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1. Introduction

1.1 North Devon Council is committed to equality of opportunity.  The intention of this policy is to allow employees to better balance home and work responsibilities.  The Council recognises this can make for a more committed, motivated and productive workforce and result in positive effects on service delivery.
1.2 The legislation supporting each of the areas covered by this policy is highly detailed so this Policy only summarises key aspects.  You will need to check with HR/Payroll for full details.  This policy covers :
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2. Scope

	2.1
	This policy applies to all North Devon Council employees.


	2.2
	This policy refers to “manager”.  This should be taken to mean the manager with the appropriate power to make the decision.


	2.3
	This policy refers to “write”.  This should be taken as including “email”.


3. Terms & Conditions Of Employment
3.1 Continuous Service : with the exception of any time spent on a career break whilst not in the Council’s employment, during all leave detailed in this policy continuous service accrues and all terms and conditions of employment continue to apply.
3.2 
Annual leave accrues during all paid periods of authorised leave and during isolated occasions where unpaid leave is taken when it is not possible to give notice in advance
It does not accrue during any period of planned unpaid leave.  Should you take any period of Unpaid Leave your entitlement to annual leave for the leave year in question will be recalculated and you will be informed of your revised entitlement.

3.3
Statutory leave (i.e. public and bank & holidays) accrues during maternity, paternity and adoption leave.  It does not accrue during any period of parental leave, planned unpaid leave, or additional unpaid leave.
3.4 
Essential car user allowance is still paid during periods of authorised paid leave, and parental leave, and during isolated occasions where unpaid leave is taken when it is not possible to give notice in advance

It would not normally be paid during any planned period of unpaid leave although, in exceptional circumstances (e.g. where compassionate and special leave entitlements had been exhausted, yet there was still a need for you to be absent from work to support or care for a partner or close relative) your manager does have the discretion to continue to pay your lump sum payment.

3.5
Pension.  If you are a member of the Local Government Pension Scheme you will not automatically pay contributions for any period of authorised, unpaid leave (including jury service), no matter how short it is.  Instead, you have the option to buy your “lost” pension back by means of an Additional Pension Contribution (APC) contract.  This is not a set percentage of your pay, rather it is a cash amount determined by your age and the amount of pension you wish to purchase. Depending on the amount, it will either be paid over a period of time (a minimum of one year, or multiples of one year) or, where not practicable, as a one off lump sum.

It is your responsibility to inform Payroll in writing (email is fine) if you want to do this.  Payroll will not ask you if you want to buy your “lost” pension back.

If you inform Payroll within 30 days of your authorised, unpaid leave that you wish to buy your “lost” pension back, you will pay one third of the cost, and the Council will pay two thirds of it. If you inform Payroll after 30 days, you will bear the full cost yourself.

3.6
Returning To Work.  Whenever possible you will return to your substantive post (the job in which you are employed) after any period of leave.

If, on account of redundancy or reorganisation, this is not possible you will be offered (where one exists) a comparable alternative vacancy i.e. the work, location and terms and conditions of employment will not be substantially less favourable than those you are currently employed on.

In certain circumstances e.g. a restructure, we would wish to consult regarding changes.  It is therefore beneficial to agree where practicable some sort of contact during this period e.g. by email.

3.7
Salary payments : (if due) will be made as usual on 25th of each month (or if 25th falls at a weekend, or on a bank or public holiday, then on the working day beforehand).

4. Abuse of entitlement

4.1 
This policy covers many different types of leave for family-related issues.  You will see that in many cases the Council may require evidence, or explanation, justifying your request for absence.  Please note that unauthorised absence or abuse of this policy may constitute gross misconduct and disciplinary action may be taken against you.
5. Maternity Leave & Pay
	5.1
	I’m pregnant what do I have to do?


By the 15th week before your baby is due you must in writing:

· tell us you are pregnant and your due date

· advise us when you wish to start your maternity leave and pay to begin

give your manager the MAT B1 form (which is a certificate from your doctor or midwife and usually issued after the 21st week of pregnancy).
You can change your mind about when you will start your maternity leave, but you must give your manager 28 days notice in writing before the new start date.

5.2
Am I entitled to paid time off for ante-natal care appointments?
Once you have advised us you are pregnant you are entitled to reasonable paid time to attend ante-natal appointments.  You must give your manager reasonable notice, and proof of the appointment if requested.
5.3
Do I qualify for maternity leave?
Yes, all pregnant employees can take up to 26 weeks ordinary maternity leave and an additional 26 weeks maternity leave, totalling 52 weeks.
5.4
Do I qualify for maternity pay?
This depends on your earnings and length of service.  Please check with HR or Payroll.
If you have at least one year’s continuous service at the beginning of the 11th week before your estimated week of childbirth you qualify for 12 weeks’ contractual half pay.
5.5
What about risk assessment?

