Gainsborough Town Council
Richmond House, Richmond Park, Morton Terrace
Gainsborough, Lincolnshire, DN21 2R)

Tel: 01427 811573

Website: gainsborough-tc.gov.uk
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PERSONNEL COMMITTEE AGENDA

To: Committee members:

Councillor Sheila Bibb Councillor Nigel Bowler
Councillor Richard Craig Councillor Dennis Dannatt
Councillor Paul Hooton Councillor Paul Key

Councillor Richard Thompson Councillor Kenneth Woolley (C)

Councillor Caz Davies (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 8 July 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.

PC21/001

PC27/002

PC27/003

PC27/004

PC27/005

PC27/006

2026-07-08 Summons and Agenda PC

AGENDA

Apologies for Absence
To note apologies for absence.

Vice Chair
To appoint Vice Chair for this committee.

Declarations of Interest

To receive any declarations of interest in accordance with the requirements of the
Localism Act 2011.

Dispensation Requests
To consider any dispensation requests received by the Town Clerk in relation to
personal and/or disclosable pecuniary interests, not previously recorded.

Items for Exclusion of Public and Press

To determine which items on the agenda, if any, require the exclusion of public
and press under the Public Bodies (Admissions to Meetings) Act 1960, section 1
(2), and to resolve accordingly.

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 11 March 2026.

Paper A (pages 3 to 5)
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PC27/007 Paternity Leave and Pay Policy Review
To review and adopt updated Paternity Leave and Pay Policy.
Paper B (pages 6 to 10)

PC27/008 Bereavement Policy Review
To review and adopt updated Bereavement Policy.
Paper C (Current Policy pages 11 to 14)
(Proposed Reviewed Policy pages 15 to 21)

PC27/009 Data Protection Policy for HR-related Data Review
To review and adopt updated Data Protection Policy for HR-related Data.
Paper D (pages 22 to 29)

PC27/010 Travel — Mileage and fuel rates and allowances
To consider changes to HM Revenue & Customs (HMRC) approved mileage
allowance rates for the 2026/27 tax year.
Paper E (pages 30 to 32)

PC27/011 Assistant Clerk Achievement of CiLCA Qualification
To note that the Assistant Clerk has successfully completed the Level 3
Certificate in Local Council Administration (CiLCA) qualification and consider next
steps.
Exclusion of Public and Press recommended due to personal nature of
discussion.
Paper F (pages 33 to 35)

PC27/012 Items for Notification
To receive any items for notification to be included on a future agenda (for
information only)
i. Consideration of work experience placements
ii. Staff Handbook Review
iii.  Mobile Phone Policy Review
iv. Lone Worker Policy Review
v.  Call-out Provision
vi. Shared Parental Leave Policy Review
vii. Adoption Leave Policy Review
viii. Maternity Leave Policy Review
ix.  Child and Vulnerable Adult Welfare and Safeguarding Policy Review
x.  No Smoking Policy Review

PC27/013 Time and Date of Next Meeting

To note the next Personnel Committee meeting is scheduled for Wednesday 9

September 2026 at 6:30pm.
Rachel Allbones
Town Clerk
Richmond House
Gainsborough
Friday, 03 July 2026

2026-07-08 Summons and Agenda PC
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Gainsborough Town Council

Richmond House, Richmond Park, Morton Terrace
Gainsborough, Lincolnshire, DN21 2R)J

Tel: 01427 811573

Website: gainsborough-tc.gov.uk

PERSONNEL COMMITTEE MINUTES

Minutes of the Personnel Committee meeting held on Wednesday 11 March 2026 at 6:30pm
in the meeting room, Richmond House, Richmond Park, Morton Terrace, Gainsborough, DN21
2RJ.

Councillors Present: Councillor Richard Craig (Chair)
Councillor Stephen Blogg Councillor Nigel Bowler
Councillor Dennis Dannatt Councillor Paul Key
Councillor Doug Owles Councillor Richard Thompson (sub)

In Attendance:
Rachel Allbones Town Clerk

PC26/067 Apologies for Absence

Apologies for absence were received from Councillors S Bibb, P Hooton, K
Woolley.

PC26/068 Declarations of Interest

No declarations of interest were made.

PC26/069 Dispensation Requests
No dispensation requests were received.

PC26/070 Items for Exclusion of Public and Press
RESOLVED: To exclude the public and press from item PC26/073 in accordance
with the Public Bodies (Admissions to Meetings) Act 1960 1 (2) due to the
confidential nature of the business to be discussed.

PC26/071 Minutes of the Previous Meeting (Paper A)
RESOLVED: That the minutes of the Personnel Committee meeting held on
Wednesday 11 February 2026 be approved as a true and accurate record and
signed by the Chair.

PC26/072 Equality and Diversity Policy Review (Paper B)
RESOLVED: To adopt the reviewed Equality and Diversity Policy.

PC26/073 Caretaker Provision (Paper H)
RESOLVED: To

Initialled: Personnel Committee minutes 2025-26



16|Page

i.  Approve the recruitment pack, including job description and person
specification, for immediate publication.

ii. Agree the application form.

iii. Agree the contract of employment.

iv. Endorse the proposed working hours arrangements to ensure full facility
coverage.

v. Delegate responsibility to the Operations Manager to manage the rota and
working arrangements in line with Council requirements.

vi. Agree members of the shortlisting and interview panel as follows:
e Councillors Craig and Key, with Councillor Blogg and Owles as reserve
e Operations Manager
and delegate the agreement of key dates to panel members.

vii. Delegate the decision of appointing the two Caretakers to the interview panel,
executed by the Operations Manager.

