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PLEASE DO NOT REMOVE THIS HANDBOOK FROM THIS LOCATION

If you require any of the documents contained within this folder,
please photocopy them and return the original or ask your supervisor for a copy.
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1. Vision, Values, Aims and Objectives 
Our Vision

We want Pendle to be

"... a place where quality of life continues to improve and where people respect one another and their neighbourhoods.  We want Pendle to be a place where everyone aspires to reach their full potential.  

We want to be recognised locally, regionally and nationally as a great area to live, learn, work, play and visit.”
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Our Strategic Aims

We are committed to working with our partners to create a vibrant and progressive borough that seeks to conserve and enhance our quality environment and the character of our community. A borough in which diversity is valued and the contribution of all our communities is recognised.

Our Strategic Objectives

Our four strategic objectives are as follows:

Working with partners and the community to sustain services of good value (Strong Services)
Through effective partnership working we will ensure that we procure and provide good value services that meet the needs of residents, visitors, and businesses.  We will prioritise resources accordingly and operate decision-making structures that are open, transparent and accountable.

Helping to create and sustain jobs with strong economic and housing growth (Strong Economy)
We will work with our private sector partners to generate jobs and economic and housing growth in Pendle in a way that secures its long-term economic, environmental and social wellbeing.

Help to create and sustain resilient communities (Strong Communities)
We will acknowledge and build upon the borough’s diversity, demonstrating our community leadership role by working with and empowering our partners and local people to provide clean, healthy, safe and cohesive communities.  We will endeavour to maintain the quality of our environment through effective and efficient services, education, community involvement, partnership working and enforcement.

Maintaining a sustainable, resilient and efficient organisation (Strong Organisation)
We will ensure that, as an organisation, we are suitably placed to deliver the priorities identified for Pendle and its residents.  To do this we will employ the right people with the right skills in the right job.  We will maintain robust financial processes, standards and systems optimising the technology and resources we have available to us, making us more efficient and effective in our service delivery.  

2. Pendle in Profile 


The Borough of Pendle is situated in North East Lancashire on the edge of the Pennines. It was formed following local government re-organisation in 1974 and takes its name from Pendle Hill, which dominates the skyline in the West. 


It comprises the former Municipal Boroughs of Colne and Nelson, the former Urban Districts of Barnoldswick, Barrowford, Brierfield, Earby and Trawden, together with various Parishes previously administered by Burnley and Skipton Rural District Council. Around 89,300 people live in the Borough with the Council working in partnership with other organisations such as Liberata, Pendle Leisure Trust and Housing Pendle to provide services.


Textiles played a major part in the industrial development of the area. One of the Council's highest priorities is the expansion and diversification of the local economy with manufacturing employing over half the workforce. Through advice, development initiatives and financial assistance, the Council aims to encourage both investment into the area and the development of existing business.


The towns and villages of Pendle all share in the history and culture of the Pennine borders. They are set in a dramatic landscape, which ranges from rich pasture to open moorland, dominated by the historic Pendle Hill.


More census and statistical information about Pendle can be found on our website www.pendle.gov.uk.
3. Organisation and Structure, Service Areas and Functions 
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4. Accidents and Violent Incidents at Work

Accident Reporting 


All accidents, however slight the injury, must be reported immediately to your supervisor and the appropriate forms completed. Failure to do so could prejudice a later claim for industrial injury benefit. If you have difficulty in completing any of the relevant forms, please contact your supervisor. 


Reports must also be made of dangerous occurrences or any unsafe working condition, so that preventive measures can be taken.


Further information on the accident reporting procedure can be found at Appendix 1.


If you need to make a RIDDOR report to the Health & Safety Executive then you should do this online on the following website: http://www.hse.gov.uk/riddor/index.htm.  


Violent Incidents


If as a result of carrying out the duties of your post, you are subject to a violent incident, you should report the matter as soon as possible to your service manager and complete a Violent Incident Report Form.

Further information on the violent incident reporting procedure can be found at Appendix 2.
Volcano
The Council holds  a database with details of potentially violent people or animals that our staff may come into contact with whilst working. Access to this database is restricted, however if information will be put on route risk assessments etc to advise frontline staff of any risks. 

Further information on the volcano database policy can be found at Appendix 2a.

5. Annual and Other Leave 

ANNUAL LEAVE


The annual leave year runs from 1st April to 31st March, and your basic entitlement for this period is 21 working days.


Your entitlement will increase by 4 days after five year's continuous local government service.  These days will be granted pro rata to completed calendar months in the leave year in which the 5th anniversary falls and will be expressed in whole days, rounded down where necessary.


Your entitlement will also increase as follows, provided you have completed the requisite continuous Local Government Service, prior to the commencement of the leave year, e.g. 31st March:

· 1 additional day after 10 years 

· 1 additional day after 15 years 

· 1 additional day after 20 years 


In addition to your basic annual leave you are entitled to twelve statutory and extra statutory holidays:

· Good Friday   Easter Monday  May Day  Spring Bank 

· August Bank Holiday* Christmas Day Boxing Day New Years Day 

· Plus for office based employees:2 extra days over  the Christmas Period.  The matrix showing when these 2 days fall can be found at Appendix 3.  and 2 remaining days added to annual leave (3 days if you are required to work August Bank Holiday)  For  non office based employees 4 extra days to be taken at the discretion of your Service Manager ( 5 days if you are required to work August Bank Holiday). 


Note :  Due to business needs separate arrangements may be in place for employees within Environmental and Recreational Services. If this applies to your post you will be given further information by your Manager.


PART-TIMERS


Part-time employees are only entitled to annual leave and bank holidays proportionate to hours/days worked.

BUYING EXTRA LEAVE

         Employees have the opportunity to buy up to an extra 10 days leave each leave year, subject to business needs.  There are two times in the year when you can buy – April And October. You would pay for this leave via a salary sacrifice and the payment would be split over the six month period – April to September or October to March.


If you would like to buy some leave then ask your supervisor for a form.


CARRYING FORWARD LEAVE


A maximum of 5 days leave may be carried forward into the next leave year, however this must be used before 30th June or it will be lost; however this does not apply to employees who are unable to take outstanding leave due to sickness.  In exceptional circumstances where business needs prevent an employee from taking his/her annual leave, the Service Manager may authorise a maximum of 10 days to be carried forward.


STARTING OR LEAVING DURING THE LEAVE YEAR.


An employee who commences employment after the beginning of a leave year will only be entitled to a proportion of the full year's entitlement, based on complete calendar weeks remaining.


Similarly, employees leaving the employment of this Council will only be entitled to a proportion of the full year's entitlement, based on complete calendar weeks  worked.  Where you have taken leave in excess of your entitlement the Council will take steps to recoup the appropriate amount.  Where you have outstanding leave after apportionment, then you should take this leave within your notice period.


ACCRUED HOLIDAY PAY


In very exceptional circumstances there are cases where it may be appropriate to pay for accrued holiday pay.  Where this is the case the calculation is: Annual salary divided by 261, multiplied by the number of days of accrued holidays.


AUTHORISATION OF LEAVE


No leave will be granted without the prior agreement of your Supervisor/Manager. A minimum of three working days notice should normally be given by the employee. Your Manager has the right to refuse leave if the leave would fall at an inconvenient time in terms of the needs of the service.  Yu are advised not to book travel arrangements before leave has been authorised as this will not influence the manager’s decision to grant leave.

VOLUNTEER RESERVE FORCES


The Council will allow flexibility in the timing of annual leave to VRF members who are required to attend annual training.  Employees can opt to take it as unpaid leave if preferred.


