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2026-02-11  Summons and Agenda PC 

Gainsborough Town Council 
Richmond House, Richmond Park, Morton Terrace 

Gainsborough, Lincolnshire, DN21 2RJ 

Tel: 01427 811573 

Website: gainsborough-tc.gov.uk 

To: Committee members: 
Councillor Sheila Bibb Councillor Stephen Blogg 
Councillor Nigel Bowler Councillor Richard Craig 
Councillor Dennis Dannatt Councillor Paul Hooton 
Councillor Paul Key Councillor Doug Owles 
Councillor Kenneth Woolley 
Councillor Caz Davies (sub) Councillor Richard Thompson (sub) 

NOTICE IS HEREBY GIVEN and Members are summoned to attend a meeting of the 
Personnel Committee of the Council to be held on Wednesday 11 February 2026 at 6:30pm 
in the meeting room, Richmond House, Richmond Park, Morton Terrace, Gainsborough, DN21 
2RJ at which the under mentioned business will be transacted. 

AGENDA 

PC26/052 Apologies for Absence 
To note apologies for absence. 

PC26/053 Declarations of Interest 
To receive any declarations of interest in accordance with the requirements of the 

Localism Act 2011. 

PC26/054 Dispensation Requests 
To consider any dispensation requests received by the Town Clerk in relation to 

personal and/or disclosable pecuniary interests, not previously recorded. 

PC26/055 

and to resolve accordingly. 

PC26/056 Minutes of the Previous Meeting 

To receive and resolve to sign as a true and accurate record the minutes of the 

Personnel Committee meeting held on Wednesday 14 January 2026. 

Paper A (pages 4 to 7) 

PC26/057 Sickness Absence Policy Review 

To review and adopt updated Sickness Absence Policy. 

Paper B (pages 8 to 16) 

PERSONNEL COMMITTEE AGENDA 
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PC26/058 Whistleblowing and Confidential Reporting Policy Review 

To review and adopt updated Whistleblowing and Confidential Reporting Policy. 

 Paper C (pages 17 to 25) 

 

PC26/059 Expenses Policy Review 

To review and adopt updated Expenses Policy. 

 Paper D (pages 26 to 31) 

 

PC26/060 Dignity at Work Policy Review 

To review and adopt updated Dignity at Work Policy. 

 Paper E (pages 32 to 44) 

 

PC26/061 Pension Discretions Policy Review 

To review and adopt updated Pension Discretions Policy. 

 Paper F (pages 45 to 54) 

 

PC26/062 Acting up / Additional Duties Policy 

To consider and determine whether the Acting Up / Additional Duties policy 

should be removed from the Council’s policy portfolio. 

 Paper G (pages 55 to 57) 

 

PC26/063 Caretaker Provision  
To consider the future provision of caretaking services. 

Exclusion of Public and Press recommended due to personal nature of 

discussion. 

Paper H (pages 58 to 65) 

 

PC26/064 Personnel Matter 

To consider personal matter within the paper. 

Exclusion of Public and Press recommended due to personal nature of 

discussion. 

Paper I (pages 66 to 68) 

 

PC26/064 Items for Notification 

To receive any items for notification to be included on a future agenda (for 

information only) 

i. Equality and Diversity Policy – March 2026 

ii. Data Protection Policy for HR-related Data – April 2026 

iii. Call-out Provision 

iv. Shared Parental Leave Policy Review 

v. Adoption Leave Policy Review 

vi. Parental Bereavement Policy Review 

vii. Child and Vulnerable Adult Welfare and Safeguarding Policy Review 

viii. No Smoking Policy Review 

ix. Mobile Phone Policy Review 
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PC26/065 Time and Date of Next Meeting 
To note the next Personnel Committee meeting is scheduled for Wednesday 11 

March 2026 at 6:30pm. 

 
 

Rachel Allbones 
Town Clerk 

Richmond House 

Gainsborough  

 

    Thursday, 05 February 2026 
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Gainsborough Town Council  
Richmond House, Richmond Park, Morton Terrace 

Gainsborough, Lincolnshire, DN21 2RJ 

Tel: 01427 811573 

Website: gainsborough-tc.gov.uk 

 
Minutes of the Personnel Committee meeting held on Wednesday 14 January 2026 at 
6:30pm in the meeting room, Richmond House, Richmond Park, Morton Terrace, 
Gainsborough, DN21 2RJ. 
 

Councillors Present: Councillor Richard Craig (Chair) 

 

Councillor Sheila Bibb Councillor Nigel Bowler 
Councillor Dennis Dannatt Councillor Paul Hooton 
Councillor Paul Key Councillor Doug Owles 
Councillor Kenneth Woolley   

 

In Attendance:   

Rachel Allbones  Town Clerk 

Sean Alcock   Operations Manager 

 

 

PC26/038 Apologies for Absence 
No apologies were received. 

 

PC26/039 Declarations of Interest 
No declarations of interest were made. 

 

PC26/040 Dispensation Requests 
No dispensation requests were received. 

 

PC26/041 Items for Exclusion of Public and Press 
RESOLVED: to exclude the public and press from items PC26/047, PC26/048 

and PC26/049 in accordance with the 

. 

 

PC26/042 Minutes of the Previous Meeting (Paper A) 
RESOLVED: that the minutes of the Personnel Committee meeting held on 

Wednesday 8 October 2025 be approved as a as a true and accurate record and 

signed by the Chair. 

 

Note: Councillor Craig abstained from voting on the above resolution. 

 

PC26/043 Lincolnshire Pension Fund (Paper B) 
RESOLVED: To note the draft Lincolnshire Pension Fund 2025 valuation results 

DRAFT PERSONNEL COMMITTEE MINUTES 
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and proposed contribution rates from 1 April 2026 and approve the contribution 
rate of 19.2% for the next three years. 
 

PC26/044 HR Audit December 2025 (Paper C) 
RESOLVED: To note the HR compliance report from the Council’s HR adviser, 

and certification gained. 

 

PC26/045 Neonatal Care Leave Policy (Paper D) 
RESOLVED: To RECOMMEND to FULL COUNCIL to adopt a Neonatal Care 

Leave Policy. 

 

PC26/046 Marshalls Cleaning Provision (Paper E) 
RESOLVED: To extend current arrangement with Office Maid until 31 March 

2027, then reevaluate. 

  

PC26/047 Caretaker Provision (Paper F) 
RESOLVED: That consideration of Caretaker Provision be deferred until the next 

meeting, pending receipt of a report addressing the following: 

i. Opportunities for generating additional income 

ii. Lost revenue arising from declined bookings 

iii. Whether the Office Maid could undertake spot checks between bookings 

and potentially open the building for one-off bookings 

iv. The feasibility of a job-share arrangement, up to a total of 40 hours 

v. The feasibility of employing two Caretakers, with a combined total of up to 

40 hours 

vi. For items (iv) and (v), a quantification of hours required 

 

PC26/048 Staff Sickness Absence and Leave (Paper G) 
RESOLVED: To note the sickness absence and holiday report. 

 

PC26/049 Annual Staff Appraisals (Paper H) 
RESOLVED: To note the outcomes of the recent annual staff appraisals. 

 

PC26/050 Items for Notification 
RESOLVED: to NOTE the items for notification to be included on a future agendas:  

i. Call-out Provision 

ii. Shared Parental Leave Policy Review 

iii. Adoption Leave Policy Review 

iv. Parental Bereavement Policy Review 

v. Child and Vulnerable Adult Welfare and Safeguarding Policy Review 

vi. No Smoking Policy Review 

vii. Mobile Phone Policy Review 

viii. Expenses Policy Review 

ix. Electronic Information and Communication Systems Policy Review 

 

PC26/051 Time and Date of Next Meeting 
RESOLVED: to NOTE the next Personnel Committee meeting scheduled for 

Wednesday 11 March 2026 at 6:30pm at Richmond House, Morton Terrace. 
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The meeting closed at 7:21pm. 

 

 

Signed as a true record of the Meeting: ________________________   Dated_____________ 
              Presiding chairman of approving meeting 
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1. Introduction, Purpose and Scope 
Gainsborough Town Council is committed to maintaining the health, well-being and 
attendance of all its employees while ensuring the effective and efficient delivery of 
services.  

The Town Council’s sickness absence policy is based on the following principles: 

• It undertakes to provide reasonable payments to employees who are unable to 
work due to sickness. 

• It will respect the confidentiality of all information relating to an employee’s sickness 
and information will be held in line with all data protection legislation. 

Regular, punctual attendance is an implied term of every employee’s contract of 
employment and the Town Council asks each employee to take responsibility for 
maintaining good attendance and reporting absence according to the procedures set 
out in this policy. 

Regular and punctual attendance is an implied term of every employee’s contract of 

employment. The Council recognises, however, that from time to time employees may 

be unable to attend work due to illness or injury and aims to support employees during 

such periods in a fair, consistent and supportive manner. 

This policy: 

• Sets out the procedures for reporting and managing sickness absence; 

• Provides guidance and support to employees during periods of ill health; 

• Ensures that sickness absence is managed consistently and in line with 

employment legislation and good practice. 

This policy applies to all employees of the Council. 

The policy will be applied in accordance with the Equality Act 2010, the Employment 

Rights Act 1996, the Statutory Sick Pay Regulations, data protection legislation, and 

relevant health and safety legislation. The Council will give full consideration to its duty 

to make reasonable adjustments for employees with disabilities or long-term health 

conditions. 

This policy is non-contractual and may be amended by the Council at any time. 

2. Principles 
The Council’s approach to sickness absence is based on the following principles: 

• Employees will be treated with dignity, respect and confidentiality; 

• Sickness absence will be managed fairly, consistently and sensitively; 

• Employees have a responsibility to take reasonable care of their health and to follow 

absence reporting procedures; 

• The Council will provide appropriate sick pay in accordance with contracts of 

employment and statutory requirements; 

• Early support and intervention will be used to help employees return to work as soon 

as reasonably possible. 
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1. Purpose and Scope 

The purpose of this policy is to ensure that the operational efficiency of the Council can 
be maintained whilst employees are absent from work for sickness or injury related 
reasons. It also seeks to provide guidance, security and support to employees during 
periods of ill health. 