PC26/074 Items for Notification
RESOLVED: To NOTE the items for notification to be included on a future
agendas:
i. Data Protection Policy for HR-related Data — April 2026
ii. Staff Handbook Review
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

PC26/075 Time and Date of Next Meeting
RESOLVED: To NOTE the next Personnel Committee meeting scheduled for
Wednesday 13 May 2026 at 6:30pm at Richmond House, Morton Terrace.

The meeting closed at 6:51pm.

Signed as a true record of the Meeting: Dated
Presiding Chair of approving meeting

Initialled: Personnel Committee minutes 2025-26
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GAINSBOROUGH TOWN COUNCIL

Paternity Leave and Pay Policy
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55 — PATERNITY LEAVE AND PAY POLICY Gainsborough Town Council

1.
1.1

1.2

3.2

3.3

4.2

Purpose and scope

The purpose of this policy and procedure is to provide clear information about our
paternity provisions. This document sets out our policy on paternity leave and pay.

Immediately you discover your partner is pregnant, you should make the council aware so
that you can be briefed on your entitlements. Ordinary paternity leave is also available to
adoptive parents (either the adoptive father or the adoptive mother) where a child is
matched or newly placed with them for adoption.

Eligibility

To qualify for ordinary paternity leave employees must be taking the time off to look after
the child and:
o have, or expect to have, responsibility for the child’s upbringing

o be the biological or adoptive parent of a child born or placed for adoption, or be
the parent’s partner, or the intended parent (if the baby is born through a surrogacy
arrangement).

Ante-natal appointments

An expectant father or the partner (including same sex) of a pregnant woman is entitled
to take unpaid time off work to accompany the woman to up to 2 of her ante-natal
appointments. The time off is capped at six and a half hours for each appointment.
“Partner” includes the spouse or civil partner of the pregnant woman and a person (of
either sex) in a long-term relationship with her. The right applies whether the child is
conceived naturally or through donor insemination. It also extends to those who will
become parents through a surrogacy arrangement if they expect to satisfy the conditions,
and intend to apply, for a Parental Order for the child born through that arrangement.

Employees who are adopting a child are entitled to take time off to attend adoption
appointments. Please see the Adoption Policy for full details.

You should endeavour to give the Council as much notice as possible of when you need
the time off for the antenatal appointment. We may ask you for a declaration stating the
date and time of the appointment and that you qualify for the unpaid time off through your
relationship with the mother or child, and that the time off is for the purpose of attending
an ante-natal appointment with the expectant mother that has been made on the advice
of a registered medical practitioner, nurse or midwife.

Ordinary Paternity Leave (OPL)

An employee whose partner gives birth to a child, or who is the biological father or either
adoptive parent of the child, is entitled to two weeks' ordinary paternity leave. OPL can
commence from the date of the child’s birth, or child’s placement with the adopter, or
within 52 weeks after the birth or date of placement

Ordinary Paternity Leave may be taken as either, one week, or two weeks in one
consecutive block or two weeks in two one week non-consecutive blocks.

Pageé of 4



55 — PATERNITY LEAVE AND PAY POLICY Gainsborough Town Council

4.3

If you choose to start your OPL on a fixed and predetermined date and the child is not
born or placed for adoption by that date, you must change the date you want to start your
leave and notify us in writing as soon as you reasonably can. If you take both OPL and
shared parental leave you must take ordinary paternity leave first.

Notification of Ordinary Paternity Leave

4.4

4.5

4.6

4.7

5.2

5.3

You must inform the Council in writing, of your eligibility and intention to take paternity
leave in or before the 15th week before the EWC.

You must then provide us with at least 28 days’ notice before the dates upon which they
intend to take each period of leave, unless this is not reasonably practicable (in which
case as soon as it is reasonably practicable).

The notification should specify:

e the week the baby is due

e the date of starting the leave

e that you are taking leave for the purpose of taking time off to look after your child in
line with your entitlement to paternity leave

e How you wish to take the leave

e You can choose to take two one-week non-consecutive blocks of leave may inform us
of when you want each block of leave to begin in one notification, or you may choose
to provide us with a separate notification at a later date once you have made a
decision. However, as above, you must ensure that a minimum of 28 days’ notice is
provided before the beginning of each period of leave.

In the case of an adopted child, you must give notice of your intention to take ordinary
paternity leave no later than seven days after the date on which notification of the match
with the child was given by the adoption agency. The notice must specify the date the
child is expected to be placed for adoption, the date you intend to start ordinary paternity
leave, the length of the intended ordinary paternity leave period and the date on which
the adopter was notified of having been matched with the child.

You can change your mind about the date on which you want the leave to start providing
you tell your manager at least 28 days in advance (unless this is not reasonably
practicable).

Ordinary Statutory Paternity Pay (OSPP)

You will qualify for OSPP if your weekly earnings in the 8 weeks up to and including the
Qualifying Week (QW) are not less than the lower earnings limit for the payment of
National Insurance contributions. The QW is 15 weeks before the baby is due or the
week during which you are notified of being matched with a child for adoption.

Paternity leave will be paid at the prevailing rate of SPP or 90% of average weekly
earnings if this figure is less than OSPP.