COMPASSIONATE LEAVE

In exceptional circumstances compassionate leave may be used to help an employee facing exceptional circumstances, such as the diagnosis of or final stages of care for a serious (life threatening) illness of a close family member.   The maximum amount of compassionate leave that may be granted is 3 working days.


BEREAVEMENT LEAVE
The Council will provide paid compassionate leave for bereavement purposes as follows:

· Up to 3 days’ leave for an employee who has sole responsibility for making

funeral arrangements for a close relative*;

or

· 1 days’ leave to attend the funeral of a close relative* (or 2 days if the funeral is

more than 50 miles from the employee’s home).

*For these purposes close relatives are defined as: spouse, partner, child, brother,

sister, parent, grandparent, in-law parent and equivalent step-relatives.

Leave to attend the funeral of non-dependants, other relatives and friends etc. will be agreed in consultation with the employee’s manager but will normally be in the

employee’s own time unless there are special circumstances.
 


TIMEBANK


The Council operates a Timebank where you can donate leave or flexi credit to be used by other employees facing difficult circumstances. Contact Human Resources for more details.

For further information on any of the types of leave outline above please see the Leave Policy Guidance at Appendix 26.
6. Anti-Fraud, Theft and Corruption 


The Council will not tolerate any form of fraud or corruption by any of its employees or elected members.  The Council has introduced an Anti-Fraud and Corruption Policy which outlines the steps to take if you suspect another employee or elected member is committing fraud.  The Anti-Fraud and Corruption Procedure then outlines how an investigation would take place.

The Anti-Fraud, Theft and Corruption Policy & Procedure can be found at Appendix 4.
7. Capability Procedure 


From time to time some employees may experience difficulties with carrying out their duties. This could be due to a number of reasons such as lack of experience or the appropriate skills or knowledge to do the job effectively.  This Council has a Procedure which provides a structured approach to addressing these issues and seeking ways of improving the employee's performance.

The Capability Procedure can be found at Appendix 5.
8. Car Loans 


If you have a vehicle that is available for use on official Council business, you may be eligible to apply for a loan to buy a new or used car, through the Assisted Car Purchase Scheme.  The amount of loan available will depend on your salary, and the value of the car you wish to buy.


To apply for a car loan, you should approach your supervisor in the first instance who will explain the procedure.
9. Change of Personal Details 


Human Resources hold details of every employee within the Authority.


In order to keep your records up to date, it is important that you notify both your Service Area and Human Resources of any changes to your existing circumstances, such as; change of name, address, telephone number, emergency contact.

The ‘change of personal details form’ can be found at Appendix 6.
10. Climate Change 

Climate Change- doing your bit in the workplace 


As a council, we want to do what we can to minimise our impact on the environment, particularly on climate change.  Our Climate Change Action Plan sets out clear actions to reduce the carbon emissions generated from our building stock and transport fleet. We monitor our progress regularly and wherever possible identify opportunities for further carbon savings. 


We encourage all staff to do their bit for the environment, both at home and in the workplace.  A greener workplace can mean a lighter ecological footprint, a healthier and more productive place to work, and can bring cost savings too .So whether your office is green already or still waiting to see the light, the practical steps below can lay the groundwork for a healthy, low-impact workspace:

· Turn off your monitor and pc at the end of every working day, don't just leave it on stand-by. 

· Minimise your paper use and only printing documents you really need (do you really need to print out emails?). Make sure you either use scarp paper or print double sided when you do print documents. 

· If you bring your own lunch,  use a reusable container as this is likely to be the greenest (and healthiest) way to eat at work. Avoid packaging if you do buy your lunch. 

· Try car sharing, using public transport or, if you live close by, cycling or walking to work rather that using the car. 

· When arranging meetings, encourage attendees to use public transport, car share or walk/ cycle. 

· Use the recycling points throughout the main PBC buildings to recycle your plastics, glass, cans, tins and paper waste. 

· Use your own mug or glass for drinks rather than plastic cups from a vending machine 

· Brighten up your workspace with plants, which absorb indoor pollution. 

· Do not obstruct radiators when they are on as this reduces their efficiency. 

· Whenever driving, drive efficiently to minimise your impact on the environment 


Climate Change - doing your bit when driving.


You could save 15% off your fuel costs by using all of our eco-driving tips.

As well as saving money and fuel, eco-driving will help you to drive safely and reduce wear and tear on components like tyres, clutch and gearbox. 


Become an eco-driver today.  Follow our top tips: 


1. Shift to a higher gear as soon as possible

Driving at lower engine speeds reduces fuel consumption. Change up between 2,000 and 2,500 rpm. 


2. Anticipate road conditions and drive more smoothly

Rather than last minute braking, decelerate smoothly by easing off on the throttle as early as possible. This allows the car to decelerate using engine braking. 


With the car in gear and the throttle released, a modern car uses virtually no fuel at all.  This form of braking is also gentler on the car and its occupants. 


3. Maintain a steady speed in as high a gear as possible

Driving at a steady speed requires little effort for the engine. Avoiding unnecessary acceleration and heavy braking helps reduce your fuel consumption. 


4. Drive a little slower

Stick to the speed limits and make your fuel go further. For most cars the most efficient speed is 45-50 mph. The faster you go above this, the more fuel you will use. Driving at 50mph rather than 70mph reduces your fuel consumption by 10% at a stroke. 


5. Switch off if you're stationary for more than a minute

When stuck in traffic or waiting for someone, switch off your engine. Switching off whenever it's safe to do so can soon lead to significant savings. 


6. Keep your tyres properly inflated

Under-inflated tyres not only lead to poor road holding but also cause excessive drag and resistance, increasing fuel consumption. Both over and under-inflated tyres can be dangerous to road holding, so make sure your tyres are at their recommended pressure. 


7. Switch off air conditioning

Use air conditioning sparingly as your engine has to work harder to power the air conditioning machinery. If driving at low speed, open the window instead. 


8. Close your windows if travelling at 50mph or more

The aerodynamic drag on your car of an open window at speeds of 50mph or more adds to your fuel usage. Keep your windows closed at high speeds. 


9. Remove roof boxes and racks if not being used

Car designers try hard to make their vehicles as aerodynamic as possible. Adding a roof box or rack spoils this by increasing drag on your car, making your engine work harder and increases fuel usage. 


10. Remove unnecessary items

Carrying excess weight in a vehicle increases fuel consumption. Heavy or large items, such as tool kits and golf clubs should be removed when not required. 

11. Complaints Procedure 


The Council has a procedure for handling complaints.  


A complaint is defined as ' any expression of dissatisfaction, whether justified or not, about the Council's action or lack of action or about the standard of a service, whether the action was taken or the service provided by the Council itself or a person or body acting on behalf of the Council'.


Each Service Area has a designated person for ensuring that complaints are dealt with properly.  If you receive a complaint you should make sure you inform this person.

The staff guide to dealing with complaints can be found at Appendix 7.
12. Computer Usage Policies and Data Protection 


The Council has Policies which outline the basic responsibilities of all users of the Council's computer based systems. 


Computer based systems include, but are not limited to, Corporate and Service Area Systems, e-mail, intranet and internet services. Every user has a responsibility to maintain and enhance the Council's public image and to use these facilities in a productive manner. 


The Policies provide guidelines on monitoring, access, ownership, appropriate use and content, confidentiality, password protection, security and conduct.  


Personal use of e-mail and Internet access 


The current position is that employees will be allowed to use these facilities for personal purposes, but on the condition that such use is within their own time, i.e. when clocked out, at lunch times etc.  If this policy changes you will be notified accordingly.  Personal use is also subject to the conditions of the Council's Policies (see link below for further information).  You need to make sure that your personal use does not have an impact on the Council eg identifying the Council as your employer on social networking sites. 


