
 

Employment Committee 

 
Wednesday 12 September 2018 

  

 
A meeting of the above Committee will be held at the Town Hall, Royal Leamington Spa 
on Wednesday 12 September 2018 at 6.00pm. 
 
Membership: 

Councillor Mrs Bunker (Chairman) 
Councillor Barrott Councillor Gallagher 
Councillor Day Councillor Mobbs 
Councillor Doody Councillor Noone 
Councillor Mrs Evetts Councillor Parkins 
Councillor Mrs Falp Liberal Democrat Vacancy 

 
Emergency Procedure 

At the commencement of the meeting, the Chairman will announce the 
emergency procedure for the Town Hall. 

 
Agenda 

1. Apologies and Substitutes 
 

(a) to receive apologies for absence from any Councillor who is unable to attend; 
and 

(b) to receive the name of any Councillor who is to act as a substitute, notice of 
which has been given to the Chief Executive, together with the name of the 
Councillor for whom they are acting. 

 
2. Declarations of Interest 
 

Members to declare the existence and nature of interests in items on the agenda 
in accordance with the adopted Code of Conduct.  

 
Declarations should be entered on the form to be circulated with the attendance 
sheet and declared during this item. However, the existence and nature of any 
interest that subsequently becomes apparent during the course of the meeting 
must be disclosed immediately.  If the interest is not registered, Members must 
notify the Monitoring Officer of the interest within 28 days. 

 
Members are also reminded of the need to declare predetermination on any 
matter. 
 
If Members are unsure about whether or not they have an interest, or about its 
nature, they are strongly advised to seek advice from officers prior to the 
meeting. 
 

3. Minutes 
 
To confirm the minutes of the meeting held on 13 June 2018. (Pages 1 – 41) 
 



 

4. Minutes - Members/Trades Unions Joint Consultation & Safety Panel 
 
To note the minutes of the meeting held on 30 May 2018.     (Pages 1 - 3) 

 
5. Revision of the Bereavement Services staffing structure in 

Neighbourhood Services 
 

To consider a report from Bereavement Services.   (Pages 1 – 4) 
 
6. Neighbourhood Services – Project Resources 
 

To consider a report from Neighbourhood Services.         (Pages 1 - 6) 
 

7. People Strategy Update 
 

To consider a report from Human Resources.         (Pages 1 - 7) 
 
8. Public and Press 

 
To consider resolving that under Section 100A of the Local Government Act 1972 
that the public and press be excluded from the meeting for the following items by 
reason of the likely disclosure of exempt information within the paragraphs of 
Schedule 12A of the Local Government Act 1972, following the Local Government 
(Access to Information) (Variation) Order 2006, as set out below. 

 
Item Nos. Para 

Nos. 
Reason 

9 - 10 1 Information relating to an Individual 

9 - 10 2 Information which is likely to reveal the identity of 
an individual 

 
9. Principal Planning Officers 
 

To consider a report from Development Services.        (Pages 1 - 4) 
 (Not for Publication) 
 

10. Revision of the Assets Team staffing structure 
 

To consider a report from the Deputy Chief Executive (BH). (Pages 1 - 9) 
 (Not for Publication) 

 
Published Monday 3 September 2018 



 

 

General Enquiries: Please contact Warwick District Council, Riverside House, 
Milverton Hill, Royal Leamington Spa, Warwickshire, CV32 5HZ. 

 
Telephone: 01926 456114 

E-Mail: committee@warwickdc.gov.uk 
 

Enquiries about specific reports: Please contact the officers named in the 
reports. 

 
You can e-mail the members of the this Committee at 

employmentcommittee@warwickdc.gov.uk 
 

Details of all the Council’s committees, councillors and agenda papers are 
available via our website www.warwickdc.gov.uk/committees 

 
Please note that the majority of the meetings are held on the first floor 

at the Town Hall. If you feel that this may restrict you attending this 
meeting, please call (01926) 456114 prior to this meeting, so that we 

can assist you and make any necessary arrangements to help you 
attend the meeting. 

 

The agenda is also available in large print, 
on request, prior to the meeting by calling 

01926 456114. 

mailto:committee@warwickdc.gov.uk
mailto:employmentcommittee@warwickdc.gov.uk
http://www.warwickdc.gov.uk/committees
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Employment Committee 
 

Minutes of the meeting held on Wednesday 13 June 2018 at the Town Hall, 
Royal Leamington Spa at 6.00 pm. 
 
Present: Councillors Barrott, Mrs Bunker, Cain, Day, Mrs Evetts, Mrs Falp, 

Gallagher, Mobbs and Parkins. 
 
1. Apologies and Substitutes 

 
(a) No apologies for absence were received.  
(b) Councillor Cain substituted for Councillor Doody. 

 
2. Appointment of Chairman 
 

It was proposed by Councillor Gallagher, seconded by Councillor Day and  
 

Resolved that Councillor Mrs Bunker, be appointed 
as Chairman of the Committee for the 2018/19 
municipal year. 

 
3. Declarations of Interest 

 
There were no declarations of interest. 

 
4. Minutes 
 

The minutes of the meetings held on 21 March 2018 were taken as read 
and signed by the Chairman as a correct record. 

 
5. Minutes – Members/Trades Unions Joint Consultation & Safety 

Panel 
 

The minutes of the meeting on 7 March 2018 were taken as read, and the 
recommendation in Minute 24 was approved. 

 
6. Site Delivery Officer – Permanent Post 

 
The Committee considered a report from Development Services which set 
out the proposals to make the existing temporary Site Delivery Officer into 
a permanent post. 
 
In January 2018 the Employment Committee agreed to replace a vacant 
Senior Planner post with a new permanent Site Delivery Officer. This 
increased the number of Site Delivery Officers in the Policy and Projects 
Team to two permanent posts and one temporary post. The two 
permanent posts (focusing on South of Warwick and East of Kenilworth) 
were currently filled. The third temporary post (which was expected to 
focus on the development areas south of Coventry) was vacant and a 
recruitment exercise in March failed to identify any suitable candidates.  

 
It was now considered that the temporary post should be a permanent 
role. This was because the site delivery work for the area south of 
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Coventry was expected to require full time resources for many years to 
come and because the Local Plan committed to a partial review for the 
area to the south of Coventry. 
 
Initially the site delivery work for the area south of Coventry work would 
focus on planning and supporting high quality development proposals and 
infrastructure (including across the border with Coventry City Council). 
Once planning proposals were approved, the work required a focus on 
ensuring funding and delivery of infrastructure, work to ensure 
developments across the area were coordinated and ongoing negotiations 
with developers, local communities and other agencies to ensure high 
quality development were delivered in a timely way.  

 
The adopted Local Plan commitment to a partial review for the area to the 
south of Coventry, was potentially in advance of a more comprehensive 
Local Plan review and sought to enable the potential and impacts of a new 
link road and HS2 to be taken into account. The Site Delivery Officer was 
expected to play a key role in this partial review. Work on the review 
would take at least two years and would of course require ongoing 
resources to plan for its implementation. This work therefore had resource 
implications beyond the end of the current temporary arrangement. 
 
It was hoped that by making the post permanent, it would be more 
attractive to high quality candidates thereby increasing the likelihood of a 
successful recruitment. 

 
Resolved that the existing temporary Site Delivery 
Officer (2.5 years) within Development Services be 
established as a permanent post 

 
7. Administration Officer Visiting Team 
 

The Committee considered a report from Finance that proposed to 
increase the establishment by half a post in order to create a Full Time 
Administration Officer for the Revenues Visiting Team 
 
In recent years there had been a substantial increase in the volume of 
new property being built within the District and this was going to continue 
with the Local Plan outlining a further 17,000 domestic properties to be 
built over the next 11 years. 

 
This large increase in workload through the increased property build would 
place greater demand and pressure on the visiting team and therefore 
generated the need for greater administrative support 

 
The number of banded domestic properties had increased by 3279 since 1 
April 2012, and over a third of this had occurred in the last 12 months and 
over two thirds in the last three years. 

 
Unreported new properties would have a negative financial impact on the 
Council with potential losses of New Homes Bonus, Council Tax income, 
Business Rates income and opportunities that arose from Business Rates 
retention. Delayed billing presented payment issues for customers and 
could lead to an adverse effect on the collection rate. 
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The Committee was mindful that within the proposals there was a shortfall 
in funding for this post of £3300 but noted that this would be built in as 
part of budgeting process.  
 
The Committee also noted that the number of staff required for this role 
would be monitored going forward to ensure service could be delivered. 

 
Resolved that the establishment is increased by 0.5 
FTE of a permanent post to create a full time 
Administration Officer for the Revenues Visiting 
Team. 

 
8. Staffing Proposals for the Rough Sleepers Initiative 
 

The Committee considered a report from Housing that sought approval for 
the establishment of a number of fixed term posts to support. 
 
On 30 March 2018, Government announced a new £30m fund to tackle 
rough sleeping across the 80 councils with the most significant numbers of 
people sleeping rough. Rough sleeping nationally had increased by 160% 
since 2010 although locally a 75% rise had been experienced. With a 
rough sleeping figure of 21 last autumn (the Government’s annual official 
figures), Warwick District Council was contacted by the Minister for 
Housing, Communities and Local Government (MHCLG) on 11 April 2018 
and invited to participate.  
 
It was confirmed at the meeting that the bid had been successful for 
2018/19, but the decision for 2019/20 was awaited. However the 
Executive had agreed to underwrite the second year which enabled the 
intiatives to be viable and to assist in making the posts more attractive to 
applicants during the recruitment process.  
 
There were recognised gaps in the provision of services to rough sleepers 
across healthcare, housing related support and accommodation provision. 
Advisors from MHCLG together with statutory and voluntary sector 
partners confirmed five elements which together were considered to be 
key to tackle rough sleeping in Warwick District.  

 
The first element was the provision of a rough sleepers co-ordinator as 
senior manager to co-ordinate the work of statutory and voluntary sector 
partners across the District in taking forward work and plans to tackle 
rough sleeping.  

 
The second was the introduction of a Housing First officer, who would be an 
intensive support worker to assist rough sleepers with complex needs to 
maintain accommodation whilst accessing and receiving treatment to 
combat addiction problems.  

 
Thirdly the provision of an additional outreach worker who would provide 
dedicated time across Warwick District, making contact with people 
sleeping rough and forming bespoke person plans with a view to enabling 
the transition to accommodation, treatment and engagement with services.  
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The fourth and fifth elements related to the provision of shared supported 
Housing and a direct access hostel. 
 
This approach provided the Council, with its partners, the opportunity to 
assist rough sleepers to transition from the streets into accommodation and 
support. The development of new services and co-ordination activities 
required additional staff to operate the new services that were to be 
delivered by the council.  
 
It was proposed that the the Rough Sleepers’ Co-ordinator would report 
directly to the Housing Strategy and Development Manager whilst the 
Hostel Services Manager would report directly to the Housing Advice and 
Allocations Manager. A proposed structure for the hostel staff was set out 
at Appendix 1 to the report. 
 
The Head of Housing informed the Committee that one of the posts had 
been graded at a lower salary than expected which would reduce the 
overall cost of the work. She also informed Members that the adverts were 
ready to be placed the day after the meeting if the Committee approved the 
recommendations, with a view to having the officers in post by September. 

 
Resolved that 
 
(1) a Rough Sleepers’ Co-ordinator x 1.0 FTE (full-

time equivalent) post in the Housing Strategy 
Team, for a fixed term from 1 August 2018 to 
31 March 2020, be approved; and 

 
(2) in the Sustaining Tenancies Team, the following 

posts for a fixed term from 1 September 2018 
to 31 March 2020, as set out below be 
approved: 
• Homeless Services Manager x 1 FTE 
• Assistant Homeless Services Manager x 2 

FTE 
• Homeless Support Workers x 12 FTE  
• Housing First Support Officer x 1 FTE 

 
9. Disciplinary Procedure for Statutory Officers  
 

The Committee considered a report from Democratic Services that 
brought forward proposals for amendments to the Constitution in respect 
of the disciplinary procedures for statutory officers at Warwick District 
Council following legislative changes; and consideration of the need to 
appoint a Sub-Committee for specific matters. 
 
The report followed the discussions by this Committee on 13 September 
2017 when it considered the appointment of a Sub-Committee, as 
currently set out within its Constitutional remit “that contains at least one 

member of each of the registered political groups to deal with 
employment related matters that fall within the jurisdiction of elected 
members.”  
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During consideration of the item, members were concerned because one 
of the registered political groups, namely the Whitnash Residents’ 
Association (WRA), only had one Member on the Committee and Liberal 
Democrat Group had no members on the Committee. This would mean 
that in the event that WRA Member could not attend a sub-committee 
meeting, there was no alternative Member of that political group to act as 
a substitute. Therefore the Committee deferred a decision until the next 
meeting, pending a written report to provide clarification on the duties the 
sub-committee would perform and on the situation regarding 
membership. This report provides that detail that was requested by the 
Committee. 

 
The role of the required Sub-Committee was understood to relate to three 
specific areas of work set out within Officer Employment Procedure Rules: 
(1) the recruitment of Chief Officers (defined within Article 12 of the 

Constitution as Heads of Service, Deputy Chief Executives and Chief 
Executive); 

(2) disciplinary and potential dismissal of Chief Officers; and 
(3) to consider right of appeal to members in respect of disciplinary 

action and dismissal. 
 
In respect of the recruitment of Chief Officers; at present the interviews 
were undertaken by the Employment Committee as a whole. Normally a 
maximum of five Councillors from the Committee tended to attend these 
meetings. This was to ensure the number of people present was not 
disproportionately large. Technically all members of the Committee were 
entitled to attend and non-attendance was recorded as part of the annual 
report to Council. 

 
It should be noted that the final decision to appoint to the role of Chief 
Executive (as Head of Paid Service), Deputy Chief Executive & Monitoring 
Officer (As the Monitoring Officer) or Head of Finance as (Chief Finance 
Officer) (who were statutory officers) had to be made by Council on 
recommendation from Employment Committee (or a Sub-Committee of 
Employment Committee). 

 
The same principles applied for the disciplinary and potential dismissal of 
Chief Officers. However following legislative updates, regarding statutory 
officers there was a need for a further stage of consideration within the 
Council’s Constitution; dismissal of a Statutory Officer might not be given 
by the Council until the recommendation of the Employment Committee 
(or a Sub-Committee of it) had been considered by an Independent Panel 
of at least two Independent Persons. Independent Persons were persons 
appointed under section 28(7) Localism Act 2011 for the purposes of the 
Code of Conduct for Members. 