Someone who is under a contract of service with the employment status of ‘worker’ and

who is paying Class 1 National Insurance contributions may qualify for SPP, based
on the qualifying rules.
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55 — PATERNITY LEAVE AND PAY POLICY Gainsborough Town Council

6.
6.1

10.
10.1

11.
11.1

Shared Parental Leave (SPL)

The birth mother or primary adopter is entitled to curtail their maternity/adoption leave and
pay and instead take SPL and pay in conjunction with the child’s father (in the case of
birth) or the spouse, civil partner or partner of the child’s mother/adopter, subject to
meeting the eligibility criteria. SPL enables parents to choose how to share the care of
their child during the first year of birth. Its purpose is to give parents more flexibility in
considering how to best care for, and bond with, their child. See the Shared Parental
Leave Policy.

Pay increases awarded during paternity leave

We will ensure that whilst you are on PL you are not left out of a pay award which you
would ordinarily have been entitled to. This means that if we make a pay award which
takes effect during your PL, then when you return to work, you will return to the ‘new’ rate
of pay that applies to the job you are returning to.

Returning to work

On resuming work after PL, you are entitled to return to the same job as you occupied
before commencing paternity leave on the same terms and conditions of employment as
if you had not been absent.

Requesting a change to your pattern of work

You have the right to request that the organisation considers changing your pattern of
work (subject to eligibility criteria). See the Flexible Working Policy.

Additional paternity leave

Additional paternity leave is available to eligible employees who may take up to 26 weeks'
unpaid additional paternity leave within the first year of their child's life provided that the
mother has returned to work.

Data protection

When managing your paternity leave and pay, we will process personal data collected in
accordance with the data protection policy. Personal and or sensitive information is held
securely and accessed by, and disclosed to, staff who need to manage paternity leave
and pay. Inappropriate access or disclosure of personal data would breach our data
protection policy and should be reported immediately. A data breach may also constitute
a disciplinary offence, which will be dealt with under the disciplinary procedure.

11.2 This is a non-contractual procedure which will be reviewed from time to time.

Pagi 6of 4
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58 PARENTAL BEREAVEMENT POLICY Gainsborough Town Council

General Principles
1.1 This policy outlines the statutory rights and the Council’s commitment to support
bereaved Parents following the devastating events of employees suffering the loss of a
child under the age of 18 on or after 61" April 2020 or Parents who suffer a stillbirth after
24 weeks of pregnancy after this date.

Eligibility
2.1 Employees do not require a set length of service before being the right to take time
off applies under this policy. Employees must:

a) Be the parent or partner of the parent, whose child has passed away

b)  This policy applies if you have parental responsibility for the child including adoptive
parents.

2.2 If you have suffered a bereavement and you unsure as to whether you are entitled to
Parental Bereavement leave, please contact your Manager for clarification.

Parental Bereavement Leave
3.1 Employees are entitled to take up to two weeks Parental Bereavement Leave. This
should be taken in week blocks and can either be taken in two separate blocks of one
week or a single block of two weeks.

3.2 The leave can be taken at a time(s) chosen by the Employee, however this leave
should be taken within the 56 weeks after the bereavement.

3.3 If you have suffered the loss of more than one child, you are entitled to separate
periods of bereavement leave for each child who has passed away.

Notice

4.1 For bereavement leave within the first 56 days of the bereavement, this can be taken
straight away with no requirement of notice being required.

4.2 You are asked to let your Manager know, by no later than your normal start time on
that day if you are taking Parental Bereavement leave.

4.3 To take bereavement leave, after the first 56 days following the bereavement, you
are asked to give the Council one week’s notice of your intention to take the leave.

Changing Parental Bereavement periods
5.1 Planned periods of leave can be cancelled and rearranged for a different time (within
56 weeks of the bereavement). Where your planned leave was due to begin within the
56 days after the bereavement, you are asked to contact your Manager to advise you no
longer wish to take the leave at that time, before your normal start time on the first day of
planned leave

5.2 Where you planned leave was due to begin more than 56 days after your
bereavement, you are asked to give your Manager one weeks notice that you wish to
cancel or re-arrange this leave.

Page 2 of 3
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58 PARENTAL BEREAVEMENT POLICY Gainsborough Town Council

Parental Bereavement Leave Pay
6.1 In order to qualify for statutory Parental Bereavement Leave pay you must have
been continuously employed by the Council for 26 weeks before the week in which your
child passed away and still be employed by the Council at the time of the bereavement.

6.2 Should you be unsure as to whether you qualify for Statutory Parental Bereavement
Leave pay, you are asked to contact your Manager who will be able to assist.

6.3 Statutory Parental Bereavement Leave is payable at the prescribed rate set by the
government for the relevant tax year, or at 90% of your average weekly earnings,
whichever figure is lower.

Terms and conditions during Parental Bereavement Leave
7.1 All the terms and conditions of your employment remain in force during periods of
Parental Bereavement Leave, except for pay. During this period your normal pay will
replaced by Statutory Parental Bereavement Pay. You will continue to accrue holiday
entittement and Pension benefits shall continue.

Returning to work following Parental Bereavement Leave
8.1 When you return to work after some time on parental bereavement leave, you
generally have the right to return to the same job.

