choose to provide us with a separate notification at a later date once they 

have made a decision. However, as above, they must ensure that a minimum of 28 

days’ notice is provided before the beginning of each period of leave. 

6.3.4 UK adoption: the employee must inform us of the intention to take paternity leave 

within seven days of the date of official notification of having been matched with a 

child. 

6.3.5 Overseas adoptions: the employee must inform us of the intention to take paternity 

leave within 28 days of the date of official notification of the placement. 28 days’ 

notice should be given of the date of starting the leave and the date the child will enter 

the UK. 

6.3.6 Employees may change their minds about the date on which they want the leave to 

start providing they inform us in writing at least 28 days in advance (unless this is not 

reasonably practicable). They should also tell us the date they wish any payments of 

SPP to start at least 28 days in advance (unless this is not reasonably practicable). 
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6.4      Paternity pay 

6.4.1 This is paid at the current rate of Statutory Paternity Pay (SPP), which is either the flat 

weekly rate or 90% of the employee’s earnings if this is less. SPP is treated as normal 

pay and therefore is subject to deductions for tax and National Insurance. 

6.4.2 To qualify for statutory paternity pay, in addition to the above the employee must still 

be employed up to the date of the birth and have average earnings at least equal to the 

lower earnings limit for NI contributions. 

6.5     Time off for antenatal/pre-placement adoption appointments 

6.5.1 Employees who have a “qualifying relationship” with a pregnant woman or her 

expected child, or are the secondary adopter, are entitled to take time off work to attend 

antenatal appointments or pre-placement adoption appointments with the 

mother/primary adopter. For further details, see ‘Appointments and pregnancy related 

absences’ under our Maternity and Adoption leave section above. 

7       Parental leave 

7.1     Eligibility  

7.1.1 Employees have the right to parental leave if they have one year's continuous 

employment and they: 

• are the parent of a child who is under 18 years old and are either named as a parent 

of the child on the birth certificate or have formal parental responsibility for the 

child although separated in marriage and/or not living with the child, OR 

• have adopted a child who is under the age of 18. 

7.1.2 Both parents may take parental leave, regardless of their gender and including those 

in same-sex relationships. However, foster parents are not entitled to parental leave. 

7.2      Leave entitlement 

7.2.1 Employees may take up to a total of 18 weeks’ unpaid parental leave to care for their 

child (born or adopted) from birth up until the child’s 18th birthday. For part-timers, 

this leave is calculated on a pro rata basis (so a “week’s leave” for an employee 

working three days a week will be three days). 

7.2.2 Parental leave applies in respect of each child, so the parents of twins will be entitled 

to 18 weeks’ leave for each child. 

7.2.3 Parental leave is to be used to care for the child/children or to make arrangements for 

the child's welfare. 

7.2.4 Any leave taken with previous employers will count towards the 18-week allowance 

for each child. 
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7.3      Providing notice 

7.3.1 Employees who wish to take parental leave should:  

• notify their manager at least 21 days in advance, giving the reason for the 

requested leave and producing an appropriate birth or adoption certificate or such 

other documentation as we reasonably request (required for the first period of 

parental leave for each child only) 

• complete the Application for Parental Leave Form 

• declare any periods of parental leave taken with a previous employer. 

7.3.2 Employees must give 21 days' notice before the date on which the leave is to 

commence. For a prospective parent, where leave is to commence on the day the child 

is born, the notice must be given at least 21 days before the beginning of the EWC; 

for prospective adoptive parents, at least 21 days before the expected week of the 

placement. In rare cases where this is not possible, an adoptive parent should give the 

notice as soon as is reasonably practicable. 

7.3.3 Employees who wish to take parental leave will be required to provide evidence that 

they are either the parent or are legally responsible for the child. This evidence might 

take the form of information contained in the child’s birth certificate, papers 

confirming a child’s adoption or the date of placement in adoption cases or, in the case 

of a disabled child (and where a parent wishes to make a special request to take leave 

in multiples of days, as discussed below) the award of disability living allowance for 

the child. 

7.3.4 Parental leave should be taken in blocks of one week, unless the child is disabled, in 

which case it may be taken in multiples of a day. A maximum of four weeks may be 

taken each year. A "year" is a twelve-month period commencing at the anniversary of 

starting employment (if the employee already has a child under the age of 18) or 

commencing with the child's date of birth/adoption if the employee already has twelve 

months' service. 

7.3.5 Employees who take leave of less than one week (unless the child is disabled) will 

forego a week's leave for the purposes of the 18 weeks’ leave entitlement but will 

continue to be paid as normal for the time worked. 

7.3.6 We reserve the right to postpone parental leave if we believe that the absence would 

unduly disrupt the business. If we deem it necessary to postpone parental leave, we 

will notify the employee in writing within seven days of receipt of the request for 

parental leave. We will set out the reason for the postponement and attempt to agree a 

suitable alternative date on which parental leave can be taken. The leave will not be 

postponed to a date later than six months from the original date requested. 
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7.3.7 We will not postpone leave if the employee wishes to take it immediately on the birth 

or adoption of a child, provided the required 21 days’ notice has been given, nor will 

we postpone leave if the postponement would mean that the employee would no longer 

qualify for parental leave (e.g. postponing it until after the child’s 18th birthday). 

7.4     Returning to work after parental leave 

7.4.1 On return from parental leave, employees have the right to return to the same job if 

the leave was for a period of four weeks or less; if it was for a longer period (ie where 

the leave spans across an anniversary of employment or the birth of the child and the 

employee decides to take both years’ entitlements, or where leave is taken for more 

than one child) the employee is entitled to return to the same job, or, if that is not 

reasonably practicable, a similar job which has the same or no less favourable terms 

and conditions as the previous job. 

8       Parental bereavement leave 

8.1     Overview 

8.1.1 In the deeply tragic event that an employee suffers the loss of their child, parental 

bereavement leave will be available to eligible parents.   

8.2     Eligibility  

8.2.1 Statutory parental bereavement leave (PBL) is available to employees who were the 

primary carers for a child under the age of 18 who has recently passed away. This also 

applies to babies are stillborn after the 24th week of pregnancy. 

8.2.2 This will be a "day one" right, meaning that employees will be entitled to statutory 

parental bereavement leave regardless of their length of service. 

8.2.3 In most cases, this will allow birth parents whose child has died to take leave, unless 

they were not the child's primary carers (for example if their child had been 

subsequently adopted, the previous carers would not be entitled to leave). The 

entitlement will be focused more on who has responsibility as the "primary carers" for 

the child and less on the legal status between the adult and the child. 

8.2.4 As well as birth parents, leave will also be available to adults with parental 

responsibility for children in "non-traditional family structures". This means that 

entitlement will cover: 

• adoptive parents 

• individuals who are fostering to adopt 

• legal guardians 

• most foster parents (although short-term arrangements, such as emergency foster 

care, may not be covered). 
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8.2.5 Pregnant mothers who suffer a stillbirth 24 weeks or more into pregnancy will still be 

entitled to take up to 52 weeks of statutory maternity leave (and any related statutory 

maternity pay), in addition to parental bereavement leave. Similarly, those who would 

have been eligible to take adoption leave, shared parental leave or paternity leave in 

respect of a child who is stillborn from 24 weeks or more into pregnancy, will still be 

entitled to take these statutory leave periods as normal and in addition to parental 

bereavement leave. In such cases, PBL will normally be taken after the other period 

of statutory leave. 

8.2.6 Statutory parental bereavement leave will be applicable for each child in situations 

involving multiple deaths.  

8.3      Leave entitlement 

8.3.1 Employees may take up to two weeks parental bereavement leave.  

8.3.2 The leave can be taken as one block of two weeks or two blocks of one week. Leave 

may not be taken as individual days. 

8.3.3 The leave must be taken within 56 weeks from the date of the death of the child. This 

will allow flexibility regarding when the leave is taken. For example, one week can be 

taken immediately following the child’s death and the second week could be taken 

around the first anniversary of the child’s death. 

8.3.4 The 56-week timeframe also allows for employees who are entitled to other types of 

statutory family leave, such as maternity leave to use this in conjunction with parental 

bereavement leave.  

8.3.5 Where an employee is taking a period of parental bereavement leave and this is to be 

interrupted by another statutory leave entitlement (such as maternity, paternity or 

parental leave) the PBL will end immediately before the start of the other leave. Any 

remaining entitlement to PBL may then be taken at the end of the other period of leave 

and must be taken in a single consecutive period.  

8.4     Providing notice 

8.4.1 Employees will not be required to give notice for taking statutory parental 

bereavement leave immediately following the loss of the child.  

8.4.2 Employees should give at least one weeks’ notice for taking statutory parental 

bereavement leave if they intend for this to begin after 56 days of the date the child 

passed away. 

8.4.3 Employees are not required to evidence the death by producing a death certificate or 

letter from a GP. A written declaration may be required for statutory parental 

bereavement leave taken after the initial period and not immediately following the 

child’s death. 
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8.5      Parental bereavement pay 

8.5.1 To be eligible for statutory parental bereavement pay, the employee must have: 

• at least 26 weeks' continuous employment ending with the week before the 

week in which the death occurred and still be employed on the day on which 

the death occurred; and 

• normal weekly earnings in the eight weeks up to the week before the child's 

death that are not less than the lower earnings limit for National Insurance 

contribution purposes. 

8.5.2 Within a reasonable timeframe, employees will be required to provide a written 

declaration confirming that they meet the eligibility requirements to receive statutory 

parental bereavement pay.   

8.5.3 The need to provide a written declaration for statutory parental bereavement pay is 

separate to the right to statutory parental bereavement leave. 

8.5.4 Statutory parental bereavement pay will be the lesser of either 90% of average gross 

weekly pay or the flat rate of statutory parental bereavement pay for each of the two 

weeks.  