2.3. Procedures 

3.1 Absence Reporting 
An employee must report their absence from work owing to illness to their line manager 
by telephone as early as possible and no later than one hour after they are due to 
commence their working day on which the absence first occurs. If your line manager is 
unavailable, you should call the Town Council switchboard. Your line manager must be 
briefed on your current workload and any urgent matters that may require attention. If 
possible, you should give an indication of how long you expect to be absent so that 
arrangements can be made for cover if required. If the Town Clerk is unable to attend 
work, he / she should contact the Chairman of the Personnel Committee or the 
Chairman of the Council and his / her deputy. 

Employees must notify their line manager by telephone as early as possible and no 

later than one hour after they are due to start work on the first day of absence. Text 

messages, emails or messages passed via colleagues are not normally acceptable 

unless agreed in advance or where illness prevents telephone contact. 

If the line manager is unavailable, the employee should contact the Town Council 

switchboard. 

Employees should provide: 

• The reason for the absence; 

• The expected duration of the absence (if known); 

• Details of any urgent work matters requiring attention. 

Employees must maintain reasonable contact with their line manager throughout their 

absence and notify them of any change in circumstances or anticipated return date. 

If the Town Clerk is absent, they must notify the Chair of the Personnel Committee or 

the Leader of the Council (or their deputy). 

 
3.2 Certification 

If the absence is for a period of less than 7 days, employees must complete a self-
certification form on their return to work. For periods over 7 days a medical Statement 
of Fitness for Work (fit note) from a GP (or relevant medical establishment) is required. 

It is the responsibility of each employee to keep their line manager advised of the 
circumstances that are preventing them from attending work, of their likely return date, 
action being taken to mitigate the effect of the illness (e.g. GP / medical appointments) 
and contact details in case of work-related queries. 

Where the incapacity to work arises from a voluntary action by the employee e.g. 
cosmetic surgery, organ donation, then sickness absence leave and pay will be entirely 
at the Council’s discretion and employees are strongly advised to discuss such 
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circumstances, in confidence, with the Town Clerk (or the Chairman of the Personnel 
Committee or the Chairman of the Council) in advance of such a procedure. 

Where absenteeism appears unreasonable or unwarranted, employees may be liable 
for disciplinary action for misconduct. The Town Council reserves the right to make 
welfare visits to the home of employees whilst they are on sick leave. 

For sickness absence of up to and including 7 calendar days, employees must 

complete a self-certification form on their return to work. 

For sickness absence of more than 7 calendar days, employees must provide a 

Statement of Fitness for Work (fit note) from a GP or other authorised medical 

practitioner. Consecutive fit notes must be provided to cover the full period of absence. 

Where a fit note indicates that an employee may be fit for work subject to adjustments, 

the Council will consider whether reasonable adjustments can be made. 

Employees are responsible for keeping their line manager informed of: 

• Their medical position; 

• Likely return-to-work date; 

• Any treatment or appointments relevant to the absence. 

Where sickness absence arises from voluntary medical procedures (e.g. cosmetic 

surgery), entitlement to sickness absence and pay will be considered on a case-by-

case basis. Employees are strongly advised to discuss such matters confidentially with 

the Town Clerk in advance. 

The Council may arrange a welfare visit during a period of sickness absence, with 

reasonable notice, to provide support and maintain contact. 

3.3 Return to Work Meetings 
Staff members must undertake a “return to work” meeting with their line manager on 
their day of returning to work after any period of absence. This practice is to ensure that 
staff members are fit to work; agree a phased return to work (where appropriate); 
receive work related updates and prioritise workload. In the case of the Town Clerk, he / 
she will meet with the Chairman of the Personnel Committee and the Chairman of the 
Council at the earliest opportunity. 

A return-to-work meeting will take place between the employee and their line manager 

following every period of sickness absence, regardless of duration. 

The purpose of the meeting is to: 

• Confirm the employee is fit to return to work; 

• Identify any ongoing health concerns; 

• Consider reasonable adjustments or a phased return (where appropriate); 

• Update the employee on work matters; 

• Help prevent further absence. 

Return-to-work meetings are supportive and informal and do not form part of the 

disciplinary process. 
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For the Town Clerk, the return-to-work meeting will be conducted with the Chair of the 

Personnel Committee and/or the Leader of the Council. 

3.4 Sent HomeLeaving Work Due to Ill Health 
If while an employee is at work they decide that they are unwell and need to go home, 

for health and safety purposes they must inform their line manager before they leave 

the building. The employee will need to discuss with their line manager of any urgent 

matters requiring attention. 

If an employee becomes unwell during the working day and needs to leave work, they 

must inform their line manager before leaving and discuss any urgent work matters. 

3.5 Medical, Dental, Hearing or Optician and Other Appointments 
Where possible medical appointments should be made outside of working hours. If this 
cannot be arranged they should disrupt the working schedule as little as possible, e.g. 
made early or late in the day. Employees will be required to make up the time to cover 
such absences or take it as unpaid leave. 

Where attendance for a medical or hospital appointment necessitates a complete day’s 
absence from work, this will be treated as sick leave (unless annual leave is utilised) 
and the procedure for self-certification should be followed. 

An exception to the above is where an employee is due to have parental responsibility 
is taking time off to attend an antenatal appointment, as per the Council’s Maternity, 
Paternity & Adoption Leave Policy. 

Where possible, employees should arrange routine medical, dental, hearing and 
optician appointments outside of normal working hours. Where this is not reasonably 
practicable, appointments should be arranged to minimise disruption to the working 
day, for example at the beginning or end of the day. 

The Council recognises the importance of supporting employee health and wellbeing 
and, in limited circumstances, may allow reasonable paid time off to attend medical 
appointments where there is no practical alternative. 

Paid time off for medical appointments will normally be granted where: 

• The appointment cannot reasonably be arranged outside working hours; and 

• The appointment is necessary for the employee’s health or ongoing treatment; and 

• Prior approval has been obtained from the line manager. 

Such paid time off will: 

• Normally be limited to the actual time required to attend the appointment and travel; 

• Be monitored to ensure it is used appropriately and consistently; 

• Not be unreasonably refused, but may be declined where operational requirements 
cannot be met. 

Where paid time off is not approved, employees may be required, by agreement with 
their line manager, to: 

• Make up the time; 

• Take the time as unpaid leave; or 

• Use annual leave or TOIL. 

13



53 – SICKNESS ABSENCE POLICY                                                             Gainsborough Town Council 
 

Page 6 of 4 
 

 

Where attendance at a medical or hospital appointment necessitates a full day’s 
absence due to illness or recovery, this will normally be treated as sickness absence 
and the relevant reporting and certification procedures must be followed. 

Reasonable paid time off will be granted for: 

• Antenatal appointments in line with the Council’s Maternity, Paternity and Adoption 
Leave Policy; 

• Disability-related medical appointments, in line with the Equality Act 2010 and the 
Council’s duty to make reasonable adjustments. 

The Council reserves the right to request confirmation of appointments where 
appropriate. 

3.6 Use of LeaveAnnual Leave, TOIL and Working from Home 
The Council recognises that some employees may wish to choose to take annual leave 
or allocate time off in lieu (TOIL) on days or periods where they are ill. This must be 
discussed with the employee’s line manager, who will consider the request. The use of 
annual leave instead of sick leave is however discouraged, as it may mask any 
underlying health problems and is not the most beneficial use of an employee’s annual 
leave which is intended to ensure employees take adequate rest periods from work 
throughout the year. 

There may be occasions where it is possible for an employee to work from home 
despite not being fit enough to attend work, an example may be post-operation/ injury 
recovery or in the circumstances of contagious illnesses, that physically means they 
cannot attend the workplace but may still able to carry out work functions from home. 
The employees line manager will be able to discuss with the employee whether or not 
working from home will be possible and arrangements for this.  

The principle consideration when making this decision will be the employee’s wellbeing. 

Employees may request to use annual leave or TOIL during periods of illness. Such 

requests must be agreed with the line manager. The Council discourages the use of 

annual leave instead of sick leave, as this may mask underlying health issues. 

In exceptional circumstances, and where it supports the employee’s wellbeing, an 

employee may agree with their line manager to work from home while recovering from 

illness or injury. Such arrangements will: 

• Be temporary; 

• Be reviewed regularly; 

• Be confirmed in writing; 

• Not replace appropriate sickness absence where the employee is unfit for work. 

3.4. 4. Sickness Payment 

Sick pay will be paid in accordance with the employee’s length of service as outlined in 
their contract of employment.contract of employment and length of service. 

Statutory Sick Pay will be paid where applicable at the current rate. (SSP) will be paid 
where applicable and in line with statutory requirements 

The Town Council reserves the right to require an employee at any time to submit to a 

medical examination by a medical practitioner nominated by the Town Council, subject 
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to the provisions of the Access to Medical Reports Act 1988 where applicable. Any 

costs associated with the examination will be met by the Town Council. 

The Council reserves the right, where appropriate, to request that an employee 

undergo a medical examination by a medical practitioner nominated by the Council. 

Any such request will be made with the employee’s written consent and in accordance 

with the Access to Medical Reports Act 1988. Any associated costs will be met by the 

Council. 

Whilst on absence due to sickness or incapacity or for any other reason under this 
policy, the employee is not permitted to undertake any paid work for another employer 
or for any business established by the employee without express permission from the 
Town Clerk. In the case of the Town Clerk, permission will need to be sought from the 
Mayor and Chair of Personnel and this shall be reported back to the Personnel 
Committee at the next available time. 

During periods of sickness absence, employees must not undertake paid work for 

another employer or for any business established by the employee without prior written 

permission. For the Town Clerk, permission must be sought from the Leader of the 

Council and Chair of the Personnel Committee. 

The scale of sickness payment is set out in all employee’s contracts of employment, 
subject to meeting the conditions of the scheme. 

4.5. Managing Long- Term or and Frequent Short-Term Absence 

Discussions and investigations will review the employee’s capability or capacity to 
undertake their work. The aim is to ensure fair treatment for all. 

5.1 Definitions 

• Long-term absence: Continuous sickness absence of four weeks or more. 

• Frequent short-term absence: Repeated periods of sickness absence which give 

cause for concern, normally defined as: 

o Three or more episodes of sickness absence in a rolling six-month period; or 

o A pattern of absence which causes operational concern. 