8.2 However, a slightly different rule applies if you return from time on bereavement
leave that follows on immediately from some maternity, adoption, paternity leave or
shared parental leave (taken in relation to the child who has passed away), and your
total time on leave is more than 26 weeks.

8.3 In these circumstances, you have the right to return to the same job, unless this is
not reasonably practical - in which case you have the right to return to a suitable and
appropriate job on the same terms and conditions.

8.4 This rule also applies if your leave includes more than four weeks of ordinary
parental leave (taken in relation to any child), regardless of the total length of the leave.

8.5 If you are taking parental bereavement leave, but are unsure where you stand on
your return, please contact your manager for clarification.

Page 3 of 3
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54 —- BEREAVEMENT POLICY Gainsborough Town Council

1.
1.1

1.2

2.1

2.2

2.3

2.4

3.1
3.2

3.3

Purpose and scope

The purpose of this Bereavement Policy is to provide support, compassion, and clear
guidance to employees who experience the loss of a partner, child, or pregnancy during
or shortly after becoming a parent.

This policy applies to all staff of the Council, regardless of employment status.
Eligibility
Statutory parental bereavement leave (PBL) is available to staff who were the primary

carers for a child under the age of 18 who has recently passed away. This also applies to
babies who are stillborn after the 24th week of pregnancy.

This is a "day one" right, meaning that staff are entitled to statutory parental bereavement
leave regardless of their length of service.

In most cases, this will allow birth parents whose child has died to take leave, unless they
were not the child's primary carers (for example, if their child had

been subsequently adopted, the previous carers would not be entitled to leave). The
entitlement will be focused more on who has responsibility as the "primary carers" for the
child and less on the legal status between the adult and the child.

As well as birth parents, leave will also be available to adults with parental responsibility
for children in "non-traditional family structures". This means that entitlement will cover:

e adoptive parents
e individuals who are fostering to adopt
¢ |egal guardians

e most foster parents (although short-term arrangements, such as emergency foster
care, may not be covered).

e Pregnant staff who suffer a stillbirth 24 weeks or more into pregnancy will still be
entitled to take up to 52 weeks of statutory maternity leave (and any related statutory
maternity pay), in addition to parental bereavement leave. Similarly, those who would
have been eligible to take adoption leave, shared parental leave or paternity leave in
respect of a child who is stillborn from 24 weeks or more into pregnancy, will still be
entitled to take these statutory leave periods as normal and in addition
to parental bereavement leave. In such cases, PBL will normally be taken after the
other period of statutory leave.

e Statutory parental bereavement leave will be applicable for each child in situations
involving multiple deaths.

Leave Entitlement

Staff may take up to two weeks of parental bereavement leave.

The leave can be taken as one block of two weeks or two blocks of one week. Leave may
not be taken as individual days.

The leave must be taken within 56 weeks from the date of the death of the child. This will
allow flexibility regarding when the leave is taken. For example, one week can be
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54 —- BEREAVEMENT POLICY Gainsborough Town Council

3.4

3.5

4.2

4.3

5.2

5.3

54

6.2

taken immediately following the child’s death, and the second week could be taken
around the first anniversary of the child’s death.

The 56-week timeframe also allows for staff who are entitled to other types of statutory
family leave, such as maternity leave, to use this in conjunction
with parental bereavement leave.

Where a staff member is taking a period of parental bereavement leave, and this is to be
interrupted by another statutory leave entitlement (such as

maternity, paternity or parental leave), the PBL will end immediately before the start of the
other leave. Any remaining entittement to PBL may then be taken at the end of the other
period of leave and must be taken in a single consecutive period.

Providing Notice

Staff will not be required to give notice for taking statutory parental bereavement
leave immediately following the loss of a child.

Staff should give at least one week’s notice for taking statutory parental bereavement
leave if they intend for this to begin after 56 days of the date the child passed away.

Staff are not required to evidence the death by producing a death certificate or a letter
from a GP. A written declaration may be required for statutory parental bereavement
leave taken after the initial period and not immediately following the child’s death.

Parental Bereavement Pay
To be eligible for statutory parental bereavement pay, the staff must have:

o atleast 26 weeks' continuous employment ending with the week before the week in
which the death occurred, and still be employed on the day on which the death
occurred; and

« normal weekly earnings in the eight weeks up to the week before the child's death
that are not less than the lower earnings limit for National Insurance contribution
purposes.

Within a reasonable timeframe, staff will be required to provide a written declaration
confirming that they meet the eligibility requirements to receive
statutory parental bereavement pay.

The need to provide a written declaration for statutory parental bereavement pay is
separate to the right to statutory parental bereavement leave.

Statutory parental bereavement pay will be the lesser of either 90% of average gross
weekly pay or the flat rate of statutory parental bereavement pay for each of the two
weeks.

Changing your mind about taking parental bereavement leave

You can cancel your planned leave and take it at a different time (within the 56 weeks
after your bereavement). Where your planned leave was due to begin during the first 56
days after your bereavement, please let your line manager know you no longer wish to
take it before your normal start time on the first day of the planned leave.

Where your leave was due to begin more than 56 days after your bereavement, please
let your line manager know at least one week in advance that you wish to cancel it.
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6.3

7.
7.1

8.2

8.3

9.2

9.3

9.4

You cannot cancel any week of parental bereavement leave that has already begun.

