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                         INTRODUCTION AND USEFUL CONTACTS

INTRODUCTION 

Your terms and conditions of employment with the London Borough of Harrow are found in your statement of particulars, this employee handbook and in the London Borough of Harrow’s various policies and procedures.

Your employee handbook forms an appendix to your statement of particulars and you should keep the two documents together. Your employee handbook summarises some of the key policies relating to your employment. Some of the council’s procedures are reproduced in full in this handbook and others are summarised. This employee handbook contains contractual and non contractual documents.  For the avoidance of doubt, if there are any inconsistencies between your employee handbook and the procedures, the procedures take precedence.

If you need more detail or further information about the contents of this handbook or documents referred to in it, you should contact Human Resources and Development for further information.  All procedures are available on the intranet.

Following a change in procedure you will receive amendments or updates to this handbook.  Please ensure that your handbook is kept up to date.  Amendments will be sent to you if they concern changes to any of the following:



Sickness provision



Pension



Conduct procedure (Disciplinary)



Dignity at Work (Grievance)



Notice periods



Remuneration



Pay intervals



Holiday entitlement



Collective agreements

All other changes will be notified via newsletter and will be updated on the intranet.

Changes in personal details
If you change your name or your address, you are required to notify Shared Services in writing.

If you change your bank details you should contact payroll, at the Civic Centre, who will send you the appropriate form to complete to ensure that your salary is paid into the correct account.

If you wish to change the person you have nominated as your emergency contact you should let Shared Services know.

                                                USEFUL  CONTACTS

SHARED SERVICES (payroll, pensions and personnel administration)
Payroll enquiries 

for non-schools staff

020 8863 5611
Ext 7574
South Wing, 3rd Floor

for staff based in schools

020 8863 5611
Ext 2197 
South Wing, 3rd Floor

Pension enquiries


020 8863 5611
Ext 2961
South Wing, 3rd Floor 

Personnel administration

For non-schools employees
020 8863 5611
Ext 5409
South Wing, 3rd Floor

For employees based in schools
020 8863 5611
Ext 5408
South Wing, 3rd Floor

HUMAN RESOURCES AND DEVELOPMENT 
Human Resources



020 8863 5611
Ext 1110
South Wing, 3rd Floor 
General enquiries

Or direct dial Ext 2110

Learning and Development
020 8420 9669

South Wing, 3rd Floor
General enquiries


Or direct dial Ext 5669

All above staff are based at the Civic Centre.

HRD policies and procedures are available to view on the Intranet.  If you do not have access to the intranet please ask your Manager for a copy of the policy or procedure you require.

                                        OTHER USEFUL CONTACTS 

Occupational Health Service 
020 8424 1449

Middlesex Floor

Enquiries


Or direct dial Ext 2449
Civic Centre 
Health and Safety 
020 8424 1512
Ext 1512
West Wing, 3rd Floor
Enquiries

Or direct dial Ext 2512
Civic Centre,
Employee Assistance Programme  

FirstAssist – Enquiries
0800 716 017

Disabled  


Workers’ Goup

DAIS.DAIS@harrow.gov.uk
Harrow  

Brenda Goring
020 8416 8776 ext. 8776
Black Workers’ Group
Solakha Lal  
020 8424 1606 ext. 2606
Lesbian, Gay, Bisexual and

Transsexual Support Group
lgbt@harrow.gov.uk

GMB

020 8424 2069

UNISON

020 424 1795
info@harrow-unison.org.uk


                                                         SALARY INFORMATION

RATES OF PAY – HARROW PAY SPINE

Effective 1st April 2009

(based on Greater London Provincial Council Pay Spine)

	Spinal Column Point
	
	
	
	


	4
	
	
	£14,697
	 
	

	5
	
	
	£14,814
	 
	

	6
	
	
	£14,940
	 
	

	7
	
	
	£15,216
	 
	H1

	8
	
	
	£15,615
	 
	

	9
	
	
	£16,005
	 
	

