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COUNCIL




WELCOME

Welcome to North Devon Council.

This handbook is intended for use by all employees.  Consequently, by its very nature it cannot specifically detail your conditions of service as each employee’s contract of employment is different, but nevertheless I hope that you will find it useful.

It details conditions of service in general, some of which will be applicable in your case.  Please use its contents as a pointer and check with your Manager or one of our Human Resources Advisors if you wish to find out whether a particular entitlement is relevant to yourself.

Your full terms and conditions of service are still detailed in the nationally agreed Conditions of Service Manual or a document which details your locally agreed conditions of service.

The Council’s aim is to provide a high quality service to the community, maintaining and improving the quality of life and economic well-being of the district.  We have talked more about this on the next page.

It goes without saying that this cannot be done without your help and the Council relies on its employees to a large extent for its reputation.  You, as an employee, have a key role to play in your dealings with members of the public.

We hope you have a happy and successful time working for the Council.

North Devon Council
North Devon Council serves a population of around 90,000 people living in approximately 40,000 households. We provide a number of diverse services.  Some are very obvious such as recycling and bin collections and others are less obvious but equally important such as helping homeless people and monitoring hygiene in local food premises.

 

One thing that underpins everything we do is our approach to customer service.  Even though many of our customers have no other option but to use our services, we still aim to put their needs first and respond to them as quickly and efficiently as we can.

 

North Devon Council also plays a vital community leadership role and will always take a keen interest in looking after the local environment, promoting the local economy, planning how the area will develop in the future and making sure there is adequate housing for our residents.

 

Life at the Council is never dull - there's always a new challenge to face every day but by working together, we always strive to achieve the best outcomes for both our local residents and our many holidaying visitors.
We follow the principles of public life

(as detailed in the Employees’ Code of Conduct)

Further details on all the policies, procedures, allowances etc. mentioned in this Handbook are available on the Council’s intranet (Insite), from your manager or from Human Resources.

PROBATIONARY PERIOD

Your first six months of employment may be regarded as a probationary period (which may be extended in some instances) and is designed to assess your suitability for the job.  On your successful completion of this period your permanent appointment will be confirmed in writing.

INDUCTION

Induction is the process by which a new employee is introduced to their new job, service area and to the Council generally.  So, within this process you will certainly receive induction within your own service area and you will also be invited to attend one of the Council’s Induction courses.

CONTINUOUS SERVICE

There are many organisations where previous employment “counts” as continuous Local Government service.  So, if you transfer to the Council, without a break in service, from any such organisation (or, in certain circumstances, with a break), then your continuous service will take into account this previous employment.  This can increase your entitlement in some areas, e.g. annual leave.

YOUR PAY

All Council employees are paid by monthly credit transfer to a bank or building society account of their choice and full details of how you will be paid will be discussed at your interview and on your first day of employment.

Compulsory deductions from your pay may include income tax and National Insurance, whereas voluntary deductions may include Pension contributions, Trade Union membership fees, car loan, council tax payments etc.

It is possible to :

· donate to charity via Payroll deduction

· trade salary for childcare vouchers

· take part in “Cyclescheme” whereby you make use tax concessions so that the Council can buy a cycle chosen by you, which you then hire from the Council.  At the end of the hire period you may be offered the chance to buy the cycle from the Council by making a fair market value payment
· trade salary for additional annual leave.

ENHANCED RATES

Some employees may be entitled to enhanced rates of pay, overtime, bonuses etc.  Details of these payments would have been discussed at your interview and will also be detailed in the Written Statement you receive relating to your contract of employment.

YOUR PENSION

You are eligible to join the Local Government Pension Scheme.  Details of this are additionally available from Peninsula Pensions www.peninsulapensions.org.uk.

ALLOWANCES

There are many allowances, some of these may be applicable to you.  These include :

Travelling

You may claim allowances for travel on Council business.

If you do use your own vehicle for work related business mileage, you must ensure that, throughout the whole period that you use it, you maintain a policy of insurance which makes provision for an indemnity against any 3rd party claim on the Council, arising from the use of your vehicle on official business.