When you have informed your manager that you are pregnant, they will carry out a risk assessment with you on your work and how it may be affected by your pregnancy.  This is to ensure that any aspects of your job do not present an increased risk to you.
5.6
What is the minimum period of maternity leave?
You must take a minimum of two weeks compulsory maternity leave.

5.7
What if I am absent on sickness grounds during my pregnancy?

If you are absent on sickness grounds with a pregnancy related illness in the four weeks before the estimated week of childbirth, your maternity leave will automatically start the day after the first day of the absence.

5.8
What happens if I have my baby before I start my maternity leave?

Your maternity leave is brought forward and starts the day following the birth of your baby.  You must notify us as soon as it is reasonably practicable if this happens.

5.9
What are keeping in touch days (KIT days)

These are when you may attend work or training during your maternity leave without bringing your maternity leave to an end or affecting your pay; this can help make your return to work easier.

KIT days may only be worked if both you and your manager agree and cannot be taken during the first two weeks of maternity leave (compulsory maternity leave).  They are paid and are up to a maximum of ten days.
5.10
What about my salary?
You will receive the appropriate payment for up to 39 weeks, and the relevant tax, national insurance and pension contribution deductions will be made, as normal.

5.11
What do I need to do about returning to work?

If you take your full maternity leave, you are not required to give notice that you are coming back, unless you decide to return to work early.  If you wish to return early you must give us at least 21 days’ notice in writing and state the date on which you will return.
If you decide not to return to work at all, you must give us your notice in writing as per your contract of employment.

5.12
Can I change my hours when I return?
You may request to return to work on a flexible working arrangement after your maternity leave, although there is no automatic right to this.  In many instances this is done simply by your manager discussing your request with you.

However such a request it could also be made under the ‘right to request flexible working’.  If this is the case, please allow yourself enough time as this procedure has set notice periods.
6. Time Off To Accompany A Pregnant Woman To Ante-Natal Appointments
6.1
Am I entitled to time off for ante-natal care appointments?
You have the right to take unpaid leave to accompany a pregnant woman to two antenatal appointments if you’re:

· the baby’s father

· the expectant mother’s spouse or civil partner

· in a long-term relationship with the expectant mother

You’re entitled to leave for antenatal appointments if you’re expecting a child through surrogacy, as long as you intend to become the child’s legal parent.

You can take up to six and a half hours per appointment.

6.2
Can this time off be paid?
The Council does not offer paid time off for this.  You can of course though opt to have the time paid by taking e.g. annual leave or time off in lieu.

6.3
Do I have to provide proof for time off for ante-natal care appointments?

The Council is not entitled to ask for any evidence of the antenatal appointments, such as an appointment card, as this is the property of the expectant mother attending the appointment.

However, the Council may ask you for a declaration stating the date and time of the appointment, that you qualify for the unpaid time off through your relationship with the mother or child, and that the time off is for the purpose of attending an antenatal appointment with the expectant mother that has been made on the advice of a registered medical practitioner, nurse or midwife.

7. Paternity Leave & Pay
7.1
Do I qualify for ordinary paternity leave?
Yes if you:

· are either the father, the husband or partner of the mother (or adopter), the child’s adopter, or the intended parent (if you are having a baby through a surrogacy arrangement)
· have worked for the Council continuously for 26 weeks by the end of the 15th week before the estimated week of childbirth, known as the ‘qualifying week’ (this is different if you are adopting)
· are employed by the Council up to the date the child is born (or placed with the adopter)
· are taking time off to look after the child

· are responsible for the child’s upbringing

· give the Council the correct notice

Only one person in a couple can take paternity leave.  The other parent can take maternity and/or shared parental leave (as appropriate).
	7.2
	How do I give the Council the correct notice?


You must tell the Council at least 15 weeks before the estimated week of childbirth :

· the baby’s due date

· when you want your leave to start - you can change this with 28 days’ notice

· how much leave you want

Please use form SC3 to tell us.  If you are adopting please use form SC4.

7.3
Do I qualify for ordinary paternity pay?
Yes if you meet the criteria in 7.1 above and earn at least ‘the lower earnings limit’ in the eight week ‘relevant period’.  Please contact Payroll for more information.
7.4
How much will I be paid?
The Council pays the first week of any period of ordinary paternity leave at full pay, but the second week at the *relevant statutory rate only.

8. Adoption Leave & Pay
8.1
How long is adoption leave?
Adoption leave is 52 weeks, it’s made up of 26 weeks ordinary adoption leave and 26 weeks additional adoption leave.  Only one person in a couple can take adoption leave.  The other parent can take paternity leave or shared parental leave.
8.2
When can it start?
UK adoptions : it can start up to 14 days before the date of placement (i.e. the date the child starts living with you), or the day the child is born, or the day after (if you have used a surrogate to have a child).

Overseas adoptions : it can start when, or within 28 days of the date when, the child arrives in the UK.