 
It was recommended that the recruitment, disciplinary and potential 
dismissal of any Chief Officers should be undertaken by a Sub-Committee 
of Employment Committee of no less than four and no more than six 
Councillors. This was to enable the effective management of arranging 
such a hearing, ensuring the process did not become onerous for the 
parties involved. This was particularly important for consistency in 
approach and questioning during each process, and to digest and consider 
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potentially complicated matters in relation to disciplinary and potential 
dismissal of Chief Officers. 

 
Any Sub-Committee appointed would need to be politically proportionate 
to the size of each political group on the Council, at that time.  
 
The need for a Sub-committee did not specifically need to be set out 
within the terms of reference for the Committee because any Committee 
was entitled by law to appoint a sub-committee (made up of members of 
the Committee) and delegate work to it that it felt appropriate. However 
due to the nature of the matters being considered and to ensure clarity it 
was felt that the Constitution (née Council) should direct the Committee to 
appointment a Sub-Committee for such matters and detail what those 
specific matters would be.  

 
Statutory officers had certain protections in law against dismissal due to 
the nature of their roles within the local authority. These statutory 
protections were changed due to the by regulations in 2015 and minor 
modifications were made at the time to the Council’s Constitution to 
reflect this. The Joint National Council for Local Authority Chief Executives 
had since updated the Chief Executives’ Handbook to reflect changes to 
the statutory provisions for dealing with matters of discipline. The 
handbook included a model disciplinary procedure to be followed when an 
allegation was made relating to the conduct or capability of a Head of Paid 
Service or there was some other substantial issue that required 
investigation, except where parties locally had agreed to vary it. 

 
The main changes were: 
a)  the period for which a Statutory Officer may be suspended was not 

limited but that it shall be reviewed every two months; 
b) the Head of Paid Service or the Monitoring Officer could suspend 

another Statutory Officer in an emergency; 
c) provisions relating to the dismissal of the Head of Paid Service 

applied equally to the Monitoring Officer and Chief Finance Officer; 
d) no notice of dismissal of a Statutory Officer could be given by the 

Council before the recommendation of the Disciplinary Sub-
Committee to dismiss had been considered by an Independent 
Panel of at least two Independent Persons; and 

e) where a Disciplinary Sub-Committee was considering the proposed 
dismissal of the Head of Paid Service, Monitoring Officer or Chief 
Finance Officer it must include at least one member of the 
Executive. 

 
The requirement for the involvement of the Independent Persons, 
appointed under section 28(7) Localism Act 2011 for the purposes of the 
Code of Conduct for Members, was included following the initial regulation 
publication. However following a further review it was considered 
appropriate that further changes were made, in the light of the model 
procedure suggested in the Chief Executives’ handbook. 

 
As part of considering the Sub-Committee issue, officers had taken the 
opportunity to reflect on the current remit of Employment Committee. 
This highlighted a number of small administrative functions that were 
within the remit of the Committee which should be amended or removed. 
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Currently the Committee was required “To make arrangements for 
Councillors to determine appeals of employees where the relevant policy 
allows an appeal to elected Members”. It was considered that this should 
be removed as the normal practice was for officers to make these 
arrangements to enable the appropriate meetings to take place. 

 
The Committee was required “To organise a disciplinary hearing to receive 
the evidence of such a person and to decide the outcome of such a 
hearing in accordance with the Officer Employment Procedure Rules”. It 
was considered that the organisation of such hearings was the role of 
officers. A small revision was therefore proposed as set out at Appendix 1 
to the report. 

 
Recommended to Council that it amends the 
Constitution as set out at Appendix 1 to the minutes. 

 

Resolved that the disciplinary procedure for 
statutory officers as set out at Appendix 2 to the 
minutes, be approved. 

 
10. People Strategy Update 
 

The Committee considered a report from Human Resources that updated it 
on progress made on the People Strategy Action Plan as discussed at the 
People Strategy Steering Group (PSSG). 
 
The purpose of the People Strategy was to support the Council’s Fit for the 
Future programme of work. Its aim was to ensure that the approaches to 
resourcing, learning and development, cultural change and organisational 
development were designed to deliver the workforce that the Council 
requires. The People Strategy Action Plan underpins the People Strategy 
and reports progress to SMT, CMT, People Strategy Steering Group and 
Employment Committee. 

 
The proposed changes to the Grievance, Disciplinary and Capability Policy 
had been consulted with Unison, Joint Communication Forum and 
Members/Trades Union Joint Consultation & Safety Panel. They correlated 
with the existing ACAS guidelines and would affect all staff excluding Chief 
Officers as defined within Article 12 of the Constitution. 

 
The proposal was to amend the appeal process to one internal appeal 
only; there would be no second appeal. As a result Councillors would no 
longer be involved in grievance appeals in relation to bullying/harassment, 
or disciplinary appeal in relation to dismissals. 
 
An appeal could be made on various grounds, including new evidence, 
challenging evidence, undue severity or inconsistency of the penalty or if 
the indidivual felt a grievance had not been satisfactorily resolved. The 
one appeal process was more in-line with other Councils and aimed to 
support staff and managers through a difficult time to ensure the 
outcome was less drawn-out. This would support the Employment 
Committee and its commitment by not having to train Councillors 
whenever an appeal went forward.  
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Support for managers and staff proceeding through any kind of formal 
procedure would be provided, for example Occupational Health referral, 
Counselling, Mediation, 1-1 support (ESO’s or Line/other managers), HR 
and Unions. 

 
The introduction of the new Long Term Sickness and Ill Health Capability 
Policy and Procedure had been consulted with Unison, Joint 
Communication Forum and Members/Trades Union Joint Consultation 
Panel.  

 
This policy was to support staff and managers with a defined policy 
independent to our ‘Managing Attendance’ and ‘Capability’ policies. Long 
term sickness was defined as at least four weeks continuous absence or 
intermittent absence that amounted to 20 working days in a 12 month 
period (pro rata for part time staff) and would be managed under this 
policy. The policy outlined ongoing support and processes to manage long 
term absence: regular review meetings; occupational health referrals; 
counselling; reasonable adjustments that may facilitate a return to work 
and phased return.  
 
The policy addressed the issues around unused annual leave where 
employees were unable to take their annual leave within the current leave 
year due to long term sickness. If there was not enough time remaining 
within the leave year for the leave entitlement to be taken, or the absence 
spanned for more than one leave year, then the employee would be able 
to carry over statutory entitlement of up to 20 days from the remaining 
accrued leave (pro-rata for part time employees); 20 days was the 
European statutory minimum leave entitlement. This was a change to 
existing policy where employees could carry over full contractual 
entitlement (23 - 31 days dependant on continuous service). The aim of 
this amendment was to manage the impact of accrued leave due to long 
term sickness on the individual, team and organisation.  

 
Full consultation had taken place with the unions and training/briefing 
sessions would be planned including case studies to work through 
examples and highlight how this policy can support individuals. 
 
The Committee was supportive of the revised polices which it felt were 
good. However it was of the opinion that at a hearing the individual should 
be accompanied by a senior manager or HR representative and not a 
colleague. In addition in the acknowledgment it stated “Normally and 
where possible” and it was agreed this should be amended to remove the 
where possible. 

 
Resolved that  
 
(1) the amendments to the Grievance, Disciplinary 

and Capability Policies (Appendix 3 and 3a to 
the minutes), be approved; and  

 
(2) the ‘Long Term Sickness and Ill Health 

Capability Policy and Procedure’ (Appendix 4 to 
the minutes) be approved. 
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11. Public & Press 
 

Resolved that under Section 100A of the Local 
Government Act 1972, the public and press be 
excluded from the meeting for the following items, 
by reason of the likely disclosure of exempt 
information within paragraphs 1 and 2 of Schedule 
12A of the Local Government Act 1972, following the 
Local Government (Access to Information) 
(Variation) Order 2006, as set out below. 
 
Minute No. Para 

Nos. 
 

Reason 

12 1 Information relating to an 
individual 

12 2 Information which is likely 
to reveal the identity of an 
individual. 

 
12. Cultural Services Admin Support Officer 
 

The Committee considered a report from Culture sought to make 
permanent the Admin Support Officer post within Cultural Services. 
 

Resolved that the existing temporary Admin 
Support Officer Post be changed on the 
establishment to permanent subject to Executive 
agreeing the additional funding. 

 
(The meeting ended at 7.09 pm) 

 
 
 
 

CHAIRMAN 
12 September 2018 
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Minute 9 
Appendix 1 

 
Warwick District Constitution 

Part 3 

Responsibility for Functions 

Section 2 Council Functions 

 
F. EMPLOYMENT COMMITTEE (11 Members One of whom will be the 

Leader as a representative of their political group) 
 
To exercise delegated powers as follows (note i to iii, v and vi not included as 
not relevant to this matter): 
 
iv. To make arrangements for Councillors to determine appeals of employees 

where the relevant policy allows an appeal to elected Members 
 
vii. To appoint an Independent Investigator person in relation to disciplinary 

investigations (including capability) involving the Head of Paid Service and 
Statutory Officers. 

 
viii To appoint a sub-committee, at an appropriate time that will  

(a) viii organise a undertake disciplinary hearings to receive the 
evidence of such a person Independent Investigator and to decide 
the outcome of such a hearing in accordance with the Officer 
Employment Procedure Rules; 

(b) ix appoint or dismiss chief officers (excluding statutory officers) in 
accordance with the Officer Employment Procedure Rules; 

(c) xii The Committee (or sub-committee if acting on behalf of the 
Committee) To recommend to Council the appointment or dismissal 
of the Head of Paid Service, Monitoring Officer and Chief Finance 
Officer in line with the Officer Employment Procedure Rules; 

(d) determine the suspension of a statutory officer and if the 

suspension continues, to review this decision (or the urgent 
decision to suspend by the Head of Paid Service or Monitoring 

Officer) at least every two months. 
 
xi to appoint a sub-committee that contains at least one member of each of 

the registered political groups to deal with employment related matters 
that fall within the jurisdiction of elected members. 

 
NB1: Where the committee (or a sub-committee of it) is involved in the 

appointment, discipline or dismissal of Statutory Officers, it must include 
a member of the Executive, that will normally be the Leader. 

 
NB2: Where it is proposed that a statutory officer is dismissed prior to Council 

determining the decision it must be considered by a Panel of at least two 
Independent Persons as defined under the Localism Act 2011. 
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Section 4 Scheme of Delegation 

An additional delegation to the Chief Executive and Monitoring Officer 
(individually) to enable them to suspend the statutory officers within the Council, 
where they consider it is an emergency to do. 

 

Part 4 

Rules of Procedure 

Officer Employment Procedure Rules 
 
6. Disciplinary Action 
 

(a)  Head of Paid Service, Chief Finance Officer and Monitoring 
Officer 

 
Statutory Officers can be suspended on full pay whilst an 

investigation into alleged misconduct takes place, such suspension 
to be reviewed after two months and every month thereafter. 
 

In an emergency, the Head of Paid Service or the Monitoring Officer 
may suspend a Statutory Officer. In other cases, only the 

Employment Committee may suspend a Statutory Officer, or extend 
the suspension. 
No disciplinary action may be taken in respect of a Statutory Officer 

except in accordance with a recommendation in a report made by a 
designated independent investigator. 
 
A politically balanced Sub-Committee group of no fewer than three 
four members and no greater than six (along with two Independent 
Persons) will be appointed by the Employment Committee to 
consider any allegations of discipline. The Head of Paid Service may 
be suspended on full pay by the Employment Committee whilst an 
investigation takes place. The Statutory Officers may be suspended 
by the Head of Paid Service. In all cases the suspension will last no 
longer than two months.  

 

(b) Chief Officers 
 

Preliminary investigations into any disciplinary matters will be 
conducted by the Head of Paid Service. Where the preliminary 
investigation determines there is a potential case to answer, a Sub 
Committee of no fewer than four three elected members will be 
established by the Employment Committee, as set out in the JNC 
Constitution conditions of service and salaries for Chief Officers. 

 
(c) Other Officers 

 
 Councillors will not be involved in disciplinary action against any 

Officer below a Chief Officer.  
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7.  Dismissal 
 

 (a) Head of Paid Service, Monitoring Officer & Chief Finance 
Officer 
 The dismissal of the Head of Paid Service, Monitoring Officer and 

Chief Finance Officer must be recommended by Employment 
Committee and ratified by Council. 
 
Where a Sub-Committee is considering the proposed dismissal of 
the Head of Paid Service, Monitoring Officer or Chief Finance Officer 

it must include at least a member of the Executive. 
 

When a recommendation to dismiss the Head of Paid Service, 
Monitoring Officer or Chief Finance Officer is made by a Sub-
Committee, the Head of Paid Service or the Monitoring Officer will 

convene a panel of at least two independent persons appointed 
under section 28(7) Localism Act 2011 to consider the proposed 

recommendation of the Sub-Committee prior to any 
recommendation for dismissal being made to Council. Where a 
committee or sub-committee of the council is to consider the 
possible dismissal of the head of paid service, the monitoring officer 
or the chief finance officer it must include  
 
• At least two independent members appointed in accordance 

with section 28(7) Localism Act 2011 and 
• The Leader. 
 
The committee or sub-committee must be appointed at least 20 
working days in advance of the scheduled hearing. 
 
If the committee or sub-committee is of the view that dismissal is 
appropriate the committee or sub-committee may only make a 
report to Council with its recommendation for dismissal. The 
committee or sub-committee is not empowered to give any notice 
of dismissal.  
 
In cases where dismissal is recommended the final decision will be 
taken by council, who must consider any advice, views or 
recommendations from the committee or sub-committee, the 
conclusions of any investigation into the proposed dismissal, and 
any representations from the officer concerned. 
 
Notice of dismissal of the head of paid service, the monitoring 
officer, or chief finance officer shall only be given where the Leader 
of the Executive advises the proper officer appointed for the 
purpose that the Executive have a well founded and material 
objection to the appointment of that person. 
 
Notice of dismissal of a Statutory Officer shall only be given where 

no well-founded objection has been received from any member of 
the Executive. This shall be provided by the Leader to the officer 
appointed for the purpose of this procedure.  
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No notice of dismissal of a Statutory Officer may be given by the 
council before the proposal has been considered by an Independent 

Panel of at least two members appointed under section 28(7) 
Localism Act 2011. 
 

No notice of dismissal may be given without the prior approval of 
the council. 