Cycle

The Council has a Cycle Friendly Policy and pays mileage at the Inland Revenue nationally set rate for business journeys within a 3-mile radius of your workplace.  Shower facilities are available at Brynsworthy Environment Centre.  Please see previous section “Your Pay” where Cyclescheme is summarised.

Telephone

 Some officers are issued with Council provided mobile ‘phones, or some service areas have “pool” mobile ‘phones.
Professional Fees

If you are required to be a member of a professional body as part of your job one fee will be paid.  If the Council considers that other professional memberships are desirable then additional membership fees may be reimbursed.  Invoices must be attached to the service area claim form.

It should be noted that additional fees beyond one professional subscription to an organisation approved by the Inland Revenue are reportable as a taxable benefit through the P11D process.

Subsistence Allowances

Subsistence is reimbursement from the Council to you in respect of actual food and/or drink costs that you incurred during your work for the Council.  Expenses will not be paid where a suitable meal is provided as part of the event (e.g. at a course/conference).

Any claim for subsistence must be pre managed i.e. you must agree in advance with your manager what you may and may not claim.  This agreement must be within the acceptable claim rates as shown on Insite.
Subsistence cannot be claimed in respect of work at any time within the North Devon Council area apart from in exceptional circumstances e.g. a major emergency requiring out of hours working.

For work outside of the North Devon Council area, lunch (at a reasonably priced rate with full supporting receipt) may be claimed if it is not provided.

In exceptional circumstances, if you are required to stay away from home overnight on Council business, then dinner, bed and breakfast (at a reasonably priced rate with full supporting receipts) may be claimed.
Subsistence rates are reviewed on an annual basis in line with any pay review.
When Subsistence May Apply
	
	At workplace out of normal hours
	Away from workplace**
	Working time

	Breakfast
	YES
	YES
	Before 8 a.m.

	Lunch
	NO
	YES
	Away from work between 12 & 2 p.m.

	Tea*
	YES
	YES
	Work after 6.30 p.m. up to 8.30 p.m.

	Evening Meal *
	YES
	YES
	Work after 8.30 p.m.


Only one of these allowances may be claimed, except on Saturday or Sunday.

In addition if you attend a residential training course you may also claim a set allowance.  These are published annually and held by your manager.
EXPENSES AND ASSISTANCE

The Council has an Employee Expenses Policy and in general, receipts must be obtained for all expenditure.

For corporate and technical courses agreed with your manager, all travel costs (standard class rail fare, casual/essential mileage rate) to and from the venue will be paid by the Council.  If food is not provided at the course, subsistence will be paid at normal rates.

For qualification courses the Council will pay costs agreed with the Human Resources Manager prior to you starting the course which, in most cases will mean tuition, examination and registration fees.

When you are on an all day course or seminar, you should log your actual hours worked.

HOURS OF WORK

Different employees work differing hours, so you may work:

Flexitime (detailed in a Booklet available on Insite or from Human Resources)

Shifts (arranged by your manager), or

Set Hours.

BANK HOLIDAYS

Employees’ entitlements to annual leave and holidays are calculated in hours and minutes.  This calculation is based on the number of hours that you work each week.

ANNUAL LEAVE

The annual leave year runs from 01 April to 31 March.  It is important that you take your full entitlement each holiday year as any balance not taken may only be carried forward in exceptional circumstances.

If you are joining or leaving us mid leave year, you will receive a pro rata proportion of your entitlement.

If you fall sick during the course of annual leave you shall be regarded as being on sick leave from the date of a doctor’s statement/Fit Note.

N.B.  YOU SHOULD BOOK AND TAKE ANY LEAVE BY PRIOR AGREEMENT WITH YOUR MANAGER.  WHILST THE COUNCIL WILL MAKE EVERY EFFORT TO AGREE LEAVE COMMITMENTS, THERE MAY BE CASES OF EXTREME URGENCY OR WORKLOAD WHICH PRECLUDE YOUR MANAGER FROM AGREEING THEM.