	10
	
	 
	£16,290
	 
	

	11
	H2
	 
	£16,482
	 
	

	12
	
	 
	£16,794
	
	

	13
	
	 
	£17,196
	
	

	14
	
	
	£17,484
	 
	

	15
	
	
	£17,808
	 
	H3

	16
	
	
	£18,195
	 
	

	17
	
	
	£18,582
	 
	

	18
	
	 
	£18,915
	
	

	19
	H4
	 
	£19,563
	
	

	20
	
	 
	£20,205
	
	

	21
	
	 
	£20,877
	
	

	22
	
	
	£21,375
	 
	

	23
	
	
	£21,951
	 
	H5

	24
	
	
	£22,608
	 
	

	25
	
	
	£23,277
	 
	

	26
	
	 
	£23,970
	
	

	27
	H6
	 
	£24,711
	
	

	28
	
	 
	£25,455
	
	

	29
	
	
	£26,400
	 
	

	30
	
	
	£27,225
	 
	H7

	31
	
	
	£28,032
	 
	


	Spinal Column Point
	
	
	
	


	32
	
	 
	£28,800
	
	

	33
	H8
	 
	£29,601
	
	

	34
	
	 
	£30,390
	
	

	35
	
	
	£30,987
	 
	

	36
	
	
	£31,761
	 
	H9

	37
	
	
	£32,607
	 
	

	38
	
	
	£33,510
	 
	

	39
	
	 
	£34,542
	
	

	40
	
	 
	£35,418
	
	

	41
	H10
	 
	£36,306
	
	

	42
	
	 
	£37,179
	
	

	43
	
	 
	£38,070
	
	

	44
	
	
	£38,961
	 
	

	45
	
	
	£39,789
	 
	H11

	46
	
	
	£40,716
	 
	

	47
	
	
	£41,610
	 
	

	
	
	
	
	
	



RATES OF PAY - EDUCATIONAL PSYCHOLOGISTS


With effect from 1 September 2009

	Basic

Salary 
	Including 

£1,914  pa LW 

	 

 
Main Scale
Educational
Psychologists
 
 
 
 
	1
	£33,934
	£35,848

	
	2
	£35,656
	£37,570

	
	3
	£37,378
	£39,292

	
	4
	£39,100
	£41,014

	
	5
	£40,822
	£42,736

	
	6
	£42,544
	£44,458

	
	7
	£44,165
	£46,079

	
	8
	£45,786
	£47,700

	
	9*
	£47,305
	£49,219

	
	10*
	£48,825
	£50,739

	
	11*
	£50,243
	£52,157

	
	
	
	

	 
Senior 
Educational
Psychologists
 
 
	3
	£45,786
	£47,700

	
	4
	£47,305
	£49,219

	
	5
	£48,825
	£50,739

	
	6
	£50,243
	£52,157

	
	7*
	£50,825
	£52,739

	
	8*
	£51,912
	£53,826

	
	
	
	

	 
Principal
Educational
Psychologists
 
 
	10
	54,085
	£55,999

	
	11
	55,159
	£57,073

	
	12
	56,255
	£58,169

	
	13
	57,370
	£59,284

	
	14
	58,447
	£60,361

	
	15
	59,575
	£61,489


                      *SPA Points


RATES OF PAY – YOUTH WORKERS

National JNC Salaries – with effect from lst September 2009

	SUPPORT WORKER
RANGE
	
	Basic Salary
	Incl. £1,898 

pa LW

	
	
	
	

	Support 
	3
	£15,324
	£17,222

	Youth Worker 
	4
	£15,917
	£17,815

	in Training
	5
	£16,509
	£18,407

	
	6
	£17100,
	£1,898

	
	
	
	

	Support 
	11
	£20,591
	£22,489

	Youth Worker 
	12
	£21,525
	£23,423

	 
	13
	£22,489
	£24,387

	 
	14
	£23,485
	£25,383

	
	
	
	

