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STATEMENT OF CONDITIONS OF APPOINTMENT

1
PREAMBLE

This important document is part of your statement of conditions of appointment which you should read and keep in a safe place.

2
GENERAL CONDITIONS

Your terms and conditions of employment are covered by existing collective agreements negotiated and agreed with recognised Trade Unions and are contained within:


i)
the conditions of service of the National Joint Council for Local Government Services (Green Book) and the Greater London Whitley Council, as adopted and supplemented by decisions of the Havering Council; and


ii)
locally negotiated agreements.


A copy of the National Conditions of Service and other relevant documents are available within your Directorate/Department (see paragraph 26 below).


Variations in your terms and conditions of employment (referred to in this document as “the general conditions”) as agreed from time to time locally or nationally will be either separately notified to you or incorporated into the documents to which you have reference, within one month of the change.

3
PREVIOUS SERVICE

If you have previous continuous service with an organisation covered by the Redundancy Payments (Local Government) (Modification) Orders (which covers local authorities and related bodies), this will be included in calculating your entitlement to:



- a redundancy payment



- sickness allowance



- annual leave



- notice period (at half rate)


With the exception of redundancy entitlement, the above will also apply if, prior to joining the Council, you were made redundant from an organisation covered by the above Orders within the last two years, or if you left such an organisation for maternity reasons within the last eight years and have not been in permanent full-time paid employment since.  In the latter circumstances, the eight year time limit does not apply for the calculation of annual leave entitlement.

4
HOURS OF WORK

Your hours of work will be as shown in the letter enclosing this statement.  The Council reserve the right however, to change the hours of work (e.g. to evening/weekend working or to annualised hours), if this is required for the needs of the service involved; in this event a minimum period of three months’ notice of change will be given.  Many Directorates/Departments operate a system of flexible working hours, and if flexitime is applicable to your post, details of the scheme will be provided to you by your employing Directorate/Department.

It may be necessary, however for you to work at hours other than those provided in the scheme, for which time off in lieu may be given. No overtime payments will be made unless overtime has been specifically authorised in advance by your line manager. In normal circumstances any accrued time off in lieu must be taken within a period of 4 weeks. Time off in lieu to be taken outside this period must be agreed with your Head of Service.

5
PROBATIONARY SERVICE

Your appointment may be subject to a probationary period, normally of six months (for example, if you are a new entrant to the local government service).  If probation applies in your case, this will be referred to in the letter enclosing this statement.  In this event, you will be transferred to the established staff following satisfactory probationary service.

6
PAYMENT OF SALARY

Your salary will be paid on the last working day of each calendar month.  All newly appointed officers are required to accept payment of salary by means of a bank credit transfer and for this purpose you will need a bank account; a Trustee Savings Bank, National Giro Bank or certain Building Society accounts may also be acceptable for this purpose.  A Bank authorisation form must be completed and sent to your employing Directorate/Department Personnel Team, prior to the day you commence your duties, or as soon as possible thereafter.


Tax Form P45 should be submitted to your employing Directorate/Department as soon as your employment commences.  Failure to do this could result in too much tax being paid, as income tax will be deducted at Basic Rate (i.e. no allowances) until such time as the form is received.  If you are a school leaver or are already employed by the Council, you will not be required to submit a Tax Form P45; and will instead be required to sign a P46 form 

In the event of your resigning from the service of the Council (except where the resignation is in connection with, or as a consequence of any disciplinary matter), after the operative date of any future national award affecting pay, in order to take up employment with another local authority, you will be entitled to receive on application any retrospective payments due; such payments will be made without request in the event of retirement or death.

7
LEAVE

a)
Annual Leave


Your entitlement to annual leave is governed by the general conditions.  Subject always to the exigencies of the service, you may take this leave at times approved by your Director/Head of Department or appropriate senior officer, in accordance with procedures applying within your Directorate/Department.



Leave entitlement varies according to grade and continuous service as shown below:




Period of Continuous Service



 0-5
Over 5
Over 20



Years
 Years
  Years


Up to and including
21 days
25 days
28 days



Spinal Point 21 (Scale 4)



Above Spinal Point 21
24 days
27 days
30 days



In addition to these provisions, two days extra statutory leave, which is taken as additional annual leave, is granted to all officers.   (NB the basic annual leave entitlement for those up to and including SP 21, with less than 5 years service increased from 20 to 21 days pa with effect from 1st April 2009)


You will be paid at your full basic rate for all authorised absence on annual leave.  Employees who receive regular payments for working arrangements other than normal office hours will be entitled to such payments during such leave.