 

 (b) Chief Officers 
 

 The dismissal of Chief Officers will be made by a Sub Committee of 
the Employment Committee, as set out in the JNC Constitution 
conditions of service and salaries for Chief Officers. 

 
NB. Where a meeting of the Employment Committee is required under these 

terms the meeting will take place under Council Procedure rules with the 
press and public excluded as per the Access to Information procedure 
rules of the Constitution. 

 
8. Appeals 
 

The Council’s disciplinary capability and related procedures, as adopted 
allow the right of appeal to a sub-committee in respect of disciplinary 
matters. 

 
If the Sub-Committee takes action short of dismissal, the Statutory 
Officer may appeal to a Sub-Committee of the Employment Committee. 

The Sub-Committee (or no less than four Councillors who have not 
previously considered the case) will consider the report of the 

Independent Investigator and any other relevant information considered 
by the Disciplinary Sub-Committee, e.g. new information, executive 
objections (if relevant), outcome of any further investigation, etc. The 

Statutory Officer will have the opportunity to appear at the Sub-
Committee and make representations, although the appeal hearing will 

usually take the form of a review of the disciplinary decision rather than a 
re-hearing. 
 

The Sub-Committee will give careful consideration to these matters and 
conduct any further investigation it considers necessary to reach a 

decision. 
 
The decision of this Sub-Committee will be final. 
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DISCIPLINARY PROCEDURE FOR STATUTORY OFFICERS 

 
In this procedure, ‘Statutory Officer’ means the Head of Paid Service (Chief 
Executive), the Monitoring Officer (Deputy Chief Executive & Monitoring Officer) 
and/or the Chief Finance Officer (Head of Finance & Section151 Officer). 
 
1. Issues requiring investigation  

 
Where an allegation is made relating to the conduct or capability of a Statutory 
Officer or there is some other substantial issue that requires investigation, the 
matter will be considered by the Disciplinary Sub-Committee (DSC).  
 
Other structures are necessary to manage the whole process, including an 
Independent Panel should there be a proposal for the dismissal of a Statutory 
Officer. This will be comprised of independent persons, appointed in accordance 
with The Local Authorities (Standing Orders) (England) Regulations 2001 as 
amended. 
 
2. Timescales 

 
It is in the interests of all parties that proceedings be conducted expeditiously. It 
is recognised that it would be inappropriate to impose timescales that could 
in practical terms be difficult to achieve. 
 
3. Suspension  
Suspension will not always be appropriate as there may be alternative ways of 
managing the investigation. 
 
However, the DSC will need to consider whether it is appropriate to suspend the 
Statutory Officer. This may be necessary if an allegation is such that if 
proven it would amount to gross misconduct. It may also be necessary in 
other cases if the continuing presence at work of the Statutory Officer might 
compromise the investigation or impair the efficient exercise of the Council’s 
functions. 
 
In any case, the Statutory Officer shall be informed of the reason for the 
proposed suspension and have the right to present information before such 
a decision is taken. 
 
The Head of Paid Service or the Monitoring Officer has the delegated power to 
suspend another Statutory Officer immediately in an emergency if an exceptional 
situation arises whereby allegations of misconduct by that Statutory Officer are 
such that their remaining presence at work poses a serious risk to the health 
and safety of others or the resources, information or reputation of the authority.  
 
The continuance of a suspension should be reviewed after it has been in place 
for two months and every month thereafter. 
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4. Right to be accompanied  
 
Other than in circumstances where there is an urgent requirement to suspend a 
Statutory Officer, they will be entitled to be accompanied at all stages. 
 
5. Considering the allegations or other issues under investigation  

 
The DSC will, as soon as is practicable inform the Statutory Officer in writing 
of the allegations or other issues under investigation and provide their with any 
evidence that the DSC is to consider, and of their right to present oral evidence. 
 
The Statutory Officer will be invited to put forward written representations and 
any evidence including written evidence from witnesses they wish the DSC to 
consider. The DSC will also provide the opportunity for the Statutory Officer to 
make oral representations. At this initial consideration of the need to investigate 
further, it is not anticipated that witnesses will be called. The discretion to call 
witnesses lies solely with the DSC. 
 
The DSC will give careful consideration to the allegations or other issues, 
supporting evidence and the case put forward by the Statutory Officer before 
taking further action. 
 
The DSC shall decide whether: 
 
• the issue requires no further formal action under this procedure; or 
• the issue should be referred to an Independent Investigator 
 
The DSC shall inform the Statutory Officer of its decision without delay. 
 
6. Appointment of an Independent Investigator 
 

The DSC will be responsible for appointing an Independent Investigator, 
providing the necessary facilities, paying the remuneration and providing all 
available information about the allegations. 
 
The Independent Investigator should be selected from the list maintained by the 
National Joint Secretaries. 
 
7. The Independent investigation 
 
The ACAS Code of Practice on Discipline and Grievance requires there to be 
an investigation to establish the facts of the case before proceeding to the 
disciplinary hearing. For Statutory Officers, this should be carried out by an 
Independent Investigator operating on the basis of an independent investigation 
using their powers to access information and witnesses.  
 
Once appointed it will be the responsibility of the Independent Investigator to 
investigate the issue / allegation and to prepare a report stating in their 
opinion whether (and, if so, the extent to which) the evidence they have 
obtained suggests that there is evidence to support further action under this 
procedure. While it is not the role of the Independent Investigator to decide 
what action may be taken under this procedure, they may, in cases concerning 
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potential misconduct, give a view as to the seriousness of the matter and in any 
case, set out a range of actions which they consider to be available to the DSC.  
 
8. Receipt and consideration of the Independent Investigator’s 
report by the DSC 

 
The DSC will consider the report of the Independent Investigator, and also give 
the Statutory Officer the opportunity to state their case and, to question 
witnesses, where relevant, before making a decision. 
 
Having considered any other associated factors the DSC may: 
• Take no further action 
• Recommend informal resolution or other appropriate procedures 
• Refer back to the Independent Investigator for further investigation and 

report 
• Take disciplinary action against the Statutory Officer short of dismissal 
• Propose dismissal of the Statutory Officer to the Council 
 

9. Action short of dismissal 
 
The DSC may agree to impose no sanction, or to take action short of dismissal, 
in which case the DSC will impose an appropriate penalty / take other 
appropriate action. 
 
10. Where dismissal is proposed 
 
Proposal to dismiss on the grounds of misconduct and for other reasons such as 
capability or some other substantial reason 
 
The DSC will inform the Head of Paid Service that it is proposing to the council 
that the Statutory Officer be dismissed (unless it is the Head of Paid Service 
that the DSC is proposing to dismiss, in which case the DSC will inform the 
Monitoring Officer) and that the executive objections procedure should 
commence. 
Executive objections procedure 

The Head of Paid Service (or Monitoring Officer as the case may be) will notify all 
members of the executive of: 
• The fact that the DSC is proposing to the council that it dismisses the 
Statutory Officer 
• Any other particulars relevant to the dismissal 
• The period by which any objection to the dismissal is to be made by 
the leader on behalf of the executive, to the Head of Paid Service (or 
Monitoring Officer as the case may be) 
 
At the end of this period the Head of Paid Service (or Monitoring Officer as the 
case may be) will inform the DSC either: 
• that the leader has notified their that neither they nor any member of 
the executive has any objection to the dismissal 
• that no objections have been received from the leader in the period or 
• that an objection or objections have been received and provide details of 
the objections 
 
The DSC will consider any objections and satisfy itself as to whether any of the 
objections are both material and well founded. If they are, then the Committee 
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will act accordingly, i.e. it will consider the impact of the executive objections on 
its proposal for dismissal, commission further investigation by the Independent 
Investigator and report if required, etc. 
 
Having satisfied itself that there is no material and well-founded objections to 
the proposal to dismiss, the DSC will inform the Statutory Officer of the decision 
and put that proposal to the Independent Panel along with the Independent 
Investigator’s report and any other necessary material. 
 
The role of the Independent Panel 

 
Where the DSC is proposing dismissal, the proposal needs to go before the 
Independent Panel. The Independent Panel must be appointed at least 20 days 
before the Council meeting which would consider the proposal to dismiss.  
 
Both parties should be present or represented at the Panel meeting (the DSC 
might be represented by its Chair or other nominated person at the meeting). 
The Panel should receive any oral representations from the Statutory Officer, 
and should invite any response on behalf of the DSC to the points made, and 
may ask questions of either party.  
 
The role of the Independent Panel is to offer any advice, views or 
recommendations it may have to the Council on the proposal to dismiss. The 
Independent Panel should review the decision and prepare a report for Council. 
This report should contain a clear rationale if the Panel disagrees with the 
recommendation to dismiss. 
 
The role of the Council 
 
The consideration by the Council will take the form of a review of the proposal 
that the Statutory Officer should be dismissed, and must take into account: 
 
• Any advice, views or recommendations of the Independent Panel 
• The conclusions of the investigations into the proposed dismissal 
• Any representations from the Statutory Officer 
 
The Statutory Officer will have the opportunity to appear before the Council 
and make representations to the Council before a decision is taken. 
 
Redundancy, Permanent Ill-Health and the expiry of Fixed Term Contracts 
 
Proposed dismissals on the grounds of redundancy, permanent ill-health and 
the expiry of a fixed term contract where there has been no commitment to 
renew it, do not require the involvement of an Independent Investigator or 
Independent Panel. 
 
However, the authority should follow appropriate and fair procedures in these 
cases and have mechanisms in place, including appropriate delegated 
authorities, to manage such eventualities. In addition, dismissals for all reasons 
including those set out in this paragraph must be approved by the Council 
itself. 
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11.  Appeals against dismissal 

 
Where the DSC has made a proposal to dismiss; the review by the Council will 
also fulfil the appeal function. 
 
12. Appeals against action short of dismissal 

 
If the DSC takes action short of dismissal, the Statutory Officer may appeal to 
the Appeals Sub-Committee. The Appeals Sub-Committee will consider the 
report of the Independent Investigator and any other relevant information 
considered by the DSC, e.g. new information, executive objections (if relevant), 
outcome of any further investigation, etc. The Statutory Officer will have the 
opportunity to appear at the Appeals Sub-Committee and make representations, 
although the appeal hearing will usually take the form of a review of the 
disciplinary decision rather than a re-hearing. 
 
The Appeals Sub-Committee will give careful consideration to these matters and 
conduct any further investigation it considers necessary to reach a decision. 
 
The decision of the Appeals Sub-Committee will be final. 
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(Extract from Disciplinary Policy) 

THE PROCEDURE 
 
STAGE 1 – DISCIPLINARY INVESTIGATION 
 
Before taking formal action, it is imperative that an investigation takes place into 
any suspected breach of discipline. This should be undertaken in a timely 
manner and not delayed for undue reason. The employee’s line manager will 
conduct the investigation and may be accompanied by a colleague or member of 
the HR department.  
 
NB: HR reserves the right to appoint an independent investigator / manager at 
this stage if deemed necessary. 
 
The purpose of an investigation is to establish the facts surrounding the alleged 
misconduct and establish whether formal action should be taken. It should 
include the following: 

Ø  Interviewing the people involved; employee, witnesses etc 
Ø  Looking at relevant information such as personnel files, appraisal 

records  
 

Where employees are required to attend an interview as part of any 
investigation, due regard will be given to the employee’s rights and 
confidentiality.  
 
Right to be accompanied 

 
Employees have the right to be represented/accompanied by either a Trade 
Union representative or work colleague at all stages of the investigatory and 
disciplinary procedure. The person accompanying will be allowed to confer with 
the employee and address the hearing meeting but not answer questions on the 
employee’s behalf.  
 
The employee should be informed of the reason for the investigation and their 
right to be accompanied at the start of the meeting. Where an employee is 
experiencing difficulties arranging representation, they may request that the 
meeting is rescheduled to a mutually convenient alternative time. This time must 
be as soon as possible and no later than 5 working days after the original date. 
Any delay beyond this point is at the manager’s discretion. 
 
Disciplinary Investigation Report 

 
Following the completion of a disciplinary investigation, the Investigating 
manager should submit a disciplinary investigation report to the manager 
hearing the potential disciplinary. The purpose of which is to provide a 
recommendation that either: 
 

Ø  No disciplinary hearing required as a disciplinary sanction is not 
warranted, or 

Ø  A disciplinary sanction may be warranted and a disciplinary 
hearing conducted  
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The investigating manager will then notify the employee in writing of the 
outcome of the investigation where possible within 5 working days.  
  
STAGE 2 - DISCIPLINARY HEARING 

  
If the outcome of the investigation recommends that a disciplinary sanction may 
be warranted a disciplinary hearing should be convened, where possible within 7 
working days of the investigatory report being submitted. The meeting can be 
rescheduled and held at a later date if both parties are in agreement to the delay 
but must not be any later than 7 working days after the original scheduled date. 
The hearing will be conducted by the line managers peer (or line manager’s 
manager, not previously involved in the case). 
 
The notification of the requirement to attend a disciplinary hearing will be 
confirmed in writing to the employee at least 5 working days in advance of the 
hearing and will contain details of: 
 
Ø  Who will be conducting the hearing 
Ø  A copy of WDC’s disciplinary policy and procedure 
Ø  Time, date and location of the meeting 
Ø  Reason for the hearing 
Ø  Employee’s right to be accompanied by a Trade Union representative or 

work colleague  
Ø  Arrangements in relation to any documents to be forwarded prior to the 

hearing (if not already enclosed) e.g. witness statement 
Ø  Copy of the investigation report  
 
Any documentary evidence to be used at the time of the disciplinary hearing by 
the employee in their defence should be submitted at least three days before the 
hearing. (This condition may be waived in exceptional circumstances) 
 
The manager who conducted the investigation will present their case at the 
disciplinary hearing, but will not adjudicate or be part of the decision making 
process. 
 
The manager conducting the Hearing should be accompanied by a colleague or 
member of HR department.  
 
During the hearing, the employee should be: 
Ø  Reminded of their rights under the Disciplinary Procedure and how the 

hearing will be conducted 
Ø  Advised of their companion’s rights  
Ø  Told the extent of the allegations 
Ø  Allowed to hear the evidence including any details from reports and 

statements previously supplied 
Ø  Given the opportunity to state their case to respond to allegations or 

concerns and to draw attention to any circumstances relevant to their 
situation before any decision is made. 

Ø  Allowed to ask questions relating to the investigation 
Ø  Allowed to call any witnesses 
Ø  Able to confer with their companion at any point and where appropriate 

seek a short adjournment 
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Should the employee refuse to discuss the allegations they should be advised 
that due regard will be taken of their silence and a decision reached on the 
evidence available. 
 