The Council's e-mail and Internet access may not be used for on screen display, transmitting, distributing, retrieving or storage of any communications of a discriminatory or harassing nature or materials that are sexually explicit or obscene. Harassment of any kind will not be tolerated. Failure to follow the guidelines may result in Disciplinary Action.


Data Protection


If you have access to personal information about individuals, you must not disclose this to anyone outside the Authority without the consent of the person concerned. 


This includes information held on paper as well as on the computer. It is an offence against the Data Protection Act 1998, to disclose such information, to anyone other than those on the official register. 


If you do have access to such personal information, you should make yourself aware of the security procedures you must follow. 


The policies relating to computer use, information security and data protection can be found at Appendix 8:

· Data Protection Policy 

· Acceptable Use Policy 

· Facsimile Security Policy 

· Internet Use Policy 

· Password Management Policy 

· System Monitoring Policy 

· Tidy Desk Policy 

· Data Protection Subject Access Request Form 

· Data Retention and Disposal Policy 

· Removeable Media Policy 

· Data Protection Guidance Notes for Employees and Members 
13. Code of Conduct for Employees 


The public is entitled to demand conduct of the highest standard from a Local Government employee and if suspicions arose about that employee's integrity, public confidence would be shaken.  The Council has agreed a Code of Conduct for Employees which sets out the minimum standards of behaviour that will be expected from employees. 


Your off duty hours are your personal concern, but you should never allow yourself to be put into a position where there is conflict between your official duties and your private interests. 


Additional Business or Employment outside the Council 

Additional employment outside the Authority is permitted as long as the work does not have any conflicting interests with the Council's,  weaken the public’s confidence in the Council or adversely affect your ability to safely carry out your role with the Council. However, all employees should not take up any business or additional employment without the express consent of the Council. 


Therefore, if you already or intend to undertake business or paid work outside the Council, you should inform the HR Manager in writing.


Gifts and Hospitality


The Council has rules in respect of employees being offered gifts or hospitality from contractors or suppliers. You should inform your Senior Manager of any offer of gifts or hospitality, even if you refuse them. Details should be recorded in a register which is held by your Senior Manager. Some gifts such as small stationery items can be accepted without an entry being made in the register.

The Code of Conduct for Employees can be found at Appendix 9.
14. Confidential Reporting 


Employees are often the first to realise that there may be something wrong with the Council. However, they may not express their concerns because they feel that speaking up would be disloyal to their colleagues or to the Council. They may also fear harassment or victimisation.


The Council's Confidential Reporting (Whistleblowing) Policy aims to:

· Provide avenues for you to raise concerns and receive feedback on action taken 

· Allow you to take the matter further if you are not satisfied with the Council's response, and 

· Reassure you that you will be protected from reprisals or victimisation for whistleblowing in good faith. 


The Confidential Reporting (Whistleblowing) Policy can be found at Appendix 10.
15. Customer Care Policy 


The people of Pendle are the Council's customers and we want to give them the best services possible.  All the Council's employees will work hard to make sure that:

· We treat everybody fairly and courteously. 

· We listen to what our customers are saying, and try our best to meet their needs. 

· We explain things clearly in a suitable and simple language. 

· We respond quickly to requests, and always try and meet target times. 
16. Cycling Loans and Allowance 


Where it is appropriate for you to use a bicycle for official Council business, there is a Scheme which provides a loan to purchase a bicycle and a daily allowance is payable, when it is used. 

The bicycle user allowance claim form and the form to apply for a bicycle loan can be found at Appendix 11.

Cycle To Work Scheme


If you use a bicycle to travel to and from work you could also use the Cycle To Work Scheme to help fund the cost of a new bicycle.


All Council employees will be able to sign up to the scheme in order to obtain bicycles and safety equipment saving income tax and national insurance.

Pendle Borough Council are partnering with Cyclescheme to administer this benefit. The tax exemption applies on bicycles and safety equipment, usually up to a limit of £1000, as long as the bicycles are used mainly for journeys made by you between your home and place of work. The scheme will work by having the bike and equipment cost deducted from your gross salary. 


You can check your savings, find your local Cyclescheme Partner Store, and request your voucher at the following website:

www.cyclescheme.co.uk/d74bfb

For more information contact Tricia Wilson on x1051
17. Disciplinary Procedure 


The Council aims to encourage a high standard of individual conduct and performance from its employees.  If there appears to be evidence of misconduct by an employee, then the Disciplinary Procedure will be used as appropriate. 


At any disciplinary interview you have the right to be accompanied by a trade union representative, an officer employed by a trade union or a fellow employee of your choice.


The Disciplinary Procedure provides full details of the process and also includes the Disciplinary Rules which outline the types of conduct and behaviour which are unacceptable to the Council.

The Disciplinary Procedure can be found at Appendix 12.
18. Driver's Handbook 


A handbook has been drafted by the Risk Management Working Group which aims to assist the drivers of the Council's Vehicle Fleet in their duties. 


The handbook provides guidance on a wide variety of vehicle related topics but above all, it is concerned with the health and safety of drivers and accident reduction.


The topics covered in the handbook include:

· Legal responsibilities of drivers 

· Vehicle fuelling 

· Vehicle washing 

· Service and maintenance 

· Daily/weekly checks 

· Defect reporting 

· Vehicle breakdowns 

· Accident and insurance procedures 

· Stolen vehicles and plant 

· Vehicle safety and manoeuvering 

· Driver/vehicle legislation

The handbook forms part of the Council's Risk Management Strategy and has been endorsed by the Strategic Director and the Council's Insurers.


All drivers of the Council's vehicle fleet have been issued with a copy of the handbook.


If you need a copy, please contact your supervisor.

Driver Assessment


The Council wants to ensure that the risks created from work related travel are minimised within the operational fleet.  The Driver Assessment Procedure was introduced in July 2013 to ensure that each person who drives Council fleet vehicles is both competent to drive and meets any legal requirements for the vehicles they will drive.


Assessments will take place at the recruitment stage and then annually.  Additional assessments will take place when an employee meets trigger levels based on accident/incident history.  The triggers are:

· 3 incidents related to driving capability (where costs <£250) 

· 3 instances where an 'own fault' insurance claim is raised 

· 1 instance of an 'own fault' insurance claim where the cost exceeds £1000 

· it may also be necessary to assess an existing driver following a prolonged absence from work or following the diagnosis of a medical condition that may affect their ability to drive. 

The Driver Assessment Procedure can be found at Appendix 13.
19. Drugs and Alcohol Policy
The council is concerned that the use of drugs and / or alcohol by any of its employees should not adversely affect their health and personal life with consequential effects on their attendance and work performance.  The purpose of this Policy is to promote the health and wellbeing of employees and to minimise problems at work arising from drug / alcohol abuse.
The Drugs and Alcohol policy can be found within the Employee Health and Wellbeing Strategy which can be found at Appendix 23.

20. Equal Opportunities Policy 


The Council is committed to equal opportunities both in the provision of services and as an employer.  Our Equal Opportunities Policy seeks to:

· Address inequality; 

· Recognise and  value difference; 

· Promote a skilled and diverse workforce; 

· Enable the Council to meet the needs of an increasingly diverse population; and 

· Ensure that the Council acts in accordance with legislation. 


In Employment


The Council has both social and legal responsibility for ensuring that it provides equality of opportunity and freedom from discrimination for all existing and potential employees.  All sections of the community will have equal access to jobs offered by the Council and no applicant or employee will receive less favourable treatment because of gender, disability, age, ethnic or national origin, marital status, religion or belief, sexuality, trade union activity, unrelated criminal convictions or responsibility for dependants.