5.2 Absence Trigger Points 

The following trigger points will normally prompt a sickness absence review meeting: 

• 3 or more sickness absences in 6 months; 

• 10 or more working days’ sickness absence in a 12-month period; 

• Any single period of absence lasting 4 weeks or more; 

• Any recognisable pattern of absence. 

Reaching a trigger point does not automatically lead to formal action but enables 

concerns to be discussed and support to be considered. 

5.3 Managing Long-Term Absence 

In cases of long-term absence, the Council will: 
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• Maintain regular, supportive contact; 

• Obtain medical advice where appropriate (e.g. occupational health); 

• Consider reasonable adjustments or alternative duties; 

• Explore phased return-to-work options. 

Where an employee is unable to return to work despite reasonable adjustments and 

support, the Council may consider formal capability procedures. 

5.4 Managing Frequent Short-Term Absence 

Where frequent short-term absence occurs, the Council will meet with the employee to: 

• Discuss attendance concerns; 

• Identify underlying causes; 

• Consider reasonable adjustments or support measures; 

• Set improvement targets and review periods. 

Where attendance does not improve, the matter may be managed under the Council’s 

capability or disciplinary procedures, as appropriate. 

6. Confidentiality and Data Protection 

All information relating to sickness absence and medical conditions will be treated as 

confidential and handled in accordance with data protection legislation. 
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1. Introduction  

All organisations face the risk of things going wrong or unknowingly harbouring malpractice.  
The Council believes it has a duty to identify such situations and take the appropriate 
measures to remedy the situation. By encouraging a culture of openness within the Council, it 
is hoped that such problems can be prevented. 

Employees are often the first to realise that there may be something seriously wrong within the 
Town Council. However, they may not express their concerns because they feel that speaking 
up would be disloyal to their colleagues or to the Council. They may also fear harassment or 
victimisation. In these circumstances it may be easier to ignore the concern rather than report 
what may just be a suspicion of malpractice.  

Gainsborough Town Council is committed to the highest possible standards of openness, 
transparency and accountability. In line with that commitment it expects employees and others 
that we deal with who have serious concerns about any aspect of the Council’s work to come 
forward and voice those concerns. It is recognised that most cases will have to proceed on a 
confidential basis.  

This policy document makes it clear that employees can do so without fear of victimisation, 
subsequent discrimination or disadvantage.  

This Whistleblowing and Confidential Reporting Policy is intended to encourage and enable 
employees to raise serious concerns within the Council rather than overlooking a problem or 
“blowing the whistle” outside.  

The policy applies to all employees of the Council and other workers including temporary, 
subcontracted and agency workers and those contractors working for the Council on Council 
premises or property, (e.g. contactors). It also covers suppliers and those providing services 
under a contract with the Council in their own premises, (e.g. grounds maintenance 
contractor).  

Staff and Elected Members are responsible for making service users aware of the existence of 
these procedures. 

All organisations face risks of things going wrong or unknowingly harbouring malpractice. 
Gainsborough Town Council recognises its duty to identify such situations and take 
appropriate measures to remedy them. By fostering a culture of openness, the Council aims to 
prevent such problems. 

Employees often first become aware of serious issues within the Council but may hesitate to 
raise concerns due to fears of disloyalty, harassment, or victimisation. This policy encourages 
employees to come forward with serious concerns, reassuring them they can do so without 
fear of reprisal. 

This policy applies to all Council employees, including temporary, subcontracted, and agency 
workers, as well as contractors working on Council premises or under contract. 

Employees and Elected Members must make service users aware of these procedures 

2. Aims and Scope of this Policy  

This policy aims to:  

• encourage individual staff members to feel confident in raising serious concerns and to 
question and act upon concerns about practice;  

• provide avenues for individual staff members to raise those concerns and receive 
feedback on any action taken;  
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• ensure that individual staff members receive a response to concerns and that they are 
aware of how to pursue them if they are not satisfied;  

• reassure individual staff members that they will be protected from possible reprisals or 
victimisation if they have a reasonable belief that they made any disclosure in good 
faith.  

There are existing procedures in place to enable staff members to lodge a grievance relating to 
their employment. This Whistleblowing and Confidential Reporting Policy is intended to cover 
major concerns that fall outside the scope of other procedures. These include:  

• conduct which is an offence or a breach of law;  

• disclosures related to miscarriages of justice;  

• health and safety risks, including risks to the public as well as other employees;  

• damage to the environment;  

• the unauthorised use of public funds;  

• possible fraud and corruption;  

• breaches of any legal and / or statutory obligations 

• sexual or physical abuse of clients;  

• other unethical conduct; 

• deliberately concealing any of the above. 

If an employee uses this policy to raise a concern in good faith, the Council gives them its 
assurance that they will not suffer any form of retribution or detrimental treatment.   

Any serious concerns that individuals have about any aspect of service provision or the 
conduct of officers or Members of the Council or others acting on behalf of the Council can be 
reported under the Whistleblowing and Confidential Reporting Policy.  

This may be about something that: 

• makes individual staff members feel uncomfortable in terms of known standards, their 
experience or the standards they believe the Council subscribes to;  

• is against the Council’s Standing Orders and policies;  

• falls below established standards of practice;  

• amounts to improper conduct.  

This policy does not replace the Council’s Complaints Procedure. 

This policy aims to: 

• Encourage employees to feel confident in raising serious concerns and acting on them; 

• Provide clear channels for raising concerns and receiving feedback; 

• Ensure employees receive a response and know how to proceed if unsatisfied; 

• Protect employees from reprisals if disclosures are made in good faith. 

This policy covers major concerns beyond typical grievances, including: 

• Criminal offences or breaches of law; 
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• Miscarriages of justice; 

• Health and safety risks to the public or employees; 

• Environmental damage; 

• Misuse of public funds; 

• Fraud or corruption; 

• Breaches of legal or statutory obligations; 

• Sexual or physical abuse of clients; 

• Other unethical conduct; 

• Concealment of any of the above. 

Raising a concern in good faith will not lead to retaliation. This policy does not replace the 
Council’s Complaints Procedure. 

3. Safeguards: Harassment or Victimisation  

The Council is committed to good practice and high standards and wants to be supportive of 
employees.  

The Council recognises that the decision to report a concern can be a difficult one to make. If 
what employees are saying is true, they should have nothing to fear because you will be doing 
your duty to their employer and those for whom you are providing a service.  

The Council will not tolerate any harassment or victimisation (including informal pressures) and 
will take appropriate action to protect staff when they raise a concern in good faith.  

Any investigation into allegations of potential malpractice will not influence or be influenced by 
any disciplinary or redundancy procedures that already affect staff members. 

The Council commits to high standards and supporting employees who raise concerns in good 
faith. Harassment or victimisation will not be tolerated and will be dealt with promptly. 

Investigations into malpractice will remain separate from any disciplinary or redundancy 
procedures affecting employees. 

4. Confidentiality  

All concerns will be treated in confidence and every effort will be made not to reveal identities if 
so wished. At the appropriate time, however, staff members may need to come forward as a 
witness.  

Concerns will be treated confidentially, and every effort will be made to protect identities. 
However, anonymity cannot be guaranteed if disclosure is required by law. Employees may be 
asked to act as witnesses where necessary. 

5. Anonymous Allegations  

This policy encourages staff to put their name to allegations whenever possible. 

Concerns expressed anonymously are much less powerful but will be considered at the 
discretion of the Council.  

In exercising this discretion the factors to be taken into account would include:  

• the seriousness of the issues raised;  
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• the credibility of the concern;  

• the likelihood of confirming the allegation from attributable sources.  

While employees are encouraged to provide their names, anonymous concerns will be 
considered at the Council’s discretion, weighing factors such as seriousness, credibility, and 
the likelihood of confirming allegations. 

Anonymous concerns will not be dismissed automatically. 

6. Untrue Allegations  

If a staff member makes an allegation in good faith, but it is not confirmed by the investigation, 
no action will be taken against individuals.  

If, however, a staff member makes any allegation frivolously, maliciously or for personal gain, 
disciplinary action may be taken against that staff member. 

If concerns raised in good faith are not confirmed after investigation, no action will be taken 
against the employee. However, frivolous, malicious, or personal gain-driven allegations may 
lead to disciplinary action. 

7. How to Raise a Concern  

As a first step, staff member(s) should normally raise concerns with the Town Clerk. This 
depends on the seriousness and sensitivity of the issues involved and who is suspected of the 
malpractice.  

If the matter concerns the Town Clerk, individual staff members should approach the Chairman 
of the Council.  

Concerns may be raised verbally or in writing. Staff wishing to make a written report are invited 
to use the following format:  

• the background and history of the concern (giving relevant dates);  

• the reason why you are concerned about the situation.  

The earlier staff members express any concern the easier it is to take action. 

Although staff members are not expected to prove beyond doubt the truth of an allegation, they 
will need to demonstrate to the person contacted that there are reasonable grounds for their 
concern.  

For advice or to raise a concern, either verbally or in writing, employees can raise issues 
confidentially with the Town Clerk; however if you feel you cannot follow this route, for 
whatever reason, they can contact the Chairman of the Council.  

Staff members may invite their trade union or a work colleague to be present during any 
meetings or interviews in connection with the concerns you have raised. 

Employees should normally raise concerns with the Town Clerk, depending on the nature and 
sensitivity of the issue. If the concern involves the Town Clerk, it should be raised with the 
Chair or Leader of the Council. 

Concerns may be raised verbally or in writing, ideally including: 

• Background and history of the concern with relevant dates; 

• Reasons for concern. 
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Employees are not expected to prove allegations beyond doubt but must show reasonable 
grounds for concern. 

Trade unions or colleagues may be present during any related meetings. 

8. How the Council Will Respond  

The Council will respond to individual concerns. Do not forget that testing out any concerns is 
not the same as either accepting or rejecting them.  

Where appropriate, the matters raised may: 

• be investigated by committee, internal audit, or through the disciplinary process;  

• be referred to the police  

• be referred to the external auditor  

• form the subject of an independent inquiry.  

In order to protect individuals and those accused of misdeeds or possible malpractice, initial 
enquiries will be made to decide whether an investigation is appropriate and, if so, what form it 
should take. The overriding principle which the Council will have in mind is the public interest. 
Concerns or allegations which fall within the scope of specific procedures (for example, child 
protection or discrimination issues) will normally be referred for consideration under those 
procedures. 