Returning to work after parental bereavement leave

When you return to work after parental bereavement leave, you generally have the right
to return to the same job. However, if you return from time on bereavement leave that
follows on immediately from some adoption, maternity, paternity leave or

shared parental leave (taken in relation to the child who has passed away), and your total
time on leave is more than 26 weeks. In these circumstances, you have the right to return
to the same job, unless this is not reasonably practical — in which case you have the right
to return to a suitable and appropriate job on the same terms and conditions.

The bereaved partner’s paternity leave

Staff who are fathers or partners are entitled to a period of up to 52 weeks of unpaid
leave where:

e The child’s primary carer dies; and

e You are either the child’s father, a civil partner of the child’s mother/adopter, or
married to the child’s mother/adopter; and

« You have the main responsibility for the upbringing of the child.

Staff are entitled to leave, regardless of their length of service, and it must generally
be taken within 52 weeks of the child’s birth, date of placement for adoption, or date of
entering Great Britain in an overseas adoption.

In the situation of the bereavement occurring within 13 days of the expiry of the 52-
week leave window, you will be entitled to take up to 14 days of leave, regardless.

Notification requirements

Staff wishing to start bereaved partners’ paternity leave within 8 weeks of the
bereavement date can notify their manager either orally or in writing. We do

not require any specific period of notification, provided that we are informed before the
time that the staff is due to start work on the first day of leave.

Staff may wish to start their leave more than 8 weeks following the bereavement date, in
which case, we ask that notice be given in writing at least one week before the leave
starts.

Notice must include:

« The bereavement date;
e The leave start date; and

o The child’s date of birth/date of placement for adoption/date of entering Great Britain
(in the case of an overseas adoption).

For requests proposing to start more than eight weeks after the bereavement date, the
notice must, in addition to the above information, include:

o Theintended return date;
e A declaration that the leave is being taken to care for a child; and

e A declaration of the staff’s relationship with the child.
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10.
10.1

11.
111

12.
121

12.2

12.3

13.
13.1

Varying the start date
Staff are able to vary the start date as follows:

« If the new start date is no more than eight weeks after the bereavement date, it can
be varied either orally or in writing before the original leave start date. No notice
is required for this new date, as long as notice is given before the date itself.

« Where the new start date is more than eight weeks after the bereavement date, then
notice of variation must be made in writing at least one week before the last notified
start date, and at least one week before the new leave is proposed to start.

Cancelling leave

Staff can cancel a period of leave after notification, which must be given in writing. If the
leave had been due to start in the first eight weeks following the bereavement, then there
are no notice requirements for any cancellation. If the leave had been due to start more
than eight weeks following the bereavement date, then one week’s notice is required to
cancel it.

Right to return to work

When returning from a period of BPPL, you are entitled to take up the same job with the
same employment terms you had before going on BPPL. However, in certain
circumstances, it may not be reasonably practical for you to resume your previous role,
and we may place you in another appropriate post with no less favourable terms and
conditions. We are only able to do this in the following cases:

« Where you have taken a period of BPPL consecutively with a period of parental leave
of more than four weeks; or

« Where you have taken BPPL consecutively with periods of other statutory leave taken
in relation to the same child, which, when added together with the period of BPPL,
means that the total amount of statutory leave taken in relation to that child is more
than 26 weeks.

If you are absent on BPPL for a period of 26 weeks or less, you are generally entitled to
return to the same job. If more than 26 weeks’ leave is taken, then you are entitled to
return to the same job or, if that is not reasonably practicable, to another job which is both
suitable and appropriate for you to do in the circumstances.

We will not subject you to any detriment or dismiss you because you take or seek to take
a period of BPPL (or we believe you might do so).

Notice for returning to work

Staff can vary their return to work date by notifying us in writing as follows:
« If your original return date was within 8 weeks of the bereavement date, you must

give at least one week’s notice before:
o The date you were originally supposed to return; and
o The new date you intend to return.

« If your original return date was more than eight weeks after the bereavement
date, you must give at least eight weeks’ notice before:
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o The last notified intended return date; and
o At least eight weeks before the new intended return date.

13.2 If you return to work without providing the required notice or properly notifying us of a
date change, we reserve the right to postpone your return until the full notice period has
been met. We will confirm any such postponement in writing.

13.3 Please note that we cannot delay your return beyond the day after your eligibility period
ends.

14. Special circumstances

14.1 If you are the secondary carer and the child’s primary carer dies, but the child also dies or
is no longer in your care (known as a "relevant event"), your leave entitlement changes.
This includes cases where an adoption placement ends, or a surrogacy parental order is
denied or withdrawn:

« If you haven't yet started your leave when, you can still take time off. Your leave will
end at whichever of these comes first:

o 8 weeks after the week the event happened,;
o The one-year anniversary of the child’s birth or placement.

14.2 You must notify us of the event (and the date it happened) before you start your leave.
You can do this by speaking to your manager or sending a written notice, following the
standard notice procedures.

14.3 While this leave is for the tragic situation of a staff losing the child’s primary carer, the
rules do also apply when something also happens to the child themselves, and the rules
apply therefore in the following situations (relevant events):

a. The child dies; or
b. In a domestic adoption case, the child is returned after being placed for adoption; or
c. in an overseas adoption case, the child ceases to live with you; or

d. in a parental order case, you either do not apply for an order in respect of the child
under section 54 of the Human Fertilisation and Embryology Act 2008 within the time
limit set, or your application for an order in respect of the child under that section is
refused, withdrawn or otherwise terminated without the order being granted and any
time for an appeal or a new application has expired.