If you feel that you have not been given  equal treatment or have been treated unfairly in your job, you should discuss the matter with your Manager and if you are still unhappy with the situation, contact Human Resources Leader, who will investigate the matter.


In Service Delivery


As a provider of services to the whole community of Pendle, the Council believes that it should take action to make sure that the needs of all sections of the community are identified and that steps should be taken to eliminate any discrimination in how its services are delivered.


This will be done through

· Consultation with the community 

· The Corporate Equalities Plan 

· The Strategic Plan and annual Service Plans 

· Monitoring 


It is a condition of service that all employees follow the Council's Equal Opportunities Policy.

The Equal Opportunities Policy can be found at Appendix 14.
21. Eye Tests 


If you use a computer for a significant part of your working day then you are entitled to request an eye test when you commence employment and then every two years after that. The Council operates a voucher scheme with Specsavers which covers the cost of the eye test and glasses (where needed specifically for computers).


Contact Rachael Haworth on extension 1572 for a voucher.


The full employee eye test policy and procedure can be found at Appendix 15.
22. Financial and Contract Procedure Rules 


The Council has Financial Procedures to safeguard its assets and the use of its resources. The Contract Procedures are the rules governing the tendering and letting of the Council's Contracts for Works, Goods and Services. Compliance with these is essential for all employees involved in any way in the use or collection of public funds. 


Employees must ensure that they use public monies in a responsible and lawful manner, and strive to obtain value for money to the local community. 


The primary responsibility for maintaining sound arrangements to prevent and detect error, fraud and corruption rests with management. You can help in this process by reporting to your Service Manager any instance when, in your opinion, a system or procedure is not operating or is not being operated in accordance with Financial Procedures or other rules laid down by management, or where errors have been or are being made.


You should also report any instances where you suspect that any kind of fraud has taken or is taking place in connection with any of the Council's activities. You can report these to your Service Manager, the Financial Services Manager or to the Corporate Director who is the Council's statutory monitoring officer. 


Employees must also be aware that it is a serious criminal offence for them corruptly to receive or give any gift, loan, fee, reward or advantage for doing or not doing anything or showing favour or disfavour to any person in their official capacity. 


It is the responsibility of each employee to be familiar with Financial Procedure Rules and Contract Procedures Rules particularly those which apply to their own area of work.

The Financial Procedure Rules and Contract Procedure Rules can be found at Appendix 16.
23. Financial Policies 


As best practice, the Audit Commission recommends that all Councils remind their employees, on a regular basis, of the rules governing the finances of their Council.  


All employees who deal with finance or the ordering of goods and services either for or on behalf of the Council should be aware of the Council's Financial Procedure Rules and the Procedure Rules relating to Contracts.   


Policies relating to financial regulations are listed below, along with their corresponding Appendix number: 

· Gifts and Hospitality Policy – Appendix 17
· Bribery Policy  - Appendix 17
· Confidential Reporting (Whistleblowing) Policy – Appendix 10 

· Contract Procedures Rules  - Appendix 16
· Financial Procedures Rules  - Appendix 16
· Money Laundering Policy – Appendix 17
· Money Laundering Guidance  - Appendix 17
· Anti Fraud Theft and Corruption Policy – Appendix 4
· Anti Fraud Theft and Corruption Strategy – Appendix 4
· Anti Fraud Theft and Corruption Strategy Flowchart – Appendix 4
24. Fire Safety 


Make sure that you are aware of the fire procedures for your workplace.  If you have not received a copy of the Fire Procedure for your workplace then check with your supervisor now.

The Fire Policy can be found at Appendix 18.
25. First Aid 


Each building has trained First Aiders who will be able to offer basic treatment.  Check your noticeboard for details of your nearest First Aider. 
26. Flexible Working Policy


Pendle Council is committed to helping employees achieve work life balance whilst still meeting business needs.
The Flexible Working Policy Guidance provides information on all the different options which may be available to you, such as:

Flexitime Scheme
Job Sharing
Part-time Working
Compressed Hours
Term Time Working
Annual Hours
Homeworking

If you are interested in taking up any of the flexible working options then in in the first instance you should discuss this with your Service Manager.  Access to any of these options is subject to the needs of the service.

For a full copy of the Flexible Working Guidance please see Appendix 19
27. Grievance Procedure 


If you have a grievance relating to your employment there is a procedure to be followed. 


The aim of the procedure is to settle individual grievances fairly and as near to the point of origin, as recommended by the ACAS Code of Practice on Disciplinary and Grievance Procedures 2015.


A copy of the Grievance Procedure can be found at Appendix 20.
28. Harassment & Bullying Procedure 


The Council views harassment and bullying as very serious matters which contravene the Council's Equal Opportunities Policy.  Sexual, racial and any other harassment is insulting and demeaning to the recipient and will not be permitted or condoned in the workplace.  


Harassment or bullying may focus on a physical or behavioural aspect of an individual or group of people.  Examples of this include sex, race, disability, sexual orientation, religion, age, size / weight and body shape, baldness, non-stereotypical behaviour i.e. assertive women, non-assertive men etc.  This list is not conclusive and there may be a number of other reasons for harassment or bullying. 


All Council employees have a right to be treated with dignity and respect at work.  This includes the right to a working environment free of the risk of harassment or bullying, and the right to complain about it should it occur.  To ensure this, the Council will take appropriate measures against employees found guilty of harassment or bullying. This may mean disciplinary action or some other form of management action. Serious or repeated offences may amount to gross misconduct and may lead to dismissal. 

The Harassment and Bullying at Work Procedure can be found at Appendix 21.
29. Health and Safety Policy 


The Council, as an employer, will take all reasonable steps within its power to ensure the health, safety and welfare of its employees at work. 


Apart from providing safe premises, equipment and working methods through a comprehensive risk assessment process, the Council will train employees in health and safety to help them avoid hazards at work. 


In return you must ensure that you play your part in ensuring that whilst carrying out your duties you do so with due regard to the safety of yourself and others around you.

Procedures specific to your service area will be issued to you directly by your Service Manager.
The Corporate Health & Safety Policy outlines the roles and responsibilities of staff at all levels within the organisation so that it is clear how health and safety is to be managed within the Council. 
The Corporate Health & Safety Arrangements document ensures there is one reference point to identify all the existing policies, procedures and practices we have in place to ensure that health and safety is managed effectively.  

The Corporate Health and Safety Policy can be found at Appendix 22 and the Corporate Health & Safety Arrangements document can be found at Appendix 22a.
30. Employee Health and Wellbeing 


As a good employer, Pendle Council adopts a systematic approach to employee health and wellbeing and recognises that positive action to improve the health of the workforce makes sound business.


The Council has an ongoing programme of health promotion activities and welcomes any ideas from employees on further areas of action.

The Employee Health and Wellbeing Strategy can be found at Appendix 23, and contains the following policies and procedures:
· Smoke Free Policy

· Drugs & Alcohol Policy

· HIV / AID Policy

· Managing Stress Policy & Procedure
31. Job Evaluation 


The grading of your post is determined by a grading panel administered by the Human Resources.  The grading panel is made up of Officers and Trade Union Representatives who have all been trained in the job evaluation process.


If your job description is changed it will be evaluated by the panel and you will be notified of the result. 


If you disagree with the result you may appeal in writing to Human Resources within three months of notification of the grade.  The appeal is then heard by a panel of elected members, Trade Union Officers and the Human Resources Leader.
31a    Jury Service and other Court appearances
Jury Service

Any employee summoned for Jury Service is under a legal obligation to take part and the Council is legally obliged to allow time off for this.

You should contact your manager as soon as you are notified that you have been selected for Jury Service.