8.6      Changing your mind about taking parental bereavement leave  

8.6.1 You can cancel your planned leave and take it at a different time (within the 56 weeks 

after your bereavement). Where your planned leave was due to begin during the first 

56 days after your bereavement, please let your line manager know you no longer wish 

to take it before your normal start time on the first day of the planned leave.  

8.6.2 Where your leave was due to begin more than 56 days after your bereavement, please 

let your   line manager know at least one week in advance that you wish to cancel it.  

8.6.3 You cannot cancel any week of parental bereavement leave that has already begun 

8.7      Returning to work after parental bereavement leave  

8.7.1 When you return to work after parental bereavement leave, you generally have the 

right to return to the same job. However, if you return from time on bereavement leave 

that follows on immediately from some adoption, maternity,  paternity leave or shared 

parental leave (taken in relation to the child who has passed away), and your total time 

on leave is more than 26 weeks. In these circumstances, you have the right to return 

to the same job, unless this is not reasonably practical – in which case you have the 

right to return to a suitable and appropriate job on the same terms and conditions.  

8.8      Carer’s Leave 

8.8.1 All eligible employees, regardless of hours worked or length of service, have the right 

to take a maximum of one week’s unpaid leave during any 12-month period to provide 

or arrange care for a dependant with a long-term care need.  
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8.8.2 The entitlement to a maximum of one week’s unpaid leave is irrespective of the 

number of dependants and may be taken as either a continuous block, or individual 

full or half days within 12 months.  

8.8.3 The time off is intended to be absence from work to provide or arrange care for a 

dependent with a long-term care need, or who reasonably relies on the employee for 

care.  

8.8.4 A “dependant” is a parent, spouse, civil partner, child, or someone who lives in the 

same household as the employee, but excluding tenants, lodgers or boarders, or 

someone who is employed by the employee. 

8.8.5 Long term care is when the dependant has: 

• any physical or mental illness or injury that requires or is likely to require care for 

more than three months. 

• a condition or illness that is considered a disability under with the Equality Act 

2010 

• care needs connected with their old age. 

8.8.6 For employees who work regular hours, a “week of carer’s leave” is the period of 

absence from work that is equal in duration to the period the employee is normally 

expected or required to work in a week at the time of making the request.   

8.8.7 Part time employees who work regular hours throughout the year will be entitled to a 

proportionate amount of leave based on their hours.  For example, someone who works 

a 3-day week, will be entitled to 3 days unpaid carer’s leave.   

8.8.8 For employees who work variable hours, we will calculate entitlement by using actual 

hours worked in a ‘relevant period’.  A ‘relevant period’ as defined by the Regulations 

is a period of 12 months which ends on the last day of the Carer’s Leave that the 

employee has requested.  To calculate, the company will divide the total of the periods 

for which the employee is normally required to work during the course of a week in 

the relevant period by 52.  For new starters with less than 52 weeks service, this 

calculation will be based on the length of time that they have been employed with the 

company. 

8.8.9 To help the business to manage the planned absence from work, employees intending 

on taking a period of leave, are required to provide notice that is double the length of 

time that is being requested or at least three days in advance, whichever provides the 

greater amount of notice. 

8.8.10 To request carer’s leave, we ask that employees complete the relevant application form 

and submit it to their line manager. 
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8.8.11 A disability under the Equality Act 2010 is any physical or mental impairment which 

has a substantial and long-term adverse effect on their ability to carry out normal day-

to-day activities. 

8.8.12 We reserve the right to postpone carer’s leave if we believe that the absence would 

unduly disrupt the business.  If we deem it necessary to postpone carer’s leave, we 

will notify the employee in writing within seven days of receipt of the request for 

carer’s leave, setting out the reason for the postponement.  

8.8.13 We will also offer alternative dates on which carer’s leave can be taken. The leave will 

not be postponed later than one month after the start of the original request. 

8.8.14 Failure to follow the company’s procedures for taking carer’s leave could lead to 

disciplinary action under our disciplinary procedure for absence without leave. 

8.8.15 During the time off, employees continue to be bound by and remain entitled to the 

benefit of their normal terms and conditions of employment, except for terms relating 

to wages or salary. They will remain employed by us and accrue unbroken continuity 

of service and continue to accrue holiday entitlement. 

9        Other leave 

9.1     Time off for dependants 

9.1.1 All employees have the right to take a reasonable amount of unpaid time off work to 

deal with unexpected situations involving a dependant and not to be dismissed or 

victimised for so doing.  This right applies to all employees, irrespective of their length 

of service or hours worked. 

9.1.2 A “dependant” is a parent, spouse, civil partner, child or someone who lives with the 

employee as part of the family or who reasonably relies on the employee for care in 

the event of illness or injury. It does not include tenants or boarders living in the family 

home, or someone who lives in the household as an employee, such as a live-in 

housekeeper. 

9.1.3 This time off is intended to deal with unforeseen matters and emergencies. There is no 

set limit to the amount of time off which can be taken and this will depend on 

individual circumstances. In most cases one or two days should be sufficient to deal 

with an immediate problem and to make any longer-term arrangements. 

9.1.4 Circumstances where an employee can take time off include: 

• if a dependant falls ill, or has been injured or assaulted 

• when a dependant gives birth 

• to make longer term care arrangements for a dependant who is ill or injured 

• to deal with a death of a dependant 

• to deal with an unexpected disruption or breakdown of care arrangements for a 

dependant 
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• to deal with an unexpected incident involving the employee’s child whilst at 

school or nursery or on a school trip. 

9.1.5 Time off to attend a funeral, or to carry out executorial duties, would normally be 

taken as compassionate leave. Where employees need time off for arrangements which 

are planned in advance (e.g. to take someone to hospital for a check-up), the time off 

should normally be booked as holiday, or other authorised time off. This leave is not 

intended to be used for the purposes of the day to day caring for a sick dependant. 

9.1.6 During any period of time off for dependants, employees continue to be bound by and 

remain entitled to the benefit of their normal terms and conditions of employment, 

except for terms relating to wages or salary. They will remain employed by us and 

accrue unbroken continuity of service and also continue to accrue holiday entitlement.  

9.2     Miscarriage and stillbirths 

9.2.1 We recognise the loss of an unborn child may be a deeply distressing time.  If the loss 

of an unborn child occurs from the 24th week onwards into the pregnancy (known as 

a stillbirth), then the mother will still be entitled to take statutory maternity leave and 

pay. See section 4 for further guidance. 

9.2.2 Our parental bereavement leave policy will also apply to those who suffer the loss of 

an unborn child from the 24th week onwards into the pregnancy.  See section 8 for 

further guidance. 

9.2.3 Parents who were expecting to take other statutory leave arrangements (such as 

adoption or paternity leave) in respect of a child who is still born from the 24th week 

of pregnancy onwards, may also still be entitled to take the applicable leave and pay.  

9.3     Fertility treatment 

9.3.1 Employees who need time off work to undergo fertility treatment (or because their 

partner is undergoing fertility treatment) should discuss this with their manager. Time 

off can be taken as annual leave or alternatively, unpaid leave may be authorised or a 

form of temporary flexible working may be approved, subject to the needs of the 

business. 

9.3.2 Time out of the workplace to attend antenatal care once the fertilised embryo has been 

implanted will be treated as paid leave.   
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9.3.3 Employees who need such time off should inform their manager as soon as the plans 

have been confirmed; provide a statement from a qualified medical practitioner that 

fertility treatment has been recommended and approved; and, if requested, produce an 

appointment card for each occasion on which time off is required. Where possible, 

appointments should be made for times that will cause the minimum disruption to the 

working day, and we do ask that as much notice as possible is given of the days and 

times on which time off is required. Any information provided will be maintained in 

strict confidence. 

10       Terms and conditions of employment 

10.1     Terms and conditions 

10.1.1 Throughout maternity, adoption, shared parental, paternity, parental and parental 

bereavement leave, employees continue to be entitled to the benefit of their normal 

terms and conditions of employment, except for terms relating to wages or salary. 

10.1.2 Throughout any leave period discussed in this policy, employees remain bound by the 

terms and conditions of their contract of employment and their duty of good faith to 

the business and their duty not to disclose confidential information. 

10.2     Flexible Working 

10.2.1 We recognise that flexible working can support employees to balance work and family 

life.  We ask that employees who wish to request flexible working whether this is in 

connection with their hours, times, or place of work, that they do so by using our 

Flexible Working policy.   

10.2.2 Whilst it is not an automatic entitlement, the company will reasonably consider each 

request in line with business needs.  We are committed to fully supporting employees 

in achieving a better work/life balance where it is reasonably practicable.   

Consequently, the fact that another employee has been granted permission to work 

flexibly, does not confer any obligation to make or grant further request from other 

employees.  Each case is considered on its own set of circumstances and having given 

due consideration to business needs. 

10.3     Fixed term contracts 

10.3.1 Those who are on a fixed term contract are entitled to statutory leave and pay so long 

as they meet the qualifying rules. In the event of a fixed term contract expiring, the 

period of statutory leave would also expire, however the employee would continue to 

be entitled to receive statutory pay, where eligible. 
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10.4      Contractual benefits 

10.4.1 Throughout maternity, adoption, shared parental, paternity, parental and parental 

bereavement leave employees continue to receive all their contractual benefits except 

wages or salary (unless otherwise agreed). Any benefits such as life assurance, private 

medical insurance, permanent health insurance, private use of a Company car, laptop, 

mobile phone etc will continue to be provided. 

10.5     Pension contributions 

10.5.1 During periods of maternity, adoption, shared parental, paternity, parental and parental 

bereavement leave, we will continue to make contributions into the pension scheme 

(at the normal rate) for employees who are members of our pension scheme and 

maintain their pension contributions throughout their paid period of leave. 

Employees’ own contributions will be based on their actual earnings during the paid 

leave period. Once statutory payments are no longer being paid, the employee may opt 

to pay contributions voluntarily. 

10.5.2 During periods of parental leave, pension contributions cease to continue throughout 

this period of unpaid leave. 