FAMILY FRIENDLY POLICY

Please see the Council’s Family Friendly Policy for details relating to :

· Maternity leave and pay

· Time off to accompany a pregnant woman to ante-natal appointments

· Paternity leave and pay

· Adoption leave and pay

· Shared parental leave and pay

· Parental leave and pay

· Maternity related and work life balance issues

· Leave for dependants

· Career break

· Right to request flexible working

· Fostering and caring responsibilities

· Unpaid leave

· Childcare vouchers

· Salary traded leave

· Flexitime

· Time off work entitlements

· Compassionate leave
· Study/examination leave

· Special leave

· Councillors of other local authorities

· Elections

· Magistratesa

· Jury service

· Medical appointments

· Severe weather conditions

· Service in non regular forces (includes Fire Service)

· School governor

· Leave for religious festivals

· Leave for fertility treatment

· Elective surgery

· Other types of public duties

· Other external activities

SICKNESS ABSENCE

In any case, if you are absent from work due to illness you must:

Inform your manager as soon as possible on the first day of your absence

Inform your manager again on the fourth day of your absence

Complete a self certificate if you are off sick for up to seven days

Provide a Fit Note if you are off for 8 days or more.

Full details of the Council’s Sickness Policy and Procedures are given in the sickness guidance and policy documents which were enclosed with your contract of employment and are available on Insite.

Many employees receive pay during sickness absence (either just Statutory Sick Pay or pay under the Council’s Occupational Sickness Schemes).  The Council has the discretion to extend periods of paid sickness in exceptional cases and will review all such cases before entitlement to paid leave ceases.

Payment will be withheld for periods of unauthorised absence.

CAR PARKING

With effect from 11th September 2000 employees joining North Devon Council on or after this date will not be entitled to free car parking.  However if you are a designated essential car user, car-parking facilities will be provided at one of the car park locations.  A car park permit will need to be obtained from your manager.

If you travel on behalf of the Council and use public car parks (or you park at the Civic Centre for work purposes on a Saturday), you must buy a ticket.  This cost can be claimed back.  The Council will not cancel or reimburse you for any excess charges.

EMPLOYEE SUGGESTION SCHEME (“Great Ideas”)

An award of £25 to £100 is made if a suggestion of yours is successfully implemented concerning an area of work which is not your responsibility, or up to £5,000 if adopted by the whole Council.  Suggestions should be submitted via Human Resources.

LONG SERVICE AWARDS

Organised by Human Resources for employees who have completed 25 or 40 years service.  The award made by the Council is limited to £200 for 40 years service (£5 per year of service).  Employees can make an additional contribution if the value of the gift exceeds the Council award.  Please see the Expenses Policy for more information.

RETIREMENT AWARDS

Organised by Human Resources for employees who have at least 25 years service.  The award made by the Council is limited to £4 per year of service up to a maximum of £160 (40 years service).  Employees can make an additional contribution if the value of the gift exceeds the Council award.  Please see the Expenses Policy for more information.

CAR LOANS

Certain employees may be eligible for the Council’s Assisted Car Purchase Scheme.

PERSONAL VEHICLES AND PROPERTY

North Devon Council disclaims all liability for any loss of its employees’ personal property except where the Council can be held legally liable.

LEARNING & DEVELOPMENT

We are committed to a policy of helping all people within the Council to perform their jobs effectively.

The Council aims to encourage everyone to perform their jobs to the highest possible level and will contribute, through the provision of appropriate learning and development opportunities and an environment in which people are motivated, to undertake training and develop their skills and knowledge.  Through this process we recognise that learning and development will contribute to the furtherance of the Council’s wider business objectives.

TYPES OF DEVELOPMENT RECOGNISED BY THE COUNCIL

Responsibility for development and training rests ultimately with you and your manager, but the Human Resources Manager is responsible for the provision of corporate development services and advice to meet the needs of employees.
	Corporate
	(affecting the Council’s employees as a whole e.g. management development, customer service etc.)