 

Other court appearances

If you are required to attend court as a witness during the working day time off will be allowed as follows:

· where attendance is on behalf of the council - normal salary and expenses will be paid

· where attendance is not on behalf of the council - time off without pay (a request for annual leave, flexi leave, TOIL etc can be made subject to normal authorisation procedures).

For further information on Jury Service or other court appearances please see the Leave Policy Guidance.
32. Learning and Organisational Development 

Pendle Council is committed to developing a skilled and flexible workforce that continually strives to improve both the quality of service we provide to our internal and external customers and improve performance whilst allowing every person we employ to achieve their full potential within their role. 

The Council is committed to providing both high quality, value for money, learning opportunities for all colleagues as well as encouraging individuals to voice organisational development (OD) suggestions to improve council services and performance.  It recognises the value of professional, academic and vocational learning as well as other informal forms of development such as coaching, mentoring and job shadowing.  

Employee Induction 

Employee Induction is an essential activity for all new employees. Comprehensive inductions are effective in ensuring they settle quickly and happily into their new role or position and should reinforce their decision to decide to work with us. 

Employee induction is about an individual learning and understanding the job they are required to do, with clear methods, timescales and expectations.  Your induction will start on your first day of work and will be carried out by your Line Manager and colleagues. This should cover what you need to know in your day-to-day job.  

Opportunities for learning and development whilst working for the Council 

Learning and development for employees is an ongoing process, however the main opportunity to identify needs is during the annual Performance Management Process.  

In-house and External Learning
This learning does not lead to a formal qualification.  They are normally organised and delivered in-house but could also include external courses or the use of external facilitators. Workshops that will benefit a range of colleagues will be run in-house where possible.  This has the benefit of lower costs per head; the course being tailored to the colleague and/or the organisation's needs as well as being more accessible for colleagues to attend.  Examples include first aid refresher courses, staff induction leadership development. 
External, non-qualification programmes will be attended, where they are more specialised in nature or where service delivery means that it is not possible to release several colleagues at the same time.  Learning requirements that are service-specific will usually be funded by training budgets held by Service Managers.  However, Service Managers may request a contribution from the Central Training Budget, administered by HR. 

Apprenticeship / Qualification
This refers to studying for an approved or professional qualification. These are usually accredited by a university, college, awarding body or apprenticeship framework / standard.  

Learning could be required for a variety of reasons, but primarily they will lead to an approved or professional qualification in a work related subject to enable up-skilling of the colleagues to better deliver their role. In the first instance HR will investigate the possibility of a suitable Apprenticeship Standard to achieve the qualification so that the Apprenticeship Levy is maximised. Where this is not feasible then the qualification will be funded through the Qualification budget. It is expected that this will be the exception rather than the rule. 

Informal Learning
Other learning and development activity to support improved performance includes, but is not limited to: action learning sets; buddying, coaching, conference or seminar attendance, job shadowing, local and corporate induction, mentoring, networks, projects, reading, secondments and visits to other sites. 

Organisational Development (OD) 

Development needs to take place on an organisational basis to ensure in each service area there is a pro-active drive and local ownership towards the improvement of service delivery, both internally and externally through the "golden thread" concept. Enabling all colleagues to know how their actions contribute to the achievement of the Council's vision and objectives and valuing their contribution as well as their ideas and suggestions for improving service delivery. 

These continuous improvement interventions will, where required, be supported and facilitated by HR and colleagues externally trained in business improvement techniques to enable colleagues to make local changes to processes and service delivery. This level of change will only require Service Manager approval as the impact is localised. However, the completion of a Plan, Do, Study, Act (PDSA) form is to be encouraged to aid learning and the sharing of good practice. These activities will take a number of forms to encourage local ownership including workshops, coaching, action learning.  

The Learning and Development Policy and Procedure can be found at Appendix 24.  
33. Long Term Sickness / Ill Health Retirement Procedure 

This procedure is used where an employee has a sickness problem of a long term or permanent nature. Where an employee contributes to the Pension Scheme it may enable their pension benefits to be released early. 

The Long Term Sickness Procedure can be found at Appendix 25.
34. Managing Work Related Stress 

In its role as an employer the Council recognises that many of its employees have to deal with difficult situations on a regular basis. In addition to this, with changing methods of work and sometimes limited resources, it is possible that our employees may be subjected to excessive pressures, which could lead to work related stress. We also recognise that all employees are different in terms of their ability to cope with pressures and demands. No one is immune to stress and it should not be perceived as a weakness.

We have introduced polices and procedures which we hope will reduce or remove the chances of our employees suffering from work related stress. Part of this approach will involve risk assessments being undertaken and staff being surveyed regularly to give them an opportunity to raise concerns.

Each employee must also recognise that they have their own part to play in looking after their health and wellbeing. It is important that you tell your supervisor as soon as possible if you feel that your job may be having an adverse affect on your health.

The Managing Work Related Stress Policy and Procedure can be found in the Employee Health Strategy found at Appendix 23.
35. Maternity, Paternity, Adoption and Shared Parental Leave 

MATERNITY LEAVE

HEALTH & SAFETY ISSUES

The Council has a duty to ensure that your health and the health of your baby, is not put at risk by the work activities that you undertake.

It is therefore important that you inform your Supervisor or Service Manager of your pregnancy so that arrangements can be made with the Health & Safety Officer to undertake a pregnancy risk assessment.

PAY & LEAVE
The provisions in respect of maternity pay and leave are complicated and there are certain obligations which you must fulfil in order to receive the benefits to which you may be entitled.  These benefits include entitlement to maternity pay and leave, the right to return to work and the right to be paid time off for ante natal care.

It is important to notify your Service Manager and Human Resources of your pregnancy at the earliest opportunity either in writing or by telephone so that your entitlement can be assessed and the appropriate documents can be sent to you.

ADOPTION LEAVE

Adoptive parents also have the right to special leave under Pendle's Adoption Policy.  The entitlements are similar to maternity rights.

ORDINARY STATUTORY PATERNITY LEAVE

Subject to certain qualifying criteria you may be eligible for two weeks paternity leave at or around the time of the birth or adoption. This is paid at the same rate as Statutory Sick Pay.  The leave must be taken in a block.  The Council has an agreement whereby you can take the first week in lieu of Maternity Support Leave at your normal rate of pay and the second week at the rate payable for Paternity Leave (currently £139.58 per week). You should contact HR as soon as possible to check if you qualify and ensure that you meet notification requirements.

A full copy of the Maternity, Paternity and Adoption Leave Policy can be found in the Leave Policy Guidance at Appendix 26.
SHARED PARENTAL LEAVE
Parents now have the opportunity to share the time off to care for their child up to the child's first birthday.  

The mother can choose to end her maternity leave and create an entitlement to shared parental leave for herself and the father of the child or her partner. 

The amount of leave available will be 52 weeks less the amount of maternity leave the mother has already taken. The leave must all be taken within a year of the child's birth/adoption. The parents can decide how much leave each will take and they can take the leave at the same or different times. The leave can be taken in one block or up to three different periods. Statutory shared parental pay will also be available for up to 39 weeks (less the amount of statutory maternity pay or maternity allowance the mother has received). 

Statutory shared parental pay is currently £138.18 a week or 90% of your average weekly earnings, whichever is lower. 

There are eligibility criteria and a number of notifications you must give. If you are interested in taking Shared Parental Leave then it is best to talk to HR as soon as possible. 

A full copy of the Shared Parental Leave Policy can be found in the Leave Policy Guidance at Appendix 26.

35a   Medical Appointments

          
Any appointments with the Doctor, Dentist, and Optician etc should be taken in your own time. 