10.6      Annual leave:  

10.6.1 This continues to accrue during periods of maternity, adoption, shared parental, 

paternity, parental and parental bereavement leave. Any public or bank holidays or 

Company-nominated holiday days that the employee would normally benefit from 

which fall within the period of such leave will not be deducted from the employee’s 

annual leave allowance. 

10.6.2 Holiday which is accrued but untaken during maternity, adoption and shared parental 

leave may be carried forward to the next leave year if it has not been taken in the year  

in which it was accrued. For all other types of leave, holiday cannot usually be carried 

over from one holiday year to the next, unless it was not reasonably possible to take 

the holiday due to the statutory leave.  

10.6.3 To avoid returning from long periods of leave with a large amount of holiday, 

employees are encouraged to take any remaining entitlement for the current holiday 

year before starting the leave and to take some of the following year’s leave prior to 

returning to work. 

11       Redundancy 

11.1  Overview 

11.1.1 We fully support our employees to make the most of their family leave related rights  

and encourage them to do so. We recognise that it is important our employees are 

confident that they may take their statutory entitlements without the worry they may 

be treated detrimentally for doing so. 
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11.1.2 Employees should be assured that in the event a redundancy situation should arise, 

they will not be dismissed or selected for redundancy for reasons related to pregnancy, 

nor because they intended to take or took maternity, adoption, carers, shared parental, 

paternity, parental, parental bereavement leave or time of for dependants in accordance 

with this policy. 

11.1.3 It is however lawful to dismiss or select employees for redundancy on unrelated 

grounds if these are fair. In this situation, our normal redundancy consultation 

procedure would be followed.  

11.1.4 If the role of an employee on maternity, adoption or shared parental leave is proposed 

to be made redundant, the employee will be included in the applicable redundancy 

consultation process. In some cases, it may be appropriate to extend consultation 

periods for employees on family leave.  

11.1.5 If an employee's role does become redundant during a protected period of pregnancy, 

or whilst taking maternity, adoption or shared parental leave, they will be offered a 

suitable alternative vacancy in preference to other employees if one is available. 

11.1.6 Employees who are made redundant at or following the 15th week prior to the expected 

week of childbirth, and who are eligible for SMP, and those who are on adoption leave 

or shared parental leave and eligible for SAP or ShPP will still receive the full 

entitlement to statutory pay. In these circumstances, SMP, SAP or ShPP may be paid 

weekly or as one lump sum. Any other benefits such as holiday entitlement would only 

be provided or accrued to the end of the notice period. 

12        Information and Support 

12.1.1 We seek to promote equality, diversity and inclusion throughout employment, and to 

support employees in balancing their home life with work.  One important aspect of 

this Family Leave policy is the signposting of where employees can access external 

help and support relevant to their own circumstances. Whilst the following avenues of 

support relate to the forms of leave within this policy, it is not an exhaustive list, and 

we welcome feedback from employees on any recommended sources of support that 

others may also find helpful. 

• Age UK - provides support to those who care for a partner, relative or friend  

• Barnardo’s – providing support to families who adopt  

• Bliss – provides support to families who are caring for premature and sick children 

• Carer’s Allowance – information on how you may be eligible to receive financial 

support from the Government. 

• Carer’s Credit – information on how you may be eligible to receive carer’s credit 

when caring for someone for at least 20 hours a week. 

• CarersUK – information on how to access help and advice when you are a carer  

• Family Action – support for families including those experiencing financial hardship, 

mental health, social isolation, learning disabilities, domestic abuse and more. 
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• Government Support Find support for your family 

• Miscarriage Association – Pregnancy Loss Information 

• NHS services – a link to all the health services within the NHS 

• NHS Health A to Z – a link to the NHS website providing access to information on health 

conditions. 

• NHS Support and benefits for carers 

• Sands – Scope provides support to anyone who has been affected by the death of 

a baby, before, during or shortly after birth.  It provides bereavement support to 

parents, families and carers. 

• Tommy’s a charity that provides information on baby loss. 

• The Fertility Foundation – a charity providing financial assistance and emotional 

support to families to help them in their fertility journey. 

• Universal Credit  information on the Government’s Universal Credit scheme, and 

how to apply. 

13 Further information 

Any queries or comments about this policy should be addressed to Corporate Services Manager.  

14 Policy owner 

This policy is owned and maintained by the Corporate Services Committee.  

15 Policy review date 

This policy will be reviewed every 4 years or sooner if required.  
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1 Purpose 

1.1 We are committed to supporting our employees with their rights at work and recognise 

that flexible working can bring valuable benefits to both our employees and to the success 

of our organisation.  

1.2 Improved flexibility can enable individuals to balance their working lives with their 

personal responsibilities and preferences and/or improve access to work. We believe that 

support in this way can foster commitment and improve engagement, whilst it also 

enables us to reach and retain a wider and more diverse talent pool, meaning we are able 

to attract and retain the best talent and continue to build an inclusive workplace.  

1.3 This policy aims to: 

• promote awareness and set out guidelines on how to make a flexible working 

request 

• set out the normal procedure for how a flexible working request will be handled 

• support employees in achieving a better work/life balance whilst ensuring that our 

business needs are met 

• ensure that the application process is fair, transparent and prompt and guided by 

business needs and priorities. 

1.4 This policy is not contractual but indicates how we aim to manage flexible working 

requests. 

2 Scope 

2.1 This policy applies to all employees and does not extend to workers, self-employed or 

volunteers.  

2.2 Eligible employees have the right to request flexible working from the first day of their 

employment, regardless of whether they work full or part-time or have a temporary 

contract of employment.  

3 Definition 

3.1 Employees can ask us to consider a permanent change to their contractual terms and 

conditions relating to their hours, times or days worked, or place of work. This is known 

as a flexible working request. 

3.2 Examples include a request to change from full-time to part-time, to change the days of 

the week worked, earlier or later start and finish times, flexi-time, staggered hours, time 

off in lieu, compressed working hours, shift swapping, self-rostering, annualised hours, 

job sharing, part-time working, term-time working or homeworking. 
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3.3 Hybrid working is also a form of flexible working and is a practice that enables 

employees to blend working from different locations, such as from home, the office or 

other work locations. 

3.4 We recognise that there are several variations of hybrid working and that each employee 

may wish for a hybrid model which suits their own circumstances.  We generally 

recognise the following variations to the hybrid model: 

• Remote first: where the role operates fully remotely. Any attendance in main 

premises will typically only be on occasions when the job requires a physical 

presence  

• Office – occasional: where the employee attends the office occasionally but the 

main location for working is remote. The frequency of main premises attendance 

should be agreed with the employee’s manager. 

• Office first, remote allowed: where the primary place of working is the main 

premises, but remote working is allowed.  The frequency of remote working 

should be agreed with the employee’s manager. 

4 Principles 

4.1 Our approach 

4.1.1 We will consider all eligible flexible working requests in a reasonable manner and we 

will agree to a request unless there is a genuine business reason not to do so. 

4.1.2 We will treat each request for flexible working on a case-by-case basis. Each request 

will be carefully assessed, giving reasonable consideration to both present and future 

circumstances and to the effect the change would have on both the business and on the 

individual if it were to be accepted or refused.   

4.1.3 Requests will normally be considered in the order they are received.  

4.1.4 Where one or more employees within a team have already been granted a flexible 

working request, this does not mean that a further request will automatically be 
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refused. However, nor does it confer any obligation to accept further requests from 

other employees.  

4.1.5 Flexible working of any kind is not an automatic entitlement. It may be that some 

requests are not suitable for some roles or at certain times. 

4.1.6 We will not refuse a request without first having a meeting with the employee to 

discuss the request, in accordance with the procedure set out in this policy.  

4.1.7 If we refuse a request, we will provide specific business reasons for this. 

4.1.8 If we are not able to agree to a request then we may consider whether any 

modifications to the original request, or an alternative arrangement, can be offered to 

the employee which can be accommodated instead. This should be similar to and/or 

provide some of the benefits of the original request, where it is feasible to do so.  

4.1.9 All arrangements must comply with the Working Time Regulations and any other in-

house health and safety considerations. Risk assessments will be carried out where 

appropriate. 

4.1.10 We welcome and support requests for flexible working. An employee who makes, or 

intends to make, a flexible working request shall not be subjected to any detrimental 

treatment for doing so. Managers are expected to help ensure that this is the case. 

Anyone who is found to have treated an employee detrimentally in this way may be 

subject to investigation and disciplinary action. 

4.2 Equality, diversity and inclusion 

4.2.1 We recognise that flexibility can increase our ability to provide an inclusive work 

environment and improve access to opportunities.  

4.2.2 We welcome all eligible requests which are made for any reason, and we actively 

encourage those who may have lifestyles, responsibilities, life events or transitions 

which impact their well-being or ability to commit to their work to use this policy.  

4.2.3 In operating this policy and procedure, we will ensure that there is no unlawful 

discrimination on the grounds of a protected characteristic (age, disability, gender 

reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 

and belief, sex and sexual orientation).  Part-time employees will also be treated 

consistently with other employees when considering any flexible working requests. 

4.3 Reasonable adjustments 

4.3.1 If an employee has a disability under the Equality Act 2010 and uses this policy to 

seek support with their working arrangements as a reasonable adjustment, this may be 

130 / 163



6 

 

handled separately to the flexible working procedure, to help ensure the employee is 

fully and appropriately supported. 

4.3.2 This also means that their right to request flexible working is unaffected and so they 

will still be entitled to request flexible working for other reasons if they wish to do so, 

in accordance with this policy. 

4.3.3 Employees who believe they require a change to their working arrangements as a 

reasonable adjustment should contact their line manager at the earliest opportunity. 

4.3.4 Line managers should be mindful of the sensitivity of a request that is made in 

connection with, or arising from employees who may require a reasonable adjustment 

to their work pattern or to this procedure because of a disability (or symptoms arising 

from a disability) and ensure that required support is explored and offered respectfully 

in line with the Equality Act 2010.  