Some concerns may be resolved by agreed action without the need for investigation. If urgent 
action is required this will be taken before any investigation is conducted.  

Within ten working days of a concern being raised, the person to whom a staff member passed 
on their concern will respond in writing:  

• acknowledging that the concern has been received;  

• indicating how the Town Council proposes to deal with the matter;  

• giving an estimate of how long it will take to provide a final response;  

• updating individuals whether any initial enquiries have been made;  

• supplying updated information on staff support mechanisms;  

• updating if further investigations will take place and if not, why not.  

The amount of contact between the officers considering the issues and staff members will 
depend on the nature of the matters raised, the potential difficulties involved and the clarity of 
the information provided. If necessary, the Council will seek further information from the staff 
member who made the initial report.  

Where any meeting is arranged, off-site (if requested by a staff member), individuals can be 
accompanied by a union representative or work colleague.  

The Council will take steps to minimise any difficulties which individuals may experience as a 
result of raising a concern. For instance, if individuals are required to give evidence in criminal 
or disciplinary proceedings, the Council will arrange for individuals to receive advice about the 
procedure. 

The Council accepts that staff members need to be assured that the matter has been properly 
addressed. Thus subject to legal constraints, we will inform individuals of the outcome of any 
investigation.  
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The Council will acknowledge concerns within ten working days, detailing: 

• Receipt of the concern; 

• Proposed handling; 

• Estimated timeframe for response; 

• Any initial enquiries made; 

• Available support for staff; 

• Whether further investigation will follow and reasons if not. 

Possible actions include internal investigation, referral to police or auditors, or independent 
inquiry. Urgent action may be taken before investigation if necessary. 

The Council will keep the complainant informed, respect confidentiality, and provide support as 
needed. 

9. The Town Clerk (as Proper Officer of the Council)  

The Town Clerk has overall responsibility for the maintenance and operation of this policy and 
will maintain a record of concerns raised and the outcomes (but in a form which does not 
endanger individual confidentiality) and the Town Clerk will report as necessary to the Council. 

The Town Clerk is responsible for maintaining and operating this policy, recording concerns 
and outcomes (without compromising confidentiality), and reporting to the Council as 
necessary. 

10. Taking the Matter Further  

This policy is intended to provide staff members with an avenue within the Council to raise 
concerns. The Council hopes individual staff members will be satisfied with any action taken.  

If they are not satisfied, and they feel it is right to take the matter outside the Council, the 
following are possible contact points:  

• a trade union;  

• the local Citizens Advice Bureau;  

• relevant professional bodies or regulatory organisations;  

• a relevant voluntary organisation;  

• the Police.  

If individuals do take the matter outside the Council, they should ensure that they do not 
disclose confidential information. They should check and obtain advice with their trade union or 
SLCC (if they are a member) regarding this. 

If unsatisfied with internal responses, employees may contact: 

• Trade unions; 

• Local Citizens Advice Bureau; 

• Professional or regulatory bodies; 

• Relevant voluntary organisations; 

• The Police. 
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Employees should avoid disclosing confidential information and seek advice from trade unions 
or the SLCC (if members). 

This policy does not restrict employees from making protected disclosures under the Public 
Interest Disclosure Act 1998. 

11. Councillor Conduct 

Concerns about Councillor conduct may be handled under the Members’ Code of Conduct and 
referred to the Monitoring Officer when appropriate.. 
 

25



PAPER D 

26



GAINSBOROUGH TOWN COUNCIL  

Expenses Policy 
 

 

 

Contents 

Purpose ............................................................................................................................. 2 

General Procedure ............................................................................................................ 2 

Homeworkers ................................................................................................................. 2 

Training .......................................................................................................................... 3 

Travel ............................................................................................................................. 3 

Overnight accommodation ............................................................................................. 4 

Meals ............................................................................................................................. 4 

Entertainment/gifts ......................................................................................................... 4 

Annual events ................................................................................................................ 5 

Expenses that will not be reimbursed ............................................................................ 5 

False claims ................................................................................................................... 5 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Document History 
Adopted by Council – 5 September 2023 
Reviewed & Adopted – 27 January 2026 

27



31 – EXPENSES POLICY                                                               Gainsborough Town Council 
 

Page 2 of 5  

1. Purpose 
This policy sets out the Council's rules on how employees can claim for expenses 
incurred in the performance of their duties for the Council. The purpose of this policy is 
to ensure that employees are properly reimbursed for legitimate business expenses and 
to ensure that these expenses are treated appropriately for tax purposes. It does not 
apply to councillors. 

2. General Procedure 
The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment. To claim for expenses, you must use the Council's expenses claim 
forms and set out the reasons why the expense was incurred on the claim form. If you 
are unsure whether an expense can be claimed, you must seek prior written 
authorisation from the Town Clerk / the RFO / the Chair. 

Expenses will not be paid unless supporting evidence is provided, together with a 
completed expense claim form. This should include original receipts or invoices with the 
date and time of the transaction (unless you are claiming for mileage). When claiming 
for travel expenses on public transport, you should enclose the tickets showing the 
departure point and destination of your journey, where possible. Credit and debit card 
statements will not be accepted. Where you are submitting a VAT receipt, you should 
set out: 

• the name and VAT registration number of the retailer or service provider; 

• the goods and services provided; and 

• the amount of VAT payable. 

Once completed and signed, you should submit your expense claim form to the Town 
Clerk / your manager / the Chair for approval. Once approved the claim form should be 
sent to the RFO for payment. 

Expenses claims must be submitted within 30 days of the expense being incurred. If this 
is not practical, written approval for any extension will be required from the Town Clerk / 
your manager / the Chair. The Council reserves the right to withhold any payment where 
prior written approval has not been given. 

The Council may return an expense claim form to you without payment if it is completed 
incorrectly or lacks supporting evidence. 

The Council will pay claims for authorised expenses by cheque / petty cash / BACS 
transfer into the same bank account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Town Clerk / the RFO / the Chair before 
incurring the expense. The Council will accept email as written approval where it is 
required in this policy. 

Any queries in relation to this policy should be directed to the RFO / the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be 
your home. The Council will reimburse all reasonable expenses incurred by 
homeworkers in the course of their duties upon receipt of satisfactory claims. 
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The Council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

• Desk with lockable drawer (or separate secure document store) 

• Laptop or personal computer 

• Printer 

Alternatively, the Council will agree with homeworkers a suitable sum to cover use of 
their own equipment. 

The Council should also pay the employee for the costs associated with heating, 
lighting, etc. HMRC rules allow for some of these expenses to be paid tax-free (see 
HMRC guidance: www.gov.uk/expenses-and-benefits-homeworking/whats-exempt). 

Training 

When attending training courses all employees and be able to claim travel expenses for 
the difference in the usual home to work costs. Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent 
on training is working time. 

Some training can be very expensive and as a condition for funding training, the Council 
requires full repayment of all costs incurred for any training course should an employee 
not complete the training or leave the Council within a year of completion.  Repayment 
of costs reduces to 50% reimbursement in the second year. 
A training cost agreement is a written agreement between an employer and employee 
setting out the conditions of any training the employer pays for. It will detail the cost of 
the training, the training provider and who is responsible for paying for it in the first 
instance. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there 
are more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only. Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on 
business, for example if you are travelling with other staff or councillors or, where there 
is limited public transport to your destination, or the journey time is significantly shorter 
than using public transport. Any use of your own car on business is subject to you: 

• holding a full UK driving licence; 

• ensuring that your car is roadworthy and fully registered; and 

• holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Town Clerk (or the Chair in the case of the 
Town Clerk), before using your own car on business. The Council accepts no liability for 
any accident, loss, damage or claim arising out of any journey that you make on 
business. The Council will not pay for the cost of any insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey 
undertaken on your expenses claim form. The Council will pay you a mileage allowance 
of 45p per mile for mileage under 10,000 miles and 25p per mile for mileage over 
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10,000 miles, or such other rate as set out from time to time by HM Revenue and 
Customs. The Council will pay for tolls, congestion charges and parking costs incurred, 
where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 
20p or 24p per mile respectively. Any use of your own motorcycle on business is subject 
the same requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 

• where taking a taxi would result in a significantly shorter travel time than using public 

transport; 

• where there are several employees travelling together; or 

• where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of 
the journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation 
equivalent to three-star standard or less. You may book hotel accommodation, subject 
to cost being approved by the Town Clerk. It is your responsibility to ensure that any 
hotel reservations are cancelled within the required cancellation period if they are no 
longer required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

• £10 for breakfast (if this is not included in the hotel room rate); 

• £15 for lunch; 

• £20 for dinner; and 

• a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls. 

The maximum amounts above are inclusive of drinks. Alcohol cannot be reclaimed 
under any circumstances. 

You should supply VAT receipts and invoices, where possible, for all hotel and meal 
expenses other than for the daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the 
Town Clerk (or the Leader in the case of the Town Clerk). As a general rule, small 
tokens of appreciation, for example flowers or a bottle of wine, may be retained by 
employees. 
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Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and 
you will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

• the cost of any travel between your home and usual place of work (except in 

exceptional circumstances for early morning/late night transport as set out above); 

• the cost of any travel undertaken for personal reasons; 

• the cost of any travel for your partner or spouse; 

• any fines or penalties incurred while on council business for whatever reason, 

including penalties for not paying for a rail ticket in advance of boarding the train and 

penalties or fines associated with motoring offences, including speeding or parking 

fines, clamping or vehicle recovery charges; 

• alcohol; and 

• cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the 
event that he or she accompanies you on business. Your spouse or partner must have 
adequate travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you. The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided. Where payment has been made 
to you prior to the discovery that the claim was not legitimate or correct, it may deduct 
the value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

• false expenses claims; 

• claims for expenses that were not legitimately incurred; 

• claims for personal gain; 

• claims for hospitality and/or gifts without them having been declared; and 

• receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain 
circumstances, may treat a breach of this policy as gross misconduct, which may result 
in your summary dismissal. In addition, the Council may report the matter to the police 
for investigation and criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 
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GAINSBOROUGH TOWN COUNCIL 

Dignity at Work Policy 
 

Gainsborough Town Council believes that civility and respect are important in the 

working environment, and expect all Councillors, Officers and the public to be polite and 

courteous when working for, and with the Council.  
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1. Purpose 

Gainsborough Town Council is committed to creating a working environment where all Council 
employees, Councillors, contractors and others who come into contact with us in the course of 
our work, are treated with dignity, respect and courtesy.  We aim to create a workplace where 
there is zero tolerance for harassment and bullying. 