The only exceptions to this are 

· ante natal appointments  

· routine appointments for cancer screening e.g. smears and mammograms which can be attended in works time but should be agreed in advance with your supervisor

· appointments for employees with a declared disability for routine matters related to their disability eg retinal screening for diabetics

· eyesight tests for DSE users using the Council's Corporate Eye Care Voucher, when agreed in advance with your supervisor

Hospital appointments should also be in your own time however your senior manager has some discretion to show more leniency with such appointments. Evidence of any appointments must be provided if requested. 

36. Method of Payment 

You are required on taking up your employment, to supply Human Resources with your bank or building society details, as payments by cash are not made.

Your salary is paid into your account on the 15th of each month (or the nearest working day to the 15th). The payments will be made for the whole of that calendar month, e.g. 1st January to 31st January, and may include any overtime or car allowance payments from the previous calendar month.

Due to exceptional circumstances, there are a small number of posts which are still paid weekly. Weekly paid employees will have their wages credited to their account on each Thursday, subject to there being no bank holiday in that week, in which case payment will not be made until the Friday.

There are certain items which will be deducted from your salary. Compulsory deductions include Income Tax and National Insurance. Voluntary deductions may include Pension contributions, Trade Union subscriptions. It is also possible to donate to a charity in the form of voluntary deductions.
37. Notice 

Employee

The minimum period of notice of termination which you are required to give is as follows:

	Grade 
	Minimum notice

	Apprentices
	1 month

	Up to SO2
	1 month

	Principal Officers 
	2 months

	Service Managers, Strategic Director, Corporate Director
	3 months 


FAILURE TO SERVE THE REQUIRED PERIOD OF NOTICE WILL RESULT IN DEDUCTIONS BEING MADE FROM YOUR LAST PAYMENT. IF THE LAST PAYMENT HAS ALREADY BEEN MADE THEN AN INVOICE WILL BE ISSUED.

Employer

The minimum periods of notice which the Council must give for termination of employment are:

	Period of continuous employment 
	Minimum notice 

	4 weeks or more but less than 2 years
	1 week

	2 years or more but less than 12 years 
	1 week for each year of continuous employment

	12 years or more
	12 weeks


38. Overtime and Time Off in Lieu 

On occasion you may be requested to work additional hours. In this event you will be paid the appropriate rate of pay or given time of in lieu, in accordance with the conditions for your post.

All overtime worked must be previously authorised, and overtime sheets must be signed by the Service Manager before they are passed to Human Resources for payment. 

For further information on overtime contact Human Resources.
Further information on Time Off in Lieu can be found in the Leave Policy Guidance at Appendix 26.
39. Parental and Dependants Leave 

Parental Leave

You are entitled to up to 18 weeks unpaid parental leave per child if you meet one of the following conditions:
· You are the parent of a child who is under 18 years of age

· You have adopted a child under the age of 18

· You have or expect to have formal parental responsibility for a child who is under 18 years of age.

Leave must be taken in blocks of a week or multiples of weeks.  
Leave may be taken straight after the birth or adoption or following a period of maternity leave.

Employees will need to request leave giving at least 21 days notice before the intended start date.

For further information see the parental leave section of the Leave Policy Guidance
Dependants Leave

All employees (irrespective of length of service, and whether they are part time or full time) are entitled to take a reasonable amount of unpaid time off during working hours to deal with an emergency involving a dependant.

An emergency could be any unexpected or sudden problem involving someone who depends on your help or care eg:

· If a dependant falls ill

· If a dependant has been injured or assaulted

· When a dependant is having a baby

· To deal with an unexpected disruption or breakdown of care arrangements for a dependant

· To deal with a n unexpected incident involving your child during school hours

· To deal with the death of a dependant.

A dependant is your husband, wife, child or parent.  It also includes someone who lives in the same household as you, for example a partner or elderly relative.  It does not include tenants or borders living in the family home or someone who lives in the household who is an employee.  In the case of illness or injury or where care arrangements break down, a dependant may also be someone who reasonably relies on you for assistance.
You are allowed reasonable time off to deal with an emergency and make any arrangements that are necessary.  .Eg.  if your child falls ill you can take time off to deal with their initial needs, such as taking them to the doctor and arranging their care,  however you will have to make other arrangements if you want to stay off work longer to care for them yourself.
For further information see the dependants leave section of the Leave Policy Guidance
40. Pension - Additional Voluntary Contributions 

Good reasons to choose Additional Voluntary Contributions (AVCs)

AVCs are one of the most effective ways to make sure you're saving enough to provide the tax free cash and regular income you want in retirement. Whether you're already a member, thinking about joining or want to restart, here are a few reasons to choose AVCs:

A helping hand from the taxman

You'll get immediate tax relief on the money you pay into your AVC. So, an extra £100 per month will cost a basic rate taxpayer £80 and a higher rate taxpayer £60.

Money in your pocket

On retirement you can take up to 100% of your AVC pot as a tax-free cash sum. Any remaining pot can then be used to provide a retirement income - this will be taxed as earned income.

Your choice

You'll be able to stop, restart, and adjust your payments at any time according to your needs.

Flexible investment

You'll have a choice of funds to invest in. These can be reviewed on a regular basis to make sure they reflect your individual requirements.

It's never too early or late to start!

41. Performance Management Reviews 

As part of the Council's Performance Management Process you will meet with your Manager, Team Leader or Supervisor on an annual basis.

This meeting is so that you can review your current role and the previous year's performance against the agreed objectives, identified learning and development and required behavioural competencies as well as setting new objectives and identifying learning and development needs for the next 12 months. 

It is important that you prepare for this meeting to ensure you get the most out of it.  There are a number of guidance notes available to help you with this.

If you have any queries please don't hesitate to contact the Council’s Learning and Development Officer, Simon Tisdale on simontisdale@liberata.com  or x29-8805.

42. Pensions and Death in Service Benefits 

Employees irrespective of hours worked, or length of contract, (other than casuals) will be admitted to the Local Government Pension Scheme automatically and should therefore complete an application form as soon as possible, unless after reading the information provided you wish to opt out, in which case you must sign the Option Form and return it to Human Resources.

Casual employees may join the scheme if they wish but will have to elect to do so.

A contracting out certificate is in force for the Local Government Pension Scheme.

Pension contributions will be deducted directly from your salary or wage.  The contribution rate varies from 5.5% to 7.5% depending on the full time salary for your job. 

Pendle Pension Discretions

All Pension Scheme employers must formulate and keep under review their policy concerning the operation of early retirement and flexible retirement provisions together with policies relating to the granting of additional pension or service to pension scheme members. 

Pendle’s current Pension Discretions can be found at Appendix 27.

Death in service 

If you are a member of the Pension Scheme and you die in service your dependant(s) will be entitled to a lump sum payment of three times your final annual salary. Lancashire County will decide who to pay this to but you can nominate who you would want the benefit to be paid to by completing a beneficiary nomination form which is available from Human Resources.

Lancashire Pensions Service

Lancashire Pensions Services are responsible for the administration of the Local Government Pension Scheme (LGPS).  The service administers and maintains records and calculates benefits on behalf of members and employers.

43. Politically Restricted Posts 

The Local Government and Housing Act, 1989 contains a number of important provisions relating to employees with the intention of ensuring the impartiality of local government employees and paid office holders. 

Certain posts within the Council are considered to be politically restricted and these employees are automatically disqualified from holding elected office as an MP, MEP, or Local Authority Member, together with restrictions on other political activities to be imposed by Regulations. These additional restrictions will apply to the following activities:

· holding office in a political party. 

· Canvassing at elections. 

· Candidature for public elected office (other than to a parish or community council). 