The Disciplinary Hearing must be adjourned before a decision is made. 
 
Outcome of Disciplinary Hearing  

 
Once a decision has been made regarding the outcome of the disciplinary 
hearing, the hearing will be either reconvened or a letter written to inform the 
employee of the outcome. This will include:- 
 
Ø  whether disciplinary action is warranted or whether no action will be take 
Ø  The perceived nature of the misconduct  
Ø  The disciplinary penalty issued and how long it will last 
Ø  The nature and timescale of the improvement expected 
Ø  The likely consequences of further misconduct 
Ø  Their right of appeal in accordance with the Council's Disciplinary Appeals 

procedure. 
 
Details of the disciplinary outcome will be confirmed in writing to the employee 
within 7 working days after the hearing. 

 
NB: There may be occasions where an employee is repeatedly unable or 

unwilling to attend a meeting. This may be for various reasons, including 
genuine illness or a refusal to face up to the issue. All the facts will need to be 
considered and a reasonable decision taken on how to proceed  

 
Where an employee continues to be unavailable to attend a meeting a decision 

will be made on the evidence available to them at the time of the hearing by the 
line manager 
 

Disciplinary Sanctions 
 

The level of sanction applied will take account of all relevant factors; in particular 
the seriousness of the employee’s alleged misconduct. The period during which 
any warning remains applicable will be exclusive of any absence from work or 
unpaid leave greater than four consecutive weeks 
 
If, following the disciplinary hearing, it is decided that disciplinary action will be 
taken; one of the following sanctions will be applied: 
 
1. Verbal Warning (in writing) 
2. First Written Warning 
3. Final Written Warning 
4. Dismissal/Demotion/Re-deployment 
 
VERBAL WARNING (CONFIRMED IN WRITING) 

 
A verbal warning will be appropriate when conduct or performance does not 
meet acceptable standards.  
 
It will be live on file for 6 months but disregarded for disciplinary purpose after 
this period of time. 
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This warning will be taken into account if any further acts of misconduct or 
failure to satisfactorily improve occur during this period. 
 
FIRST WRITTEN WARNING 

 
A first written warning will be appropriate when: 
 
Ø  issues previously addressed have not been resolved  
Ø  more serious breaches of rules or standards of conduct or performance 

have arisen whether or not they have been addressed previously 
 
It will be live on file for 1 year but disregarded for disciplinary purpose after this 
period of time. 
 
This warning will be taken into account if any further acts of misconduct or 
failure to satisfactorily improve occur during this period. 
 
FINAL WRITTEN WARNING 

 
A final written warning will be appropriate where:  
 
Ø  misconduct of a more serious nature arises but on the merits of the case it 

is decided that dismissal is not appropriate. 
Ø  more serious breaches of rules or standards of conduct or performance 

have arisen whether or not they have been addressed previously 
 

It will be live on file for 1 year but disregarded for disciplinary purpose after this 
period of time. 
 
In exceptional circumstances, it may remain live on file for a longer period or 
indefinitely. 
 
DISMISSAL/DEMOTION/RE-REPLOYMENT 

 
It is essential that HR and the Chief Executive are informed prior to a dismissal 
taking place. The employee should receive the decision to dismiss in writing. 
Other options such as demotion or redeployment will be explored beforehand if 
deemed appropriate. 
 
Dismissal will be appropriate where:  
Ø  There has been an instance of misconduct of any kind in situations where a 

Final Written Warning has already been issued.  
 
An employee dismissed in this way is entitled to be paid in lieu of the 
appropriate period of notice as set out in their conditions of employment.  
 
Gross Misconduct/ Summary Dismissal 
 

An employee dismissed in this way will be dismissed without notice or payment 
in lieu of notice. 
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DISCIPLINARY APPEALS PROCEDURE 
 

APPEAL (To next level of Manager or Manager’s peer – not previously 

involved with the case) 
 

If the employee wishes to appeal against the outcome of the hearing, the 
employee should do so in writing to the manager’s manager stating the reasons 
for their dissatisfaction and grounds for appeal no later than 7 working days 
after the outcome letter is received. 
 

Appeal Hearing 
 

The employee will be sent a letter inviting them to attend an appeal hearing 
giving them no less than 7 working days notice.  
  
The notification of the requirement to attend an appeal hearing will be confirmed 
in writing to the employee at least 5 working days in advance of the hearing and 
will contain details of: 
 

Ø  Who will be conducting the hearing 
Ø  A copy of WDC’s disciplinary policy and procedure 
Ø  Time, date and location of the meeting 
Ø  Reason for the hearing 
Ø  Employee’s right to be accompanied by a Trade Union 

representative or work colleague  
Ø  Arrangements in relation to any documents to be forwarded 

prior to the hearing (if not already enclosed) e.g. witness 
statement 

Ø  Copy of the investigation report  
 

If the employee or their representative cannot attend, the hearing may be 
rescheduled by mutual agreement 
 

The hearing will be conducted by the manager. The employee will give their 
reasons for appealing, providing any relevant evidence. There will be the 
opportunity to ask questions for further clarification. The Manager hearing the 
appeal must adjourn and carefully consider the best course of action. 
 

The outcome from the meeting might be the following: 
 

1. Disciplinary appeal is upheld or disciplinary appeal is not upheld 
2. Request additional information/clarification  

 

Outcome of Appeal Hearing 
 
The outcome of the appeal hearing will be confirmed in writing where possible 
within 7 working days of the hearing taking place unless additional 
information/clarification is requested then the manager will keep the employee 
fully informed as to their progress”) 
 
The decision of this appeal hearing is final and constitutes the 

completion of the disciplinary appeal.  
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Disciplinary Investigation conducted by line manager 

Outcome of Report communicated within 5 working days 

No Further Action Taken Disciplinary Hearing Required. 
Hearing convened where possible within 7 
working days from report being submitted. 

Outcome of Hearing – Notification of decision 
sent to employee within 7 working days of 
hearing taken place 

 Appeal against decision – to be 
made within 7 working days of 
receiving outcome notification 

Appeal Hearing Convened – 
Employee needs 7 working days 

notice of hearing taking place 

Outcome of Hearing – Notification of decision to be 
sent to employee within 7 working days of hearing 

taken place 

No further recourse to Appeal 
End of process 

DISCIPLINARY POLICY FLOW CHART 
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GRIEVANCE PROCEDURE 

 
THE INFORMAL GRIEVANCE STAGE 
 
The council will endeavour to address matters informally with the member of 
staff raising the grievance. HR, or the line manager or manager appointed to 
review the grievance will aim to give the employee the opportunity to address 
matters informally and look for early resolution, prior to invoking stage 1 of the 
grievance procedure. 
 

STAGE 1 - RAISING A FORMAL GRIEVANCE 
 
Where informal approaches have been unsuccessful, the employee can raise a 
formal grievance by writing to their Line Manager (or to the next level of 
management where the grievance relates to their immediate Line Manager). The 
employee should provide all details e.g. people involved, description, dates, 
times and events. Where appropriate the employee should make suggestions 
regarding their desired outcome. 
N.B. Any issues/concerns must be raised within 3 months of an event occurring 
(subject to extenuating circumstances) 
 
NB: HR reserve the right to appoint an independent investigating officer at this 

stage if deemed necessary 
 

Acknowledgement  
 
Normally, within 2 working days of receiving the written grievance, the Line 
Manager must acknowledge receipt of the grievance and explain the procedure 
to be followed.  
 
The manager, after consultation with HR, will arrange a meeting to hear the 
grievance normally within 5 working days. 
 
Grievance Hearing 

 
The employee will be sent a letter inviting them to attend a grievance hearing 
giving them no less than 7 working days notice. The letter will inform the 
employee of their right to be accompanied / represented by a Trade Union 
official or colleague of their choice, during the hearing. If the employee or their 
representative cannot attend, the hearing may be rescheduled by mutual 
agreement 
  
The employee’s line manager (or the next level of line management if the 
grievance relates to the immediate line manager) will hear the grievance and 
may be accompanied by a senior manager or member of the HR department 
with a view to resolution. The employee will re-iterate their grievance, providing 
any relevant evidence and suggested resolutions. There will be the opportunity 
to ask questions for further clarification. The Line Manager hearing the grievance 
must adjourn and carefully consider the best course of action. 
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NB; If the outcome of the grievance hearing is further investigation the following 
steps must be followed: - 

- Conduct an investigation – (this may be the starting point of a grievance 
complaint prior to the grievance hearing taking place.) 

- This may include appointing an independent investigating officer who will 

produce an investigation report 
- Reconvene grievance meeting, putting in writing to all parties to consider 

the findings of the investigation report 
Follow stage 1 above. 
 

Outcome of Grievance Hearing 
 
The outcome of the grievance hearing will be confirmed in writing where possible 
within 7 working days of the hearing taking place unless further investigation 
needs to take place then the manager will keep the employee fully informed as 
to their progress. 
 
The outcome from the meeting might be the following: 
 

1. Grievance is upheld and a solution is put forward 
2. Grievance is not upheld 
3. Investigate the grievance further 
4. Request additional information/clarification  

 
NB – complex cases may fall outside these timescales, however in such cases, all 
parties should endeavour to communicate any reason for delay in writing. 
 

STAGE 2 – APPEAL (to next level of Manager or Manager’s peer) 
 
If the employee wishes to appeal against the outcome of the hearing, the 
employee should do so in writing to the manager’s manager stating the reasons 
for their dissatisfaction and grounds for appeal no later than 7 working days 
after the receipt of outcome letter is received. 
 
Then follow the appeal process outlined below:- 
 
Acknowledgement  

 
Where possible and within 2 working days of receiving the written appeal, the 
Line Manager must acknowledge receipt of the appeal and explain the procedure 
to be followed.  
 
The manager, after consultation with HR, will arrange a meeting to hear the 
appeal where possible within 5 working days. 
 
Appeal Hearing 
 
The employee will be sent a letter inviting them to attend an appeal hearing 
giving them no less than 7 working days notice. The letter will inform the 
employee of their right to be accompanied / represented by a Trade Union 
official or colleague of their choice, during the hearing. If the employee or their 
representative cannot attend, the hearing may be rescheduled by mutual 
agreement 
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The hearing will be conducted by the Manager with a view to resolution. The 
employee will explain their grounds of appeal, providing any relevant evidence 
and suggested resolutions. There will be the opportunity to ask questions for 
further clarification. The Manager hearing the appeal must adjourn and carefully 
consider the best course of action. 
 
The outcome from the meeting might be the following: 
 

1. Grievance appeal is upheld or grievance appeal not upheld 
2. Propose a solution 
3. Further investigation of points raised at appeal  
4. Request additional information/clarification  

 
Outcome of Appeal Hearing 
 
The outcome of the appeal hearing will be confirmed in writing within 7 working 
days of the hearing taking place unless further investigation needs to take place 
when the manager will keep the employee fully informed as to their progress 
 

The decision of this appeal hearing is final and constitutes the 
completion of the grievance procedure. 
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Employee Grievance resolved through 
outcome of Grievance Hearing 

 

Employee unsatisfied with outcome of 
Grievance Hearing – Appeal in writing to 

the next level of Management. 

 
 (Outcome confirmed in writing 7 days later) 

THIS DECISION WILL BE FINAL 

 

Employee Grievance resolved through 
outcome of Grievance Appeal Hearing 

Line manager acknowledges receipt of grievance – 

where possible within 2 working days 

Grievance Hearing conducted by 
Line Manager or alternative 

 

 

STAGE 1 
RAISING A FORMAL 

GRIEVANCE 

Appeal  
 

 Appeals Manager follows 
 Stage 2 of the procedure.  

 

Employee raises a formal grievance by putting in writing 
to their Line Manager or Manager’s Manager (where the 

grievance is against the Line Manager). 
(The incident/issue must have taken place within the last 

3 months) 

 
Contact HR for Advice 

HR advise if you need to 
appoint an investigating 

officer 

 Outcome confirmed in writing where 
possible within 7 working days. 
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LONG TERM SICKNESS AND ILL HEALTH CAPABILITY POLICY 
 

1. INTRODUCTION 
 

This document sets out our procedures for the management of long term 
sickness absence in a fair and consistent way. 

 
Long term sickness absence can vary from short intermittent periods of ill-health 
to a continuous period of long-term absence of four weeks or more, and have a 
number of different causes (for example, injuries, recurring conditions, or a 
serious illness requiring lengthy treatment). 

 
We wish to ensure that the reasons for sickness absence are understood in each 
case and investigated where necessary. In addition, where needed and 
reasonably practicable, measures will be taken to assist those who have been 
absent by reason of sickness to return to work. 
Any information you provide to us about your health will be processed lawfully. 
We recognise that such data is sensitive and will handle it in a confidential 
manner. 

 
2. APPLICATION OF THIS POLICY AND PROCEDURE 
 
This policy and procedure should be used where the following triggers are 
reached: 
 
• The employee has been off sick for more than 20 working days (pro rata) 

and where there is no imminent prospect of a return to work, or  
• Where frequent short-term sickness absence (20 days within a 12 month 

period (pro rata)) may be attributable to an underlying, long-term medical 
condition. 

 
Due regard will be given to the Equality Act 2010 and ACAS guidance concerning 
disability discrimination in the workplace, where the reasons for absence may be 
related to a disability. 
 
Whilst all situations are different, it is expected that most cases of long term 
absence will normally be resolved within 12 months. Most situations will, of 
course, take less time than that.  
 
Managers will need to demonstrate that they are managing long term sickness 
absence by making positive decisions in line with this guidance. Managers 
should make a decision on the most appropriate action following discussion with 
the employee and taking advice from HR as necessary. Action will normally be 
decided on and communicated at an Absence Review Meeting. However, it may 
not always be necessary to hold a meeting first. For example, it may be more 
appropriate to inform the employee of the need to make a referral to 
Occupational Health via HR in order that the professional medical opinion can be 
discussed to reach an informed decision at an Absence Review Meeting. This 
action may be communicated in a variety of ways, i.e. letter, telephone 
conversation or email. 
 
Long term absence is handled most effectively through early interventions and 
actions. This enables the manager to identify what practical support can be 
provided to facilitate a return to work. 
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Managers have the right to initiate and maintain reasonable contact with the 
employee in order to inform their decisions. Employees are expected to co-
operate with such contact and failure to do so may result in decisions being 
made based on the limited information available at that time. 
 