In support of this objective, Gainsborough Town Council has signed up to the Civility Pledge, 
as a commitment to civility and respect in our work, and politeness and courtesy in behaviour, 
speech, and in the written word. Further information about the Civility and Respect Pledge is 
available NALC / LALC & SLCC 

We recognise that there is a continuum where unaddressed issues have the potential to 

escalate and become larger, more complex issues and this policy sets out how concerns will 

be managed however the emphasis of this policy is on resolution and mediation where 

appropriate, rather than an adversarial process. 

This document: 

• explains how we will respond to complaints of bullying or harassment; 

• ensures that we respond sensitively and promptly; and, 

• supports our employees in ensuring their behaviour does not amount to bullying and/or 

harassment by giving examples. 

2. Scope 

This policy covers bullying and harassment of and by Town Clerks and all employees engaged 
to work at Gainsborough Town Council. Should agency staff, or contractors have a complaint 
connected to their engagement with Gainsborough Town Council this should be raised to their 
nominated contact, manager, or the Chair of the Council, in the first instance.  Should the 
complaint be about the Chair of the Council the complaint should be raised to the Council’s 
Personnel Committee.   

Agency staff, or contractors are equally expected to treat Council colleagues, and other 
representatives and stakeholders with dignity and respect, and the Council may terminate the 
contract, without notice, where there are suspicions of harassment or bullying. 

Complaints about other employment matters will be managed under the Council’s grievance 
policy. 

It is noted that the management of a situation may differ depending on who the allegations 
relate to (e.g. employees, contractor, Councillor), however, the Council will take appropriate 
action if any of its employees are bullied or harassed by employees, Councillors, members of 
the public, suppliers or contractors.   

3. The position on bullying and harassment 

All staff and Council representatives are entitled to dignity, respect and courtesy within the 

workplace and to not experience any form of discrimination. Gainsborough Town Council will 

not tolerate bullying or harassment in our workplace or at work-related events outside of the 

workplace, whether the conduct is a one-off act or repeated course of conduct, and whether 

harm is intended or not. Neither will we tolerate retaliation against, or victimisation of, any 

person involved in bringing a complaint of harassment or bullying.  You should also be aware 

that, if you have bullied or harassed someone (e.g. physical violence, harassment), in some 

circumstances the treatment may amount to a crime punishable by a fine or imprisonment. 
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We expect all representatives of the Council to treat each other with respect and uphold the 

values of the code of conduct, civility and respect pledge Equality and Diversity Policy, and all 

other policies and procedures set by the Council.   

We expect you to demonstrate respect by listening and paying attention to others, having 

consideration for other people’s feelings, following protocols and rules, showing appreciation 

and thanks, and being kind. 

Allegations of bullying and harassment will be treated seriously. Investigations will be carried 

out promptly, sensitively and, as far as possible, confidentially. See the Grievance Policy for 

further details regarding the process. Employees and others who make allegations of bullying 

or harassment in good faith will not be treated less favourably as a result.   

False accusations of harassment or bullying can have a serious effect on innocent individuals. 

Staff and others have a responsibility not to make false allegations. While we will assume that 

all complaints of bullying and harassment are made in good faith, in the event that allegations 

are found to be malicious or vexatious the person raising the complaint may be subject to 

action under the council’s disciplinary procedure.  

 

4. What Type of Treatment amounts to Bullying or Harassment? 

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a group of 

people) to another that is unwanted and that has the effect of violating that person’s dignity or 

creating an intimidating, hostile, degrading, humiliating, or offensive environment for that 

person.   

Examples of bullying and harassment include:  

• Physical conduct ranging from unwelcome touching to serious assault 

• Unwelcome sexual advances 

• The offer of rewards for going along with sexual advances e.g. promotion, access to 

training 

• Threats for rejecting sexual advances 

• Where a person is subject to uninvited conduct 
that violates their dignity, in connection with a 
protected characteristic.

• Behaviour that creates a hostile, humiliating, 
degrading or similarly offensive environment in 
relation to a protected characteristic.

Harassment

• Behaviour that leaves the victim feeling 
threatened, intimidated, humiliated, vulnerable or 
otherwise upset.  It does not need to be connected 
to a protected characteristic.

Bullying
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It is important to recognise that bullying does not include appropriate criticism of an 

employee’s behaviour or effective, robust performance management.  Constructive and fair 

feedback about your behaviour or performance from your manager or 

colleagues/Councillors is not bullying.  It is part of normal employment and management 

routines and should not be interpreted as anything different. 
 

• Demeaning comments about a person’s appearance 

• Verbal abuse or offensive comments, including jokes or pranks related to age, disability, 

gender re-assignment, marriage, civil partnership, pregnancy, maternity, race, religion, 

belief, sex or sexual orientation 

• Unwanted nicknames, especially related to a person's age, disability, gender re-

assignment, marriage, civil partnership, pregnancy, maternity, race, religion, belief, sex 

or sexual orientation 

• Spreading malicious rumours or insulting someone 

• Lewd or suggestive comments or gestures 

• Deliberate exclusion from conversations, work activities or social activities.   

• Withholding information a person needs in order to do their job 

• Practical jokes, initiation ceremonies or inappropriate birthday rituals 

• Physical abuse such as hitting, pushing or jostling 

• Rifling through, hiding or damaging personal property 

• Display of pictures or objects with sexual or racial overtones, even if not directed at any 

particular person 

• Isolation or non-cooperation at work 

• Subjecting a person to humiliation or ridicule, belittling their efforts, whether directly and 

/ or in front of others 

• The use of obscene gestures 

• Abusing a position of power 

 

Bullying and harassment can occur through verbal and face to face interactions but can also 

take place through sharing inappropriate or offensive content in writing or via email and other 

electronic communications and social media. 

It is important to recognise that conduct which one person may find acceptable, another may 

find totally unacceptable, and behaviour could be harassment when the person had no 

intention to offend.  We all have the right to determine what offends us.  Some behaviour will 

be clear to any reasonable person that it is likely to offend – for example sexual touching. 

Other examples may be less clear; however, you should be aware that harassment will occur if 

behaviour continues after the recipient has advised you that the behaviour is unacceptable to 

them. 

Harassment can also occur where the unwanted behaviour relates to a perceived 

characteristic (such as offensive jokes or comments based on the assumption someone is gay, 

even if they are not) or due to their association with someone else (such as harassment related 

to their partner having a disability for example).  See the Council’s Equality and Diversity 

Policy.  

All employees must, therefore, treat their colleagues with respect and appropriate sensitivity 

and should feel able to challenge behaviour that they find offensive even if it is not directed at 

them. 
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5. Victimisation 

Victimisation is subjecting a person to a detriment because they have, in good faith, 

complained (whether formally or otherwise) that someone has been bullying or harassing them 

or someone else, or supported someone to make a complaint or given evidence in relation to a 

complaint. This would include isolating someone because they have made a complaint or 

giving them a heavier or more difficult workload. 

Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, 

you have a right not to be victimised for making a complaint or doing anything in relation to a 

complaint of bullying or harassment and the council will take appropriate action to deal with 

any alleged victimisation, which may include disciplinary action against anyone found to have 

victimised you. 

Making a complaint that you know to be untrue, or giving evidence that you know to be untrue, 

may lead to disciplinary action being taken against you. 

6. Reporting Concerns  

What you should do if you feel you are being bullied or harassed by a member of the 

public or supplier (as opposed to a colleague): If you are being bullied or harassed by 

someone with whom you come into contact at work, please raise this with your nominated 

manager in the first instance or, with the Town Clerk/or a Councillor. Any such report will be 

taken seriously, and we will decide how best to deal with the situation, in consultation with you. 

What you should do if you feel you are being bullied or harassed by a Councillor: If you 

are being bullied or harassed by a Councillor, please raise this with the Town Clerk or the 

Chair of the Council in the first instance. They will then decide how best to deal with the 

situation, in consultation with you. There are two possible avenues for you, informal or 

formal. The Informal Resolution is described below. Formal concerns regarding potential 

breaches of the Councillors Code of Conduct must be investigated by the Monitoring Officer.  

The Council will consider reasonable measures to protect your health and safety. Such 

measures may include a temporary change in duties or change of work location, not attending 

meetings with the person about whom the complaint has been made etc.    

What you should do if you witness an incident you believe to harassment or bullying:  If 

you witness such behaviour you should report the incident in confidence to the Town Clerk or a 

Councillor. Such reports will be taken seriously and will be treated in strict confidence as far as 

it is possible to do so.  

What you should do if you are being bullied or harassed by another member of staff: If 

you are being bullied or harassed by a colleague or contractor, there are two possible avenues 

for you, informal or formal. These are described below.    

Informal resolution  

If you are being bullied or harassed, you may be able to resolve the situation yourself by 

explaining clearly to the perpetrator(s) that their behaviour is unacceptable, contrary to the 

Council’s policy and must stop.  Alternatively, you may wish to ask the Town Clerk, your line 

manager or a colleague to put this on your behalf or to be with you when confronting the 

perpetrator(s).  
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If the above approach does not work or if you do not want to try to resolve the situation in this 

way, or if you are being bullied by your own line manager, you should raise the issue with the 

Chair of the Council. (If your concern relates to the Chair, you should raise it with the Chair of 

the Personnel Committee).  The Chair (or another appropriate person) will discuss with you the 

option of trying to resolve the situation informally by telling the alleged perpetrator, without 

prejudicing the matter, that: 

• there has been a complaint that their behaviour is having an adverse effect on a 

member of the Council staff 

• such behaviour is contrary to our policy 

• for employees, the continuation of such behaviour could amount to a serious disciplinary 

offence 

It may be possible for this conversation to take place with the alleged perpetrator without 

revealing your name, if this is what you want. The person dealing with it will also stress that the 

conversation is confidential. 

In certain circumstances we may be able to involve a neutral third party (a mediator) to 

facilitate a resolution of the problem. The chair (or another appropriate person) will discuss this 

with you if it is appropriate. 