Part-time officers are granted an appropriate proportion of annual leave and public holidays depending on their working arrangements.



The annual leave period is from 1st April to 31st March and officers are normally expected to take all their leave by 31st March.  However, an officer unable to do so may carry over a maximum of five days of outstanding leave to be taken by 31st May in the new leave year.  In exceptional circumstances and by mutual agreement a greater leave entitlement may be carried forward to the next leave year and/or carried over leave may be taken beyond 31st May.

(Page revised January 2005 and September  2009)



Those employees starting or leaving employment during the year are entitled to leave proportionate to the number of completed months service during the year.



An officer who is promoted from one grade to another or whose salary is advanced within his/her grade, shall be entitled to an appropriate proportion of the annual leave provision relating to the new salary with effect from the first of the month following the change in salary.


b)
Special Leave


Additional leave with or without pay may be granted in special circumstances upon application to your Director/Head of Department (or to the Head of Educational establishment for School or College based staff).


c)
Leave for Examinations


Leave of absence without loss of salary will be granted to officers for the purpose of sitting for appropriate examinations.  In addition, leave of absence without loss of salary will be granted by the Council for the purpose of final revision in the period preceding the examination, generally to an extent equivalent to the time required for the examination.

8
SICKNESS

A
STATUTORY SICK PAY


i)
General



Statutory Sick Pay (SSP) is paid by the Council for a total of up to 28 weeks of sickness absence in any one period of incapacity for work (PIW) f four or more consecutive calendar days.  At the end of that period, officers entitled to SSP from the Council will transfer to State Sickness Benefit.  SSP payments will be treated in the same way as your normal salary.  Such payments will therefore be subject to Income Tax, pension contributions and National Insurance contributions, where appropriate.



ii)
Qualifying Days



In simple terms, Qualifying Days are those days of the week for which SSP may become payable.




The principle generally followed is that the Qualifying Days are the days on which you would normally have been required to work (e.g. Monday to Friday in the case of the majority of APT & C staff).




If, however, you do not work to a regular pattern each week of the year, certain rules apply in determining your Qualifying Days.  In the case of a person who is employed for alternate weeks only or during school term time only, there has to be at least one agreed Qualifying Day in each of the non-working weeks, and this day will normally be the Wednesday.  Because these days can attract SSP the notification arrangements referred to in Paragraph 8B(iii) below will apply in the event of sickness during these weeks of non-employment.



iii)
Categories of Staff Excluded from the SSP Scheme



As a general rule, you cannot be paid SSP for periods of sickness of less than four days.  Certain employees are excluded from receiving SSP (e.g. if over the age of 65 for a man or 60 for a woman, if the contract is for three months or less, if the employment has not yet commenced, etc.).  If you are excluded, you will be sent an appropriate form and advised as to the further action which should be taken.


B
OCCUPATIONAL SICK PAY SCHEME


i)
Scale of Allowances



Subject to the provisions of the scheme, if you are absent from duty owing to illness (which also includes injury or other disability) you will be entitled to receive an allowance in accordance with the following scale:




Length of
Full Pay
Half Pay



Service
Entitlement
Entitlement



up to 4 months
1 month





Up to 1 year
1 month
2 months




Up to 2 years
2 months
2 months




Up to 3 years
4 months
4 months




Up to 4 years
5 months
5 months




Over 5 years
6 months
6 months




The Council may extend these periods in an exceptional case.



ii)
Calculation of Allowance



Details relating to the calculation of allowances are set out in the National Conditions of Service (Green Book), a copy of which is available within your Directorate/Department.



iii)
Notification of Absence



In order that there may be no delay in making sickness payments, you are asked to observe the following requirements when absent from duty because of sickness or injury (for this purpose Monday to Saturday must be counted whether or nor regularly worked; Sunday should also be counted, if it would have been worked):




On your first day of sickness your Supervisor/Office must be notified as soon as possible, and preferably before 10.00 am and brief reasons for your absence and possible return date given.