· speaking or writing publicly (other than in an official capacity) on matters of party political controversy. 

More information on politically restricted posts can be found at Appendix 28.

44. Private Telephone Use 

The Council understands that there may be times when employees need to make or receive urgent private phone calls whilst at work. This should not need to happen very often, unless there are exceptional circumstances.  Most private phone calls would tend to be of a routine nature and should be made or received before or after work or at lunch time. 

The use of personal mobile phones at work, whether it is for phone calls, texting, playing games or accessing the internet is distracting for other employees.  Where an employee chooses to bring a personal mobile phone to work then it must be kept on silent and phone calls/texts/games/internet use should only take place when the employee is clocked off or on an agreed break.  

If you have a Council issued mobile phone then you can use this to make personal calls/texts but you must reimburse the Council for the cost of these. You will be required to sign a consent form to confirm this.
For more information read the full Policy at Appendix 29.

45. Probationary Period 

Every new employee must serve a six month probationary period. This also includes those employees transferring from another Local Authority. 

During this time your development will be assessed at two monthly intervals. This period is seen as a two way process, also giving you the opportunity to discuss any relevant matters.

After successfully completing your six months probation, your appointment will be confirmed.

If you have any queries about your probationary period then you should discuss this with your Manager or Human Resources.

The Probationary Period Policy can be found at Appendix 30.

46. Redeployment/Redundancy Policy 

This Policy is regarded as one of your terms and conditions of employment and will be used in the event of any employee being declared vulnerable and potentially being made redundant. The redeployment process will also be used in conjunction with any redeployment necessary on medical grounds.

The Redundancy / Redeployment Policy can be found at Appendix 31.

47. Procedure to be Followed if You Cannot Attend Work 

Absences not related to sickness

There may be occasions where you are unable to attend work at short notice due to unforeseen circumstances such as a domestic emergency, breakdown in childcare arrangements, illness of a relative etc.  In these circumstances you must personally try to contact your supervisor direct by phone within the time stated below. Only if that is not possible for any reason, then you may send a text message or e-mail to your supervisor but you must ensure that you receive an acknowledgement of this contact. If the circumstances are such that you need to ask a partner or relative to make contact, or you need to send a message to or via a work colleague you must follow this up as soon as possible with a phone call to your supervisor.

· Employees on flexitime, by 10am. 

· All other employees, within one hour of normal start time. 

If circumstances make it difficult for you to make contact within these times then you should contact your supervisor as soon as you can and explain the reason for the delay.  
It is at the discretion of your supervisor as to whether you will be able to take leave, flexi, time off in lieu or unpaid leave.

Absences related to sickness

If you are unable to attend work due to sickness you must personally try to contact your supervisor direct by phone within the time stated below. Only if that is not possible for any reason, then you may send a text message or e-mail to your supervisor but you must ensure that you receive an acknowledgement of this contact. If the circumstances are such that you need to ask a partner or relative to make contact, or you need to send a message to or via a work colleague you must follow this up as soon as possible with a phone call to your supervisor.

· Employees on flexitime, by 10am. 

· All other employees, within one hour of normal start time. 

You must give your actual reason for absence - 'ill' or 'sick' or 'unwell' is not acceptable.    If the reason for your absence is work related you should make this known as soon as possible. If possible you should indicate when you may be able to return to work.

On the fourth day (including weekends), if you are still absent you must again notify you supervisor, (by 10 am for employees on flexitime or within one hour of normal start time for all other employees), with details of your sickness, and if possible when you expect to return to work.

If you are absent for more than seven consecutive days (including weekends) you must obtain a doctor's medical certificate immediately. (From 6th April 2010 the medical certificate will be replaced by a Statement of Fitness for Work  - Fit Note) - see download below.

Whenever possible you should notify your Supervisor at least one day before the day that you intend to return to work.  Employees based within the operational sections of Environmental Services eg Waste and Landscape Maintenance must contact their supervisor the day before they return to let them know they are coming back to work.  This is because arrangements will have been made for casual or agency employees to cover their absence at an extra cost to the Council.  If you return to work without phoning your supervisor the day before to let them know, you will be sent home and required to take a day's annual leave or take the day as unpaid leave.  

If you have been given a Statement of Fitness for Work which states that you may be fit to return then you must contact your supervisor before you return to work and discuss the advice your doctor has given on the Statement about what support is necessary to help you return to work. 

Upon your return to work, a short interview will be carried out by your Supervisor, concerning your absence.

Any employee who abuses the sickness scheme may have their sick pay suspended.

If you are seeking compensation for injury caused by a third party, then the Council will take steps to reclaim any sick pay paid during the related absence.

IF YOU ARE ABSENT FROM WORK AND HAVE NOT CONTACTED YOUR SUPERVISOR BY THE SPECIFIED TIME THEN YOUR SUPERVISOR WILL MAKE ALL REASONABLE ATTEMPTS TO CONTACT YOU E.G. BY TELEPHONE OR HOME VISIT.
Absences which will not be treated as sickness.

Absences as a result of elective medical procedures, e.g. laser eye surgery, cosmetic surgery, sterilisation for men or women will not be considered as sickness absence unless there is written confirmation from a GP or Specialist that the procedure is necessary for a medical  reason.

The above is a summary of our procedures – the full Absence Reporting Procedure can be found at Appendix 32.

48. Recruitment and Selection 

The Council is committed to ensuring that its recruitment processes are free from discrimination.  We have agreed Recruitment & Selection Guidelines for each of the stages in the process of selecting the most appropriate person for a post.  Staff who take part in  the process also receive training.

If you feel you have been treated unfairly as part of a selection process then there is a complaints process for you to follow, this can be found at Appendix 33.

49. Employee Social Media Policy 
The use of social media has increased significantly in recent years.  The council is now frequently using it as a way of communicating with our customers.  It was important therefore to lay down some guidelines for staff who are responsible for updating the council’s social media sites.
The Employee Social Media Policy also incorporates existing rules on personal use of social media by employees.  This includes personal use both during and outside working hours.

You should be careful that anything that you do on social media sites does not have an adverse effect on the council or breach any of the council’s policies such as the Equal Opportunities Policy or the Harassment & Bullying Procedure.  If you choose to identify in your profile or in any posts/tweets etc that you are an employee of the council then you should be aware of the possible consequences. Failure to comply with this could result in disciplinary action.
The Employee Social Media Policy can be found at Appendix 34.

50. Retirement Policy 

At certain times the Council may need to reduce its workforce. To assist with this employees who are aged at least 55* and have paid into the Pension Scheme for a minimum of two years may be eligible to volunteer for Early Retirement. (*50 if you were a scheme member prior to April 2008 and leave before 31 March 2010 ). 
The Council also has procedures for employees who want to request flexible retirement options or to request to work beyond age 65. 

The Retirement Policy can be found at Appendix 35.

51. Risk Assessments 

As an employer, the Council has a duty to ensure that an assessment is made of risks which may arise from the Council's work activities. 

52. Salary and Wage Grades 

The current pay scales can be found at Appendix 36.

53. Security Measures 

Identity Badges

To protect both yourself and the people for who we provide a service, the Council provides identity badges for the all of its employees.  You are expected to have it available for inspection at all times whilst at work.  It is your responsibility to ensure that the photograph on your identity badge is a true likeness.
If you lose your identity badge or change your name or appearance, etc., contact Human Resources as soon as possible.

Visitors

To maintain security within buildings all visitors must report to Reception and be escorted by a member of your service area or a Caretaker.  Any visitor then remains your responsibility until they leave the building.  Some buildings operate Visitors Books and you are asked to ensure that your visitors comply with any such system.