	Qualification
	(all development related to certification and technical, professional or relevant academic qualifications)

	Technical
	(technical skills and knowledge for your own service area’s work)


YOUR DEVELOPMENT AND TRAINING NEEDS

The Council aims to encourage everyone to perform their jobs to the highest possible level and will contribute, through the provision of appropriate training opportunities and an environment in which people are motivated, to undertake training and develop their skills and knowledge.  Through this process we recognise that training and development will contribute to the furtherance of the Council's wider business objectives.

Learning and development needs will be assessed during your probationary period, at appraisal and appraisal review, and will be met either by the department, if the need is technical (specific to the job), or Corporately (a general need) through Human Resources.  Development needs may also be recognised at other times outside of appraisal, in this circumstance please discuss with your line manager.  An interim nomination form should then be completed and returned to Human Resources to agree any Corporate training.

The Council will consider requests for assistance towards further education course fees and approved professional qualification course fees, providing that there is a written development plan that fits in with the corporate aims of the department. 

You are always welcome to discuss your training needs with the Learning & Development Administrator.
APPRAISAL

The Council has an appraisal system for all employees. Full details of it and appraisal documentation, including the appraisal form and guidance notes, are available from your manager, or via the Learning and Development page on Insite.  Appraisals take place annually with regular reviews forming part of the process.

EQUALITY AND DIVERSITY

The Council believes that everyone should have an equal opportunity to live, work and learn free from discrimination, bias and harassment and is therefore committed to policies, procedures and practices, which do not discriminate.

We fully recognise that practices have to accord with the requirements of a range of legislation and that discrimination on the grounds of age, disability, gender, race, religion or belief, gender re-assignment, pregnancy and maternity and sexual orientation is unlawful.

The Council also considers other types of discrimination (which are not unlawful) to be equally unacceptable e.g. political belief, membership or non-membership of an organisation, trade union activities or caring responsibility.

For more information on our commitment to equality please see our Inclusive Equality Scheme.

HEALTH, SAFETY & WELFARE AT WORK

When you join the Council you will be issued with a copy of the Council’s Health & Safety Policy.  There will also be risk assessments and other documents available to you about how to work safely.

RISK ASSESSMENT

Your manager will assess the risks to which you are exposed during your work for the Council.  You will be told of these risks and the steps that are taken to minimise or reduce them.

INCIDENT REPORTING

You must use an incident report form to tell us about any incident resulting in injury or distress, or any “near misses.”
PROTECTIVE CLOTHING

This is supplied by the Council where identified in health and safety risk assessments as a necessary control measure.

VIOLENCE AND AGGRESSION

During the course of their duties a few employees may be involved in incidents which lead to their being the subjects of threats or actual violence, aggression or verbal abuse.  Such incidents should be reported on an incident report form.  There is a Policy and process for assessing such incidents and notifying all managers of situations where there is a serious risk to employees,

NO SMOKING POLICY

Smoking is prohibited in all enclosed premises in the workplace including Council vehicles.

Employees wishing to smoke will have to leave their work place or vehicle to do so.

Employees on flexitime will need to “clock off” when leaving their workplace/vehicle for a smoking break and “clock back on” when they return.

Employees not on flexitime will have to agree arrangements with their manager for recording their unpaid smoking breaks.
Vaping (use of e-cigarettes) is similarly prohibited.
FIRST AID

Certain employees are trained by the Council as first aiders.  If you do not know who the first aiders are, please ask your manager.

EVACUATION PROCEDURES

Regular alarm tests and fire drills are held.  If you do not know what the evacuation procedures for your place of work are, please ask your manager.

OCCUPATIONAL HEALTH

In some circumstances employees may be referred to Occupational Health.  This is to assist both the employee and the Council to manage any particular health issue that is affecting an employee’s working life.

EYE TESTING

If you use Display Screen Equipment you may be entitled to an eye examination and an eye test at the Council’s expense.  Contact your manager or Human Resources, or look on Insite, for further information.