5 Eligibility and notification 

5.1 Each employee is entitled to make two flexible working requests in any 12-month period. 

5.2 An employee may only have one live request at any one time. A request is live beginning 

from when it is received and up until either: 

• a decision on the request or appeal is made, or 

• the request or appeal is withdrawn by the employee, or 

• an outcome is mutually agreed, or 

• the two month time frame for dealing with the request or appeal has expired.  

5.3 A request is also live during any appeal or any agreed extension to the timeframe for 

dealing with the request. 

6 Procedure  

6.1 Before submitting a request, employees should be aware that if we approve a flexible 

working request, the variation in contractual terms is normally a permanent one and that 

there is no automatic right to change back to the previous pattern of work, unless the 

variation is agreed for a specified period only or where a trial period is introduced.   

6.2 Any flexible working arrangement agreed will be reviewed to see how it is working and 

whether any adjustments may need to be made. 

6.3 Step one: How to submit a flexible working request 

6.3.1 All requests must be made in writing and sent to the Town Clerk.  
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6.3.2 Each statutory flexible working request must include all the following information: 

• a statement that it is a statutory request for flexible working 

• the date of the request 

• the change to working conditions (hours, times, days worked and/or location) the 

employee wishes to make 

• the date the employee would like the change to come into effect 

• if and when the employee has made a previous request for flexible working 

• if and when the employee has made a request for a predictable working pattern.  

6.3.3 Where the employee is making an application that is in part connected with a disability 

under the Equality Act 2010, we ask that information about how the requested change 

would help to alleviate the disadvantage that is suffered in the course of their work is 

also included. 

6.4 Step two: A meeting to consider the request 

6.4.1 We will arrange a meeting as soon as is possible after receiving your request and this 

meeting will be chaired by the Town Clerk.  This meeting will discuss the request, 

with the aim to complete the whole process, including any appeal, within two months 

of receipt of the request, unless a longer period has been jointly agreed. 

6.4.2 This meeting will not be required if all the details of the request and information are 

clear, we agree to the request and the employee has been notified. In this event, a 

further meeting may be convened at a later date that is mutually convenient in order 

to discuss any outstanding practical aspects of implementing the arrangement. 

6.4.3 When a meeting is required, we will notify the employee of the time and place of the 

meeting. This will usually be confirmed in writing and will give the employee 

sufficient notice to prepare for the meeting. 

6.4.4 The meeting will be held by somebody who has the authority to make a decision. A 

second person may also be in attendance, for example to assist with facilitating the 

meeting and creating a record of the discussion. 

6.4.5 The employee may be accompanied at any meeting by a work colleague, a trade union 

representative or an official employed by a trade union if they wish. 

6.4.6 Where possible, meetings will be held in private, either in person or via online video 

conferencing. If neither of these are possible, the discussion may be held by telephone 

call. Whichever form the meeting takes, it will be conducted in a way which allows 

for a reasonable discussion and consideration of the request. 

6.4.7 During the meeting the request will be carefully considered in accordance with our 

principles asset out earlier in this policy. It may be helpful to discuss:  

132 / 163



8 

 

• the benefits or impact of accepting or rejecting the request for both the employee 

and the business 

• where it is in connection with or arising from a disability, how the change will 

alleviate any disadvantage that may be suffered currently in the course of work 

because of their disability. 

• practical considerations of implementing the request  

• the impact on the employee’s entitlements, such as pay, holiday and benefits.  

• Whether a trial period may be appropriate to assess the feasibility of the 

arrangement. 

6.4.8 In the meeting, we may carefully consider any potential modifications to the original 

request, alternative flexible working options that are available and the appropriateness 

of a trial period to assess the feasibility of a new work arrangement.  

6.4.9 We will normally keep a written record of the meeting to provide an accurate record 

of the discussion, in line with our data protection policy.  

6.5 Trial periods  

6.5.1 If we are unsure as to whether the requested arrangement is sustainable, or about the 

possible impact because we don’t have sufficient information to assess, a trial period 

may be agreed.  A decision on the flexible working arrangement won’t be made until 

a trial period has ended. 

6.5.2 Where a trial period has been agreed, then we will write to the employee to confirm 

this is the case setting out the terms and offering an opportunity to discuss any further 

details as may be necessary to implement the new work arrangement.  

6.5.3 Trial periods will be subject to ongoing reviews and reasonable notice will be given 

for the review meetings.   

6.5.4 Where either party requests a necessary change to the trial arrangement reasonable 

notice will be given. 

6.5.5 At the end of the trial period, we will continue with the principles set out in this process 

and a further and final meeting will be scheduled to review the overall trial period in 

order that we can provide a decision on the proposed new arrangements. The outcome 

will be provided in line with this policy. 

We reserve the right to end the trial period early, where it has become unsustainable 

or detrimental to the business.  In this event, we will continue with the principles set 
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out in this process and for providing an outcome by meeting with you to consult on 

our reasons and to discuss further with you in detail. 

6.6 Step three: Outcome 

6.6.1 A decision on the request will be made in accordance with the principles set out in this 

policy.  

6.6.2 We will notify the employee of our decision in writing after the meeting, without 

unreasonable delay. This notification will either: 

• accept the request and establish a start date and any other action, or 

• confirm a compromise agreed at the meeting, or 

• refuse the request and set out clear business reasons for this, together with 

notification of the appeals process. 

6.6.3 If the request is accepted, a compromise has been agreed, then the outcome letter will 

offer an opportunity to discuss any further details as may be necessary to implement 

the new work arrangement. This may include dates to review how the arrangement is 

going. We will normally keep a written record of any such meeting, in line with our 

data protection policy.  

6.6.4 If a request is rejected, it must be based on one or more of the following grounds only: 

• the burden of additional cost to the business 

• an inability to reorganise work amongst existing staff 

• an inability to recruit additional staff 

• a detrimental effect on ability to meet demand 

• a detrimental impact on quality 

• a detrimental impact on performance 

• insufficient work for the periods the employee proposes to work 

• planned structural change to the business. 

6.6.5 We will only reject a request if there is a genuine business reason not to agree to it and 

we will provide reasonable information in the outcome letter to explain why the 

ground(s) for refusing the request applies in the current circumstances. 
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6.6.6 The outcome letter of a rejected request will provide the employee with the option to 

appeal the decision and will set out details which explain how to do so. 

6.7 Step four: Appeal 

6.7.1 Appeals should be made in writing, setting out the grounds for the appeal, and be 

dated. These should be sent to the Chair of the Corporate Services Committee.  

6.7.2 We will arrange a further meeting as soon as is reasonably practicable to discuss the 

request, and with regard to the two-month time frame for completing the whole 

process, unless a longer period has been jointly agreed.  

6.7.3 We will notify the employee of the time and place of the appeal meeting. This will 

usually be confirmed in writing and will give the employee sufficient notice to prepare 

for the meeting. 

6.7.4 The meeting will be held by the Corporate Services Committee, who have the 

authority to make a decision. Where reasonably possible, a senior person who has not 

previously been involved in the original decision will lead the meeting. A second 

person may also be in attendance, for example to assist with facilitating the meeting 

and creating a record of the discussion. 

6.7.5 The employee may be accompanied at any meeting by a work colleague, a trade union 

representative or an official employed by a trade union if they wish. 

6.7.6 Where possible, meetings will be held in private in person. The meeting will be 

conducted in a way which allows for a reasonable discussion and consideration of the 

request. 

6.7.7 We will normally keep a written record of the meeting to provide an accurate record 

of the discussion, in line with our data protection policy.  

6.7.8 The appeal should be dealt with impartially. 

6.7.9 We will notify the employee of our decision in writing after the meeting, without 

unreasonable delay. This notification will either: 

• uphold the appeal, specify the agreed work arrangement and start date, or 

• dismiss the appeal, stating the grounds for the decision and set out sufficient 

explanation for the refusal.  
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6.8 Extending the decision period 

6.8.1 We will normally complete the whole process for dealing with a statutory flexible 

working request within two months of receipt of the request.  

6.8.2 The employee and the council can mutually agree to extend this period. The council 

will only seek to extend this timeframe where it may be appropriate or necessary and 

such an extension will be limited to what is proportionate and reasonable in the 

circumstances.  

6.8.3 Any agreed extension will be confirmed to the employee, usually in writing. 

6.9 Failure to attend a meeting  

6.9.1 If an employee fails to attend any meeting to discuss the request (including an appeal 

hearing) and also fails to attend a rearranged meeting without a good reason, we will 

consider the request withdrawn and confirm this in writing. 

6.10 Withdrawal of a request 

6.10.1 If an employee changes their mind about their flexible working request, they may 

choose to withdraw their application at any time before a final decision on the request 

(or if applicable, the appeal outcome) has been made, by providing written notice 

which states that they wish for the request to be withdrawn and which is signed and 

dated by the employee. 

7 Impact on pay and benefits 

7.1 Employees should carefully consider that any change to working hours which involves a 

reduction in hours will lead to a pro rata reduction in pay and benefits and so may impact 

the following:  

• annual salary 

• holiday entitlement 

• payment for family leave (adoption, maternity, paternity, parental, parental 

bereavement leave or shared parental leave) 

• pension contributions (if applicable) 

• sick pay. 

7.2 A change in work pattern, but with the same hours, will not normally alter other terms 

and conditions unless a shift premium applies. 

7.3 It is therefore recommended that the employee discusses any reduction in hours in more 

detail with the Town Clerk. Exact details pertaining to any agreements will be discussed 

according to the individual situation and circumstances and any agreed changes 

confirmed in writing. Each agreed arrangement and any contractual changes are specific 
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to the individual and does not set a precedent for any future requests from other 

employees. 

8 Related policies and documents 

• Equality, Diversity & Inclusion policy 

• Retirement policy 

• Flexi time policy  

The above list is not exhaustive. 

9 Further information 

Any queries or comments about this policy should be addressed to the Head of Corporate 

Services.  