On the fourth day of sickness, if you are unable to return to work, your Supervisor/Office must be notified as soon as possible of your continuing ill health.  At this stage an indication should be given, where possible, of the nature of the illness, how long you may be absent and whether or not you intend to consult a GP.  In this event, both SSP and contractual sick pay may be payable subject to the total not exceeding your normal pay.  In order to qualify for both contractual sick pay and SSP you must submit to your Director/Head of Department a completed form of certification of sickness (CSG70) which is available within your Directorate/Department.




If your sickness continues for more than six days, in addition to sending in a completed form CSG70 to your Director/Head of Department, you must also consult your Doctor immediately and submit his/her medical statement as soon as possible after that consultation.  Further medical statements must be submitted as often as required if your sickness continues.




When you are fit to return to work and have been absent for more than 14 calendar days, you must submit a final statement from your Doctor that you are now fit.




NB Reference to Director/Head of Department for notification purposes should be taken as to Head of Educational establishment for School or College based employees.




Notwithstanding the notification procedure referred to above, clearly if you are in need of medical treatment within the first six days of absence, you should consult your Doctor, and if you are issued with a medical statement in respect of that period you should submit this to your Director/Head of Department instead of Form CSG70.  You are advised to keep a copy of Form CSG70 at your home, for use should the occasion arise.




The notification arrangements apply also to employees whilst on release for full or part-time training.




Even if you are excluded from the SSP arrangements or your claim is transferred to the DSS for consideration, you must continue to submit medical statements to your Director/Head of Department.  If necessary, any statements you send in will be forwarded to the DSS.




You must forward to your Director/Head of Department all notifications of benefit received from the Department of Social Security in order that the correct rate of benefit may be deducted from sick pay allowance.




To assist the Council in correctly paying you SSP you are requested to submit any letter of exclusion received from the Department of Social Security (DSS).  Such a letter will be issued to you by the DSS at the end of any period for which you have claimed or been paid state benefit either during your last employment or at any time during your employment with this Council.  The letter will indicate that you are excluded from SSP and give a date on which the exclusion expires.




Admission into a hospital or similar institution should be covered by a Doctor’s statement on entry and discharge.




Ordinarily you are not required to submit a Doctor’s statement until you have been sick for more than 6 days.  However, where it is considered that absences over a period have been excessive, appropriate action will be taken which may include an interview, a warning and a requirement to submit self certificates or medical statements from the first day of sickness for all further absences for a two-year period.  The Council will pay for the statement if a fee is charged.  In addition, you may be required to submit to a medical examination by the Council’s Medical Officer to determine whether there are sufficient reasons for your repeated short term absences and whether you are medically fit to continue in your present job.




If there are doubts as to the reasons for your absence, it will be treated as a disciplinary matter and dealt with accordingly.  In such circumstances, normal rights of appeal etc., will be afforded.




Where you have been ill for a long period and have exhausted your allowances under the National Conditions of Service, you may still be entitled to State Benefits.  You should enquire as to what these are at your local DSS office.  At any stage, the Council may seek medical opinion as to your fitness to resume your duties.  Where you are declared medically unfit you may be retired on the grounds of ill health.  Where you are declared fit, you should return to work as quickly as possible.



iv)
Injury or Disease Sustained at Work



If you are unfortunate enough to sustain an injury at work or contract a disease which you consider was caused as a result of your working environment, you should report it IMMEDIATELY to your Group Director, who will then complete the Council’s Accident/Incident Report Form (AIR Form).  This will then be sent to the Directorate Health and Safety Co-ordinator and to the Council’s Health and Safety Section who will take any necessary action that may be required.




If, as a result of this injury/disease, it is necessary for you to be absent from work You must complete and senD to your director/HEAD OF DEPARTMENT/HEAD TEACHER FROM THE FIRST DAY OF ABSENCE Form CSG70 (Certification of Sickness) indicating in answer to the appropriate question that the injury/disease occurred at work.  If your absence continues then the instructions set out above concerning continuing sickness and returning to work will apply.




It should be noted that, with regard to absences occasioned by industrial injury/disease, employees must agree, if required by the Council, to a medical examination by a registered Medical Practitioner nominated by the Council.  If the Council’s Medical Officers is not satisfied that the absence is due to an industrial injury/disease, the employee will have the right of appeal to an independent medical referee jointly agreed by the Council and the employee.