 
3. ROLES AND RESPONSIBILITIES 
 
EMPLOYEES 

Employees are responsible for their health and wellbeing and for minimising their 
own absence from work where possible. Employees are responsible for adhering 
to the requirements stated within this policy and the Attendance Management 
Policy, particularly in terms of sickness notification, providing doctors notes/Fit 
Notes and keeping in regular contact with their manager. 
 
MANAGERS 

Managers have a duty of care for the health, safety and welfare of their staff and 
should: 
• Work supportively in conjunction with HR and the Council’s nominated 

occupational health provider to support staff with sickness absence.  
• Be responsible for managing sickness effectively and ensuring absence is 

monitored and recorded for their team.  
• Carry out return to work discussions and other review meetings, promoting a 

positive working environment, motivating and managing their team to 
maximise attendance. 

•  Monitor triggers and absence patterns and to identify where irregularities 
have occurred. 

Senior managers are responsible for ensuring that managers who are managing 
sickness absence issues attend the appropriate training. Senior managers should 
also ensure that absence issues are treated equitably and consistently within 
their area of responsibility. 
 
HUMAN RESOURCES 

HR will provide specialist advice and support to managers and staff in dealing 
with absence issues. HR may attend any meetings held under the informal or 
formal stages of this procedure and will also: 
• Provide statistical information to support the management of absence.  
• Actively support managers when trigger points are reached. Any information 

held will be in line with the requirements of the Data Protection Act and GDPR 
and confidentiality maintained. 

• Work with managers and staff to facilitate a return to work, including 
provision of advice, support and referrals to Occupational Health. 

• Provide appropriate training to support managers who are managing sickness 
absence issues 

• Provide information updates to managers and staff on sickness issues, for 
example, to advise of changes in legislation and best practice. 

 
4. PROCEDURE  

Managing sickness under this policy involves holding regular sickness review 
meetings with the member of staff. The following methods may also be followed: 
• Holding keeping in touch meetings; 
• Discussing and reviewing the length and reasons for absence; 
• Establishing the need for occupational health appointment 
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• Meeting to review occupational health report  
• Reviewing any reasonable adjustments 
• Establishing a return to work date  
• Facilitating a return to work/improve attendance levels. 
• Implementing a phased return to work 

• Redeployment 
 
More details regarding the above methods are given below. 
 
KEEPING IN TOUCH 
During long term sickness absence, it is important that managers keep in touch 
with their member of staff and provide appropriate support and interventions to 
facilitate a return to work. 
 
It is also important that employees keep in touch with their manager at agreed 
regular intervals and ensure any changes in health or expected date of return 
are discussed. 
 
Regular review meetings (e.g. monthly) will normally be held with the manager 
(HR may also attend these meetings) and may be arranged at work, at the 
employee’s home or another agreed location. An employee has the right to be 
accompanied to these meetings by a recognised trade union official or a work 
colleague – if this is not possible, there may be an option to be accompanied by 
an HR approved individual for support (for example a family member).  
 
In some situations, (e.g. where there is a known date of return to work), 
meetings may be held at longer intervals by agreement. Further contact can also 
be maintained by telephone and/or email. 
 
The purpose of the meeting may include: 
 

• Enquire after the health of the absent employee; discuss the nature and 
likely prognosis and duration of the absence. 

• Consider referral of the individual to Occupational Health. The purpose and 
process of this and the potential outcomes should be explained. 

• Discuss the outcome of a referral to Occupational Health that has already 
been made. 

• Agree future contact arrangements; contact should be maintained regularly 
via phone calls, or meetings, or visits.  

• Discuss whether any assistance can be provided and give details of any 
useful contacts such as the trade unions and the confidential counselling 
service. 
 

The details discussed and any actions agreed should be recorded and acted 
upon. Managers should send any documentation to the employee.  

 
If the employee is expected to return to work within a short, specified time, 
then a meeting may not be necessary. Such situations may include an employee 
who has undergone an operation where the condition and recovery is 
straightforward. Managers should, however, monitor the situation in case the 
sickness absence becomes more prolonged or complicated than expected and a 
meeting arranged whenever appropriate. 
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FACILITATING A RETURN TO WORK 
In order to provide appropriate support and facilitate a return to work, the 
manager in conjunction with HR may need to: 

• Seek medical advice through the nominated Occupational Health provider 
(which could be a nurse or physician) and / or from the individual’s G.P. or 
medical consultant about the employee’s health to establish when / 
whether a return to work is likely and how the manager can reasonably 
help to facilitate this. 

• Discuss and make reasonable adjustments that may facilitate a return to 
work or to retain an individual at work. 

• Consider whether alternative duties / or a phased return to work is 
beneficial.  

• Consider redeployment as a potential alternative to ending employment 
where appropriate. 

If an employee is not considered fit to undertake their normal duties for a short 
period of time, but it is recommended via a Fit Note or Occupational Health that 
they could do other work; they may be requested to undertake other appropriate 
work. Such requests will only be made in consultation with independent medical 
advice and where appropriate following a risk assessment. 
 
PHASED RETURNS 
If an employee is recovering from illness and it is recommended by Occupational 
Health or their GP that a phased return to work would be beneficial, the 
manager will discuss this with the employee and HR. A phased return allows an 
employee to resume work, starting on reduced hours for a short period, building 
up hours gradually to normal full time hours. The employee will receive their 
usual basic pay during this phased return which would normally be for up to a 
maximum of four weeks. There may be exceptions when a longer phased return 
is recommended and this will be with agreement from the manager and HR. (NB 
– usual basic pay will only be paid in accordance to the four week phased return 
period. Should a phased return go beyond four weeks, employees may be asked 
to use alternative methods to accommodate this, e.g. annual leave to be taken 
for normal hours not worked). 
 
If the employee is not able to return to full time work at the end of a phased 
return period, flexible working arrangements may be considered upon request. 
For example, if the employee wanted to reduce their normal working hours 
either permanently or for a temporary period, an application could be made 
through the flexible working procedure or through the Council’s VRT policy and, 
if approved, this request could result in a permanent or temporary contractual 
change. 
 
A return to work following an extended period of sick leave can be facilitated by 
a graduated build up to normal contracted hours. Where either a doctor’s Fit 
Note or an OH report includes the option of a phased returned to work; 
managers should meet with the employee to establish a pattern of return to 
work and anticipated timescales, subject to agreed reviews.  
 
Each case must be considered in the light of the individual circumstances but it 
would be unusual for a phased return to extend beyond 4 weeks. HR will 
support managers in establishing a reasonable approach to phased hours to be 
worked, taking into account any advice or guidance given by the GP or 
Occupational Health and operational needs. 
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REFERRAL TO OCCUPATIONAL HEALTH 
Occupational Health can assist Managers and employees by: 

 
• Providing a specialist occupational health assessment and advice to both 

parties about the effect of any health condition or other relevant problem on 
current and future fitness for their work or attendance. 

• Providing advice about how job modification, alternative work or workplace 
rehabilitation may help the employee return safely to work and so cut short 
avoidable continuing sickness. 

• Obtaining reports or advice from the employee’s GP (with appropriate 
consent) and/or specialist to help facilitate safe rehabilitation at work 

• Providing specialist medical assessment to facilitate health & safety risk 
assessments where this becomes necessary in the management of individual 
cases. 

 
Following a discussion of the purpose, process and the potential outcomes of a 
referral with the employee, managers should consider referring the employee to 
Occupational Health via HR to ascertain the employee’s medical condition, 
including fitness for work, timescale for return, and any limits on the ability of 
the employee to perform their job. 
 
Occupational Health may liaise with the employee’s GP and/or Consultant, and if 
so will arrange this direct with the employee. Employees must, where possible 
attend the Occupational Health appointment arranged for them. Failure to 
attend may result in a recharge of the appointment to the employee. It is in the 
best interest of all concerned to try and resolve sickness absence matters early 
and co-operatively, as early intervention is usually more effective in achieving a 
successful return to work.  

 
Managers do not have to wait until the end of a Fit Note or a formal attendance 
warning in order to make a referral to occupational health, as often an early 
referral may be more beneficial to the employee in assisting their return to 
work. 

 
Managers must liaise with HR to arrange the referral to be made to 
Occupational Health.  
 

Following receipt of the report from Occupational Health, managers should 
discuss the report and the implications arising from the report with the 
employee. HR may also be involved in this discussion. Please note that any 
advice given and suggested adjustments contained within a report are 
recommendations and the opinion of the Occupational Health Advisor / 
Physician. It is a management decision as to whether or not these can be 
accommodated. 
 
The potential outcomes arising from an Occupational Health appointment(s) will 
normally fall into the following categories: 
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Outcome Action required 
  

Fit for work: no 
adjustments likely to be 
required 

Managers should confirm with the employee the 
arrangements for a return to work. 

Fit for work: temporary / 
Permanent adjustments 
recommended 

Managers should discuss with the employee the 
adjustments outlined and whether or not they 
can be accommodated. If the adjustments 
cannot be accommodated managers should 
endeavour to facilitate the continuation of the 
employee’s employment through the alternative 
actions outlined below such as redeployment. 

Temporarily unfit for work:- 
• Report from 
GP/Specialist 
• OHA/OHP review to be 

arranged 

Managers should maintain regular contact with 
the employee and monitor the situation. Once a 
GP/Specialist report is received a further 
outcome report should be received from 
Occupational Health and managers will need to 
consider the advice given at that stage. If the 
employee fails to give their consent to a 
GP/Specialist report, OH will need to give their 
advice and managers will need to consider their 
actions stemming from that advice without the 
benefit of a GP/Specialist report. 
 
If the situation does not become clear within a 
foreseeable period of time the situation will be 
reviewed in conjunction with HR and the line 
manager to ascertain whether the absence can 
be sustained. 

Not fit for work in the 
foreseeable future (OH 
Physician decision only). 

Where the medical advice is that the employee 
cannot continue to carry out their current duties 
due to their physical or mental health, managers 
should endeavour to facilitate the continuation 
of their employment through the alternative 
actions outlined below such as redeployment 
before taking action to end the employment on 
the grounds of incapability due to ill health. 
 
If the employee is a member of the Local 
Government Pension Scheme and has at least 
two years pensionable service, they may be 
eligible for retirement on the grounds of ill 
health. If this is the case their employment may 
be terminated with a pension. 

 

REASONABLE ADJUSTMENTS / ADAPTATIONS 
Consideration should be given to any reasonable adjustments to the duties, 
hours of work, shift pattern, work environment etc. that might enable the 
employee to return to work or attend regularly. Advice should be sought from 
HR regarding any adjustments affecting the employee’s contract of 
employment. Any changes made to the contract of employment must suit the 
business needs of the service. If there are any health and safety issues / risks 



EMPLOYMENT COMMITTEE MINUTES (Continued) 
 

Item 3 / Page 36 

for which advice is needed, managers should contact HR in the first instance for 
further advice and guidance.  
 
REDEPLOYMENT 
Where the employee is unable to return to their substantive post, either 
permanently or for the foreseeable future, attempts should be made over a 
reasonable period of time to find suitable alternative employment. Details of this 
process are available in the redeployment agreement. HR will provide guidance 
regarding the redeployment process. 

 
If after a reasonable period, of up to 12 weeks, no suitable employment can be 
identified, it may be appropriate to consider the appropriateness of continuing 
employment. Redeployment will still be actively explored during the notice 
period. 
 

LONG TERM SICKNESS AND ANNUAL LEAVE 
Employees on long term sick leave will still accrue their annual leave. If they 
return to work before the end of the leave year they can request to take their 
remaining accrued contractual leave within the leave year. 
 
If there is not enough time remaining within the leave year for the leave 
entitlement to be taken, or the absence spans more than one leave year, then 
the employee will be able to carry over up to 20 days (148 hours) from the 
remaining accrued leave. 20 days is the minimum leave entitlement stipulated 
under the European Working Time Directive. This should be pro rata for part 
time employees. Any annual leave days that have already been taken in that 
leave year should be deducted from the 20 days. 
 
If an employee has had a period of long term sickness absence that spans more 
than one holiday leave year, a maximum of 20 days may be carried over from 
each leave year in which the employee is absent (pro rata for part time 
employees) although this holiday may not be carried over indefinitely and will 
usually be lost after 18 months from the end of the holiday year in which the 
days were accrued. 
 
During a period of long term sickness, should an employee wish to take annual 
leave, this should be agreed and signed off with the line manager and HR should 
be informed.  
 
ILL HEALTH EARLY RETIREMENT UNDER THE LGPS 
If medical advice indicates that the employee is medically unfit to undertake the 
duties of their current post and there are no suitable redeployment 
opportunities and the employee is a member of the LGPS, early retirement on 
the grounds of ill health may be considered. Under the Local Government 
Pension Scheme (LGPS), an employee eligible for early pension benefits due to 
ill health must: 
• Have at least two years pensionable service, or have equivalent transferred 

rights from another pension scheme; and 
• Be certified as medically ‘unfit’ for work by an independent occupational 

health physician.  
 
Further advice and guidance on this process can be obtained from the HR. 
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5. ENDING THE CONTRACT OF EMPLOYMENT 

Having due regard to all the circumstances of the case consideration may be 
given to terminating the contract of employment of an employee on long term 
sickness absence on the following grounds: 

 
• The employee does not meet the criteria for early retirement on grounds of 

ill-health 
• Redeployment is not appropriate or it has not been possible to redeploy the 

employee 
• The employee has exhausted the alternatives offered for rehabilitation. 
• Medical opinion has established that it is unlikely that the employee will 

return to work and maintain an appropriate attendance record within a 
reasonable period of time. 

• Keeping a role vacant for a further period would be detrimental to the 
service. 

 

6. FORMAL STAGES / ILL HEALTH CAPABILITY STAGES 
This process should be undertaken in conjunction with HR.  
 
Managers will need to commence formal reviews of absence under this 
procedure when the employee’s absence: 
• Has met or exceeded a sickness absence indicator, or 
• Is otherwise of concern e.g. the impact of the absence is causing ongoing 

service delivery difficulties or there is a trend of absences occurring on 
particular days of the week, etc. 

 
Even though sickness triggers may have been met, it may not always be 
appropriate to immediately proceed to a First Stage Meeting. There may also be 
cases where medical advice is indicating there is no prospect of the employee 
being able to return to work within the foreseeable future or a reasonable 
timeframe.  In such instances it may be appropriate to progress straight to the 
Final Stage Meeting. All cases can differ greatly and therefore advice should be 
sought from HR. 
 