	 
	14
	£23,485
	£25,383

	Senior Support 
	15
	£24,166
	£26,064

	Youth Worker 
	16
	£24,875
	£26,773

	 
	17
	£25,574
	£27,472


 PROFESSIONAL RANGE

	 
	11
	£20,591
	£22,489

	Youth Worker in Training
	12
	£21,525
	£23,423

	or
	13
	£22,489
	£24,387

	Project Worker
	14
	£23,485
	£25,383

	
	
	
	 

	 
	19
	£26,975
	£28,873

	 Youth Worker
	20
	£27,673
	£29,571

	
	21
	£28,461
	£30,359

	 
	22
	£29,352
	£31,250

	
	
	
	 

	Senior
	25
	£31,968
	£33,866

	Youth Worker
	26
	£32,847
	£34,745

	
	27
	£33,726
	£35,624

	 
	28
	£34,613
	£22,489


SESSIONAL YOUTH WORKERS


Workers employed on a sessional basis will receive payment pro rata, based 

on the appropriate salary scale listed above.

SALARY PROGRESSION 

Your letter of appointment will state your current salary and grade.  Progression through the grade is by annual increments payable on 1st April each year (for Educational Psychologists – 1 September each year) until you reach the maximum of your grade. 

For Youth Workers the exception to this is if you have transferred to your new post, following teaching service in a maintained school or further education establishment or service under the Soulbury Report.  In this case, if you formerly received your annual increment on 1st September, you will continue to receive an increment on your new scale on the 1st April each year, subject to six months service as a youth and community worker until you reach the maximum of your grade.

However, if you commence employment between 1st October and 31st March (1st March - 31st August for Educational Psychologists) you will not receive an increment until you have completed six month’s service.

If your post is career graded, incremental progression will be in accordance with the relevant career grade scheme.

The Council intends to revise the basis for progression and introduce contribution related progression criteria in the near future.  

OVERTIME AND ENHANCED PAYMENTS 

Applicable to all employees 

All employees will be paid at plain time, based on the GLPC rate, for hours worked up to 40 hours between Monday and Friday.

The hourly rate is calculated as follows:

                         Annual salary divided by 52.1429 divided by 36

Extra time of less than ½ hour on any day will not count as overtime.  Overtime will be aggregated for each calendar month and only complete half hours paid for.

Employees on spinal column points 1-28

(a)  Additional hours 

Employees who are required to work additional hours beyond 40 hours will receive pay as follows:


Monday – Saturday
Time-and-a-half NJC rate


Sundays and public and



extra statutory holidays
Double-time
NJC rate

· Week-end, public and statutory holiday working

Employees who are required to work on Saturday and/or Sunday as part of their normal working week are entitled to pay as follows:


Saturday
                      Time-and-a-half GLPC rate


Sundays and public and



extra statutory holidays
 Double-time
GLPC rate

· Night work

Employees who work at night as part of their normal working week are entitled to receive payment of time-and-one-third GLPC rate for all hours worked between 8.00 pm and 6.00 am.

· Time off in lieu

Employees required to work on a public or extra statutory holiday shall, at a later date as arranged with their manager, be allowed time off with pay equivalent to the number of hours actually worked.


Employees on spinal column points 29-47

(a)  Additional hours 

Employees are eligible to receive overtime payments for ‘planned overtime’ in excess of 40 hours, authorised in advance.  The following GLPC Planned overtime rates (applicable from 1st April 2007) are payable for additional hours worked on any day:-


H7/H8
           £19.18 per hour


H9/H10
£20.54 per hour 


H11
           £22.29 per hour



These rates are effective from 1st April 2009 and amended in line with the nationally agreed annual pay award.

 (b)
Week-end, public and statutory holiday working

Employees who are required to work on Saturday and/or Sunday as part of their normal working week are entitled to pay as follows:


Saturday


Time-and-a-half GLPC rate


Sunday


Double-time GLPC rate


Public and 


Double-time GLPC rate plus


statutory holidays

time off in lieu 

· Night work

Employees who work at night as part of their normal working week are entitled to receive pay of time-and-one-third GLPC rate for all hours worked between 8.00 pm and 6.00 am.