Failure to meet the conditions set out in this Statement will render the employee liable to exclusion from the provisions of the occupational sickness payment scheme relating to industrial disease or accident.  However, the employee may have a right of appeal through normal grievance procedures where differences arise out of application of these provisions.



v)
Miscellaneous Provisions



a)   Third Party Damages



An officer who is absent as the result of an accident shall not be entitled to an allowance if damages may be receivable from a third party in respect of such accident.  In this event, the authority may, having regard to the circumstances of the case, advance to the officer a sum not exceeding the sickness allowance provided under this Scheme, subject to the officer undertaking to refund to the authority the total amount of such allowances or the proportion thereof represented in the amount of damages received.  Any period of absence in such a case where a refund of the monies advanced is made in full, shall not be recorded for the purposes of this Scheme.  Where, however, the refund is made in part only, the authority may at its discretion decide to what extent, if any, the period of absence may be so recorded.




If these circumstances apply to you, you must notify your Director/Head of Department as soon as possible.




b)   Reimbursement of Cost of Medical Statements



If you are not entitled to a free National Insurance statement, i.e. you do not pay the full National Insurance contribution, you may claim reimbursement of the actual amount paid for obtaining a private medical statement from your Doctor.




c)   Contact with Infectious Diseases



If, in accordance with the National Insurance Act (previously the Public Health (Control of Disease) Act 1984), you are prevented from attending your place of employment because of contact with an infectious disease, you should notify your Senior Officer immediately and you will be entitled to full pay less any benefit payable under the Act.  This type of absence will not count against your entitlement to normal sick leave.




d)   Maternity Provisions



If you are, or become, pregnant you may have certain entitlements to maternity leave and pay; further details may be obtained from your Directorate/Department Personnel Team.




The National Joint Councils' Schemes (Green Book) contain maternity provisions for women employees with at least one year's continuous Local Government Service.



NOTE Employees are required to declare their entitlement to benefit and any subsequent alteration to their circumstances affecting such entitlement.

9
NOTICE OF TERMINATION

You will be entitled to receive one weeks notice of termination of your employment during your probation period; increasing to four weeks thereafter.  

The minimum period of notice of termination of your employment which you are required to give is not less than four weeks.

10
OTHER TERMS AND CONDITIONS OF EMPLOYMENT

The NJC agreements and decisions made by the Council directly affecting other terms and conditions of your employment currently cover:



Appointment and promotion



Apportionment of salaries



Salary and grading provisions



Post-entry training



Travelling and subsistence allowances



Assisted Car Purchase



Official Conduct


The GLWC agreements directly affecting other terms and conditions of your employment currently cover:



Job Evaluation



Principal Officer Salary range



Pay differential for Supervisors



Planned overtime



London Allowance for residential staff


Those decisions made by the Council directly affecting other terms and conditions of your employment currently cover:



Payments for attending evening Committee meetings



Provision for time off (other than holidays and sickness)



Managing sickness absence procedure



Alcohol and Drug Misuse



Violence at work



Retirement/Redeployment/Redundancy


Copies of the above and other relevant policy documents are available for reference within your Directorate/Department.

11
ORDERS/ARTICLES OF GOVERNMENT (SCHOOL BASED STAFF)

You will be subject to such of the Standing Orders of the Council and, in the case of school based staff Articles of Government as relate to employees; a copy of those currently applicable may be seen on application within your Directorate/Department or in the latter case, to the Personnel Section, Directorate of Education and Community Services.

12
PENSIONS

a)
All Council employees with a contract of 3 months or more are entitled to become members of the Local Government Pensions Scheme.  Employees will automatically be brought into the scheme unless they sign the Joiners Option form to indicate that they do not wish to become a member, within 3 months of starting employment.

b)
Casual employees will not be brought into the scheme unless they have a “mutuality of obligation” contract;


c)
A contracting out certificate is in force for the Local Government Pension Scheme;


d)
If you have any previous pension scheme membership including the Local Government Pension Scheme with any other authority, you can transfer this to your membership with this authority.  It is not automatic and you must give details on the Joiners Option form to start this process;

e)
If you have previously been a member of the Local Government Pension Scheme with this authority, your previous pension rights can be added to your new pension benefits which will start to accrue when you re-join the Local Government Pension Scheme on your new appointment.  This will normally be to your advantage unless your pay in your new post is lower than that of your former employment.  The Pensions Office will contact you regarding this matter.