THE FIRST STAGE MEETING  
A First Stage Meeting is the first formal step in addressing sickness absence 
under this procedure. The manager should normally contact the employee to 
explain the need for this meeting before liaising with HR to write to them 
formally under this Procedure. HR will support the progression of this process as 
follows:  
 
WRITE TO THE EMPLOYEE AND INVITE THEM TO THE FIRST STAGE  
• Provide seven calendar days’ notice of the meeting and a copy of the 

Procedure; 
• Advise of the entitlement to be accompanied by a **trade union 

representative or work colleague; 
• Provide the relevant background information prior to the meeting including 

(where appropriate) a copy of Occupational Health advice, and sickness 
absence record. 

**If the employee’s chosen trade union representative or work colleague is 
unable to attend the scheduled meeting, the employee may propose an 

alternative date provided it is reasonable and no more than 7 calendar days 
after the original date and another meeting will be arranged. If the employee 
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fails to attend the re-arranged meeting, a decision may be taken in their 
absence. 

 
THE FIRST STAGE MEETING AND DISCUSSION:  
This will include: 
• The absence record and the impact that this is having on the team/service 

delivery 
• The implications of further/continued absence 
• Likely date of a return to work, and, where the absence relates to an 

underlying medical condition or serious/recurring illness, the latest medical 
advice and prognosis 

• Any support and agreed objectives that may be required to improve 
attendance e.g. reasonable adjustments where the absence is disability 
related 

• Any representations made by the employee. 
 
DECISION / OUTCOME OF MEETING 
Following the First Stage Meeting the manager may: 
• Issue a notice to improve, with a monitoring period/programme agreed which 

requires a sustained, acceptable attendance pattern that meets the 
needs of the business, with a specific target which must be maintained for 
a period of 12 months for either long term or intermittent absence. Within 
the period the employee should be advised that if their attendance does not 
meet the required standard, then the matter may be referred to a Final 

Stage Meeting and their employment may be at risk.  
• Not issue a notice to improve, as it is believed there are extenuating 

circumstances as to why the warning should not be issued. This should be 
discussed with HR in the first instance.  
 

 
In considering the above, managers should accommodate any reasonable 
adjustments required for disability related conditions, please seek advice from 
HR. 
 

THE OUTCOME - RECORDING THE DECISION  
• Confirm the outcome and any actions to be taken in writing to the employee. 

Agree actions and ensure that the implications of further 
absence/unsatisfactory improvement are made very clear, including the 
possibility of escalation to a Final Stage Meeting; 

• The outcome letter must advise the employee of the right of appeal where a 
formal notice to improve has been issued. An appeal, usually to the 
manager’s manager, must be lodged within 14 calendar days of being 
informed of the decision. There is no right of appeal against the 
implementation of a monitoring programme/period. 

 
MONITOR, IMPROVEMENT SATISFACTORY OR ESCALATE 
During a monitoring period after the First Stage Meeting, managers should 
discuss this as part of routine 1:1 meetings or arrange to meet regularly with 
the employee to review progress and how any subsequent absence should be 
considered. 
 
Depending upon the circumstances, either during or at the end of the notice to 
improve period, a decision should be taken as to what further action is 
necessary. Where there has been satisfactory improvement, this should be 
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confirmed and the employee informed that the current notice to improve has 
finished/been completed. Where improvement has not been satisfactory – 
 
EITHER 
 

1. Consider what is expected/acceptable and whether to extend the timescales 
for reviewing the notice to improve (e.g. there has been encouraging 
improvement and continuing signs of further improvement); 

2. OR 
The case should be escalated to a Final Stage Meeting. This will be 
appropriate where one or more of the following might apply: 

• A notice to improve has already been issued but targets have not been met 
and/or absence continues to be of concern; 

• The absence relates to an underlying medical condition or serious illness and 
the likely return to work  date has been delayed and the absence can no 
longer be sustained;  

• Occupational Health has provided evidence that supports a recommendation 
that the employee can no longer carry out a substantial part of their current 
duties and/or should not return to their existing post, or that they will not be 
able to return to work in the foreseeable future or sustain regular attendance 
within a period of time that the manager considers to be reasonable. 
Redeployment will be considered, if appropriate and available, taking into 
account advice from Occupational Health (Note: Occupational Health 
advice may be sought at any time and therefore redeployment may 

occur at any part of the formal stage). This may be either on a 
permanent or temporary basis. Where permanent redeployment is 
appropriate but is not available, or the employee unreasonably refuses an 
offer of redeployment, a Final Stage Meeting will be held.  

 
THE FINAL STAGE MEETING 
A notice to improve does not need to expire before matters can be escalated 
to a Final Stage Meeting under this procedure however, advice should be sought 
from HR in cases where it is proposed to shorten the review period under the 
notice. Managers will need to obtain up-to-date occupational health advice 
as previously scripted above in the First Stage process. Thereafter: 
WRITE TO THE EMPLOYEE AND INVITE THEM TO THE MEETING:  
The meeting will normally be chaired by a manager more senior than the 
manager who issued the notice to improve and who holds the authority to 
terminate employment.  
• Provide 14 calendar days’ notice of the meeting 
• Advise of the entitlement to be accompanied by a trade union representative 

or work colleague 
• Provide the relevant background information prior to the meeting including a 

copy of Occupational Health advice and sickness absence record 
• Note **above re: reorganising meetings where trade union representatives 

cannot attend. 
 

THE FINAL STAGE MEETING AND DISCUSSION:   
This will include:  
• The absence record and the measures, targets and criteria that were used to 

assess improvement 
• Review of the up to date Occupational Health report 
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• Review of the actions that have been taken to date (including any reasonable 
adjustments required) and any further adjustments that may have been 
recommended 

• The impact that the absence has had on the team/service delivery; and  
• any representations made by the employee. 
 
THE DECISION / OUTCOME OF MEETING 

 
Following the Final Stage Meeting the manager may EITHER: 
 
1. Re-affirm the notice to improve – where: 
• A notice to improve has previously been issued and, in exceptional 

circumstances, a further period of recovery or further consideration of 
redeployment and/or reasonable adjustment can be agreed. If this is agreed, 
the notice to improve must be reaffirmed (and extended with a specific target 
which must be maintained for a period of up to 12 months) and the employee 
advised that the Final Stage Meeting will be reconvened if an improvement is 
not achieved or sustained. Regular monitoring should be put in place and, 
once issued, an employee will remain under review for the duration of the 
further notice to improve, regardless of whether or not they have returned to 
work or had any further periods of absence. 

OR 

 
2. Terminate employment – where: 
• Evidence suggests that an improvement is unlikely to be achieved or 

sustained within a reasonable period 
• Redeployment and/or adjustments are either not appropriate or available  
• Consideration has been given to all the advice available, including up to date 

medical advice and management decide that the employee is likely to be 
permanently incapable of carrying out their current duties or a 
significant/material part of their duties (or incapable of carrying out duties 
within a reasonable period) 

• Medical evidence indicates that the employee is unlikely to be able to return 
to work in the foreseeable future. 

 
The relevance of each of the factors above will depend on the reason and 
pattern of absence. 
 
THE OUTCOME - RECORDING THE DECISION  
• Confirm the outcome in writing;  
• Where the outcome is termination of employment, appropriate notice and 

appeal rights must be given.  
• The employee may be entitled to pension benefits, subject to the relevant 

pension scheme rules (early consideration of an application for ‘Ill Health 
Early Retirement’ - IHER should be considered wherever possible) 

 
RIGHT OF APPEAL AND NOTICE ON TERMINATION OF EMPLOYMENT 

The employee will be advised of their period of notice on the termination of their 
employment (which may be paid in lieu but subject to tax and national insurance 
deductions) together with their right of appeal against the decision to dismiss. 
The employee will receive full pay during their notice period.  
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An employee may appeal the decision to terminate their employment which 
must be submitted (along with the grounds for the appeal) to HR in writing 
within 14 calendar days of the receiving the decision. The Appeal will usually be 
heard by a manager more senior than the manager who made the decision to 
dismiss or Head of Service or, in exceptional circumstances, by another Head of 
Service. The decision reached will be final. 
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Members/Trades Unions Joint 

Consultation & Safety Panel 
 
Minutes of the meeting held on Wednesday 30 May 2018, at the Town Hall, Royal 

Leamington Spa at 4.00pm. 
 
Present:  

 
Employer’s representatives: Councillors Coker, Heath and Parkins. 

 
Trades Unions’ representatives: Mr Crump and Mr Lynch. 

 
Also Present: Mr Carden (Building Manager & H&S Co-ordinator), Mrs Dolphin 
(HR Manager), Mr Leach (Democratic Services Manager & Deputy Monitoring 

Officer) and Mrs Rolfe (Head of Service, Health & Community Protection). 
 

1. Appointment of Chairmen 
 

Resolved that Mr Crump be appointed as the 

Chairman for the Trades Unions’ representatives. 
 

Resolved that Councillor Coker be appointed as the 
Chairman for the Employer’s side. 

 

It was the Employer’s turn to Chair the meeting so Councillor Coker took the 
Chair. 

 
2. Declarations of Interest 
 

Councillor Parkins highlighted to the forum that she was a member of 
Unison and a branch Executive member at her place of work. 

 
3. Minutes 
 

The minutes of the meeting held on 7 March 2018 were taken as read and 
signed by the Chairman as a correct record. 

 
4. Corporate Health and Safety - Update 

 

The Panel considered a report submitted after publication of the agenda 
from Health & Community Protection which summarised the Council’s 

current position in relation to corporate health and safety.  A copy of the 
Lone Worker Policy and Guidance was attached as appendix 1 to the report. 
 

The Building Manager and Health and Safety Co-ordinator gave a brief 
synopsis of the report detailing the work being handled within the Council 

to ensure corporate health and safety.  Included within the report was the 
Lone Worker Policy and Guidance and the Panel members discussed the 

issues arising from it.  In particular, they were interested in the pilot 
scheme that had been introduced to test the usefulness of body cameras 
for lone workers.  The Council was looking at what would be involved to roll 

this scheme out fully because it had been noted that body cameras acted 
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as a deterrent in the face of confrontation and the cameras were useful to 

gather evidence. 
 

Resolved that  
 

(1) the updated position to health and safety is 
noted; and 

 

(2) the recommendations in the Lone Working Policy 
are approved and adopted. 

 
4. Disciplinary Procedure for Statutory Officers 

 

The Panel considered a report from the Democratic Services Manager which 
brought forward proposals for amendments to the Constitution in respect of  

 
(i) the disciplinary procedures for statutory officers at Warwick District 

Council following revisions to the procedures by legislative changes; 

and 
(ii) consideration of the need to appoint a sub-committee for specific 

matters. 
 

The report followed the discussions at Employment Committee on 13 

September 2017 when it considered the appointment of a sub-committee, 
as set out within its Constitutional remit “that contains at least one member 

of each of the registered political groups to deal with employment related 
matters that fall within the jurisdiction of elected members”. 
 

During consideration of the item, Members of the Employment Committee 
were concerned because of the registered political groups, the Whitnash 

Residents’ Association (WRA) only had one Member on the Committee and 
the Liberal Democrat Group had no members on the Committee.  This 
would mean that in the event that a WRA Member could not attend a sub-

committee meeting, there was no alternative Member of that political group 
to act as a substitute.  Therefore, the Committee deferred a decision until 

the next meeting, pending a written report to provide clarification on the 
duties the sub-committee would perform and on the situation regarding 

membership.  
 
The report before the Panel set out the recommended approach for a sub-

committee of the Employment Committee to deal with the recruitment, 
disciplinary and potential dismissal of any Chief Officers.  Subsequently, the 

report would go before the Employment Committee for agreement. 
 
The Democratic Services Manager informed the Panel that, to date, he had 

not had any comments back from any Heads of Service in respect of the 
report. 

 
Resolved that 
 

(1) the amendments to the Constitution as set out 
at Appendix 1 to the report, that will be a 

recommendation to Council from 20 June 2018 
Employment Committee, is supported; and 
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(2) the Panel supports that the Employment 

Committee adopts the disciplinary procedure 
for statutory officers as set out at Appendix 2 

to the report. 
 

3. People Strategy Update 
 

The Panel received a verbal update from the Human Resources Manager 

that provided information on the work being undertaken by the People 
Strategy Steering Group. 

 
The Human Resources Manager explained that a review had been 
undertaken of the grievance and disciplinary process for staff, which with 

its two-stage appeals process, was felt to be far too long.  Research had 
been undertaken to review what other organisations did, and what process 

was recommended by ACAS.  Having undertaken this review, it was felt 
that the process should only involve one appeal which would remove the 
involvement of the member of staff’s line manager and Members of the 

Employment Committee.  Of the 18 organisations that had been 
investigated to see how they handled the disciplinary and grievance 

process, only five went to a second stage appeal. 
 
In response to a suggestion from Councillor Coker that the procedure 

formally stated that it was possible to raise objection to the person hearing 
the appeal, the Human Resources Manager confirmed that the guidelines 

stated that the appeal might be heard by either the Line Manager or the 
manager above them.  Objections could be made if it was felt the person 
might not be impartial and the Council could bring in external people to 

hear an appeal if this was necessary. 
 

The Council would be introducing a staff health and wellbeing scheme in 
conjunction with BUPA from 1 June 2018 which gave staff set cash back 
amounts for certain medical expenses.  A report would be brought to the 

next Panel meeting on progress. 
 

The long-term sickness policy had also been reviewed in respect of the 
member of staff’s right to carry across annual leave not taken whilst they 

were sick into the new holiday year.  Currently the full allowance of up to 
31 days leave could be carried across and this had caused a lot of issues for 
the staff in that department not only having to cover the work lost whilst 

the staff member was on sick leave, but also having to cover what could 
amount to over two months’ of annual leave (the allowance not taken in 

the previous holiday year, plus the allowance in the current holiday year).  
This had a huge impact on teams and the organisation.  In future, staff on 
sick leave would only be entitled to take across into the new holiday year, 

the statutory holiday days (a maximum of 20 days). 
 

Other work ongoing or which had taken place was the IIP staff survey, 
Social Media and Discrimination, the Chief Executive’s Annual Talk to staff, 
and the work on the Council’s Facebook Page. 