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject to 

disciplinary sanctions. However, in exceptional circumstances (such as extremely serious 

allegation or in cases where a problem has happened before) we may decide to investigate 

further and take more formal action notwithstanding that you raised the matter informally. We 

will consult with you before taking this step.  

Raising a formal complaint 

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint about 

bullying and harassment through the Council’s Grievance Policy. You should raise your 

complaint to the Town Clerk or the Chair of the Council.  A formal complaint may ultimately 

lead to disciplinary action against the perpetrator(s) where they are employed.   

The Town Clerk or the Chair of the Council will appoint an appropriate person to investigate 

your complaint in line with the Grievance Policy.  You will need to co-operate with the 

investigation and provide the following details (if not already provided):  

• The name of the alleged perpetrator(s),  

• The nature of the harassment or bullying,  

• The dates and times the harassment or bullying occurred,  

• The names of any witnesses and  

• Any action taken by you to resolve the matter informally.  

The alleged perpetrator(s) would normally need to be told your name and the details of your 

grievance in order for the issue to be investigated properly.  However, we will carry out the 

investigation as confidentially and sensitively as possible. Where you and the alleged 

perpetrator(s) work in proximity to each other, we will consider whether it is appropriate to 

make temporary adjustments to working arrangements whilst the matter is being investigated.   
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Where your complaint relates to potential breaches of the Councillors Code of Conduct, these 

will need to be investigated by the Monitoring Officer.  The Council will consider any 

adjustments to support you in your work and to manage the relationship with the Councillor the 

allegations relate to, while the investigation proceeds. 

Investigations will be carried out promptly (without unreasonable delay), sensitively and, as far 

as possible, confidentially. When carrying out any investigations, we will ensure that 

individuals' personal data is handled in accordance with the data protection policy. 

The Council will consider how to protect your health and wellbeing whilst the investigation is 

taking place and discuss this with you.  Depending on the nature of the allegations, the 

Investigator may want to meet with you to understand better your compliant (see the grievance 

policy for further information, and details of your right to be accompanied).    

After the investigation, a panel will meet with you to consider the complaint and the findings of 

the investigation in accordance with the grievance procedure.  At the meeting you may be 

accompanied by a fellow worker or a trade union official.  

Following the conclusion of the hearing the panel will write to you to inform you of the decision 

and to notify you of your right to appeal if you are dissatisfied with the outcome.  You should 

put your appeal in writing explaining the reasons why you are dissatisfied with the 

decision.  Your appeal will be heard under the appeal process that is described in the 

grievance procedure.   

The use of the Disciplinary Procedure 

If at any stage from the point at which a complaint is raised, we believe there is a case to 

answer and a disciplinary offence might have been committed, we will instigate our disciplinary 

procedure. We will keep you informed of the outcome. 

This is a non-contractual policy and procedure which will be reviewed from time to time. 
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Guidance for using the Dignity at Work Policy 

The Dignity at Work Policy will replace a previous ‘Bullying and Harassment’ Policy, to create a 

policy that is focussed on encompassing behaviours beyond simply bullying and harassment, 

and zero tolerance with the aim of dealing with concerns before they escalate.  It is important 

that any commitment made in the policy is applied in practice.  

The examples of bullying and harassment are just that – examples. This should not be 

considered an exhaustive list.   

Notes:  

Protected Characteristics  

A ‘protected characteristic’ is defined in the Equality Act 2010 as age, disability, sex, gender 

reassignment, pregnancy and maternity, race, sexual orientation, religion or belief, and 

marriage and civil partnership.  It is unlawful to discriminate against an individual because of 

any of the protected characteristics.    

Discrimination includes treating people differently because of a protected 

characteristic. Employees can complain of harassment even if the behaviour in question is not 

directed at them. This is because the complainant does not actually need to possess the 

relevant protected characteristic. An employee can complain of unlawful harassment if they are 

related someone with a protected characteristic, or because a colleague believes they have a 

protected characteristic.  

Examples of harassment related to a protected characteristic could include; 

• Making assumptions about someone’s ability due to their age or denying development 

opportunities to someone based on their age.  This could also include assumptions 

about their lifestyle or making inappropriate jokes related to age. 

• Making fun or mimicking impairments related to a health condition or using inappropriate 

language about disabilities.  Constantly selecting social activities that make it impossible 

for a colleague with a disability to participate in. 

• Refusing to treat a person as their new gender or disclosing information about their 

gender identity could be harassment on the grounds of gender reassignment. 

• Pregnancy/Maternity harassment could include refusing opportunities due to 

pregnancy or maternity leave, or inappropriate touching and invasion of personal space 

such as unwanted touching of a pregnant person’s stomach. 

• Harassment based on race could include derogatory nicknames, or stereotyping based 

on ethnicity.  It could include racist comments or jokes, or assumptions about 

someone’s lifestyle based on their ethnicity. 

• Gender harassment could include not considering people for a job based on gender 

stereotyping roles, or implementing practices that disadvantage one gender over 

another.  Rude, explicit jokes, even if not directed at an individual, or comments on 

individuals dress or appearance. 

• Regularly arranging team meals over periods of fasting or religious occasions or failing 

to adjust a dress code to accommodate religious dress could be examples of 

harassment based on religion/belief. 
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• Excluding same sex partners from social events could be both sexual orientation and 

marriage/civil partnership discrimination, as could not offering the same work-related 

benefits.   

A person does not need to be employed or have 2 years qualifying service to make a 

discrimination claim at a tribunal.    

• Job applicants who believe they have not been appointed because of a ‘protected 

characteristic’ can make a claim.    

• New or established employees who are dismissed or treated unreasonably because of a 

health condition can make a discrimination claim.     

• An employee subjected to harassment can make a discrimination claim at a tribunal.    

• An employee asked to retire can make a discrimination claim at a tribunal 

Legal risks  

Successful unfair dismissal claims are limited to a compensation cap, whereas those for 

unlawful discrimination have no cap.  

A positive employment culture, and swift action if conduct falls beneath acceptable standards 

will help mitigate the risks.  An unhealthy culture will make it difficult to defend claims.    

 The time to defend and the cost of defending tribunal claims can be significant, irrespective of 

the outcome.  

Culture and behaviour  

We work in eclectic communities and working environments, and a positive culture within the 

council enables employees with different backgrounds and beliefs to share ideas and shape 

how the Council achieves its objectives for their community.    

It is important to recognise that different individuals may find different behaviours bullying or 

harassing so while there is not always intent to offend or cause harm, that does not mean that 

the effect of the behaviour has not caused harm or offence.   

It can take people a period of time to decide to raise their concerns, as they worry about 

consequences (perhaps from peers by complaining about a colleague who is popular, or they 

fear victimisation from the perpetrator or others). The council should consider whether there 

are opportunities (such as 121s to offer opportunity to reflect on relationships/morale) to 

identify issues earlier and address negative behaviours.  Individuals can often mention 

concerns they are experiencing but not want to take it further.  The council should remind the 

complainant that it has a zero tolerance to bullying and harassment and remind them of the 

policy in place to address concerns.  If the allegations mentioned are significant, the council 

may want to suggest that it will need to investigate further, even if a ‘grievance’ is not raised, 

so as to ensure that any concerns and risks are managed, and the council is meeting its 

responsibilities and duty of care as an employer. 

Whilst both staff and Councillors jointly determine the working culture, Councillors are key in 

demonstrating what is and isn’t acceptable behaviour.  This is apparent from how Councillors 

behave with each other in Council meetings and also in how standards of behaviour are 

applied through the use of informal discussion and formal policies.    

Scope  
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All Council representatives are expected to uphold the values of the Dignity at Work Policy, 

however this policy sets out how allegations from employees will be managed.  As indicated in 

the policy, concerns from a contractor, agency worker etc. should be raised to the identified 

person, and an appropriate approach will be considered based on the situation and 

relationship of the complainant with the Council. 

Likewise, concerns raised about the behaviour of a contractor or agency worker would not 

generally be managed via the full process (such as the disciplinary process) but appropriate 

action would be considered based on the situation.  To treat people (such as contractors, or a 

casual worker) engaged by the Council the same as an employee could blur the status of the 

employment relationship, so consider seeking professional advice if needed. 

Managers 

Recognising that Councils are of varying sizes, where the term manager/line manager is used 

it is recognised this could be the Town Clerk, another employee of the Council, or a Councillor 

depending on the situation.  It is good practice to have a clearly identified person who is the 

responsible ‘line manager’ or equivalent contact for an employee so that there is clarity on how 

the employee should report concerns to, who they notify if they are sick or to request leave etc.  

More often for Council employees this may be the Town Clerk, and for the Town Clerk this 

could be the ChairLeader/Deputy Chair Leader or possibly Chair of the Personnel Committee. 

Bullying and harassment & performance management 

The policy sets out that bullying and harassment does not include appropriate criticism of an 

employee’s behaviour or effective, robust performance management.  It is not uncommon for 

an employee, when receiving critical feedback, to claim that this is bullying and/or harassing.  It 

is the role of the nominated manager to provide effective and constructive feedback to 

encourage performance at the required standard.   

Even when the feedback is not positive it should be fair, communicated in a professional and 

reasonable manner and shared with the objective of aiding understanding and achieving an 

improvement to overcome the shortfalls.  There is no absolute definition of when the feedback 

may not be appropriate. Often it will be for the person/panel hearing the dignity at work 

complaint/grievance to determine whether the performance management has upheld the 

standards expected in terms of respect and civility and any feedback has been shared in a fair 

and professional way. 

Responsibilities 

All staff and representatives of the Council are responsible for their own behaviour in the 

workplace and for taking steps to revise unacceptable behaviour and appropriately challenge 

that of others. 

Leaders – Councillors, Town Clerk, line managers - are responsible for ensuring that these 

standards of treating people with civility, respect and courtesy are upheld, both through their 

own example, and by communicating and promoting these expectations to all employees.  

They are also responsible for ensuring that concerns raised are treated seriously and 

addressed in line with this policy in a timely manner.  

During the investigation   

Employers have a duty of care to provide a safe place of work.  If a complaint is made, discuss 

how to manage working relationships whilst the allegation is being investigated and until the 
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outcome is disclosed.  This is as much for the protection of the alleged perpetrator as for the 

aggrieved.     