STANDARDS OF BEHAVIOUR, CONDUCT & PERFORMANCE

Standards of behaviour e.g. good attendance and time keeping are implied terms within your contract.  There may also be specific regulations for your service area that you need to be aware of e.g. financial regulations, if this is the case, your manager will tell you.

In circumstances where required standards are not adhered to, corrective action will need to be taken and sometimes this will be done through the Council’s formal Disciplinary or Capability Procedure.

OFFICIAL CONDUCT

When you join the Council you will be issued with a copy of the Council’s Code of Conduct for its employees which details conduct expected or forbidden in some detail.  It is worth stating though that all employees are expected to demonstrate the highest level of integrity and, although your off duty hours are your personal concern, you should never put yourself in a situation where your private interests conflict with your official duty.

PRIVATE WORK

You may be able to accept outside employment, but you must get approval first.  (The procedure for obtaining approval is detailed in the Code of Conduct booklet referred to above).  However drawing up plans for another party or acting as an agent for any particular application to be submitted to the Council is strictly forbidden. 

REGISTERS OF EMPLOYEE INTERESTS/GIFTS/HOSPITALITY RECEIVED
The Code of Conduct details in it (amongst other things) that you must, in certain circumstances, make a declaration in the Register of Employee Interests and/or the Register of Hospitality/Sponsorship.

Please see the Code of Conduct for full details of what you may need to declare in these Registers which are kept by Member Services.  You can also complete them online using ‘My Insite’.
PRESS AND BROADCAST INTERVIEWS

From time to time, you may get approached by the local media, either for some information or for a quote or an interview.  This is especially the case if you are an expert in your field or are in a relatively senior position.  If your manager has authorised you to speak on behalf of the Council you may respond, alternatively please refer the query to the appropriate person.  If you have any concerns about this, please talk it over with your manager or contact our Communications Team for advice.

CANVASSING COUNCILLORS

If you canvass a Councillor, directly or indirectly, in connection with an appointment, then you will be disqualified from consideration.

INFORMATION TECHNOLOGY

The Council has Policies on the following :

· Data Protection

· Internet

· Email

· Acceptable Usage

Copies of these Policies are available on Insite, from your manager or from Human Resources.

POLITICAL RESTRICTION

You will be told in writing if this restriction applies to you.

DISCIPLINARY PROCEDURE

The purpose of a formal Procedure is to ensure that any disciplinary action taken is fair and reasonable and that standards are consistent throughout the Council.  The Council’s Disciplinary Procedure includes a right of appeal.

GRIEVANCE PROCEDURE

If you are unhappy with a situation and feel you have been unfairly treated you may raise the matter as a grievance if you wish.  The Council’s Grievance Procedure includes a right of appeal.

CAPABILITY PROCEDURE

The Council has a formal procedure which may be used when an employee’s standard of work is considered to be less than satisfactory for reasons usually connected with skills, knowledge, aptitudes or mental or physical conditions.  The Council’s Capability Procedure includes a right of appeal.

TERMINATION OF EMPLOYMENT

You must put your resignation in writing (email is fine) to your manager giving the date on which you wish to leave.  Your notice period is contained within your contract of employment.

If you are leaving you will be contacted by Human Resources for an exit interview.  Any information you give is strictly confidential, but is useful to the Council in identifying any trends or areas of concern.

PAYMENTS DUE TO YOU

You should take any annual leave due, however if you are unable to do this, in some circumstances payment in lieu may be made.  If you leave before a pay award has come into effect, then the back pay due to you will be sent on to you once the award has been made.

RETURN OF COUNCIL PROPERTY

When you leave the Council, you must return to your manager any Council property with which you have been issued (e.g., ID card, mobile telephone, car park pass or card, protective clothing, etc.).

RETIREMENT

Some employees still currently have the option of retiring at 60.  It is possible for any employee to retire early.

You can find out more about your retirement options by reading information provided by Peninsula Pensions, the Council’s Early Retirement Policy, or by contacting Human Resources.