 

 
(The meeting ended at 5.10 pm) 
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1. Summary 
 
1.1 This report sets out the proposal to revise the staffing establishment of the 

Bereavement Services Team, which forms part of the Neighbourhood Services 
Portfolio 

 
2. Recommendation 
 

2.1 That, subject to approval of funding by Executive, the Committee approves the 
following changes to the establishment structure: 

• Change in hours for Bereavement Officer (post no WD00662) from 0.8 FTE to 
1FTE 

• Creation of an additional FTE Bereavement Officer post 

 
3. Reasons for the Recommendation 

 
3.1 Changes to the staffing structure of Bereavement Services were made in April 

2017 to support a 6 day per week service offering. A significant increase in the 

number of cremations over the last 12 months (1,997 cremations in 2017/18 
compared to an average of 1,836 for the previous 5 years, equating to a c9% 

increase in demand) has prompted a review of the team resources to ensure an 
excellent standard of service provision can be maintained. 

 
3.2 Although a temporary post was agreed by CMT in March 2018 to backfill a long-

term sickness absence the review has confirmed that additional resources are 

required to provide a stable structure that improves service resilience as, 
currently any staff absences within the small but specialist crematorium team 

have a severe impact on the ability to deliver the service. 
 
3.3 There is a legal requirement for the Council to ensure that the staff operating 

its cremators are suitably qualified. Securing agency staff with the required 
qualification, to cover absences has proved problematic and costly (c£450.00 + 

travel per day), hence it is more cost effective to add to the staffing 
establishment.   

 

4. Policy Framework 
 

4.1 Fit for the Future (FFF) 
 
The Council’s FFF Strategy is designed to deliver the Vision for the District of 

making it a Great Place to Live, Work and Visit.  To that end amongst other 
things the FFF Strategy contains several Key projects 

 
The FFF Strategy has 3 strands – People, Services and Money and each has an 
external and internal element to it.  The table below illustrates the impact of 

this proposal if any in relation to the Council’s FFF Strategy: 
 

FFF Strands 

People Services Money 

External 

Health, Homes, 

Communities 

Green, Clean, Safe Infrastructure, 

Enterprise, 
Employment 

Intended outcomes: Intended outcomes: Intended outcomes: 
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Improved health for all 
Housing needs for all 
met 

Impressive cultural and 
sports activities  

Cohesive and active 
communities 

Area has well looked 
after public spaces  
All communities have 

access to decent open 
space 

Improved air quality 
Low levels of crime and 
ASB 

Dynamic and diverse 
local economy 
Vibrant town centres 

Improved performance/ 
productivity of local 

economy 
Increased employment 
and income levels 

Impacts of Proposal 

The provision of high 
quality Bereavement 

Services, which enable 
cultural rites and rituals 

to be performed, support 
residents and non-
residents through their 

grieving journey. 

Oakley Wood Crematorium 
is situated within the 

boundaries of ancient 
woodland.  It is used by 

members of the public for 
quiet contemplation and 
remembrance of their 

loved ones as well as by 
the wider community as a 

leisure destination. 

The additional posts are 
likely to be filled by local 

residents. 

Internal   

Effective Staff Maintain or Improve 

Services 

Firm Financial Footing 

over the Longer Term 

Intended outcomes: 
All staff are properly 
trained 

All staff have the 
appropriate tools 

All staff are engaged, 
empowered and 
supported 

The right people are in 
the right job with the 

right skills and right 
behaviours 

Intended outcomes: 
Focusing on our 
customers’ needs 

Continuously improve 
our processes 

Increase the digital 
provision of services 

Intended outcomes: 
Better return/use of our 
assets 

Full Cost accounting 
Continued cost 

management 
Maximise income 
earning opportunities 

Seek best value for 
money 

Impacts of Proposal   

These proposals will 

introduce a more 
resilient staffing 

structure, better support 
for staff, and training 
and career development 

opportunities. 

Due to increased levels 

of business, burials and 
cremations have been 

the sole priority.  This 
has resulted in zero 
capacity to react to other 

types of service 
requests, leading to 

dissatisfied customers.  
For Example, Memorial 
applications, grave 

transfers, family history 
are amongst the services 

that have severe delays  

In the first 12 months 

the number of funerals 
taking place has 

surpassed original 
expectations.  There are 
opportunities (eg 

through improved 
marketing of memorials, 

etc…) to maximize 
income that are not able 
to be exploited with 

current staffing levels.   

 

4.2 Supporting Strategies - N/A 
 

4.3 Changes to Existing Policies 
This report does not bring forward changes to existing policies. 
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4.4 Impact Assessments   
 

 This report does not require impact assessments as there are no changes to 
existing policies. 

 
5. Budgetary Framework 
 

5.1 The cost of the additional staffing resources are set out below. These are based 
on the highest increment point and it is likely that starting salaries will initially 

be lower. 
 

• 0.2 increase Bereavement Officer post   £6,023 pa 

 
• Additional FTE Bereavement Officer post  £30,700 pa 

 
5.2 The funding for these posts will be considered by Executive on 26 September 

2018. 

 
6. Risks 

 
6.1 In order to carry out the volume of cremations required last year there have 

been several occasions where staff have worked in shift patterns to extend the 
working day. This has meant redeploying staff from other duties; staff have 
given up “rest days” and cancelled leave to make sure the front line services 

are carried out.  In the long term this is unsustainable and staff may leave or 
become de-motivated. There is no resilience in the service leaving the authority 

in a vulnerable position. This report and its recommendations are the mitigation 
for this situation. 

 

6.2 There is currently no capacity for training (to operate the cremators) to take 
place. Obtaining the qualification is the grade boundary on the career graded 

posts. Staff who are enthusiastic about their career progression are being held 
back. This report and its recommendations are the mitigation for this situation. 

 

6.3 The volume of cremations that took place in 2017/18 may not be sustained.  
Whilst this report has concentrated on crematory resilience (because of the 

legal requirement for operators to be certificated) there are only 2 members of 
the team competent in relation to cemeteries work, training across the team is 
required to enhance resilience for the burial aspect of the service.  There are 

projects being planned for the future that will require additional resource to 
complete 

 
7. Alternative Option(s) considered 
 

7.1 To continue with the existing levels of staffing resource has been discounted as 
this is incompatible with the existing service offering and has therefore been 

discounted. 
 
7.2 Reducing the service offering to remove the need for additional members of 

staff has been discounted because the opportunities for additional income 
generation would be lost, customers would have less flexibility, waiting times 

would be increased and the service would be less competitive. 
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1. Summary 
 

1.1 In early 2019 the Covent Garden multi-storey and surface car parks are due to 
close as part of the relocation of the Councils Head Quarters. This will mean the 

loss of 468 parking spaces in the town centre for a period of approximately 18 
months. 

 

1.2 The Leamington Displacement Strategy Report considered by the Executive on 
the 25th July 2018 included recommendations to increase the resources within 

Neighbourhood Services to support various car parking activities. These 
additional resources are key to delivering a number of work streams included 
within the strategy, and to support the town centre throughout the 

displacement period. 
 

1.3 In the main these additional resources are fixed term posts required to cover 
the displacement period, with the exception of the Project Manager which is a 
permanent post. 

 
2. Recommendation 

 
2.1 That Members agree the following post to be added to the Council’s permanent 

staffing establishment with effect from October 2018 
 
 a, Project Manager 

 
2.2 That Members agree that the following fixed term posts are added to the 

Neighbourhood Services establishment from December 2018. 
 
 a, 2 x Ranger posts for a period of 12 months 

 b, 2 x Ranger posts for a period of 2 years 
 c, 2 x Business Support Officers for a period of 2 years 

 
All of the additional posts are full time posts.  

 

2. Reasons for the Recommendation 
 

2.1 The current temporary Car Park Project Manager Post comes to an end in 
October 2018. The project work in Leamington will need to be delivered for the 
next two years, with further projects across the district for the foreseeable 

future. 
 

2.2 These projects include the development of new surface car parks in 
Leamington, supporting the proposed development of the new Covent Garden 
multi-story car park, installation of new parking meters across the district, 

completing the Council’s Car Park Strategy, reviewing the Council’s approach to 
parking tariffs, replacement of Linen Street Multi-storey car park etc.  

 
2.3 Due to this extensive list of projects in the coming years there is a need to 

establish a permanent project management post, as this will help to develop 

capacity within the Service Area, and allow the post holder to develop their 
skills and knowledge. 
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2.4 The current Ranger Team is comprised of 12.5 FTEs, and provides a number of 
functions including parking enforcement, staffing St. Peter’s Multi-Storey Car 
Park, sign posting for customers, information gathering, reporting, and liaising 

with numerous partners and agencies. 
 

2.5 The current number of Rangers is only sufficient to enforce on the Council’s 
existing car parks, and carry out a limited range of duties. The proposed loss of 
the Covent Garden car parks frees up very little time, as the majority of spaces 

are mainly pay on foot, requiring minimum enforcement. 
 

2.6 Additional visits will need to take place on Court Street, Victoria Park, Princes 
Drive, and St Peters Multi Storey Car Park, to ensure areas are safe and parking 
machines are working properly. 

 
2.7 During the displacement period it is likely that there will be some confusion 

when the current Covent Garden Car Parks close, until car park users become 
accustomed to the interim parking arrangements. It is proposed to provide 
more resources on the ground to provide information to car park users and 

direct them to alternative car parks where necessary. 
 

2.8 Additional Ranger resources will enable better support at peak parking times 
during major events, and in the destination parks during the summer months 

 
2.9 Additional Rangers will be able to support the implementation of new parking 

machines, provide a presence and support to customers on how to use the card 

payment and/or pay by app facilities (this will reduce cash collections and could 
increase dwell times).  This could include support by email/phone contact, 

outside of normal office hours via the St Peters office that is staffed 7 days per 
week.  

 

2.10 An increased Ranger presence across all car parks will reduce any concerns 
about safety, especially the more peripheral car parks in the town.   

 
2.11 The Business Support team within Neighbourhood Services currently comprises 

of 6 Full Time Equivalents (FTE’s) (4 x Full Time and 2 x Part Time, and a Team 

Leader). One of the Part Time advisors is currently on Maternity Leave.  The 
recruitment process for cover for this maternity leave has already begun as it 

has been demonstrated that the team have struggled to cope with the 
additional workload spread through the remaining members. 

 

2.12 The team is multi-functional, and alongside the car parking duties the team 
liaises with the three main external contractors over enquiries, orders, 

complaints, and telephone calls. On average they receive around 450-500 
phone calls and 500 emails per week, and contribute to the receiving and 
processing of the Council’s switchboard calls. They act as the “front face” of 

Neighbourhood Services dealing with a large range of local environment issues.  
Any service request arising from a customer contact requires logging on the 

Council’s Civica APP database.  This creates an additional level of action for the 
Business Support Officers which differentiates the role from a traditional 
switchboard role of taking a call then being able to move straight on to the next 

call. 
 

2.13 The Leamington Car Parking Displacement Strategy will increase the workload 
of the Business Support team in the following way:- 
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 Proposed Closure of Covent Garden Car Parks 
There are currently approximately 151 parking permits within Covent Garden 
Car Park, which will need refunding and/or reissuing. Clearly with construction 

of new parking facilities at Covent Garden new permits will need to be issued 
with approximately the same resource required. There will be an increase in 

phone calls and e-mails as a result of the removal of the car parks and the 
subsequent displacement options. 

 

 St Peters Car Park 
One of the proposals within the Displacement Strategy is to convert St Peters 

Car Park into a Pay and Display car park, which could result in more Penalty 
Charge Notices (PCN’s) being issued, with a resultant increase in enquiries and 
appeals. Some users of this car park rely on the Automatic Number Plate 

Recognition (ANPR) system, therefore changing to a Pay and Display car park 
will increase the amount of car park permit work for the team 

 
 Proposed Additional Car Parks 

The proposal within the Displacement Strategy is to develop a number of new 

car parks in Leamington Spa, namely, Archery Road, Court Street, Princes Drive 
and Riverside House. All these will be patrolled and result in additional back 

office work as a result of subsequent enquiries, PCN’s infrastructure 
requirements etc. 

 
 Potential Changes to Staff Permits 

All staff/Member permits will need to change to reflect the removal of St. 

Peter’s Car Park and Chandos Street for day time parking. Further restrictions 
may be required during the displacement period when the impact of changes 

becomes clearer on people’s parking choices. 
 
 Other Implications 

There will be the following workloads that will result from the displacement 
strategy, namely:- 

 
• Additional phone calls – enquiries, complaints about permits etc. 
• Contribution and promotion of any external communications plan 

• Purchasing of additional tariff boards and payment machines 
• Processing of car park season tickets on potential new sites 

• Updating of web site 
• Updating back office software with cost codes, new permits etc. 
• Proposed additional Rangers will increase general workload. 

 
2.13 Additional resources will be essential within the team to provide resilience over 

the car park displacement period, but also the period when the Council moves 
to its new headquarters. 

 

4. Policy Framework 
 

4.1 Fit for the Future (FFF) 
 
“The Council’s FFF Strategy is designed to deliver the Vision for the District of 

making it a Great Place to Live, Work and Visit.  To that end amongst other 
things the FFF Strategy contains several Key projects.  This report shows the 

way forward for implementing a significant part of one of the Council’s Key 
projects.”  
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“The FFF Strategy has 3 strands – People, Services and Money and each has an 
external and internal element to it.  The table below illustrates the impact of 
this proposal if any in relation to the Council’s FFF Strategy.” 

 
 

 

FFF Strands 

People Services Money 

External 

Health, Homes, 
Communities 

Green, Clean, Safe Infrastructure, 
Enterprise, 
Employment 

Intended outcomes: 

Improved health for all 
Housing needs for all 
met 

Impressive cultural and 
sports activities  

Cohesive and active 
communities 

Intended outcomes: 

Area has well looked 
after public spaces  
All communities have 

access to decent open 
space 

Improved air quality 
Low levels of crime and 
ASB 

 

Intended outcomes: 

Dynamic and diverse 
local economy 
Vibrant town centres 

Improved performance/ 
productivity of local 

economy 
Increased employment 
and income levels 

Impacts of Proposal 

The additional car 

parking alternatives 
being provided will 
ensure that the 

community will still be 
able to access shops and 

a range of other facilities 
during the displacement 
period. 

New car parks will have 

additional lighting and 
CCTV to ensure they are 
safe to use. Increasing the 

number of Rangers will 
enable a greater staff 

presence across all 
Leamington car parks. 

The various strands of the 

displacement strategy will 
ensure that any impact on 
the town centre resulting 

from the closure of the 
Covent Garden car parks 

is mitigated as much as 
practically possible. 