Consider whether a neutral person should be offered as a ‘listening ear’ for both parties in the 

investigation.  This could be a Councillor or line manager who is not involved in the 

investigation or allegations and can be a point of check in as raising, or being subject to 

allegations can be stressful.      

Offer other support that may be appropriate to the situation such as signposting to support 

groups, time off for counselling etc.  If you have suspended a staff member, your duty of care 

continues, and it is important to consider their wellbeing and mental health.  

Ensure that you communicate regularly with both parties.   

The investigation and any subsequent hearing should be completed in accordance with the 

Grievance Policy which sets out a process for dealing with concerns.  You should ensure that 

the Grievance Policy adopted adheres to any local policies and procedures, with consideration 

of any timescales and escalation routes in your locally adopted policy. 

Confidentiality 

It may be possible for concerns to be raised with the perpetrator without disclosing the name of 

the complainant however in a small council it is likely that it will be clear that the accused will 

know where the accusation has come from.  The Council representative (Town 

Clerk/Councillor) speaking to the alleged perpetrator must be clear that the discussion is 

confidential and the individual would be at risk of formal disciplinary action if there is any sort of 

victimisation or retaliation for the individual raising their concern. 

During any formal investigation it may be necessary to disclose the nature of the allegations 

and where they came from to ensure a fair and balanced investigation and process.  This 

should be discussed with the person raising the concerns to understand any issues and how 

they may be mitigated.  In some situations it may be appropriate to provide anonymised 

witness statements however this would be a last resort and could compromise the fairness of 

the process.  Where there is a genuine fear of consequences and this may need to be 

considered, it is recommended that professional advice is sought.  For the same reason it can 

be difficult for a council to consider an anonymous complaint, however if the concerns are 

significant and compromise the Council in their duty of care to employees, then consideration 

of how the deal with the matter may be required. 

Victimisation   

All employees have the right to raise genuine concerns without the fear of reprisals.  If the 

aggrieved (or a witness) is treated differently / less favourably because they have raised a 

complaint, then this is victimisation.   This would include isolating someone because they have 

made a complaint, cancelling a planned training event, or giving them a heavier or more 

difficult workload.  Victimisation can lead to a claim to an employment tribunal.  

False allegations  

If an employee makes an allegation that they know to be untrue, or gives evidence that they 

know to be untrue, the Council should consider the matter under the Disciplinary 

procedure.  Such an allegation would be potentially be gross misconduct.  
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Complaints against Councillors   

Following the Ledbury case, the law is clear that any formal complaint about a Councillor 

regarding a breach of the Code of Conduct must be referred to the Monitoring Officer for 

investigation (either by the complainant, or the Council with agreement of the 

complainant). During the investigation, it is critical to ensure that where an employee of the 

Council has made the complaint, that the Council agrees reasonable measures with the 

employee to protect their health and safety.  Such measures may include a temporary change 

in duties, change of work location, not attending meetings with the person about whom the 

complaint has been made etc.    

Careful consideration is required where a grievance is raised against the council as a whole 

due to lack of support related to Councillor behaviours. The specific allegations will need to be 

considered to determine whether the allegations can be addressed by the Council, or require 

exploration of the Councillors behaviour in order to respond, in which case the Monitoring 

Officer may be required to investigate the alleged behaviours of a/any councillors where this 

may relate to the Code of Conduct.  It is a matter of fact whether the complaint is against the 

Council and can therefore be dealt with by the Council’s Grievance Policy or against a 

Councillor and can only be dealt with by the Monitoring Officer. 
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1. Overview 

The Local Government Pension Scheme (LGPS) in England and Wales was amended from 1 
April 2014. The provisions of the new LGPS, together with protections for members benefits 
accrued before 1 April 2014, are now contained in the Local Government Pension Scheme 
Regulations 2013 (the ‘LGPS Regulations 2013’) and the Local Government Pension Scheme 
(Transitional Provisions, Savings and Amendment) Regulations 2014 (the ‘LGPS Transitional 
Regulations 2014’) (as at 14th May 2018).  
 
Therefore, this policy now relates to the application of discretions under:  
 

(a) the LGPS Regulations 2013;  
 
(b) the LGPS (Transitional Provisions, Savings and Amendment) Regulations 2014 

(‘LGPS Transitional Regulations 2014’); and  
 

(c) the Local Government Pension Scheme Regulations 1997 (‘LGPS Regulations 
1997’) and the Local Government Pension Scheme (Benefits, Membership and 
Contributions) Regulations 2007 (‘LGPS Benefits Regulations 2007’), which 
continue to have effect in so far as is necessary under Regulation 3 (Membership 
before 1 April 2014) of the LGPS Transitional Regulations 2014.  

2. Introduction 

Under Regulation 60 (statements of policy about exercise of discretionary functions) of the 
LGPS Regulations 2013 and paragraph 2(2) of Schedule 2 of the LGPS Transitional 
Regulations 2014, employers are required to make and publish policy statements on how they 
will exercise five specific mandatory discretions.  
 
In addition there are two further discretions relevant to employers, which relate to members 
who left before 1 April 2014. These are under Regulation 66 of the Local Government Pension 
Scheme (Administration) Regulations 2008 (in respect of leavers between 1 April 2008 and 31 
March 2014) and under Regulation 106 of the LGPS Regulation 1997 (in respect of leavers 
between 1 April 1998 and 31 March 2008).  
  
Any policy statements made must not limit, or ‘fetter’ how an employer uses any of the 
discretions afforded by the scheme.  
 
The use of any discretion is likely to lead to immediate and potentially continuing increased 
pension costs for the employer, which could be considerable.  
 
The Council will keep its policy under review and make such revisions as are appropriate. 
 
In formulating and revising the policy statements outlined below, the Council will have regard to 
the extent to which the exercise of its discretionary powers could lead to a serious loss of 
confidence in the public service.  
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3. Scheme Employer Discretions  
 
Specific discretions under the LGPS Regulations 2013 and the LGPS Transitional 
Regulations 2014 
 
 Details of the five discretions available are as follows:  
 
1. Shared cost Additional Pension Contributions - Regulation 16 (2)(e) and 16 (4)(d) 
 

Note: the specific provisions of Regulation 16 allow an active member who is paying into 
the main scheme to enter into an arrangement to pay additional contributions, either by 
regular contributions (Regulation 16(2)(e)) or by a lump sum payment (Regulation 
16(4)(d). This may be funded in whole or in part by the Council.   
Note: Where an active member pays Additional Pension Contributions by regular or 
lump sum contribution to purchase extra annual pension, an employer can choose to 
voluntarily contribute towards the cost of purchasing that extra pension through a 
SCAPC  

 
COUNCIL POLICY 
 
The Council does not consider contribution towards additional pension contributions to 
be an essential part of its employment strategy. However, the Council will consider 
applications made under these specific provisions having regard to the Council’s 
general policy from time to time, on the employee pay strategy and the particular 
circumstances surrounding each case.  
 
It is likely that decisions will be made on the merits of each case having particular 
regard to factors such as: 
 

• the Council`s ability to meet the cost of granting such a request; and/or  

• the member’s personal circumstances. 
 

2. Awarding Additional Pension - Regulation 31  
 

Note: Regulation 31 allows employers to grant additional pension up to the maximum 
allowed by the scheme rules provided that the member is active or is within 6 months of 
leaving for reasons of redundancy or business efficiency or whose employment was 
terminated by mutual consent on grounds of business efficiency.  
 
The Council may wish to use this Regulation as an aid to recruitment, an aid to retention 
or to compensate or reward an employee who is retiring.  
 
The Council should also consider provisions of this Regulation, in particular Regulation 
31(4), if they decide to exercise their power under Section 1 (general power of 
competence) of the Localism Act 2011.  
 
COUNCIL POLICY 
 
The Council will consider applications made under this Regulation having regard to the 
particular circumstances surrounding each case. Decisions will be made on the merits 
of each case having particular regard to the following: 
 

• the member’s personal circumstances; 
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• the interests of the Council; 

• the additional contributions due to the Fund by the Council in respect of the 
exercise of this discretion; 

• any potential benefits or savings to the Council arising from the exercise of 
this discretion; 

• other options that are, from time to time, available under the Council 
severance arrangements; 

• the funding position of the Council within the Fund;   

• the ability of the Council to meet the cost of granting such an award. 
 
3. Flexible Retirement - Regulation 30(6)  
 

Note: this provision in the Regulations allows the employer to consent for The Council 
can decide whether to permit a member who has attained the age of 55 to draw all or 
part of their retirement benefits (both pension and lump sum) whilst continuing in 
employment and Fund membership provided that: 
 

• there has been a reduction in hours, or 

• a reduction in grade.  
 
The Council can choose may agree to waive any actuarial reductions that apply under 
Regulation 30(8). 
 
COUNCIL POLICY 
  
The Council will consider applications made under this Regulation having regard to the 
particular circumstances surrounding each case. Decisions will be made on the merits 
of each case having particular regard to: 
 

• the operating requirements of the employing department 

• the Council`s ability to meet the cost of granting such a request 

• whether any demonstrable cost saving in excess of potential savings 
available under any severance arrangements in place from time to time can 
be made 

• the member’s personal circumstances. 

• whether to permit the member to choose to draw all, part or none of the pension 
benefits they have built up after 1 April 2008. Your flexible retirement policy 
should set out your position on this matter.  

 
4. Waiving actuarial reductions - Regulation 30(8) 
 

Note: the Council may agree to waive in whole or in part the actuarial reductions that 
would be required applied to a members benefits, unless 85 year rule protections exist, 
the Council can waive: 
 

• all of the reductions in respect of pre 1 April 2014 benefits but only on 
compassionate grounds (paragraph 2 of Schedule 2 of the LGPS Transitional 
Regulations 2014); 

• all or some of the actuarial reduction in respect of post 1 April 2014 on any grounds.  
 

Where 85 year rule protections exist and the member has full or tapered protection the 
Council can waive all of the reductions but only on compassionate grounds for the 
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service up to the date the 85 year rule protection ends (31 March 2016 (full) or 31 March 
2020 (tapered)). 
 