For more details on the security at work please see the Corporate Personal Safety Policy (Appendix 43).
54. Severe Weather Conditions 
Sometimes the winter can bring particularly severe weather conditions so that you may have problems getting into work or going home from work.  If so, it is important that you contact your Service Area in accordance with normal procedures.  If you do take time off in these circumstances it will be counted against any annual leave, or flexitime within the constraints of the scheme, or where this is not applicable you may request to take unpaid leave.

55. Short Term Sickness Procedure 

This procedure is used where problems have been identified with frequent short term absences and is designed to help and encourage all employees to achieve and maintain standards of attendance. It applies to all employees and its aim is to ensure fair and consistent treatment for all.

However, it will not be used in cases of long term sickness.
The Short-term and / or repeated sickness absence procedure can be found at Appendix 37.

56. Sickness Allowance/Statutory Sick Pay 

Sickness Allowance

Within any span of twelve months, payment of allowance shall be for the following periods according to length of service:

· During 1st year of service - 1 months full pay and (after completing 4 months service) 2 months half pay 

· During 2nd year of service - 2 months full pay and 2 months half pay 

· During 3rd year of service - 4 months full pay and 4 months half pay 

· During 4th and 5th years of service - 5 months full pay and 5 months half pay. 

· After 5 years - 6 months full pay and 6 months half pay. 

These allowance are not an absolute entitlement.  Under certain circumstances employment can be terminated before the full sick pay allowance has been exhausted.

Note: Your continuous local government or other qualifying service with this and other Authorities will be taken in account in determining your entitlement.

Statutory Sick Pay

You will be entitled to receive Statutory Sick Pay (SSP) for a total of 28 weeks in any one period of incapacity for work, providing that your average earning in the last eight weeks were above the lowest rate for National Insurance payments (this amount increases annually).

Statutory Sick Pay is offset by your Occupational Sick Pay, and is not paid in addition to it, until you go down to half pay.  In the event of Occupational Sick Pay running out, SSP will be paid separately.

57. Standby Duties 

Employees in some Service Areas may be required to undertake standby duties in accordance with an agreed rota and also to undertake emergency call outs as and when required.

If this applies to your post, you will be informed by your Service Manager.

58. Smokefree Policy 

This smokefree policy seeks to guarantee non-smokers the right to work in air free of tobacco smoke.

· All Council buildings are smoke free. 

· Staff who work in the office will only be allowed to smoke at lunchtimes. They will not be able to clock off to smoke or smoke in works time. 

· Staff who do smoke at lunchtimes must do so at least 2 metres from the building. 

· Staff smoking within the yards/grounds of a Council building must be at least 2 metres away from any enclosed space. 

· Staff who work outside either for the majority of their working day e.g. Waste Services and Parks Operatives or who are office based but are also required to work outside the office e.g. Building Control Officers, Waste Management Officers, are not allowed to smoke if they are required to stop work to do so.   They must be on legitimate Council business and when office bound they are subject to the same rule as office based staff.  In any event they must not smoke in the presence of children. 

· Staff who use their own vehicle for business use must not smoke if carrying official passengers. 

Note: use of e-cigs - whilst the Council wishes to support employees who are giving up smoking, the same restrictions will apply to the use of e-cigs as are set out above and in the smokefree policy for smoking. 

Read Pendle Council's Smokefree Policy at Appendix 23.

59. Sustainable Development 

Pendle Council wants to do all it can to improve the quality of life in Pendle and protect our environment. That's why the Council has developed its own Strategy for Sustainable Development – the Strategy can be found at Appendix 38.

Sustainable Development means improving the quality of life for Pendle people without undermining the quality of the local environment. Pendle needs good services, a prosperous economy and a healthy environment, and this Strategy is the Council's attempt to make sustainable development a realistic and achievable goal in Pendle. 

The Strategy is based on four strategic objectives:

· creating an understanding and commitment to sustainable development 

· Creating a culture of change 

· Identification of underlying themes for action consistent with sustainable development 

· Adoption of policies conducive to sustainable development 

It is important to remember that nearly every decision taken by the Council has some kind of sustainability impact. Therefore everyone who works for the Council will need to think about how their own job affects the local and global environment, and what they can do to reduce negative effects whilst maximising the positive effects. 

In this way the Council can work towards the goal of sustainable development.

There is a requirement to include LA21 implications in all Committee and Local Strategic Partnership reports. Pendle's LA21, 'Our Place, Our Pendle' is available on the Council Website. Alternatively contact Gill Holden in the Chief Executive's Policy Unit (1361) for further assistance.

Green Champions

Green Champions are based in each Service Area and their task is to motivate employees to take part in the various environmental initiatives, such as recycling. For further information on the work of the Green Champions and what you can do, see the Green Champions section on the Staff Intranet.

Fair Trade 

The Council is the first Fair Trade Borough in the Country and the Council has demonstrated it's commitment by offering all visitors Fair Trade tea and coffee. 

60. Trades Unions 

The Borough of Pendle supports the system of collective bargaining in every way, and believes that discussion and agreement is the best way to solve problems in industrial relations.

In each Service Area there are Union representatives who provide a number of services to their members such as giving support in disciplinary and grievance cases, negotiating and consulting with management. The names of your representatives are available from your supervisor.

For this service to remain effective for the Unions, the employees and the employers, it is essential that the Union is fully representative of the workforce.

Therefore, the membership of a recognised Trade Union is definitely encouraged by the Council, but it still remains entirely voluntary.

Details of the specified Trades Unions on the negotiating committee are available for you to refer to in Human Resources, Number One Market Street, Nelson.

61. Travel Allowances 

You may be required to travel on Council business for which you will be able to claim travel expenses.  If you travel by public transport you should keep receipts which must be surrendered when you make your claim.  Travel should usually be by the cheapest method, e.g. bus fares, standard rail fare, etc.

In all cases approval must be given before the journey is made.

· Conditions – Appendix 39
· Mileage rates for the current financial year – Appendix 39
· Travelling and subsistence claim form  – Appendix 39
· Car Mileage registration and claim form  – Appendix 39
· Bicycle user allowance claim form  - Appendix 11
Please note that from 1st April 2012, all casual user mileage will be paid at the bottom band - currently 46.9 pence per mile.  A revised rate will be implemented in accordance with the nationally agreed rate as and when increases are agreed.
62. Voluntary Register of Interests 

The Council has established, on a voluntary basis, a Register of Pecuniary and Non-Pecuniary Interests for Chief Officers and Service Managers, and makes the Register available for inspection by any elector of the Borough.
Further details and how to register can be found at Appendix 40.

63. Volunteering & Skill Sharing Policy
This is a new policy which gives employees (either groups or individuals) the opportunity for up to two days volunteering per year.  Also the council recognises that within the workforce, there may be a range of non-work related skills and talents which could benefit the wider organisation (for example, photography, conservation, sign language, multi-linguists, advanced IT skills, artist). Staff will have the opportunity to let their manager know about their skills via the PMR process.  Skill gaps in service areas will be posted on the intranet, to notify staff of any requests for specific skills across the organisation
For a full copy of the Employee Volunteering & Skill Sharing Policy see Appendix 41.
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This � HYPERLINK "http://pendle-intranet/site/scripts/documents_info.php?documentID=3" �handbook� has been designed to provide employees with their own reference guide to their terms and conditions of employment with the Borough of Pendle, along with other useful information.   


If you need further details, or have a query on any of the contents of this � HYPERLINK "http://pendle-intranet/site/scripts/documents_info.php?documentID=3" �handbook�, please do not hesitate to contact your supervisor or alternatively contact Human Resources direct on extension 29-8804 or 01282 878804.  