Further information on pensions is provided in the Joiners Option form and in the scheme literature.
13
TRADE UNION MEMBERSHIP

You have the right to join a trade union and to take part in its activities.  The Council supports the system of collective bargaining in every way and believes in the principle of solving industrial relations problems by discussion and agreement.  For practical purposes, this can only be conducted by representatives of the employers and of the employees.  If collective bargaining of this kind is to continue and improve for the benefit of both, it is essential that the employees’ organisations should be fully representative.  The Council is associated with other local authorities represented on the national and provincial Councils dealing with local authorities’ service.  It is equally sensible for you too to be in membership of a trade union representing you on the appropriate negotiating body and you are encouraged to do so.
(Page revised April 2008)

14
GRIEVANCE PROCEDURE

If you have a grievance relating to your employment you have a right to express it and a procedure detailing the steps to be followed has been agreed between the Council and the recognised trade unions.  A copy of the procedure and the appropriate form to be completed is available within your Directorate/Department.  The procedure does not apply in respect of grievances regarding disciplinary matters, job grading issues, superannuation regulations or tax and national insurance matters, in respect of which separate arrangements apply.


A separate grievance procedure exists for staff who form part of a School or College staffing complement (i.e. School based staff other than Catering staff).  Details of this procedure can be obtained from either the Head of the Educational establishment involved, or from the Personnel Section, Directorate of Education.


If you have a grievance you should discuss it in the first instance with your Supervisor, although if you remain dissatisfied, the procedure enables you to progress the matter further.

15
DISCIPLINARY PROCEDURE

A copy of the Disciplinary Code agreed between the Council and recognised Trade Unions is available on request within your Directorate/Department.  Very briefly, it covers almost all staff subject to NJC conditions of service and deals with:


a)
The extent to which disciplinary matters will be dealt with by a Director/Head of Department (or senior representative) and/or by the appropriate members of the Council;


b)
Except for gross misconduct justifying summary dismissal, the procedure for further disciplinary action after appropriate warnings have been given in respect of conduct or performance;


c)
In respect of any disciplinary action taken under the Code, the availability of a right of appeal and how it may be exercised;


d)
The procedure to be followed at a disciplinary hearing, including the right of an employee to representation; and


e)
Suspension of the employee from duty in appropriate circumstances.


A separate disciplinary procedure exists for staff who form part of a School or College staffing complement (i.e. School based staff other than Catering staff).  Details of this procedure can be obtained from either the Head of Educational establishment involved, or from the Personnel Section, Directorate of Education.


Rules governing the standards of conduct expected of employees have been agreed by the Council and the Trade Unions.  A copy is enclosed with this document at Appendix ‘A’.

16
HEALTH AND SAFETY

As required by the Health and Safety at Work etc., Act 1974, the Council have agreed a Policy as regards the Safety, etc. of their employees.  A copy of this policy is set out in Appendix ‘B’ attached.  A copy of the supplementary statement of policy for the Directorate/Department in which you are employed will be supplied to you by your Director/Head of Department.

17
CONFIDENTIALITY OF INFORMATION

All information coming to your knowledge in the course of your duty must be regarded as CONFIDENTIAL and must not be divulged to anyone outside the Council’s service, or to anyone within the Council’s service who does not need it in connection with his/her official duties.


Should you receive a request for such information you must report the circumstances immediately to your Director/Head of Department.  You are strongly advised to refrain from talking about Council matters, especially those affecting security of premises or cash (and in consequence the safety of those officers responsible for such security) and you must not give any statement or information about Council administration at any time to any representative of the Press.


The Data Protection Act 1984 places specific responsibilities on organisations such as the Council in relation to the use of automatically processed personal data (i.e. information about people held on computer).  If an offence under the Act is committed by the Council and is attributable to the actions or neglect of a particular officer, that person as well as the Council will be liable to prosecution.  Naturally, if you control personal data during the course of your work it is assumed that you will act responsibly and only use the data to assist you in carrying out your job.  Personal data must not be disclosed to people who have no right to see it.  Appropriate officers will receive specific advice and instruction on how data protection relates to the duties they are required to carry out but if you have any problem or doubts about what your responsibilities are you should seek guidance from your Section Head.