15. Contact during leave

15.1 We may contact you from time to time during your absence, for example, to discuss
arrangements for your return to work, possible internal job vacancies or qualification
expiry dates.

15.2 You may be offered up to 10 days’ work, known as ‘Keeping In Touch’ days (KIT days).
KIT days are sometimes used for purposes such as keeping a qualification valid or
attending key meetings, training days, appraisals or consultation meetings. You are not
obliged to make use of these days. Your decision about whether you use some or all
of these days will not affect your right to leave and pay.
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16. Terms and conditions of employment

16.1 You will continue to accrue holiday entitlement during your leave. If you are due any
holiday before your leave begins and/or if your period of holiday entitlement is likely to
span two holiday years, you should try to take all accrued leave before your leave starts,
where practical.

16.2 Your employment contract will continue to apply during a period of paternity bereavement
leave, except for terms relating to pay, all your normal terms and conditions will continue
to apply.

17. Redundancy

17.1 You will, during your leave, and (provided your leave is for six weeks or more) for a total
period spanning 18 months from the child’s birth/date of match for adoption, have the
right, in a redundancy situation, of first refusal on any suitable alternative vacancies that
are appropriate to your skills.

This is a non-contractual procedure which will be reviewed from time to time.
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44 — DATA PROTECTION POLICY for HR RELATED DATA Gainsborough Town Council

1. Purpose

1.1 The Council is committed to being transparent about how it collects and uses the personal
data of staff, and to meeting our data protection obligations. This policy sets out the Council's
commitment to data protection, and your rights and obligations in relation to personal data in
line with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018
(DPA).

1.2 This policy applies to the personal data of current and former job applicants, employees,
workers, contractors, and former employees, referred to as HR-related personal data. This
policy does not apply to the personal data relating to members of the public or other personal
data processed for Council business.

1.3 The Council has appointed the Town Clerk as the person with responsibility for data
protection compliance within the Council. Questions about this policy, or requests for further
information, should be directed to them.

2. Definitions

2.1 "Personal data" is any information that relates to a living person who can be identified from
that data (a ‘data subject’) on its own, or when taken together with other information. It includes
both automated personal data and manual filing systems where personal data are accessible
according to specific criteria. It does not include anonymised data.

2.2 “Processing” is any use that is made of data, including collecting, recording, organising,
consulting, storing, amending, disclosing or destroying it.

2.3 "Special categories of personal data" means information about an individual's racial or
ethnic origin, political opinions, religious or philosophical beliefs, trade union membership,
health, sex life or sexual orientation and genetic or biometric data as well as criminal
convictions and offences.

2.4 "Criminal records data" means information about an individual's criminal convictions and
offences, and information relating to criminal allegations and proceedings.

3. Data protection principles

3.1 The Council processes HR-related personal data in accordance with the following data
protection principles the Council:

e processes personal data lawfully, fairly and in a transparent manner

e collects personal data only for specified, explicit and legitimate purposes

e processes personal data only where it is adequate, relevant and limited to what is
necessary for the purposes of processing

e Kkeeps accurate personal data and takes all reasonable steps to ensure that inaccurate
personal data is rectified or deleted without delay

e keeps personal data only for the period necessary for processing

e adopts appropriate measures to make sure that personal data is secure, and protected
against unauthorised or unlawful processing, and accidental loss, destruction or
damage
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3.2 The Council will tell you of the personal data it processes, the reasons for processing your
personal data, how we use such data, how long we retain the data, and the legal basis for
processing in our privacy notices.

3.3 The Council will not use your personal data for an unrelated purpose without telling you
about it and the legal basis that we intend to rely on for processing it. The Council will not
process your personal data if it does not have a legal basis for processing.

3.4 The Council keeps a record of our processing activities in respect of HR-related personal
data in accordance with the requirements of the General Data Protection Regulation (GDPR).

4. Processing
Personal data

4.1 The Council will process your personal data (that is not classed as special categories of
personal data) for one or more of the following reasons:

e itis necessary for the performance of a contract, e.g., your contract of employment (or
services); and/or

e itis necessary to comply with any legal obligation; and/or

e itis necessary for the Council’s legitimate interests (or for the legitimate interests of a
third party), unless there is a good reason to protect your personal data which overrides
those legitimate interests; and/or

e itis necessary to protect the vital interests of a data subject or another person; and/or

e itis necessary for the performance if a task carried out in the public interest or in the
exercise of official authority vested in the controller.

4.2 If the Council processes your personal data (excluding special categories of personal data)
in line with one of the above bases, it does not require your consent. Otherwise, the Council is
required to gain your consent to process your personal data. If the Council asks for your
consent to process personal data, then we will explain the reason for the request. You do not
need to consent or can withdraw consent later.

4.3 The Council will not use your personal data for an unrelated purpose without telling you
about it and the legal basis that we intend to rely on for processing it.

4.4 Personal data gathered during the employment is held in your personnel file in hard copy
and electronic format on HR and IT systems and servers. The periods for which the Council
holds your HR-related personal data are contained in our privacy notices to individuals.

4.5 Sometimes the Council will share your personal data with contractors and agents to carry
out our obligations under a contract with the individual or for our legitimate interests. We
require those individuals or companies to keep your personal data confidential and secure and
to protect it in accordance with Data Protection law and our policies. They are only permitted to
process that data for the lawful purpose for which it has been shared and in accordance with
our instructions.