REDUNDANCY

The Council recognises that redundancy is an extremely stressful and unpleasant experience and has agreed a Redundancy and Redeployment Procedure (available on Insite or from Human Resources) with the Trades Unions which endeavours to minimise the effects of it on any employee by providing the following services:

Redeployment within the Council if at all possible

Career counselling

Time off to seek alternative employment

Pension information

Outplacement counselling to assist with retraining etc.

TRADES UNIONS

Local Government has a long-standing history of Trade Union recognition and North Devon District Council supports the system of collective bargaining in every way.

At a national level Trades Unions negotiate on pay awards and other general conditions of employment, whilst locally they negotiate and are consulted on issues which affect the interests of their members.  This is a formal structure through which these consultations and negotiations take place.

If, in future, you feel you have any views or opinions on work issues you should of course, in the first instance discuss these with your supervisor or manager.  However, a Union network has been established so that you may also raise any matter of particular concern with your local Union representative, who in turn may decide to take it up with management through the agreed channels of negotiation and consultation.

Apart from negotiation and consultation with management, Trades Unions also provide a number of other services to their members, such as support in grievance and disciplinary cases and legal advice and representation.  The main Local Government Union, UNISON also provides an education service by distance learning and access to locally run training courses.

The effectiveness of discussions between management and Union representatives relies on the Trades Unions being fully representative of the employees and it is for this reason that the Council encourages Trade Union membership of recognised Unions.  However, membership of a Union is completely voluntary and you are free to join, leave or change your Union at any time during your employment.

If you decide to join a Trade Union, arrangements can be made for your membership fees to be deducted direct from your pay.

Employment Related Policies / Procedures / Local Agreements (LA)@ October 2015
Allowances (LA) car, motorcycle, cycle and subsistence

Acceptable Usage Policy

Annual Season Ticket Loan Policy & Procedure

Calculation of Holiday Entitlement (LA)
Capability Policy & Procedure (LA)
Car Allowances Scheme (LA)

Change Management Strategy

Cyclescheme – Procedures & Rules

Disciplinary Policy & Procedure (LA)

Early Retirement Policy

Employee Code of Conduct (LA)

Employee Handbook

Employment References Policy

Equality in Employment Policy (LA)

Expenses Policy
Family Friendly Policy
Flexibility Clause (LA)

Grievance Policy & Procedure (LA)

HR 21:21 Working Guidance

Harassment at Work Policy

Induction Policy & Checklist

Job Description Guidelines & Template

Job Evaluation Appeal Process

Out of Hours Working For Civil Emergencies Or Major Incidents (LA)

Parking Policy (Brynsworthy Environment Centre)

Pay Policy, includes :

· Accelerated Incremental Progression Policy
· Honoraria LA
· Incremental Progression LA

· Market Addition Policy
· Pay Protection Policy
· Statutory Pay Policy
Pay Scale & Bandings

Pensions Discretions

Recognition Agreement

Recruitment & Selection Policy

Redundancy & Redeployment Policy (LA)

Sickness Absence Management Policy
Staff Suggestion Scheme Policy
Training Policy, includes :

· Induction Policy

· Learning and Development Policy

· Right To Request Time Off Work To Undertake Training Policy

Varying Place of Work (LA)
Working Safely With Children And Vulnerable Adults Protocol

Health & Safety Related Policies and Procedures
Health & Safety Policy
Incident Reporting

Risk Assessments

Working Safely with Computers

Health, Safety and Welfare Committee

Fire Safety

First Aid at Work

Driving for Work Procedure

Lone Working Procedure
Violence Or Aggression At Work Policy

ICT Documents

Data Protection Policy (LA)

Email Policy (LA)
Internet Policy (LA)
Information Security Policy
IT Acceptable Usage Policy
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This document is for information only and does not form part of your contract of employment.  There will be variations at a service area level in some of the Human Resources practices mentioned in this handbook.  Please talk to your manager or one of our Human Resources Advisors if you have any queries.
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