8.3
Am I eligible for it?
You must have worked for the Council continuously for at least 26 weeks by the date you were matched with a child.
If you are eligible for adoption leave, you can also have paid time off work to attend five adoption appointments after you have been matched with the child.  You can’t get paternity pay and leave if you’ve taken paid time off to attend adoption appointments.
8.4
What do I have to do?
Within seven days of being matched with a child you must tell the Council in writing how much leave you want, when you want it to start and the ‘date of placement’.  The Council will then confirm within 28 days your leave start and end dates.

When you tell the Council you should enclose proof of the adoption showing:

· your name and address and that of the agency
· the match date e.g. the matching certificate

· the ‘date of placement’ e.g.  letter from the agency

· (overseas adoption) the relevant UK authority’s ‘official notification’ confirming you’re allowed to adopt

· (overseas adoption) the date the child arrived in the UK e.g. plane ticket.

8.5
Do I qualify for statutory adoption pay (SAP)?
You must give the Council at least 28 days notice of when you want your SAP to start.  If you are not eligible the Council will tell you (using Form SAP1) why within seven days.  Otherwise the Council will then confirm within 28 days to you how much you will get, and when it will start and stop.
8.6
What are keeping in touch days (KIT days)

You may now attend work or training during your adoption leave without bringing your adoption leave to an end or affecting your pay; this can help make your return to work easier.

KIT days may only be worked if both you and your manager agree.  They are paid and are up to a maximum of ten days.

9. Shared Parental Leave
9.1
What is shared parental leave?
It is generally when mothers end their maternity leave and opt in to shared parental leave.  This can be divided up between both working parents.  Leave can be taken in separate blocks, at the same time or have an overlap between parents.

(Shared parental leave can also apply to intended (surrogacy) or adoptive parents.  Please contact HR/Payroll for details if this is the case for you).
Abbreviations/Definitions

	SPL
	Shared Parental Leave

	Continuous leave
	A period of leave that is taken in one block e.g. four weeks leave

	Discontinous leave
	A period of leave that tis taken over a period of time with breaks in between

	SPLIT days
	Shared Parental Leave in Touch days

	Curtail
	The mother must end her maternity leave in order for SPL to start


9.2
Do I qualify for shared parental leave (SPL) and pay?

Please see separate eligibility flowchart, available from HR.
9.3
What is the maximum period of SPL that I can take?

You are entitled to up to 50 weeks SPL less any maternity leave that has been taken by the mother and it has to be taken by the baby’s first birthday.  This is the amount to be shared between both parents.

9.4
How do I start SPL?

In order for SPL to start a mother must have curtailed, or given notice to curtail, her maternity leave and you must provide us with a notice of entitlement that you wish to start SPL.  If the father wishes to have SPL whilst the mother is still on maternity leave, the mother must have given notice to curtail.

9.5
What are my notice requirements?

There are three types of notice: Maternity leave curtailment notice, Notice of entitlement and intention and Period of leave notice.  Please see separate information available from HR on what needs to be included.

9.6
When do I have to submit my notice of entitlement to you?

You must provide us with a notice of entitlement to take each period of SPL and it must be given to us at least eight weeks before you intend to take any period of SPL.

9.7
How many different periods of leave can I take?

You are entitled to take your SPL in up to three separate blocks.  Each block can be either continuous or discontinuous.  Leave can start on any days of the week but must be taken in complete weeks.
9.8
Will you accept all my requests for SPL?

The Council will accept all requests for a continuous period of leave from eligible employees.  All requests for discontinuous leave will be considered on an individual basis and with the needs of the business in mind.  If we are not able to accommodate discontinuous leave we may ask you to take all the weeks of leave in a single block.

9.9
What happens to my salary?

You will receive the appropriate payment for the time you are on SPL, and the relevant tax, national insurance and pension contribution deductions will be made, as normal.

9.10
What happens to my half pay if I start SPL before I have taken 18 weeks of maternity leave?

Your entitlement to 12 weeks half pay can only be paid if you take maternity leave up to and including week 18, if you start SPL before this time you will not be eligible for the whole amount.

9.11
What are SPLIT days?

You may attend work or training during SPL without bringing SPL to an end or affecting your pay; this can help make your return to work easier.

SPLIT days may only be worked if both you and your manager agree.  They are paid and are up to a maximum of 20 days for each parent (in addition to KIT days for the mother during any period of maternity leave).
10. Parental Leave
10.1 What is parental leave?

Parental leave is for employees to take time off work to look after a child’s (aged up to 18) welfare.  It is unpaid.
10.2 Key Points
You must have completed one year’s service to qualify for parental leave.  18 weeks of unpaid leave can be taken up to the child’s 18th birthday.  Leave may be taken straight after the birth or adoption or following a period of maternity leave.  Leave may be requested at other times as well and the Council may postpone the leave if it has a significant reason.
10.3 The Parental Leave Scheme In The National Agreement.
The Parental Leave Scheme as detailed in 4.6 of the National Agreement On Pay & Conditions Of Service (the Green Book) applies to you.  Please contact HR if you would like a copy of this.