10 Policy owner 

This policy is reviewed every four years, or as required, by the Corporate Services Committee.   
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1. POLICY STATEMENT  

1.1 The primary aim of this procedure is to provide a framework within which 

managers can work with employees to maintain satisfactory performance 

standards and to encourage improvement where necessary. 

1.2 It is the Council’s policy to ensure that concerns over performance are dealt with 

fairly and that steps are taken to establish the facts and to give employees the 

opportunity to respond at a hearing before any formal action is taken.  

1.3 This procedure does not form part of any employee's contract of employment, and 

it may be amended at any time. The Council may also vary any parts of this 

procedure, including any time limits, as appropriate in any case. 

2. WHO IS COVERED BY THE POLICY? 

This procedure applies to all employees regardless of length of service. It does not 

apply to agency workers or self-employed contractors. 

3. WHAT IS  COVERED BY THE POLICY? 

This policy is used to deal with poor performance. It does not apply to cases 

involving genuine sickness absence, proposed redundancies or misconduct. In 

those cases, reference should be made to the appropriate policy or procedure. 

4. IDENTIFYING PERFORMANCE ISSUES 

4.1 In the first instance, performance issues should normally be dealt with informally 

between the employee and their line manager as part of day-to-day management. 

Where appropriate, a note of any such informal discussions may be placed on the 

employees personnel file but will be ignored for the purposes of any future 

capability hearings. The formal procedure should be used for more serious cases, 

or in any case where an earlier informal discussion has not resulted in a 

satisfactory improvement. Informal discussions may help: 

(a) clarify the required standards; 

(b) identify areas of concern; 

(c) establish the likely causes of poor performance and identify any training 

needs; and/or 

(d) set targets for improvement and a time-scale for review. 

4.2 Employees will not normally be dismissed for performance reasons without 

previous warnings. However, in serious cases of gross negligence, or in any case 
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involving an employee who has not yet completed their probationary period, 

dismissal without previous warnings may be appropriate. 

4.3 If the Council has concerns about an employee’s performance, an assessment will 

be undertaken to decide if there are grounds for taking formal action under this 

procedure. The procedure involved will depend on the circumstances but may 

involve reviewing personnel files including any appraisal records, gathering any 

relevant documents, monitoring work and, if appropriate, interviewing the 

employee and/or other individuals confidentially regarding the employees work. 

5. DISABILITIES 

5.1 Consideration will be given to whether poor performance may be related to a 

disability and, if so, whether there are reasonable adjustments that could be made 

to an employees working arrangements, including the changing of duties or 

providing additional equipment or training. The Council may also consider 

making adjustments to this procedure in appropriate cases. 

5.2 Should an employee wish to discuss this or inform the Council of any medical 

conditions considered relevant, they should contact their line manager. 

6. CONFIDENTIALITY 

6.1 The Council’s aim is to deal with performance matters sensitively and with due 

respect for the privacy of any individuals involved. All employees must treat as 

confidential any information communicated to them in connection with a matter 

which is subject to this capability procedure.  

6.2 An employee, and anyone accompanying them (including witnesses), must not 

make electronic recordings of any meetings or hearings conducted under this 

procedure.  

6.3 An employee will normally be told the names of any witnesses whose evidence is 

relevant to their capability hearing, unless the Council believes that a witness's 

identity should remain confidential. 

7. NOTIFICATION OF A CAPABILITY HEARING 

7.1 If the Council considers that there are grounds for taking formal action over 

alleged poor performance, the employee will be required to attend a capability 

hearing. The Council will notify the employee in writing of concerns over their 

performance, the reasons for those concerns, and the likely outcome if the Council 
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decides after the hearing that their performance has been unsatisfactory. The 

Council will also include the following where appropriate: 

(a) A summary of relevant information gathered as part of any investigation. 

(b) A copy of any relevant documents which will be used at the capability 

hearing. 

(c) A copy of any relevant witness statements, except where a witness's 

identity is to be kept confidential, in which case the Council will give the 

employee as much information as possible while maintaining 

confidentiality. 

7.2 The Council will give the employee written notice of the date, time and place of 

the capability hearing. The hearing will be held as soon as reasonably practicable, 

but a reasonable amount of time will be given, usually two to seven days, for the 

employee to prepare their case based on the information given to them. 

8. RIGHT TO BE ACCOMPANIED AT HEARINGS 

8.1 An employee may bring a companion to any capability hearing or appeal hearing 

under this procedure. The companion may be either a trade union representative 

or a colleague. An employee must tell the manager conducting the hearing who 

their chosen companion is, in good time before the hearing. 

8.2 A companion is allowed reasonable time off from duties without loss of pay but 

no-one is obliged to act as a companion if they do not wish to do so. 

8.3 If the choice of companion is unreasonable the Council may require an employee 

to choose someone else, for example: 

(a) if in the Council’s opinion the companion may have a conflict of interest 

or may prejudice the hearing; or 

(b) if the companion works at another site and someone reasonably suitable 

is available at the site at which an employee works; or 

(c) if the companion is unavailable at the time a hearing is scheduled and 

will not be available for more than five working days. 

8.4 The Council may, at its discretion, allow an employee to bring a companion who 

is not a colleague or union representative (for example, a member of their family) 

where this will help overcome a particular difficulty caused by a disability, or 

where you have difficulty understanding English. 
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9. PROCEDURE AT CAPABILITY HEARINGS 

9.1 If an employee or their companion cannot attend the hearing the employee should 

inform their line manager immediately and an alternative time will usually be 

arranged. An employee must make every effort to attend the hearing, and failure 

to attend without good reason may be treated as misconduct in itself. If an 

employee fails to attend without good reason or is persistently unable to do so (for 

example, for health reasons), the Council may have to take a decision based on 

the available evidence. 

9.2 The hearing will normally be held by an employee’s line manager. The employee 

may bring a companion with them to the hearing. The companion may make 

representations, ask questions, and sum up an employee’s case, but they will not 

be allowed to answer questions on an employee’s behalf. An employee may 

confer privately with their companion at any time during the hearing. 

9.3 An employee may ask relevant witnesses to appear at the hearing, provided the 

employee gives sufficient advance notice to arrange their attendance. An 

employee will be given the opportunity to respond to any information given by a 

witness. However, an employee will not normally be permitted to cross-examine 

witnesses unless, in exceptional circumstances, the Council decides that a fair 

hearing could not be held otherwise. 

9.4 The aims of a capability hearing will usually include: 

(a) Setting out the required standards that the Council believes an employee 

may have failed to meet by going through any relevant evidence that has 

been gathered.  

(b) Allowing the employee to ask questions, present evidence, call witnesses, 

respond to evidence and make representations. 

(c) Establishing the likely causes of poor performance including any reasons 

why any measures taken so far have not led to the required improvement. 

(d) Identifying whether there are further measures, such as additional 

training or supervision, which may improve performance. 

(e) Where appropriate, discussing targets for improvement and a time-scale 

for review. 

(f) If dismissal is a possibility, establishing whether there is any likelihood 

of a significant improvement being made within a reasonable time and 

whether there is any practical alternative to dismissal, such as 

redeployment. 
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9.5 A hearing may be adjourned if the Council needs to gather any further 

information or give consideration to matters discussed at the hearing. The 

employee will be given a reasonable opportunity to consider any new information 

obtained before the hearing is reconvened. 

9.6 The Council will inform the employee in writing of the decision and the reasons 

for it, usually within one week of the capability hearing. Where possible the 

Council will also explain this information to the employee in person. 

10. STAGE 1 HEARING: FIRST WRITTEN WARNING OR IMPROVEMENT NOTE 

10.1 Following a Stage 1 capability hearing, if it is decided that an employee’s 

performance is unsatisfactory, they will be given a first written warning, setting 

out: 

(a) The areas in which they have not met the required performance 

standards. 

(b) Targets for improvement. 

(c) Any measures, such as additional training or supervision, which will be 

taken with a view to improving performance. 

(d) A period for review. 

(e) The consequences of failing to improve within the review period, or of 

further unsatisfactory performance. 

10.2 A first written warning must be authorised by the Town Clerk.  

10.3 The warning will normally remain active for six months from the end of the 

review period, after which time it will be disregarded for the purposes of the 

capability procedure. 

10.4 After the active period, the warning will remain permanently on the employee’s 

personnel file but will be disregarded in deciding the outcome of future capability 

proceedings. 

10.5 Performance will be monitored during the review period and the Council will 

write to inform the employee of the outcome:  

(a) if the line manager is satisfied with the employee’s performance, no 

further action will be taken; 

(b) if the line manager is not satisfied, the matter may be progressed to a 

Stage 2 capability hearing; or 
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(c) if the line manager feels that there has been a substantial but insufficient 

improvement, the review period may be extended. 

11. STAGE 2 HEARING: FINAL WRITTEN WARNING 

11.1 If an employee’s performance does not improve within the review period set out 

in a first written warning, or if there is further evidence of poor performance 

while a first written warning is still active, the Council may decide to hold a Stage 

2 capability hearing. The employee will be sent written notification as set out in 

paragraph 7. 

11.2 Following a Stage 2 capability hearing, if it is decided that an employee’s 

performance is unsatisfactory, the Council will give the employee a final written 

warning, setting out: 

(a) the areas in which they have not met the required performance standards; 

(b) targets for improvement; 

(c) any measures, such as additional training or supervision, which will be 

taken with a view to improving performance; 

(d) a period for review; and 

(e) the consequences of failing to improve within the review period, or of 

further unsatisfactory performance. 

11.3 A final written warning shall be authorised by the Town Clerk. 

11.4 A final written warning will normally remain active for 12 months from the end 

of the review period. After the active period, the warning will remain permanently 

on the employees personnel file but will be disregarded in deciding the outcome 

of future capability proceedings. 