Internal   

Effective Staff Maintain or Improve 

Services 

Firm Financial Footing 

over the Longer Term 

Intended outcomes: 

All staff are properly 
trained 

All staff have the 
appropriate tools 
All staff are engaged, 

empowered and 
supported 

The right people are in 
the right job with the 
right skills and right 

behaviours 

Intended outcomes: 

Focusing on our 
customers’ needs 

Continuously improve 
our processes 
Increase the digital 

provision of services 

Intended outcomes: 

Better return/use of our 
assets 

Full Cost accounting 
Continued cost 
management 

Maximise income 
earning opportunities 

Seek best value for 
money 

Impacts of Proposal   

These proposals will 

ensure there are 
sufficient staff resources 

to adequately support 
the various displacement 
strategy work streams. 

Car parking is an 

important front line 
service used by staff, 

residents, businesses 
and visitors. These 
proposals will result in 

Closure of the Covent 

Garden car parks will 
result in some lost 

revenue to the Council. 
By providing alternative 
car parking 
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both short and long term 
benefits to car park 
users. 

arrangements the aim 
will be to mitigate this 
loss of income as much 

as possible. 

 
 
 

4.2 Supporting Strategies 
 

4.2.1 The work proposed as part of this report will help to inform the developing Car 
Parking Strategy. 

 

5. Budgetary Framework 
 

5.1 The annual cost of making the current temporary Project Manager post 
 permanent is circa £50,400 per annum. The additional cost of £25,400 for 
 2018/19 is proposed to be funded from the Contingency Budget (current 

 unallocated balance £425,800). From 2019/20, this cost should be included 
 within the Medium Term Financial Strategy 

 
5.2 The temporary additional Ranger and Business Support resources required over 
 a period of two years will cost circa £238k. This is proposed to be funded from 

the 2017/18 surplus (as included within the Final Accounts Report, also on this 
agenda), as part of the consideration of the full allocation of that surplus within 

the August Budget Review Executive report. 
 
6. Risks 

 
6.1 It may prove difficult to recruit people in to the 12 month fixed term Ranger 

posts. 
 
6.2 The Council has made its best endeavours to mitigate parking disruption 

throughout the displacement period, however it cannot control the choices that 
car park users will make when the Covent Garden car parks close. The length of 

time and level of disruption is therefore difficult to ascertain, and may require 
the current plan to be reviewed and revised. 

 
7. Alternative Option(s) considered 
 

7.1 The Employment Committee could choose not to approve the recommendations 
in the report, in which case it would be necessary to review how the 

Leamington Displacement Strategy could be delivered within the current time 
scales, and with current resources. The inability to put in place the proposed 
mitigations to minimise car parking disruption, could have a significantly 

detrimental impact on Leamington Town Centre throughout the displacement 
period. 
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1. SUMMARY 
 
1.1 This report is an update on progress made on the People Strategy Action Plan, 

as discussed at the People Strategy Steering group (PSSG), and on various 2. 
 

2.      RECOMMENDATION 
 
2.1  To freeze the implementation of the present Car Loan Policy pending a review 

as set out in 3.1.   
 

2.2 To amend the Disciplinary/Grievance/Capability policies as set out in 3.2. 
 
2.3 To agree new guidelines for ‘WDC Recognised Volunteering Projects’ (Appendix 

1). 
 

2.4 To amend the Eye Test for Display Equipment (DSE) Users Policy at set out in 
3.4. 

 

2.5  That Employment Committee note this report and feedback any comments. 
 

3. REASONS FOR THE RECOMMENDATION 
 

Recommendation 2.1 
 
3.1 A summary of the existing WDC car loan scheme and existing review is as 

follows: 5 staff presently on scheme; loans can be taken for up to 5 years; 
current rate of interest is 4.5% - this has been the rate since 2010; car must be 

of equal value to the loan. Due to poor credit ratings, an employee may have 
been refused a loan from a bank, as there is no credit reference asked for with 
the application. Should an employee leave WDC having taken a car loan, 

recouping monies from the leaver and outstanding balance may be complex and 
create a disproportionately high administration burden.  

 
A review of 10 local authorities concluded that: 4 local authorities have 
comprehensive car loan schemes; 5 local authorities have no car loan schemes 

- they have discontinued schemes for various reasons; 1 local authority has an 
alternative scheme as a hire lease scheme managed by a third party.  

 
Therefore the proposal is to freeze the present WDC car loan scheme and not 
accept any further applications until the policy has been reviewed and made fit 

for purpose. 
 

 Recommendation 2.2 
 
3.2 An amendment to Disciplinary/Grievance/Capability Appeals Procedure is 

proposed as follows: 
  

‘If a situation occurs where the Chief Executive is called upon to act as the 
Hearing Manager in either a Disciplinary or a Grievance Hearing, then, should it 
come to an Appeal situation, an external body would be asked to carry out an 

appeal independent of WDC i.e. acting as the Next level of Manager or 
Manager’s Peer. A decision on their recommendation(s) would then be made by 

WDC’  
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The need for this amendment has arisen from an exceptional case where the 
Chief Executive is currently hearing a disciplinary/grievance and in anticipation 
of an appeal there is no one else that can hear it within the Council without 

changing the recently adopted policy of not involving Councillors.  
 

 Recommendation 2.3 
 
3.3 New guidelines are proposed to support the process for volunteering for WDC 

recognised projects (Appendix 1).  The need for this has arisen out queries 
arising and differing practices being deployed across the Council.  It is felt that 

clarity and consistency are needed.   
 

Recommendation 2.4 

 
3.4  As part of the benefits and proposed savings aligned to the new ‘Health 

Memberships Scheme’ staff can claim against the cost of an eye test and 
glasses. If they are not part of the scheme the existing policy applies. 
Amendment to policy: ‘Should staff not be a member of the WDC Health 

Membership Scheme, claims should be made to their Line manager supported by 
a receipt and payment of the contribution will be made into the employee’s 

salary.’ 
 

 Recommendation 2.5 
 
3.5 The purpose of the People Strategy is to support the Council’s Fit for the Future 

programme of work. Its aim is to ensure that the approaches to resourcing, 
learning and development, cultural change and organisational development are 

designed to deliver the workforce that the Council requires. The People Strategy 
Action Plan underpins the People Strategy and reports progress to SMT, CMT, 
People Strategy Steering Group and Employment Committee. 

 
4. POLICY FRAMEWORK 

 
4.1 Policy Framework  

Fit for the Future (FFF) 

The Council’s FFF Strategy is designed to deliver the Vision for the District of 

making it a Great Place to Live, Work and Visit.  To that end amongst other 
things the FFF Strategy contains several Key projects. The actions from the 
People Strategy are one of those key projects.  

The FFF Strategy has 3 strands – People, Services and Money and each has an 
external and internal element to it.  The table below illustrates the impact of 
this proposal if any in relation to the Council’s FFF Strategy. 

FFF Strands 

People Services Money 

External 

Health, Homes, 

Communities 

Green, Clean, Safe Infrastructure, 

Enterprise, 
Employment 

Intended outcomes: 
Improved health for all 

Intended outcomes: 
Area has well looked 

Intended outcomes: 
Dynamic and diverse 
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Housing needs for all 
met 
Impressive cultural and 

sports activities  
Cohesive and active 

communities 

after public spaces  
All communities have 
access to decent open 

space 
Improved air quality 

Low levels of crime and 
ASB 

local economy 
Vibrant town centres 
Improved performance/ 

productivity of local 
economy 

Increased employment 
and income levels 

Impacts of Proposal 

The proposal considers  

areas to support health 
and well-being together 

with engagement and 
communications  

 
 

 Link to our customers  

 and the recognition of  
 how we impact on our  

 communities through our  
 people.    

The proposal considers 

areas to support 
employment e.g. 

apprenticeships  

Internal 

Effective Staff Maintain or Improve 
Services 

Firm Financial Footing 
over the Longer Term 

Intended outcomes: 
All staff are properly 

trained 
All staff have the 

appropriate tools 
All staff are engaged, 
empowered and 

supported 
The right people are in 

the right job with the 
right skills and right 
behaviours 

Intended outcomes: 
Focusing on our 

customers’ needs 
Continuously improve 

our processes 
Increase the digital 
provision of services 

Intended outcomes: 
Better return/use of our 

assets 
Full Cost accounting 

Continued cost 
management 
Maximise income 

earning opportunities 
Seek best value for 

money 

Impacts of Proposal   

The themes from the 
strategy support training 

engagement and skills.  
Policies are updated to 
reflect ongoing 

legislation and the 
changes in the 

organisation. 
 

Constant improvement 
in our through digital 

provision. 
Monitoring of MI  
information to review 

data trends 

Value for money in how 
we attract procure 

training and deliver 
through different 
channels. 

 
 

4.2 Supporting Strategies 
 

Each strand of the FFF Strategy has several supporting strategies and the 
relevant ones for this proposal are explained here. 

 
4.2.1 People Strategy 
 

The People Strategy outlines the future needs of our workforce to enable us to 
attract, recruit and retain the right people; provide the development they need 

to allow them to grow and progress; manage potential and plan for the future. 
The way in which we lead and support our people is key to the successful 
delivery of quality services. 



Item 7 / Page 5 
 

 
5. BUDGETARY FRAMEWORK 
 

5.1 These measures have no direct funding implications.  However, should there be 
initiatives identified beyond the existing budgets then a case will be made for 

further funding to support. 
  

6. ALTERNATIVE OPTION(S) CONSIDERED 

 
6.1 None considered 

 
7. RISKS  
  

7.1 There is significant risk to the delivery of the Council’s FFF programme by not 
reviewing the areas highlighted in the People Strategy.  

 
8. BACKGROUND 
 

8.1 The People Strategy Steering Group comprises of Cllr Phillips, Cllr Mrs Bunker, 
Cllr Naimo and Cllr Falp and supported by the Chief Executive, Heads of Service 

from Culture, Neighbourhood Services, Housing, the HR Manager and HR 
Business Partners. 

 
8.2 The Steering Group meets quarterly prior to the Employment Committee and 

reviews successful work completion, plans in progress and areas to highlight for 

discussion.  
 

8.3 Areas of Success/Highlights within the agreed People Strategy themes for the 
last quarter are: 

 

8.3.1 Leadership and Organisational Development 

HR continues to support organisational redesigns across the Council  

 
8.3.2 Workforce Planning and Performance   

 

• Update of the priorities of the Workforce Steering Group:  
- Review of the success of the Workforce Steering Group 

- To continue to review our policies and guidelines 
- Occupational Health process update 
- Supporting Investors in People process 

- Workforce Planning brief at Managers Forum 
- Review of Reward & Recognition 

- Management Information 
 

• Analysis of the gender pay gap review is underway, as benchmarking data is 

unavailable until 2019 the report will form part of the pay statement in 
March 2019 and published as of March 31st. 

 
8.3.3 Equality & Diversity  
 

Working in partnership, Learning and Development, the Media Team and WCC 
Legal Services have rolled out 5 Social Media/Discrimination and the Law 

sessions to date with 61 staff attending and 150 booked at present to the year 
end. 17 Councillors attended the first session. 
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8.3.4 Learning & Development  

 

Training update in Quarter 1 this: 314 delegates taken part in 26 training 
events totalling 203 training days, these have included ‘Managing your cost 

centre’, ‘Coaching Skills’, ‘Managing Change’, ‘Political Awareness’, ‘Fraud 
Awareness’ and ‘Safeguarding’.   
 

8.3.5 Communications , Involvement and Engagement 

- Support for CMT, Councillors and the Development Team in the organisation 
and promotion of the HQ Relocation Public Meeting on 8-9 June. This 
involved the production of literature, information banners, press briefing and 

pre and post event communications. Support of the Events team for the 
Women’s Tour on 15 June. 

- The Designers produced a suite of literature and information graphics for the 
Art Gallery’s WWI exhibition. The exhibition has been given wider coverage 
due to a blog which has been created by our Website Manager. 

- As well as publicising the Green Spaces Teams incredible achievement of 
gaining three Green Flag Awards, the team produced a new video to 

showcase the district’s stunning parks for ‘Love Parks Week.’ 
- With just over four years to go until the Commonwealth Games comes to 

our district, the Media team assisted Cultural Services in the organisation 

and promotion of a special event at Victoria Park on 21 July with athletes 
who competed at the Gold Coast and medallists and representatives from 

Bowls England and WDC to start the countdown to the 2022 Bowls 
competition taking place in Royal Leamington Spa. 

- Following the implementation of the new GDPR regulations in May, all online 

forms on the WDC website now include GDPR privacy notices. A further 
development for our website is the addition of promotional ‘boxes’ on the 

homepage, giving greater visibility to our events and news items. 
- Increase of 275 followers on Social Media; WDC news page now has 322 

followers; over 40% of views for new vacancies come from Social Media. 
 

8.3.6 Employee Well-being, Reward and Recognition  

 
Following the launch of the health and well-being membership scheme for 

employees a total of 211 (43%) of the organisation have enrolled with positive 
feedback.  
 

We are working with BUPA to launch the Bupa Boost ‘app’ in September which 
will enable all staff enrolled in the Plan to undertake ‘wellness’ challenges as 

teams, individually or council wide.  These ‘wellness’ challenges include taking 
the stairs all week rather than the lift, emphasis on hydration or make time for 
yourself. The Boost ‘app’ allows users to make direct contact to the 24/7 Health 

Line and Employee Assistance Programme.  
 

We will also be sharing monthly messages about health and wellbeing via our 
intranet. 

 

The HOG group actions are being updated and will form part of the People 
Strategy Action plan moving forward 
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Appendix 1 

 

WDC RECOGNISED VOLUNTEERING PROJECTS GUIDELINES 

 

 

 

 

 

Employees wishing to volunteer for a WDC recognised project must first obtain the permission of 

their line manager. Those projects currently included within these guidelines are:  

 

• National Bowls Championships 

• Commonwealth Games (2022) and associated events 

• National Cycle Tours 

• WDC Elections* 

 

NB: This is not an exhaustive list.  Approval for a project not currently included here must be obtained 

from CMT via Head of Service in advance.  Managers should then ask HR to update these Guidelines 

held on the Intranet 

 

Reasonable time off either during normal working hours or time in lieu for the above activities will 

be considered by the line manager and must be approved in advance.  Any approval will take into 

account the business need and team requirements.  

 

Please note that this only applies when it is not part of the employee’s normal job.  All other 

volunteering carried out by employees should be undertaken in the employees own time.   

 

Employees may be required to undergo a medical check for some activities; this may be due to the 

risks involved. Some roles, for example those involving contact with children or vulnerable adults, 

may also require a certificate from the ‘Disclosure Barring Service’. 

 

*specific regulations and rates of pay applies to work done on Elections 

 

HR 

August 2018 
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