The Council supports this scheme which gives you certain rights over and above the legislation.  In summary these are :

· leave is available to those with parental responsibilities
· you should make every attempt to give as much notice as possible, with a minimum of seven days’ notice in writing before the day on which you propose to take the leave

· in special circumstances at the discretion of the Council leave may be granted where you do not give the required notice.  Such discretion shall not be unreasonably withheld

· the Council will make every attempt to avoid postponement of parental leave.  In any event leave shall not be postponed for more than three months, except in exceptional circumstances
· the Council allows the leave to be taken as a number of shorted periods of a minimum of half a day.

11. Maternity Related & Work Life Balance Issues
11.1 Guidance
The Green Book contains guidance on :
· Maternity Related & Work Life Balance Issues, and

· Child Care and Dependants.

Please contact HR if you would like a copy of this.

The Council supports this guidance which in summary covers :

· Fertility Treatment : the Council will make reasonable time-off arrangements for employees undergoing fertility treatment.  These are as detailed in the Council’s Guidelines for employees on Time Off Work.

· Miscarriage, Termination, Still-Birth And Death Of A Baby : if the baby dies or is still-born after 24 weeks’ pregnancy the maternity scheme applies.  Where this occurs before 24 weeks (miscarriage) or there is a termination the Council will give sympathetic consideration to the circumstances and where necessary grant special leave or sick leave, as appropriate on the basis of the individual circumstances.  The decision will be based on the needs of the employee and medical opinion.

· Premature Birth : where a baby is born prematurely the Council will consider each case on its merits and the action required.
· Contact Schemes : the Council recognises importance of maintaining contact.  During maternity leave HR sends details of all vacancies to employees, and the manager is responsible for keeping the employee informed of all other workplace developments.
· Work Life Balance : the Council recognises the importance of the issue of work-life balance and will consider any such issues on an individual basis within context of its Family Friendly Policy.

· Child Care And Dependants : the Council recognises the importance of the issue of Child Care and Dependants and will consider any such issues on an individual basis within context of its Family Friendly Policy.
12. Leave For Dependants
12.1
What is leave for dependants?
It is unpaid time off work to deal with an emergency involving a dependant e.g. a partner, child, grandchild, parent or someone who depends on you for care.  Examples could be, but are not limited to :
· the sudden injury or illness of a dependant

· the unexpected cancellation of childcare arrangements

· the death of a dependant necessitating arrangements for and attendance at the funeral

· the unexpected breakdown in care arrangements for a dependant

· the birth of a child for whom you have parental responsibility.

12.2
How much can I have?
There is no set amount as it depends on the situation.  You are allowed a reasonable amount of time to deal with the emergency.  The Council would not expect such absence to last more than one or two working days.
Although there are no limits on how many times you can take time off for dependants, your manager may talk to you if they think your time off is affecting service delivery.

Leave for dependants should be the exception, not the rule.  We do not expect it to be a regular occurrence, nor for there to be any pattern to the taking of it.

12.3
Notice & Notification

By its very nature (time off work to deal with an emergency) leave for dependants is generally not something you can book in advance.

If you need to deal with an emergency involving a dependant you (or someone else on your behalf) should contact your manager as soon as practicably possible giving the reason for your absence and its likely duration.

If, in exceptional circumstances, your absence is going to last for more than one day, you (or someone else on your behalf) should notify the Council as soon as practicably possible on each working day until your return to work.

13. Career Break
13.1 What is a career break ?
It is when an employee resigns and a formal link is maintained between them and the Council for up to five years, the aim being to aid their re-employment when they are able to return to work.  Your manager can grant a career break if you have two years continuous service.
13.2 What are the benefits of a career break?
You can devote time to family commitments, yet maintain contact with the Council, have some temporary employment and attendance of relevant in house training, and assistance (with possibly also a guaranteed interview) when you are able to return to work.

The Council can cover vacancies with experienced former employees, keep in touch with them and re-employ them.

13.3 How do I apply for a career break?
If you wish to apply for a career break you should ask your manager.  They and a HR Adviser will meet with you to discuss your request.

13.4 Temporary work
The Council aims to you keep your work skills up to date by offering you temporary paid work each year.  This could be in any service area.
13.5 Training and return to work
Wherever possible the Council will actively assist you to be re employed :

· you will have attended relevant in house training seminars during your career break
· HR can discuss vacancies and selection techniques with you
· you will be guaranteed interviews for vacancies which both you and HR believe you seem suitable for
· if re employed by the Council you will receive induction training again.
13.6 Effect on your conditions of service and pay
Your continuous, and pensionable service is broken when you resign from the Council’s employment.  A career break is treated as a break in service for service threshold benefits e.g. annual leave, sick leave.