4.6 The Council will update HR-related personal data promptly if you advise that your
information has changed or is inaccurate. You may be required to provide documentary
evidence in some circumstances.

4.7 The Council keeps a record of our processing activities in respect of HR-related personal
data in accordance with the requirements of the General Data Protection Regulation (GDPR).
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Special categories of data

4.8 The Council will only process special categories of your personal data (see above) on the
following basis in accordance with legislation:

e where it is necessary for carrying out rights and obligations under employment law or a
collective agreement;

e where it is necessary to protect your vital interests or those of another person where you
are physically or legally incapable of giving consent;

e where you have made the data public;

e where it is necessary for the establishment, exercise or defence of legal claims;

e where it is necessary for the purposes of occupational medicine or for the assessment
of your working capacity;

e where it is carried out by a not-for-profit body with a political, philosophical, religious or
trade union aim provided the processing relates to only members or former members
provided there is no disclosure to a third party without consent;

e where it is necessary for reasons for substantial public interest on the basis of law which
is proportionate to the aim pursued and which contains appropriate safeguards;

e where is it necessary for reasons of public interest in the area of public health; and

e where is it necessary for archiving purposes in the public interest or scientific and
historical research purposes.

4.9 If the Council processes special categories of your personal data in line with one of the
above bases, it does not require your consent. In other cases, the Council is required to gain
your consent to process your special categories of personal data. If the Council asks for your
consent to process a special category of personal data, then we will explain the reason for the
request. You do not have to consent or can withdraw consent later.

5. Individual rights
5.1 As a data subject, you have a number of rights in relation to your personal data.
Subject access requests

5.2 You have the right to make a subject access request. If you make a subject access
request, the Council will tell you:

e whether or not your data is processed and if so why, the categories of personal data
concerned and the source of the data if it is not collected from yourself;

e to whom your data is or may be disclosed, including to recipients located outside the
European Economic Area (EEA) and the safeguards that apply to such transfers;

e for how long your personal data is stored (or how that period is decided);

e your rights to rectification or erasure of data, or to restrict or object to processing;

e your right to complain to the Information Commissioner if you think the Council has
failed to comply with your data protection rights; and

e whether or not the Council carries out automated decision-making and the logic involved
in any such decision-making.

5.3 The Council will also provide you with a copy of your personal data undergoing processing.
This will normally be in electronic form if you have made a request electronically, unless you
agree otherwise.
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5.4 If you want additional copies, the Council may charge a fee, which will be based on the
administrative cost to the Council of providing the additional copies.

5.5 To make a subject access request, you should send the request to the Town Clerk or Chair
of the Personnel Committee. In some cases, the Council may need to ask for proof of
identification before the request can be processed. The Council will inform you if we need to
verify your identity and the documents we require.

5.6 The Council will normally respond to a request within a period of one month from the date it
is received. Where the Council processes large amounts of your data, this may not be
possible within one month. The Council will write to you within one month of receiving the
original request to tell you if this is the case.

5.7 If a subject access request is manifestly unfounded or excessive, the Council is not obliged
to comply with it. Alternatively, the Council can agree to respond but will charge a fee, which
will be based on the administrative cost of responding to the request. A subject access request
is likely to be manifestly unfounded or excessive where it repeats a request to which the
Council has already responded. If you submit a request that is unfounded or excessive, the
Council will notify you that this is the case and whether or not we will respond to it.

Other rights

5.8 You have a number of other rights in relation to your personal data. You can require the
Council to:

¢ rectify inaccurate data;

e stop processing or erase data that is no longer necessary for the purposes of
processing;

e stop processing or erase data if your interests override the Council's legitimate grounds
for processing data (where the Council relies on our legitimate interests as a reason for
processing data);

e stop processing or erase data if processing is unlawful; and

e stop processing data for a period if data is inaccurate or if there is a dispute about
whether or not your interests override the Council's legitimate grounds for processing
data.

e complain to the Information Commissioner. You can do this by contacting the
Information Commissioner’s Office directly. Full contact details including a helpline
number can be found on the Information Commissioner’s Office website
(www.ico.org.uk).

5.9 To ask the Council to take any of these steps, you should send the request to the Town
Clerk or Chair of the Personnel Committee.

6. Data security

6.1 The Council takes the security of HR-related personal data seriously. The Council has
internal policies and controls in place to protect personal data against loss, accidental
destruction, misuse or disclosure, and to ensure that data is not accessed, except by
employees in the proper performance of their duties.

6.2 Where the Council engages third parties to process personal data on our behalf, such
parties do so on the basis of written instructions, are under a duty of confidentiality and are
obliged to implement appropriate technical and organisational measures to ensure the security

of data.
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Impact assessments

6.3 Some of the processing that the Council carries out may result in risks to privacy (such as
monitoring of public areas via CCTV). Where processing would result in a high risk to your
rights and freedoms, the Council will carry out a data protection impact assessment (DPIA) to
determine the necessity and proportionality of processing. This will include considering the
purposes for which the activity is carried out, the risks for yourself and the measures that can
be put in place to mitigate those risks.]

Data breaches

6.4 The Council have robust measures in place to minimise and prevent data breaches from
taking place. Should a breach of personal data occur the Council must take notes and keep
evidence of that breach.