(d)
Time off in lieu

Employees required to work on a public or extra statutory holiday shall, at a later date as arranged with their manager, be allowed time off with pay equivalent to the number of hours actually worked.


OVERTIME & PREMIUM PAY FOR YOUTH WORKERS

Overtime is not normally payable.  A full time youth worker should not normally be expected to be on duty for more than 10 sessions per week (including Saturday and Sunday) or 35 hours, a session comprising a morning, an afternoon or an evening.  Not more than eight sessions per fortnight should be evening sessions.

PAY DATE


You are normally paid a twelfth of your contractual annual pay on the 25th of each month, which constitutes pay from the first to the last day of the month.  Where this date falls on a Saturday or Sunday or a Monday public holiday, you will be paid on the preceding Friday.  Payment is by credit transfer to a bank or building society operating within the Bankers Automated Credit System.

JOB EVALUATION

The job evaluation procedure will normally be initiated by a manager following an organisational review or the creation of a new post.  However, you can request a job evaluation, which, if agreed, will be carried out by Human Resources and Development.  Your post will be assessed on the basis of a job description and questionnaire.  You will be told the grade of your job following evaluation and you can appeal..


                                                                 WORKING HOURS

HOURS OF WORK & WORKING TIME REGULATIONS

Your hours of work are set out in your appointment letter (and other related documents).  

Working time regulations are in place to ensure that employees are not required to work excessive hours.  The regulations limit the average weekly hours anyone can be required to work to 48 hours (averaged over a 17 week period).  

Nightworkers are limited to an average of 8 hours work in 24 hours and must have regular health checks.  Unless alternative arrangements are made all workers should have 11 hours break from work in every 24 hours and 24 hours break from every 7 days.  There are other special requirements for under 18 year olds.  

There is flexibility with the regulations to allow workers and employers to jointly arrange working times to suit their situations.  

You should: 

Check if there are special working time arrangements applying to your job

Plan your week to avoid undue stress

Record your working time in the way approved for your unit

Check your average working hours

Take your rest breaks

Take your annual leave

Tell your manager if you do more than one job – if you currently have two jobs that together add up to more than 48 hours per week (averaged over 17 weeks) you should talk to your manager without delay to ensure that you are not breaching the working time regulations
Raise any concerns with your manager and/or your Unison steward.
Annual Leave

The Working Time Directive stipulates that from 1st April 2009 it is a legal requirement that every employee takes a minimum of 28 days annual leave including Bank Holidays (normally but not always 8 per year). 

Employees will not be permitted to carry over, bank or apply to sell annual leave until they have taken 28 days leave including Bank Holidays.

If you have concerns

If you have any concerns about your individual or collective working time arrangements you should contact your manager, Human Resources and Development or your trade union steward.

BANK HOLIDAYS   

If the bank holiday coincides with a rest day, you will receive a day off in lieu.

If you are scheduled to work on a bank holiday you will receive enhancements to your pay and time off in lieu.


                                         EMPLOYMENT CONDITIONS

CONTINUOUS SERVICE

You are required to confirm that the dates of continuous service, set out in your statement of particulars, are correct within 8 weeks of taking up your job with the council.  If you do not do so, the Council will take the dates recorded as being correct and agreed by you.

Continuous service affects your entitlement to a range of benefits and statutory entitlements, including annual leave, the Occupational Sickness Scheme and the Occupational Maternity Scheme, and redundancy.  You may have more than one different date for continuous service.

1. If this is your first job in local government or if you have had a break in service of more than 1 week (Sunday – Saturday inclusive), the date you commenced employment with the Council is the date your continuous service date started and is used for all purposes.

If you previously worked for another council or organisation covered by the modification order and have less than a full week break in service, you should bring this to the attention of Human Resources and Development.