14. Right To Request Flexible Working
14. 1 Flexible Working
This is a way of working that suits an employee’s needs e.g. :

· job sharing (two people do one job and share the hours)

· working from home or somewhere other than your normal place of work

· working part time (less than 37 hours per week)

· working compressed hours (full time hours over fewer days)
· flexitime (mutually agreed flexible start and finish times)

· annual hours (e.g. more in the summer and less in the winter)

· staggered hours (different start and finish times to colleagues)

It is recognised as a reasonable adjustment under the public sector equality duty.

14.2 Who can apply for it?
As long as you have worked for the Council for 26 weeks, you have the legal right (known as making a statutory application) to apply for it.  It is not just for parents and carers.

14.3 How do I apply for it?
You need to write to your manager to apply for it.  The government’s standard form is ideal.  You need to include:

· the date you are making the application

· a statement that it is a statutory application
· details of how you want to work flexibly and when you want to start

· how you think your flexible working might affect service provision, and how this could be dealt with
· a statement saying if and when you’ve made a previous application.

14.4 Withdrawing an application
You need to write to your manager if you want to withdraw your application.  If you miss (without good reason) two meetings to discuss an application or appeal, the Council can treat your application as withdrawn and tell you so.

14.5 Considering your application
Your manager will consider your request in a reasonable manner i.e. :

· assess the advantages and disadvantages of your application

· meet with you to discuss it

· offer you an appeal process.

Your manager should usually make a decision within three months of your request.

14.6 Agreeing your application

Within 28 days of agreeing your manager agreeing your application HR will write to you with a statement of the agreed changes, a start date for the flexible working and a change of contract letter.

14.7 Rejecting your application

Your application could be rejected for any of the following reasons:

· extra costs that will damage the business
· the work can’t be reorganised among other staff

· people can’t be recruited to do the work

· flexible working will affect quality and performance

· the business won’t be able to meet customer demand

· there’s a lack of work to do during the proposed working times

· the business is planning changes to the workforce.

If your manager rejects your application they, or HR, will inform you in writing giving the business reasons for the refusal.
14.8 Appeals
You have the right to appeal against your manager’s decision not to agree to your application.  If you wish to do so you must write to the HR Manager, within 14 calendar days of receiving your rejection letter, giving full details of why you wish to appeal; there are no restrictions on the grounds for appeal.
HR will arrange for an appeals meeting to be held (usually within 14 calendar days of the date your appeal letter was received). It will be held by a manager with no prior involvement in your application.
The principles the Council follows for formal meetings will apply i.e. you have the right to be accompanied by a work colleague or trade union representative, and it will take place during your working hours.
The manager hearing your appeal will write to you within 14 calendar days of the appeal meeting giving you their decision.  If that manager upholds your appeal, they will also specify the variation agreed to and the date from which it is to take effect.  If that manager dismisses your appeal, they will detail the grounds for refusal and explain why the grounds apply in the circumstances.

14.9 Repeated Requests
The Council does not have to consider an application under this policy where you have already made an application within the last 12 months.

15. Fostering and/or Caring Responsibilities
15.1 Fostering
Fostering has many forms.  Foster carers can provide care in emergencies, caring for a child for just a few days, or perhaps over a weekend to give the main foster carer a break, known as 'respite' foster care.  Or fostering could be for longer periods, sometimes throughout a child's formative years up to the age of 21.
15.2 Caring Responsibilities

Nationally one in nine in the workforce are presently caring for someone who is older, disabled or seriously ill.  We recognise that juggling paid work and caring can present real problems for them.
We also know that caring is an issue which faces all of us.  Changing demographics and an ageing population mean that three in five people will end up caring for someone at some point in their lives.
15.3 How can the Council help?

The Council has a sympathetic and pragmatic approach to employees requiring time off work on the grounds of caring responsibilities.
Whilst on the one hand it does not have an additional paid leave entitlement, on the other hand it offers, wherever possible, to agree individual flexible arrangements with employees with caring responsibilities.

Any such employee should therefore discuss their anticipated (or emergency) requirements with their manager who, whenever possible, will agree with them revised working arrangements which are as flexible as possible, not detrimental to the Council, and of benefit to the employee.

Whilst in its simplest form the employee may just wish to take e.g. annual leave, time owed or unpaid leave, more creative solutions are not ruled out e.g. hours could be worked on a more flexible basis, or be taken and then worked back as unpaid additional hours over an extended period of time.

16. Unpaid Leave
16.1 Do I have the right to unpaid leave?

The granting of any unpaid leave is discretionary.  Your manager will consider any request in the context of the service provision.