COUNCIL POLICY 
 
The Council will consider applications made under this Regulation having regard to the 
particular circumstances surrounding each case. Decisions will be made on the merits 
of each case having particular regard to:  
 

• the Council ability to meet the cost of granting such a request  
• whether any demonstrable cost saving in excess of potential savings available 

under any severance arrangements in place from time to time can be made  
• the member's personal circumstances.  

 
Applications for the payment of unreduced benefits for service before 1 April 2014 on 
the grounds of compassion will be granted if: 
 

• in the Council's sole opinion, the special extenuating circumstances surrounding 
the application, along with the supporting evidence provided justify approval and  

• the Council can meet the cost of granting such a request.  
 

5. Switching on the 85 rule – Regulation 1(1)(c) of the LGPS Transitional Regulations 
2014  

 
Note: The Council can decide to “switch on” the 85 year rule to allow members who 
have protections under old regulations, and who choose to voluntarily draw their 
benefits on or after age 55 and before age 60 to receive benefits either unreduced or 
with a smaller reduction to their 85 year rule date. The Council will be responsible for 
meeting any strain costs relating to benefits being paid before age 60. If the Council 
does not “switch on” the 85 year rule the member’s benefits will be reduced to age 60 or 
the date they meet the 85 year rule if later. 
 
COUNCIL POLICY 
 
The employer Council will consider applications made under this Regulation having 
regard to the particular circumstances surrounding each case. Decisions will be made 
on the merits of each case having particular regard to:  
 

• the employer's Council's ability to meet the cost of granting such a request;  
• whether any demonstrable cost saving in excess of potential savings available 

under any severance arrangements in place from time to time can be made;   
• the member's personal circumstances.   

 
Further discretions under the LGPS Regulations 1997 and the LGPS Benefits 
Regulations 2007  
 
1. Early Payment of Deferred Pensions for members who left before 1 April 2014 - 

Regulation 2 of the LGPS (Transitional Provisions, Savings and Amendment) 
Regulations 2014, Regulation 30(2) and 30(5) of the LGPS Benefits Regulations 
2007 & Regulation 31(2) and Regulation 31(5) of the LGPS Regulations 1997  

 
Note: This Regulation allows the Council to enable members who left the scheme 
before 1 April 2014, and who are over the age of 55, to take their benefits early. Under 
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Regulation 30(5) employers can waive any reduction to benefits paid under that 
Regulation on compassionate grounds.  
 
Note: From 14 May 2018, all deferred members may voluntarily elect for early payment 
of their deferred benefits prior to their Normal Retirement Date. An employer can decide 
on compassionate grounds whether to waive any actuarial reduction to benefits paid 
before age 65. The Couoncil can decide whether to ‘switch on’ the 85 year rule where a 
member has taken voluntarily early payment of deferred benefits from age 55.  
 
COUNCIL POLICY 
 
The Council will consider applications made under this Regulation having regard to the 
particular circumstances surrounding each case. Decisions will be made on the merits 
of each case having particular regard to:  
 

• the Council`s ability to meet the cost of granting such a request  
• the member's personal circumstances. 

 
Applications for the payment of unreduced benefits on the grounds of compassion will 
be granted if: 
 

• in the Council’s sole opinion, the special extenuating circumstances surrounding 
the application, along with the supporting evidence provided justify approval; and  

• the Council can meet the cost of granting such a request.  
 

N.B. Deferred members who left the Scheme before 1 April 2008 can still make 
application for the early payment of their deferred benefits after age 50 under LGPS 
rules. However, under HMRC rules such payments would be classed as ‘un-authorised’ 
and would be subject to a punitive tax charge.  

 
2. Early Payment of Deferred Pensions for members who left before 1 April 2014 and 

have ceased to be entitled to a tier 3 ill health benefit - Regulation 2 of the LGPS 
(Transitional Provisions, Savings and Amendment) Regulations 2014, Regulation 
30A(3) and 30A(5) of the LGPS Benefits Regulations 2007.  

 
This regulation allows the Council to enable members who have ceased to be entitled to 
a tier 3 ill health benefit, and who are over the age of 55, to take their benefits early. 
Under sub paragraph 5 of Regulation 30A the Council can waive any reduction to 
benefits paid under that Regulation on compassionate grounds.  
Note: The Council can decide whether to grant early payment to members who have 
ceased to be entitled to a tier 3 ill health benefit and who are over the age of 55. The 
Council may on compassionate grounds agree to waive any actuarial reduction to 
benefits paid before age 65. An employer can decide whether to ‘switch on’ the 85 year 
rule where voluntary early payment of suspended tier 3 ill health pension is taken. 
 
COUNCIL POLICY 
 
The Council will consider applications made under this Regulation having regard to the 
particular circumstances surrounding each case. Decisions will be made on the merits 
of each case having particular regard to: 
 

• the Council ability to meet the cost of granting such a request  
• the member's personal circumstances.  
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Applications for the payment of unreduced benefits on the grounds of compassion will 
be granted if: 
 

• in the Council’s sole opinion, the special extenuating circumstances surrounding 
the application, along with the supporting evidence provided justify approval; and  

• the Council can meet the cost of granting such a request. 
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Recommended (non-mandatory) LGPS 2013 & 2014 discretions 
 
1. Extending the 12-month time limit for transfer of pension rights – Regulation 100 

(6) LGPS Regulations 2013 
Note: An employer can decide to extend the 12-month time limit to permit a member to 
transfer their previous pension rights from another scheme, if an election had not been 
made within 12 months of joining the LGPS. 
 
COUNCIL POLICY 
 
The Council, will only consider applications made under this Regulation in the most 
exceptional circumstances and if: 
 

• evidence indicates that the Fund had not informed the member about the transfer 
within the 12-month time limit; or 

• verifiable evidence indicates that the member made an election to transfer within 
12 months of joining the LGPS, but the election form was not received by the 
Fund. 

 
2. Extending the time limit for a member to elect for a Shared Cost Additional 

Pension Contributions (SCAPCs) – Regulation 16 (16) LGPS Regulations 2013 
 

Note: An employer can decide to extend the 30-day deadline for a member to purchase 
additional pension by SCAPCs upon return from a period of unpaid absence (other than 
because of illness or injury, relevant child-related leave or reserve forces leave). 
 
COUNCIL POLICY 
 
The Council will exercise its discretion to allow late payment and decide each case on 
its individual merits. 
 

3. Determining and reviewing an employee’s contribution band – Regulation 9 and 
Regulation 10 LGPS Regulations 2013 

 
Note: An employer must decide how to allocate the pension contribution band for a new 
employee, and review at each subsequent April. 
 
COUNCIL POLICY 
 
The Council will determine and review the rate of employee contributions in 
accordance with Regulation 9 and Regulation 10 of the LGPS Regulations 2013. 
 

4. Whether to include a regular lump sum payment when calculating Assumed 
Pensionable Pay – Regulation 21 (4)(a)(iv), Regulation 21 (4)(b)(iv), and Regulation 
21 (5) 
 
Note: An employer can when calculating Assumed Pensionable Pay decide to        
include the amount of any regular lump sum payment received by the member in the 12 
months preceding the date the absence began or the ill health retirement or death 
occurred. 
 
COUNCIL POLICY 
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The Council will / will not include any regular lump sum payment received by the 
member in the 12 months preceding the date the absence began or the ill health 
retirement occurred. 
 

5. Shared Cost Additional Voluntary Contributions Arrangement (SCAVC) – 
Regulation 17 (1) and TP 15 (2A) and A 25(3) and definition of SCAVC in R Sch1 

 
           Note: An employer can choose to pay for or contribute towards a member’s           
           Additional Voluntary Contribution through a SCAVC arrangement. 
 

COUNCIL POLICY 
 
          The Council will not / will exercise its discretion to contribute towards a   
          SCAVC arrangement.  
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Introduction 
The purpose of this policy is to set out the procedure when the Grounds Maintenance 
Team Leader is absent from work for annual leave, sickness, jury service etc. of who the 
day-to-day allocation of work and supervision is given to. 

Members of the Grounds Maintenance Team are given the opportunity to ‘act up’ and 
undertake the basic functions of supervision and allocating pre-determined tasks when 
the Team Leader is absent from work under the instructions of the Operations Manager 

Acting up for the Grounds Maintenance Team Leader 
 
Who is eligible  

Employees that are not on probation, are not subject to any disciplinary proceedings or 
investigations and hold a full driving licence may apply to be on the ‘acting up’ rota. 

Employees who apply to be on the ‘acting up’ rota will have a simple interview to 
establish they understand the role and responsibilities and are suitable for the role. 

Employees who pass the interview will be placed upon the ‘acting up’ rota and will take 
their ‘turn’ when the Team Leader is absent from work as follows: 

(a) At the commencement of the ‘acting up’ rota the employees taking part shall be 
given their position on the rota list alphabetically. Employees will then take their 
turn as the rota comes to their name. Any employee joining the rota list after it 
commences will go to the bottom of the rota list regardless of their alphabetical 
ranking. 

(b) For unplanned periods of absence, such as sickness, any ‘acting up’ period will 
only commence when the Team Leader is absent from work for three (3) 
consecutive days or more. The ‘acting up’ period will commence on the third day. 

(c) For planned periods of absence, annual leave, jury service etc., of more than three 
days (3) the ‘acting up’ period will commence on the first day of absence. 

(d) The employee ‘acting up’ will, unless there is unforeseen sickness, be notified of 
their period in the role and wherever possible there will be liaison between the 
employee, Team Leader and the Operations Manager of the expected works / 
functions to be undertaken. There will be regular communications between the 
employee and the Operations Manager during the period of ‘acting up’. 

(e) When a period of unforeseen sickness occurs, the Operations Manager will liaise 
with the Team Leader when they report sick and attempt to establish what work 
has already been programmed and what else may need to be undertaken. The 
‘acting up’ period will only commence on the third day of absence unless the Team 
Leader advises they expect to be off sick for more than three days or has a fit note 
for a longer period. 

(f) The ‘acting up’ role will not involve working in the office. The ‘acting up’ role is to 
supervise work / activities out on site and in the Council yard. 

(g) The ‘acting up’ role will not include the monitoring of employees subject to 
disciplinary or performance reviews. However, the Operations Manager may ask 
the ‘acting up’ employee how an individual is performing etc. in their regular 
conversations. 

Remuneration 
To pay the employee ‘acting up’ no more than scp. 11 (or bottom of the Team Leader 
payscale. 
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