6.5 If you are aware of a data breach you must contact the Town Clerk or Chair of the
Personnel Committee immediately and keep any evidence, you have in relation to the breach.

6.6 If the Council discovers that there has been a breach of HR-related personal data that
poses a risk to the rights and freedoms of yourself, we will report it to the Information
Commissioner within 72 hours of discovery. The Council will record all data breaches
regardless of their effect.

6.7 If the breach is likely to result in a high risk to the rights and freedoms of individuals, we will
tell you that there has been a breach and provide you with information about its likely
consequences and the mitigation measures we have taken.

International data transfers
6.8 The Council will not transfer HR-related personal data to countries outside the EEA.
Individual responsibilities

6.9 You are responsible for helping the Council keep your personal data up to date. You
should let the Council know if data provided to the Council changes, for example if you move to
a new house or change your bank details.

6.10 Everyone who works for, or on behalf of, the Council has some responsibility for ensuring
data is collected, stored and handled appropriately, in line with the Council’s policies.

6.11 You may have access to the personal data of other individuals and of members of the
public in the course of your work with the Council. Where this is the case, the Council relies on
you to help meet our data protection obligations to staff and members of the public. Individuals
who have access to personal data are required:

e to access only data that you have authority to access and only for authorised purposes;

e not to disclose data except to individuals (whether inside or outside the Council) who
have appropriate authorisation;

e to keep data secure (for example by complying with rules on access to premises,
computer access, including password protection, locking computer screens when away
from desk, and secure file storage and destruction including locking drawers and
cabinets, not leaving documents on desk whilst unattended);

e not to remove personal data, or devices containing or that can be used to access
personal data, from the Council's premises without prior authorisation and without
adopting appropriate security measures (such as encryption or password protection) to
secure the data and the device; and

Page 6 of é
8



44 — DATA PROTECTION POLICY for HR RELATED DATA Gainsborough Town Council

e not to store personal data on local drives or on personal devices that are used for work
purposes.

¢ to never transfer personal data outside the European Economic Area except in
compliance with the law and with express authorisation from the Town Clerk or Chair of
the Personnel Committee

¢ to ask for help from the Council’s data protection lead if unsure about data protection or
if you notice a potential breach or any areas of data protection or security that can be
improved upon.

6.12 Failing to observe these requirements may amount to a disciplinary offence, which will be
dealt with under the Council's disciplinary procedure. Significant or deliberate breaches of this
policy, such as accessing personal data without authorisation or a legitimate reason to do so or
concealing or destroying personal data as part of a subject access request, may constitute
gross misconduct and could lead to dismissal without notice.

7. Training
7.1 The Council provides training to all individuals about their data protection responsibilities.

7.2 If your roles require you to have regular access to personal data, or you are responsible for
implementing this policy or responding to subject access requests under this policy, you will
receive additional training to help you understand your duties and how to comply with them.

— policy ends here —
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Officer Report to the R~N
Personnel Committee -.af'_i
Report Author: Rachel Allbones

Gainsborough
Report Date: 3 July 2026

TOWN COUNCIL

Subject: Travel - Mileage and fuel rates and allowances

1. Purpose of the Report

To advise Members of changes to HM Revenue & Customs (HMRC) approved mileage
allowance rates for the 2026/27 tax year and to seek approval to amend the Council's
Employee Expenses Policy accordingly.

2. Background

HM Revenue & Customs (HMRC) updated its Approved Mileage Allowance Payments (AMAP)
with effect from 1 April 2026. This is the first increase to the approved mileage rates since
2011.

The approved mileage rates for the 2026/27 tax year are:

Cars and vans — 55p per mile for the first 10,000 business miles in the tax year, then 25p per
mile thereafter.

Motorcycles — 24p per business mile.

Bicycles — 20p per business mile.

The impact on parish and town councils depends on the wording of their policies and
employment contracts. Where mileage rates are stated as being "in line with HMRC approved
mileage rates", the revised rates apply automatically. Where a specific rate is stated, the policy
or contract must be formally amended.

The Council's Employee Expenses Policy currently states:
"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 10,000 miles, or such other rate as set out from
time to time by HM Revenue and Customs."

Although the policy refers to HMRC rates, it also specifies the current mileage allowance of
45p per mile. To remove any ambiguity and ensure consistency with the revised HMRC rates,
it is recommended that the policy is updated to reflect the new rate of 55p per mile.

The existing provisions for motorcycles (24p per mile) and bicycles (20p per mile) already align
with HMRC approved rates and therefore require no amendment.

3. Financial Implications
The increase in the mileage allowance from 45p to 55p per mile will result in a small increase
in employee travel costs where staff use their own vehicles for authorised business travel.

As the HMRC rates took effect from 1 April 2026, it is proposed that any eligible mileage claims
already paid during the 2026/27 financial year at 45p per mile are recalculated and the
additional 10p per mile is reimbursed to employees.

The overall financial impact is expected to be minimal and can be met from the existing staff
travel budget.
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4. Recommendation
Members are recommended to:

1. Approve the amendment of the Employee Expenses Policy to increase the approved
mileage rate for cars and vans from 45p to 55p per mile for the first 10,000 business
miles in accordance with HMRC approved mileage rates.

Confirm that the revised rate applies with effect from 1 April 2026.
Authorise the back payment of the additional mileage allowance to employees for
eligible business mileage claims submitted from 1 April 2026.

wn
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