16.2 How much unpaid leave could I be granted?
Your manager may grant you up to one month’s Unpaid Leave.  Your manager, with the agreement of the relevant Committee Chairman, may grant you up to six months unpaid leave and exceptionally up to one year’s Unpaid Leave.  Unpaid Leave for periods in excess of one year is rarely granted.

16.3 Reasons For Unpaid Leave

These could be for work life balance (e.g. in various domestic situations where you do not have an entitlement to a statutory period of leave), for personal development (e.g. to study for a non work related qualification or to travel abroad), or for other reasons.

16.4 Notice For Planned Periods Of Unpaid Leave
You should request it from your manager giving at least one month’s notice.  In excess of one month’s notice is desirable.  Requests with less than one month’s notice may be considered at your manager’s discretion.

16.5 Where Notice Is Not Practicable
The Council recognises that there may be isolated occasions where you wish to take unpaid leave when it will not be possible to give notice in advance.  Examples include a short term crisis for example the injury or illness, or breakdown of care arrangements for a relative or dependant requiring leave in excess of your statutory entitlement where you are unable to take annual leave and compassionate or special leave are not appropriate.

In any such situation, you should contact your manager as soon as practically possible giving the reason for your absence and its likely duration.  You should agree with your manager when they wish you to contact them again to update them on your situation.

17. Childcare Voucher Scheme
17.1 What is the childcare voucher scheme?
It is a salary sacrifice scheme operated by the Council and an external employee benefits company.  They are vouchers for childcare, free of tax and national insurance, up to a given amount each month.  

17.2 What can childcare vouchers be used for?
They can be used for most forms of childcare including nurseries, childminders, nannies, before and after school clubs, holiday clubs, creches and most play schemes.  The childcare provider needs to be registered and approved.

17.3 Who is the scheme open to?
If you are an employee with parental responsibilities and you are paying for childcare, or likely to be paying for childcare in the future, you can join it.  It is open to both male and female employees.  It is possible for both working parents to take part, thereby doubling the saving.

17.4 More information.
There is an information pack on Insite.  Please contact Payroll with any queries you have on detail of the scheme.

18. Salary Traded Leave

18.1
What is Salary Traded Leave?
It is leave over and above your annual leave entitlement that you may purchase by salary sacrifice.

18.2 How Do I Get It?
If you wish to take Salary Traded Leave please ask your manager as it is agreed at their discretion.  They will assess any operational and customer impacts such as peaks in workload, customer service levels and the effects on other members of the team, and then let you know their decision.

Subject to your manager’s agreement, you may purchase Salary Traded Leave by salary sacrifice each year.  It can be agreed for a whole holiday year (01 April to 31 March) in advance, or during the holiday year for the remainder of the holiday year.

If your manager agrees you may take Salary Traded Leave, they will inform HR of the amount of hours agreed.  HR will confirm these to you in a change of contract letter and instruct Payroll to make the appropriate adjustment to your salary.  Payroll will then confirm your net pay reduction and for your written authorisation to the change.

18.3 How Much Can I Purchase?
You may ‘purchase’ up to an additional 10 days (74 hours) Salary Traded Leave per year (pro rata for part time contracted hours) by deduction from your salary.  The deduction will be applied to net salary i.e. after we have calculated tax, national insurance and, if applicable, pension contributions.  The cost of you buying Salary Traded Leave is spread equally over the remaining months of the holiday year.

18.4 How Do I Record It?

Salary Traded Leave is supplementary to annual leave.  You must record it in your time record separately from annual leave. HR/Payroll will monitor it for audit purposes towards the end of each holiday year.  It cannot be carried over from one year to the next and any not taken will be lost.  No refund will be made as this is a salary sacrifice scheme.

18.5 What Happens If I Leave?

If you leave the Council before the end of the holiday year then any Salary Traded Leave, taken in excess of the Salary Traded Leave that you have paid for, will be deducted from your final pay.

Any such excess will be deducted as gross pay, and you will lose the salary sacrifice savings.

18.6 I’d Like To Know More

Please contact HR or Payroll to discuss this.

A Salary Traded Leave spreadsheet is available which calculates :

· how much you can take based on your contracted hours, and

· the cost to you (& so the saving to the Council) of what you take.

19. Flexitime

	19.1
	Introduction


19.1.1
Flexitime is a flexible working pattern for employees which positively influences service delivery.  Within certain parameters it allows you to vary when you work, and build up a limited amount of credit hours, which you may then take as flexi-leave.

19.1.2
It has mutual benefits :

· it allows the Council to benefit from a wider time span of service delivery

· and it helps achieve a healthy work-life balance.

	19.2
	Scope


19.2.1
Flexitime applies to all employees, except those where there is a genuine operational reason that it cannot apply.  These are :

· some very senior managers, who instead work on a flexible inclusive hours contract of employment

· those required by their job to work specific, fixed hours for operational reasons, which cannot be varied without detriment to the service.

19.2.2
Where full time examples are given in this document, unless stated to the contrary part time examples would be pro rata.