2.
If worked for Harrow immediately before commencing this job and you have ceased that employment, and you had no break in service, your original date of commencement with the Council will count for all purposes.  

3.
If you worked for another council (or any other body covered by the Redundancy Payments (Continuity of Employment in Local Government, etc) (Modification) Order 1999 (the Modification Order) immediately before commencing this job and you ceased that employment, service from that authority will count in the calculation of entitlement to annual leave, the Occupational Sickness Scheme and the Occupational Maternity Scheme and redundancy payments.

4.
If you currently have another job with this or any local authority and you do not intend to give up that job, then length of service in your other current job will count as continuous service towards the calculation of entitlement to annual leave, the Occupational Sickness Scheme and the Occupational Maternity Scheme and redundancy.

 
However, the earliest continuous service date may only be used once for the purpose of calculating redundancy payments.

5.
If you are voluntarily returning to work in local government employment, without a break, and your employment with your last employer was as a result of a TUPE transfer, previous continuous local government service will be recognised for the purpose of calculation of entitlements to annual leave, occupational maternity leave/pay and occupational sick pay, provided your return to local government service is within five years of the original transfer.

However, the above does not affect your entitlement to redundancy pay or your entitlement to a written notice period, which are calculated on the basis of service in current employment. 

This agreement applies to all employees who have returned to local government service since 1st April 1997, however, the calculation of the resulting benefits, such as additional leave, will only take effect from lst April 2002.

NOTICE PERIODS

1.
The contractual length of notice you are required to give if you wish to terminate your employment with the Council is dependent upon your grade as follows:


Contractual Notice


Up to H7 (or equivalent)
4 weeks notice


H8 – H9 (or equivalent)
8 weeks notice


H10 and above (or equivalent)
12 weeks notice


Youth Workers
2 months

2.
If the Council terminates your employment you will be entitled to the contractual notice quoted above or the statutory notice applicable under employment legislation, whichever is the greater:


Statutory Notice

	After more than 1 month, but less

than 2 years’ continuous Local Government service


	....
	1 week’s notice

	2 years or more, but less than 

12 years’ continuous Local Government service


	....
	1 week’s notice for each year of continuous service



	More than 12 years’ continuous Local Government service
	....
	12 weeks (maximum


However, during your probationary period the period of notice that the Council is required to give is four weeks irrespective of your grade.

PROBATIONARY PERIOD

All new appointees to Harrow are subject to a probationary period.  The initial 26 weeks* of your appointment is a probationary period during which you are required to establish your suitability for the job.  Should you fail to satisfy the Council as to your suitability, your employment with the London Borough of Harrow may be terminated.  

During your probationary period the period of notice that the Council is required to give is four weeks irrespective of your grade.

*Some employees eg newly qualified Youth Workers and certain employees working within the Safeguarding and Family Support division of Children’s Services will be subject to a 12 month probationary period, as specified in their offer of employment. 

DIGNITY AT WORK PROCEDURE

The Council expects employees to maintain good relationships with colleagues and members of the public, is committed to the belief that every employee has the right to be treated fairly and with dignity and respect at work and to work without fear of discrimination, bullying or harassment.

The Council encourages anyone who considers that they have been the subject of any unfair or unjustified treatment to bring this to the notice of management.

The Dignity at Work Procedure ensures that employee complaints are responded to in a fair and consistent manner and resolved as soon as possible.  

Where an employee has raised a complaint with their Manager, which cannot be resolved through day-to-day management, the formal procedure will be implemented.

The employee submits a written complaint which will be considered formally by the Manager at a meeting.  If appropriate the Manager will arrange for an investigation into the complaint.  The Manager will then consider whether the complaint warrants any action and convey their response to the complaint at a the formal meeting and in writing.

The employee who raised the complaint may be accompanied by their trade union representative or work colleague at formal meetings and will have the right to appeal against the Manager’s decision in response to their complaint.