11.5 Performance will be monitored during the review period and the Council will 

write to inform the employee of the outcome: 

(a) if the line manager is satisfied with the employees’ performance, no 

further action will be taken; 

(b) if the line manager is not satisfied, the matter may be progressed to a 

Stage 3 capability hearing, or 

(c) if the line manager feels that there has been a substantial but insufficient 

improvement, the review period may be extended. 
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12. STAGE 3 HEARING: DISMISSAL OR REDEPLOYMENT 

12.1 The Council may decide to hold a Stage 3 capability hearing if there are reasons 

to believe: 

(a) An employee’s performance has not improved sufficiently within the 

review period set out in a final written warning; 

(b) Performance is unsatisfactory while a final written warning is still active; 

or 

(c) Performance has been grossly negligent such as to warrant dismissal 

without the need for a final written warning. 

The Council will send the employee written notification of the hearing as set out 

in paragraph 7. 

12.2 Following the hearing, if it is found that an employee’s performance is 

unsatisfactory, a range of options may be considered, including: 

(a) Dismissing the employee. 

(b) Redeploying the employee into another suitable job at the same or a 

lower grade (by agreement with the employee). 

(c) Extending an active final written warning and setting a further review 

period (in exceptional cases where the Council believes a substantial 

improvement is likely within the review period). 

(d) Giving a final written warning (where no final written warning is 

currently active). 

12.3 The decision shall be authorised by the Town Clerk. 

12.4 Dismissal will normally be with full notice or payment in lieu of notice, unless 

performance has been so negligent as to amount to gross misconduct, in which 

case the employee may be dismissed without notice or any pay in lieu. 

13. APPEALS AGAINST ACTION FOR POOR PERFORMANCE 

13.1 If an employee feels that a decision about poor performance under this procedure 

is wrong or unjust they should appeal in writing, stating the full grounds of 

appeal, to the Town Clerk within one week of the date on which they were 

informed in writing of the decision. 

13.2 If an employee is appealing against dismissal, the date on which dismissal takes 

effect will not be delayed pending the outcome of the appeal. However, if the 

145 / 163



Houghton Regis Town Council  20th January 2014   

Capability Policy  

 

9 

 

employees appeal is successful, they will be reinstated with no loss of continuity 

or pay. 

13.3 If an employee raises any new matters in their appeal, the Council may need to 

carry out further investigation. If any new information comes to light the 

employee will be provided with a summary including, where appropriate, copies 

of additional relevant documents and witness statements. The employee will have 

a reasonable opportunity to consider this information before the hearing. 

13.4 The employee will be given written notice of the date, time and place of the 

appeal hearing. This will normally be two to seven days after they receive the 

written notice.  

13.5 The appeal hearing may be a complete re-hearing of the matter, or it may be a 

review of the fairness of the original decision in the light of the procedure that 

was followed and any new information that may have come to light. This will be 

at the Council’s discretion depending on the circumstances of the case. In any 

event the appeal will be dealt with as impartially as possible. 

13.6 Where possible, the appeal hearing will be conducted by a more senior manager 

or, the Town Councils Disciplinary, Grievance and Appeals Sub-Committee, 

comprising of Councillors who have not been previously involved in the case. 

The employee may bring a companion with them to the appeal hearing.  

13.7 A hearing may be adjourned if the Council needs to gather any further 

information or give consideration to matters discussed at the hearing. The 

employee will be given a reasonable opportunity to consider any new information 

obtained before the hearing is reconvened. 

13.8 Following the appeal hearing the Council may: 

(a) confirm the original decision; 

(b) revoke the original decision; or 

(c) substitute a different penalty. 

13.9 The employee will be informed in writing of the final decision as soon as 

possible, usually within one week of the appeal hearing. Where possible it will 

also be explained to the employee in person. There will be no further right of 

appeal. 
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14. POLICY REVIEW 

14.1 This policy will be reviewed every 4 years or as required by the Corporate 

Services Committee.  
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1. INTRODUCTION 

a This policy is based on and complies with the 2015 ACAS Code of Practice. It also takes 

account of the ACAS guide on discipline and grievances at work. It aims to encourage and 

maintain good relationships between the Council and its employees by treating grievances 

seriously and resolving them as quickly as possible. It sets out the arrangements for employees 

to raise their concerns, problems or complaints about their employment with the Council. This 

policy will be applied fairly, consistently and in accordance with the Equality Act 2010.This 

policy is not intended to be contractual.  

b Many problems can be raised and settled during the course of everyday working relationships. 

Employees should aim to settle most grievances informally with their line manager. 

c This policy confirms: 

i. employees have the right to be accompanied or represented at a grievance meeting or 

appeal by a workplace colleague, a trade union representative or a trade union official. 

This includes any meeting held with them to hear about, gather facts about, discuss, 

consider or resolve their grievance.  The companion will be permitted to address the 

grievance/appeal meetings, to present the employee’s case for his/her grievance/appeal and 

to confer with the employee. The companion cannot answer questions put to the employee, 

address the meeting against the employee’s wishes or prevent the employee from 

explaining his/her case 

ii. the Council will give employees reasonable notice of the date of the grievance / appeal 

meetings. Employees and their companions must make all reasonable efforts to attend.  

If the employee’s companion is not available for the proposed date of the meeting, the 

employee can request a postponement and can propose an alternative date that is within 

five working days of the original meeting date unless it is unreasonable not to propose a 

later date 

iii. any changes to the specified time limits must be agreed by the employee and the Council 

iv. an employee has the right to appeal against the decision about his/her grievance. The 

appeal decision is final.  

v. information about an employee’s grievance will be restricted to those involved in the 

grievance process. A record of the reason for the grievance, its outcome and action taken 

is confidential to the employee. The employee’s grievance records will be held by the 

Council in accordance with the General Data Regulation (GDPR) 

vi. audio or video recordings of the proceedings at any stage of the grievance procedure are 

prohibited, unless agreed by all affected parties as a reasonable adjustment that takes 

account of an employee’s medical condition 

vii. if an employee who is already subject to the Council’s disciplinary procedure, raises a 

grievance, the grievance will normally be held after the completion of the disciplinary 

procedure 

viii. if a grievance is not upheld, no disciplinary action will be taken against an employee if 

he/she raises the grievance in good faith 

 ix. the Council may consider mediation at any stage of the grievance procedure where 

appropriate (for example where there have been communication breakdowns or allegations 

of bullying or harassment). Mediation is a dispute resolution process that requires the 

consent of the affected parties. 

x. Employees can use all stages of the grievance procedure if the complaint is not a code of 

conduct complaint about a councillor. Employees can use the informal stage of the 

council’s grievance procedure to deal with all grievance issues, including a complaint 

about a councillor. Employees cannot use the formal stages of the council’s grievance 

procedure for a code of conduct complaint about a councillor. If the complaint about a 

councillor is not resolved at the informal stage, the employee can contact the monitoring 
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officer of Central Bedfordshire Council who will inform the employee whether or not the 

complaint can be dealt with under the code of conduct. If it does not concern the code of 

conduct, the employee can make a formal complaint under the council’s grievance 

procedure.  

xi. If the grievance is a code of conduct complaint against a councillor, the employee cannot 

proceed with it beyond the informal stage of the council’s grievance procedure. However, 

whatever the complaint, the council has a duty of care to its employees. It must take all 

reasonable steps to ensure employees have a safe working environment, for example by 

undertaking risk assessments, by ensuring staff and councillor are properly trained and 

protecting staff from bullying, harassment and all forms of discrimination 

xii. If an employee considers that the grievance concerns his or her safety with the working 

environment, whether or not it also concerns a complaint against a councillor, the 

employee should raise these safety concerns with his or her line manager at the informal 

stage of the grievance procedure. The council will consider whether it should take further 

action in this matter in accordance with any of its employment policies (for example its 

health and safety policy or its dignity at work policy) and in accordance with the code of 

conduct regime 

 

2. INFORMAL GRIEVANCE PROCEDURE 

a  The Council and its employees benefit if grievances are resolved informally and as quickly as 

possible. As soon as a problem arises, the employee should raise it with his/her manager to see 

if an informal solution is possible. Both should try to resolve the matter at this stage. If the 

employee does not want to discuss the grievance with his/her manager (for example, because it 

concerns the manager), the employee should contact the Town Clerk or the Chairman of the 

Corporate Services committee (if the grievance concerns the Town Clerk) or, if appropriate, 

another member of the committee. If the employee’s complaint is about a councillor, it may be 

appropriate to involve that councillor at the informal stage. This may require both the 

employee’s and the councillor’s consent.  

3. FORMAL GRIEVANCE PROCEDURE 

a If it is not possible to resolve the grievance informally and the employee’s complaint is not one 

that should be dealt with as a code of conduct complaint (see above), the employee may submit 

a formal grievance. It should be submitted in writing to the Chairman of the Corporate Services 

committee. 

 

b The Corporate Services committee will appoint a Disciplinary, Grievance and Appeals sub-

committee of six councillors. Three of which will form the Disciplinary Sub Committee to 

formally hear the allegations the remaining 3 councillors will form the Appeals Sub Committee 

should it be necessary. The Disciplinary, Grievance and Appeals sub-committee will appoint a 

Chairman from one of its members. The Investigator shall not sit on the sub-committee. No 

councillor with direct involvement in the matter shall be appointed to the sub-committee.  

 

4. INVESTIGATION 

 

a If the Chair of the Corporate Services committee decides that it is appropriate, (e.g. if the 

grievance is complex), it may appoint an investigator to carry out an investigation before the 

grievance meeting to establish the facts of the case. The investigation may include interviews 

(e.g. the employee submitting the grievance, other employee, councillors of members of the 

public).  
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b  The Chair of the Corporate Services committee will inform the Investigator of the terms of 

reference of the investigation. The terms of reference should specify: 

• the allegations or events that the investigation is required to examine 

• that a recommendation is required  

• how the findings should be presented. For example, an investigator will often be required 

to present the findings in the form of a written report 

• the findings should be reported to the Chair of the Corporate Services and who to contact 

for further direction if unexpected issues arise or advice is needed. 