	19.3
	Management Of Flexitime


19.3.1
Your manager is responsible for the running of Flexitime in your service area.

19.3.2 You must co-operate with your manager and work colleagues to ensure provision of the service in your area.  This will involve give and take within your team.

19.3.3 You must log the hours you work each week in the way your manager asks you to, and your manager will monitor them.  In particular your manager will check your how many credit or debit hours you have as at the last day of each month.

	19.4
	The Working Week


19.4.1
A full time working week is 37 hours.  There are no “core hours” when you “have” to be at work, and the flextime band is 06.00 a.m. to 20.00 p.m. Monday to Friday.
19.4.2
You are required to take a minimum, unpaid break of 20 minutes after six hours of starting work on any given day.

	19.5
	Nine Day Fortnight


19.5.1
With your manager’s agreement you may work Flexitime on a nine day fortnight basis.  This is a full time employee working pattern whereby 74 hours are worked over nine days, and nil hours on the tenth day, on a repeating two week basis.  The actual day of the week not to be worked is mutually agreed by the employee and their manager in advance.

Employees on a nine day fortnight working pattern are otherwise no different to employees on a more traditional working pattern i.e. they still  :

· work their hours on a flexible basis and, subject to accruing the hours, may still take flexitime, and

· use their annual leave and bank holiday entitlements in hours by mutual agreement with their manager,

· have the full period of any period of sickness absence logged by Payroll, 

· have their contracted daily hours (8.22 hours for any of the nine days on which they would have worked, nil hours for the tenth day of their working pattern on which they would not have worked) credited to them on the time recording system for authorised paid absence.

	19.6
	Maximum Credit & Debit Hours


19.6.1
On the last day of each month you must have :

· no more than one working week’s worth of credit hours (i.e. no more than plus 37 if you are full time)

· no less than 10 debit hours (this is the same for full and part time employees)

19.6.2
If you have more than one working week’s worth of credit hours on the last day of any month, you are required to adjust your credit balance down to the maximum you are allowed.

19.6.3
If you have more than 10 debit hours on the last day of each month, your manager will discuss this with you to establish why, and how you will reduce the negative balance (e.g. take the balance from your annual leave or time off in lieu (TOIL) balances, or be unpaid for it).

	19.7
	Authorised Absence


19.7.1
You may take paid time off for various authorised reasons.  Please see the Time Off Work Entitlements section at the end of this document.

19.7.2
Whenever possible you should agree in advance with your manager any such authorised paid absence.  You should add into the record you keep (of the hours you work) any hours in respect of any such absence.

19.7.3
No credit for sickness can be made which takes your hours on any given day over those you would normally have worked that day.  (e.g. if you work 7.4 hours a day, and one day work 2 hours then go home ill, no more than 5 hours 24 minutes sickness absence that day may be credited).

	19.8
	Taking Flexitime


19.8.1
You may take a maximum of 26 days Flexitime in any year.

19.8.2
You must agree with your manager in advance when you may take Flexitime.  Your manager will consider the needs of the service before responding, but will not unreasonably withhold permission.

	19.9
	Leaving The Council’s Employment


19.9.1
You should take any Flexitime owed to you before you leave the Council’s employment, as any balance will not be paid to you.

19.9.2
If you leave with a debit balance, these hours will be reclaimed from your final salary payment.

	19.10
	Disciplinary Allegations


19.10.1 Flexitime depends on trust and honesty.  Any allegations of misconduct relating to Flexitime (e.g. falsifying your time record) may be investigated under the Council’s Disciplinary Policy & Procedure.

	19.11
	Disputes


19.11.1 If you are not happy with any aspect of your Flexitime, please discuss your concern with your manager.  If you remain unhappy, you may escalate the matter under the Council’s Grievance Policy & Procedure.

	19.12
	Time Off Work Entitlements


19.12.1
Annual Leave

As detailed in your contract of employment.

19.12.2
Bank Holiday Leave

As detailed in your contract of employment.

19.12.3
Sickness Absence

As detailed in your contract of employment

19.12.4
Compassionate Leave

Up to 5 days’ paid compassionate leave p.a. (37 hours if full time) :

· in the case of critical illness or death of an employee’s partner, child, sibling, parent or next of kin,

· or where although not next of kin, the employee is called upon to make the funeral arrangements etc. of a near relative or dependant person for whom they are the principal carer.

Up to 3 days paid leave p.a. (22 hours 12 minutes if full time) to an employee in the case of critical illness or death of a near relative or dependant person for whom they are the principal carer, where the employee is not responsible for the funeral arrangements etc.

19.12.5
Study/Examination

As detailed in the Training & Development Policy.