18
PLACE OF WORK

On appointment you will normally be based at one of the Authority’s administrative centres or other appropriate location(s) within the Borough.  The Council reserve the right, however, to employ you at some other place of employment in the Authority’s service, in a post appropriate to your grade.  Additional expenses, for a specified period, may be payable in such circumstances.

19
NEW TECHNOLOGY

The Council have negotiated with the local Branch of UNISON an agreement concerning the use of New Technology systems and equipment.  A copy of the Agreement (which includes a Health and Safety Code of Practice) may be seen on application within your Directorate/Department.

20
PERSONAL PROPERTY OF STAFF

Whilst the Council does not accept responsibility for loss of, or damage to, personal property brought on to Council premises (including a site) by employees, such loss or damage should be reported to the Director/Head of Department/Head Teacher.

21
CAR ALLOWANCES/LOANS

Your post may be categorised as an essential or a casual user in respect of the use of your private vehicle on Council business.  The Council reserve the right however to adjust or terminate such allowance in the future, if considered appropriate, or to require that the duties should instead be undertaken in a vehicle provided by the Council; in either event a minimum period of one month’s notice will be given.  If you use a vehicle on Council business, you must ensure you are covered for business use on your car insurance policy.


The Council have determined that, in the calculation of mileage allowances, the first two bands only, as detailed in the National Conditions of Service in relation to size of engine (i.e. up to 999 cc and between 1000 - 1199 cc) are used.  This is applied in all cases except where officers are required to carry heavy or bulky equipment, in which case, the higher band may be applied.


Loans are available to officers for the purchase of motor cars, up to a maximum figure, adjusted from time to time in line with inflation.  These loans are repayable over periods of up to five years and are advanced at the prevailing Green Book interest rate.  Details of the loan scheme are available within your Directorate/Department.

22
EQUAL OPPORTUNITIES

The Council are striving towards equality of opportunity, and have adopted policies in respect of both equal opportunities generally, and with specific reference to the employment of disabled persons.


Copies of both policies are available within your Directorate/Department.

23
TRAINING

Opportunities for training are available to all members of staff, and officers are required to attend, from time to time, training courses concerning employment.

24
POLICE SCREENING AND REHABILITATION OF OFFENDERS

Arising from the nature of some work undertaken by the Council, certain posts are exempt from the provisions of the Rehabilitation of Offenders Act 1974.  Applicants for such posts are therefore not entitled to withhold information about convictions INCLUDING THOSE CONVICTIONS REGARDED AS SPENT for other types of employment.  For posts where this information has been specifically requested, details of ALL CONVICTIONS MUST THEREFORE BE DISCLOSED.  A failure to do this may result in termination of employment.


The Council have procedures for checking with local Police Forces the possible criminal background of those applying to work with children, and appointments to these positions will be subject to the Police check not leading to any discrepancies with the information that postholders are required to disclose concerning all convictions.


All information given or received will be completely confidential and will be considered only in relation to the particular duties and responsibilities of the post concerned.  Where a discrepancy of information arises, the postholder will be given an opportunity to comment before a decision on future employment is taken.

25 INDEMNITY


The Council shall indemnify existing and former employees against any damages, costs of legal expenses (other than under criminal activity, fraud, dishonesty or wilful misconduct) which have been ordered to be paid or may have incurred as a result of any act, error, omission or acts of negligence arising through the course of their employment provided they acted in good faith and within the sphere of responsibility and the specific duties of their post held within the Council. This indemnity shall extend to responsibilities arising from duties undertaken on behalf of the Council for other bodies; including work performed under joint venture projects with separate companies or for other duties as requested by the Council.

26
DOCUMENTS AND OTHER MATTERS

Reference is made in this Statement of Conditions of Appointment to other documents which are available in Directorates/Departments.  Generally these documents can be obtained from the Administrative or Personnel Section of the Central Office of the Directorate/Department.  However, if any difficulty is encountered in this respect, you should contact Corporate Human Resources.
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