 

c The investigator will be asked to submit a report within 20 working days of appointment and 

will summarise their finding (usually within an investigation report) and present their findings 

to the sub-committee.  

 

5. NOTIFICATION 

 

a Within 10 working days of the Council receiving the employee’s grievance (this may be longer 

if there is an investigation), the employee will be asked, in writing, to attend a grievance 

meeting. The sub-committee’s letter will include the following: 

 

i. the names of its members 

ii. the date, time and place for the meeting. The employee will be given reasonable notice of 

the meeting which will be within 25 working days of when the Council received the 

        grievance 

iii. the employee’s right to be accompanied by a workplace colleague, a trade union 

representative or a trade union official 

iv.    a copy of the Councils grievance policy 

v. confirmation that, if necessary, witnesses may attend (or submit witness statements) on the 

employee’s behalf and that the employee should provide the names of his/her witnesses as 

soon as possible before the meeting 

vi.   confirmation that the employee will provide the Council with any supporting evidence at 

least five working days before the meeting. 

vii findings of the investigation if there has been an investigation 

viii an invitation for the employee to request any adjustments to be made for the hearing (for 

example where a person has a health condition) 

6. THE GRIEVANCE MEETING 

a  At the grievance meeting: 

i. Members will appoint a Chair 

ii. the Chairman will introduce the members of the sub-committee to the employee 

iii. the employee (or the companion) will set out the grievance and present the evidence 

iv. The investigator will present their report 

v. The sub-committee will ask the employee questions about the information presented and 

will want to understand what action he/she wants the Council to take 

vi. The sub-committee may ask the investigator questions about the information presented  

vii. any member of the sub-committee and the employee (or the companion) may question any 

witnesses 

viii. the employee (or the companion) will have the opportunity to sum up the case  

ix. the Chairman will provide the employee with the sub-committee’s decision, in writing, 

within five working days of the meeting. The letter will notify the employee of the action, 

if any, that the Council will take and of the employees right to appeal 

x. a grievance meeting may be adjourned to allow matters that were raised during the meeting 

to be investigated by the sub-committee. 
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7 THE APPEAL 

a If an employee decides that his/her grievance has not been satisfactorily resolved by the sub-

committee, he/she may submit a written appeal to the Chair of the Corporate Services 

committee. An appeal must be received by the Council within five working days of the 

employee receiving the sub-committee’s decision and must specify the grounds for appeal. 

b The grounds for appeal include: 

i. a failure by the Council to follow its grievance policy 

ii. the sub-committee’s decision was not supported by the evidence 

iii. the action proposed by the sub-committee was inadequate/inappropriate 

iv. new evidence has come to light since the grievance meeting. 

 

c Where possible, the appeal will be heard by a panel of three members of the Disciplinary, 

Grievance & Appeals sub-committee who have not previously been involved in the case There 

may be insufficient members of the sub-committee who have not previously been involved. If 

so, the appeal panel will be a committee of three members of the Council who may include 

members of the sub-committee. The appeal panel will appoint a Chairman from one of its 

members. 

 

d The employee will be notified, in writing, within 10 working days of receipt of the appeal of 

the time, date and place of the appeal meeting. The meeting will take place within 25 working 

days of the Council’s receipt of appeal. The employee will be advised that he/she may be 

accompanied by a companion – a workplace colleague, a trade union representative or a trade 

union official. 

 

e At the appeal meeting, the Chairman will: 

i. introduce the panel members to the employee 

ii. explain the purpose of the meeting, which is to hear the employee’s reasons for 

appealing against the decision of the Disciplinary, Grievance and Appeals sub-committee 

iii.  explain the action that the appeal panel may take. 

f The employee (or companion) will be asked to explain the grounds of appeal. 

g  The Chairman will inform the employee that he/she will receive the decision and the panel’s 

 reasons, in writing, within five working days of the appeal meeting. 

h The appeal panel may decide to uphold the decision of the Disciplinary, Grievance and Appeals 

sub-committee or substitute its own decision.  

i The appeal panel’s decision is final.  
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1.0    INTRODUCTION - PURPOSE OF THE PROTOCOL  

1.1 Together, Members and Officers of the Council combine the essential skills, 

experience and knowledge to manage an effective public sector organisation. They 

work together in the interests of the citizens of Houghton Regis. Members provide a 

democratic mandate to the Council whereas Officers contribute professional expertise 

and experience to deliver the work of the council.  
 

1.2 The Protocol’s purpose is to provide guidance on Member-Officer relations.  

 

2.0    QUICK GUIDE TO MEMBER AND OFFICER ROLES  

2.1 Members  

• Democratically elected accountable to the electorate  

• Community leaders within the town 

• Add a political dimension 

• Set policy and strategy, including the Budget 

• Bound by a statutory Code of Conduct 

• Involved in appointment of Town Clerk only 

 

2.2 Officers 

• Accountable to the Council  

• Serve the whole Council.  

• Politically impartial 

• Provide advice and operational delivery within budget  

• Bound by their contract of employment 

• Responsible for the management of staff (Town Clerk) 

 

3.0    APPLICATION OF THE PROTOCOL  

 

3.1 The Protocol applies to all elected and co-opted Members of the Council and all 

Officers employed or engaged by the Council. The term ‘Officer’ refers to all the 

Council’s employees. It also includes consultants and agency staff who work for the 

Council.  

 

4.0 PRINCIPLES OF MEMBER/OFFICER RELATIONS 

 

4.1 Basic Principles 

 

Like all effective partnerships, Member-Officer relations are based on the following 

principles:-  

• Mutual trust and respect of the different roles of Members and Officers;  

• A common purpose; providing the best possible service to the residents and 

other stakeholders; 

• A commitment to non-confrontational resolution of disputes. 
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4.2 Mutual trust and respect is based upon an understanding of the distinct contribution 

Members and Officers make and respect for the boundaries between those roles. A key 

principle for Officers is their political impartiality; they serve the whole Council and 

not particular groups or Members. 

4.3 Expectations 

 

Members can expect and will receive from Officers:-  

• A commitment to the Council as a whole, and not to any political group;  

• A working partnership; 

• An understanding of and support for respective roles, workloads and pressures;  

• Timely response to enquiries and complaints;  

• Professional and balanced advice based on evidence and including options, not 

influenced by political views or preference. 

• Regular, up to date information on matters that can reasonably be considered 

appropriate and relevant to their needs, having regard to any individual 

responsibilities that they have and positions that they hold;  

• Awareness of and sensitivity to the political environment; 

• Respect, dignity and courtesy;  

• Training and development in order to carry out their role effectively; 

• Integrity, openness, mutual support and appropriate confidentiality; 

• Not to have personal issues raised with them by Officers outside the agreed 

procedures;  

• That Officers will not use their relationship with Members to advance their 

personal interests or to influence decisions improperly; 

 

Officers can expect and will receive from Members:- 

• A working partnership;  

• An understanding of and support for respective roles, workloads and pressures;  

• Political leadership and direction;  

• Respect, dignity and courtesy;  

• Integrity, openness, mutual support and appropriate confidentiality; 

• Not to be subject to bullying, harassment or to be put under undue pressure. 

Members should have regard to the seniority of Officers in determining what 

reasonable requests are;  

• That Members will not use their position or relationship with Officers to 

advance their personal interests or those of others or to influence decisions 

improperly;  

• That Members will at all times comply with the Code of Conduct for Members.  

 

155 / 163



Houghton Regis Town Council                                                                                    Approved: 28th September 2015 

 

 

4 
 

5.0 WORKING ARRANGEMENTS  

 

5.1 Members and Officers work together on a regular basis in meetings, committees and 

less formal settings. It is inevitable that relationships will form and to ensure the 

principles of Member-Officer relations are upheld, the following guidance applies: 

6.0 FORMS OF ADDRESS AND CONDUCT AT MEETINGS  

 

6.1 In formal Council, committee or sub-committee meetings:-  

• Members should normally be referred to as Chair or Councillor X  and normal 

courtesies shall be observed; 

• Relations can be friendly and cordial but not over familiar, as the public or other 

Members and Officers could perceive this as inappropriate or favouritism;  

• Comments should be constructive and not personal to individual Members or 

Officers;  

• Officers will not allow themselves to be drawn into a party political debate. 

• This guidance also applies to informal meetings to the extent that all present 

consider it necessary. Members and Officers should ensure that their interaction 

does not embarrass others, suggest favouritism or personal dislike or otherwise 

damage working relationships.  

 

7.0 PERSONAL RELATIONSHIPS 

7.1 If a friendship or closer relationship (including relatives) exists or forms between a 

Member and an Officer, this needs to be addressed openly. 

8.0 THE MANAGEMENT OF OFFICERS  

 

8.1 Although Officers will support, advise and respond to Members’ requests, the law and 

Council policy is clear that only the Town Clerk can manage Officers. This means 

that:-  

• day to day management of Officers is the responsibility of managers and 

ultimately the Town Clerk; 

• Officers will comply with all reasonable requests from Members, but individual 

Members cannot instruct Officers to do any piece of work or take any course of 

action;  

• Officers will not seek any Member’s support in any employment or other dispute 

or a Council appointment or promotion;  

 

8.2 Members are responsible for the recruitment and appointment of the Town Clerk;  

8.3 The Town Clerk is responsible for the recruitment of all other Officers;  
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8.4 A Member’s role in any formal action against an Officer or grievance involving an 

Officer is limited to reporting an Officer’s actions to their manager and/or as a witness. 

9.0 ACCESS TO INFORMATION  

9.1 To carry out their duties effectively, Members must have broad access to Council 

information. The following principles apply here:-  

• Members’ access to information will be compliant with their statutory and 

common law rights; 

• Officers will not withhold information from a Member who is entitled to receive 

it. 