19.12.6
Special Leave

Up to 5 days paid leave p.a. (37 hours if full time).  Special Leave is to cover exceptional circumstances only where, due to leave planning, the employee does not have the paid time off to take e.g. on critical illness or death of a partner, next of kin, near relative or dependant person for whom they are the principal carer a week’s special leave could be granted following a week’s compassionate leave.

19.12.7
Councillors Of Other Local Authorities

Up to 12 days paid leave p.a. (88 hours 48 minutes if full time) a year to enable an employee to fulfil their official duties.

19.12.8
Elections

Paid leave may be granted in respect of polling day itself e.g. to act as Presiding Officer or Poll Clerk, even though such employees will receive an additional allowance.

With the exception of those few employees employed in election count posts which are listed as specific Returning Officer appointments, no paid leave however will be granted in respect of any election count where an employee will receive an additional allowance.  An employee may of course be granted time off for the count, but it would have to be as annual leave, time off in lieu, flexitime or unpaid.

19.12.9
Magistrates

Up to 12 days paid leave p.a. (88 hours 48 minutes if full time, or the minimum required – whichever is the less) to make the minimum attendance required by your appointment.

19.12.10
Jury Service

Paid leave, however when on jury service an allowance is claimable for loss of earnings and as such an employee must always make a claim.  To enable an employee to make a claim, an employee must forward the form provided by the court to North Devon Council Payroll, who will complete the relevant details and return it to the employee.  After the employee has attended, an amount equal to the “loss of earnings” received by them from the courts will then be deducted from the employee’s pay.

19.12.11
Medical Appointments

Necessary paid time off will be granted for the purpose of cancer screening.

If an employee is required to attend a hospital appointment during their normal working hours paid time off will be granted.  They must inform their manager in advance of any such appointment and their manager may ask to see evidence of the appointment e.g. letter/card/email/text from the clinic concerned.

Any pregnant employee has the right to paid time off to attend for ante natal care.

19.12.12
Severe Weather Conditions

If you take time off in these circumstances you should use flexitime, annual leave, TOIL or unpaid leave.

19.12.13
Service In Non Regular Forces (includes Fire Service)
Up to 12 days paid leave p.a. (88 hours 48 minutes if full time, or the minimum required – whichever is the less) to make the minimum attendance required by your appointment.

If an employee is actually called up, the required paid time off work will be granted and any salary adjustments necessary will be made as per the official procedures issued to the Council.

19.12.14
School Governor

Up to 3 days paid leave p.a. (22 hours 12 minutes if full time) will be granted in respect of school governor duties, where it is not possible for an employee to carry them out outside of their working hours.

19.12.15
Leave For Religious Festivals

It is recognised that employees may wish to have time off for festivals or ceremonies related to their religion.

In line with any request for leave, an employee should give as much notice as possible when requesting leave is connected to their religious needs.  For most religious festivals and ceremonies, it should be possible for an employee to make their request for leave known at the start of the leave year.  Some religious festivals though do not have a fixed date and indeed the precise date may be known just days before the festival e.g. Eid ul Fitr.

No employee will be granted additional paid leave for religious purposes.  However, where it is reasonable and practical, a request to use leave entitlement (or time off in lieu, flexitime or unpaid leave) at a particular time for religious purposes should be granted.

19.12.16
Leave For Fertility Treatment

The Council has a sympathetic and pragmatic approach to employees requiring time off work on the grounds of fertility treatment.  Whilst on the one hand it does not have an additional paid leave entitlement specifically for fertility treatment, on the other hand it offers to agree individual flexible arrangements both with employees undertaking fertility treatment and with those providing support to their partners.

Any such employee should therefore discuss their anticipated time off work requirements with their manager who will agree with them revised working arrangements which are as flexible as possible not detrimental to the Council, and of benefit to employee.

Whilst in its simplest form the employee may just wish to take e.g. annual leave, time owed or unpaid leave, more creative solutions are not ruled out e.g. all or part of the employees’ time off work for appointments, tests and treatments cycles, such time could remain paid, yet owing, and be worked back as unpaid additional hours over an extended period of time.

19.12.17
Elective Surgery

The same principles as leave for fertility treatment apply.  The determination of whether surgery was elective or not would be made under guidance from the Council’s Occupational Health adviser.

19.12.18
Other Types Of Public Duties

Up to 3 days paid leave p.a. (22 hours 12 minutes if full time) will be granted in respect of any other type of public duties, where it is not possible for an employee to carry them out outside of their working hours.

Other public duties include being a member of :

· A statutory tribunal

· A police authority

· A board of prison visitors, or a prison visiting committee

· A relevant health body, or

· The Environment Agency or the Scottish Environment Protection Agency, or being

· A Special Constable.

19.12.19
Other External Activities

Paid time off is not granted in respect of membership of voluntary organisations.  However a limited amount may be granted in circumstances where an employee’s involvement would benefit the Council/local government e.g. voluntary representative in a local government or professional organisation related role.  Please discuss any query you may have on this with your manager.