9.2 Under no circumstances should Council information identified as 

RESTRICTED/CONFIDENTIAL or copied on Pink Papers be shared with others 

internally or externally, unless a Member is substituting.  

 

10.0 MEMBERS’ ENQUIRIES 

 

10.1 Members’ enquiries may be communicated by any means including meetings, 

telephone and email.  

10.2 Officers will make every effort to provide a substantive response to a Member enquiry 

within 2 working days, but if a substantive response cannot be provided Officers will 

acknowledge receipt of the enquiry and provide a timescale within which a substantive 

response will be sent.  

10.3 Where an enquiry imposes a disproportionate burden on an Officer’s work, this should 

be explained and discussed with the Member concerned.  

10.4 To assist Officers, Members are asked to make appointments to meet with Officers if 

this is the preferred method of communication. 

10.5 Members are requested to respond to Officers within 2 working days so that the work 

of the Council can continue.   

11.0 MEDIA RELATIONS AND PUBLICITY 

 

11.1 Members and Officers will comply with the Council’s Media Policy.  

11.2 Members are free to speak to the media on any matter on behalf of a political party or 

as an individual but should make this clear in any statement made.  
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12.0 WHEN THINGS GO WRONG: DISPUTE RESOLUTION  

 

12.1 The Council’s experience is that Members and Officers work well together, however 

it is good practice to have a clear process to handle issues.  

12.2 The key principle for dispute resolution is that both Members and Officers are 

committed to informal, non-adversarial solutions. Where a dispute arises, the first step 

should be for both parties to seek to resolve any differences informally between 

themselves or, where necessary, with the assistance of the Town Clerk, a Senior 

Manager or a senior Member.  

12.3 When an informal resolution is not possible, the following processes will apply.  

Formal complaints about Officers 

 

Members should make any formal complaints about Officers to the Town Clerk or in 

the case of the Town Clerk to the Chair of Corporate Services Committee. The matter 

will be investigated, and the Member will be informed of the complaint’s progress and 

outcome.  

 

Members must:-  

• respect the confidentiality of the investigation and disciplinary process; 

• not seek improperly to influence the action taken against an employee;  

• accept the decision. 

 

Formal complaints about Members 

 

An Officer’s complaint about a Member should be reported to the Town Clerk.  

 

If informal resolution is not possible the matter will be reported to the Monitoring 

Officer who will, where appropriate, investigate the complaint and report on the 

outcome. 

 

A report on the outcome will be presented at the next available full council meeting.  

 

For more details on reporting of an outcome, please refer to the Town Councils Code 

of Conduct Complaints Handling Policy.  

 

 

13.0 MONITORING AND REVIEW  

 

13.1 This Protocol will be monitored and reviewed by Corporate Services on an annual 

basis. 
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HOUGHTON REGIS TOWN COUNCIL 
 

 

Staff Training Agreement 
 
 

 
 

Date of approval: 18th July 2017 

Dates of review: 10th June 2024 

Dates of re-approval :  

 
 
THIS AGREEMENT is made on the         day of                                 2017 

 

BETWEEN 

 

(1)  Houghton Regis Town Council of Peel Street, Houghton Regis, LU5 5EY (“the 

Council”) 

 

(2)  [employee name] of [add address] (“the Employee”) 

 

WHEREAS 

 

(1)  The Employee has been employed by the Council as a [job title] since [add start date]. 

 

(2)  In consideration of the Council enrolling the Employee on the Course and paying the 

Course Fees the Employee has agreed to enter into this Agreement in the following 

terms. 

 

NOW THIS AGREEMENT witnesses as follows: 

 

1. In this Agreement, unless the context otherwise requires the following words and 

expression shall have the meanings given to them below. 

 

a. The “Minimum Period” means the period of 24 calendar months immediately 

following completion of the Course with completion being either the date of 

the last examination or completion of all course work and lectures whichever 

is the later. 

b. The “Course” means [add course title] commencing on [add course date] for a 

period of [add course duration]. 
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c. The “Course Fees” means [add value in words] together with any additional 

examination fees (maximum 2 re-sits), which may be payable, textbooks and 

any other associated costs. 

 

2. The Council will pay the Course Fees on receipt of a valid invoice in order to further 

the Employee’s career development, education and training and the Employee 

undertakes to attend the Course diligently with the aim of successfully completing the 

Course, including all course work and examinations if required by the Course. 

 

3. The Course may in its absolute discretion allow the Employee leave for the purposes 

of preparing for and sitting any examinations, which form part of the Course. 

 

4. The Employee agrees to notify the Council as soon as practicable of any absences 

from the Course and to provide a full explanation to his/her Line Manager. 

 

5. The Employee undertakes to refund the Council a proportion of the Course Fees in 

accordance with clause 7 if, prior to the expiry of the Minimum Period. 

 

a. The Employee voluntarily leaves the Council’s services; or 

 

b. The Employee fails to complete the Course for any reason within [agreed time 

i.e. 12 months]; or 

 

c. The Employee is lawfully dismissed. 

 

6. For the avoidance of doubt the Employee will not be required to refund the Course 

Fees if the employment is terminated at any time by reason of redundancy. 

 

7. In the event of the Employee leaving the Council other than in accordance with clause 

6 the Employee undertakes to repay the Course Fees to the Council as follows: 

 

a. To pay 100% of the Course Fees if the Employee leaves the Council at any 

stage during the continuation of the Course; or 

 

b. To pay 50% of the Course Fees if the Employee leaves the Council in the first 

3 months of the Minimum Period; or 

 

c. To pay 40% of the Course fees if the Employee leaves the Council in the 

fourth to sixth month of the Minimum Period; or 

 

d. To pay 30% of the Course Fees if the Employee leaves the Council in the 

seventh to ninth month of the Minimum Period; or 

 

e. To pay 20% of the Course Fees if the Employee leaves the Council in the 

twelfth month of the Minimum period. 

 

8. Any sums which may fall due to the Council by reason of this Agreement may be 

recovered by the Council, either in full or in part, by way of deduction from payment 
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of the Employee’s final salary or any other remuneration or other sums (including any 

payment made in lieu of notice) due to the Employee. 

 

9. The Employee and the Council acknowledge that the terms of this Agreement do not 

create any minimum guarantee of employment and further that the Council is under 

no obligation to provide additional remuneration or promotion to the Employee on 

completion of the Course. 

 

 

 

IN WITNESS whereof the parties have executed this Agreement: 

 

Signed for and on behalf of    

Houghton Regis Town Council   

 

 

Date:       

 

 

 

Signed by the Employee    

 

 

Date:       
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HOUGHTON REGIS TOWN COUNCIL 

 

 

TRAINING STATEMENT OF INTENT 
 

 
 

Date of Approval: 2nd September 2010  

Date of Review:  9th December 2013; 23rd March 2015; 5th December 2016; 27th 

November 2017; 25th November 2019; 10th June 2024 

Date of Re-approval 26th March 2018; 23rd March 2020 
 
 
 

Houghton Regis Town Council is an organisation for which learning is valued and who have 

consistently supported training for staff and Councillors. Suitable budget provision has been 

made to support this.   

 

Members and staff will be supported to undertake the training and development that they 

require to help them achieve and maintain a high standard of performance.  

 

All Members and Staff will be given encouragement and support to achieve their full potential 

to enable a high level of service to be provided to the people of Houghton Regis. 

 

The requirement to have a formal training strategy is part of the Local Council Award 

Scheme.  

 

All Members and Staff are entitled to: 

• Equality of opportunity in all aspects of their development 

• An induction programme to the Town Council including an understanding of the 

direction and objectives of the Council 

• An induction programme into their role including an understanding of the contribution 

that is expected of them 

• A Chairman and a Town Clerk who are committed to Member and Staff development 

• Adequate budgetary provision to facilitate training required 

 

Specifically Staff are entitled to: 

• Clear and measurable objectives for their performance at work 

• An annual review of their performance, role and training needs 

• A personal development plan which addresses their development needs 

• A Chairman and a Town Clerk who are committed to staff development. 

• Paid release from work commitments in order to undertake relevant training. 

• Training and certification in accordance with all legal and statutory requirements 

     according to their role and equipment under their control. 
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Specifically Members are entitled to: 

• Comprehensive induction training when first becoming a town councillor to include: 

➢ a “New Councillor’s Pack” 

➢ information on Duties of a Councillor (Roles & Responsibilities) 

➢ Code of Conduct training 

• Specialist training according to their need and role in the council such as specialised 

training on chairmanship, planning, accounts etc. 

• Other needs will be addressed through established Council processes 

• Should the whole Council require training on a particular subject the Clerk will 

organise a council training event led by an appropriately qualified person 

 

Training Providers 

• Suitable training providers will always be used 

• Specialist training may be provided by: 

➢ Bedfordshire Association of Town and Parish Councils (BATPC) 

➢ Society of Local Council Clerks 

➢ National Association of Local Councils 

 

Keeping the Council Up to Date: 

• The Council subscribes to following publication which is available to both members 

and staff for reference: 

➢ The Clerk (NALC). 

• Additional useful information and updates can be found on the websites of Society of 

Local Council Clerks (www.slcc.co.uk) and National Association of Local Councils 

(www.nalc.gov.uk) 

 

Support for the Council 

The Council is a member of and is supported by the National Association of Local Councils 

(NALC) and the Bedfordshire Association of Town and Parish Councils. The Clerk is a 

member of and is supported by the Society of Local Council Clerks (SLCC). 

 

Training management 

• The Clerk will keep a record of all training attended and copies of certificates gained 

on the relevant personnel or member’s file. 

• Training will be provided by a range of options including 

➢ Self study 

➢ Training classes with external providers 

➢ Conferences, seminars/webinars 

➢ Communications and information provided by the Clerk 

 

The Impact of Training 

Staff and Members will acquire more confidence, match legal requirements and have 

improved understanding of the workings of the Town Council  

 

Conclusion 

This document has been produced as a training strategy for the Council and will be reviewed 

every four years by the Corporate Services Committee. 
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