This procedure is non contractual and has been produced in the form of a toolkit and Best Practice Notes.

CONDUCT PROCEDURE

The aim of the Conduct Procedure is to help and encourage all employees to achieve and maintain acceptable standards of conduct.

The Conduct procedure is used to ensure that Managers promptly address concerns relating to conduct and take all reasonable steps to assist employees to reach and maintain the required standards of conduct/behaviour and identifies actions which may be taken to address concerns.  

Where, following an investigation, it appears an employee’s conduct may warrant disciplinary action a Conduct Meeting will take place.  This could result in a first or final warning being issued or where the misconduct is cumulative or one of gross misconduct, the employee’s contract of employment may be terminated.

Employees may be accompanied by their trade union representative or work colleague at formal meetings and have the right to appeal against any decision to take disciplinary action. 

This procedure is non contractual and has been produced in the form of a toolkit and Best Practice Notes.

CAPABILITY PROCEDURE

The Council believes that its success is dependent upon the performance of its employees and is committed to making the best use of their potential by improving and maintaining their development and capability.  

The Capability Procedure has been developed to enable Managers to work with employees to promptly address capability concerns and take all reasonable steps to encourage, support and enable employees to improve and maintain their performance and sickness absence record.

If the capability issue relates to your performance at work, your manager support and advise you towards improving this.  If following a guidance meeting and the development of an action plan your performance does not improve a Capability Meeting will take place and a first or final warning may be issued.  If your performance does not improve, further Capability Meetings may take place which could ultimately result in your employment being terminated.  

If the capability issue relates to persistent short or continuing long term sickness absence which does not improve following a Guidance Meeting, a Capability Meeting will take place and as a result you may be issued with a first or final warning.  If your sickness absence level does not improve, further Capability Meetings may take place which could ultimately result in your employment being terminated.  

The procedure states that you must notify your Manager (or nominated person) as early as possible on (or if possible before) the first day of your absence from work due to sickness or ensure that someone else does this for you as soon as possible. 

You must keep in touch with your Manager during your absence, providing information on your condition.  You should make contact daily until there is a clear indication of the duration of your sickness absence eg receipt of a Statement of Fitness for Work and/or a date for return to work.

On your return to work you must submit a Self-Certification form to cover your absence due to sickness from the first day.  Your Manager will arrange to meet with you to conduct a Return to Work Interview.

You must submit a Statement of Fitness for Work for all periods of absence of longer than one week.

Your Manager will monitor your sickness absence record and if you hit one of the triggers for absence (see below) meet with you to review your absence record. 

Triggers for Absence

· 3 separate occasions, irrespective of the length of each absence, within a 3 month period, or

· 5 separate occasions, or for a total of 12 days, in any 12 month period, or

· a pattern or manner that causes concern; e.g. repeatedly absent on either side 

· of a weekend/or attending for work then frequently going home due to sickness.

You may be referred to the Occupational Health Service for them to provide advice on how to assist you to attend work regularly or if returning from longer absence.  

You may be accompanied at any formal meetings in connection with capability and there is a right of appeal against warnings or dismissal.

The Capability procedure is non contractual and has been produced in the form of a toolkit and Best Practice Notes.

CODE OF CONDUCT

The council’s code of conduct for employees is attached at Appendix 1.  A new national draft Code of Conduct for all council employees has been issued for consultation purposes and will be introduced in the future.  Further information about this will be issued to all employees when the new code is introduced.

DECLARATION OF CRIMINAL CONVICTIONS 

During the recruitment process, all applicants for employment with the London Borough of Harrow are required to disclose details of criminal convictions, cautions, bindovers or reprimands and any pending prosecutions.  

In addition, if your post is one of those subject to certain provisions in the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 1986, you will have been required to disclose details of any criminal convictions, cautions, bindovers or reprimands which in other circumstances would be considered “spent”.  Your appointment will have been made subject to a satisfactory disclosure check obtained from the Criminal Records Bureau.

All employees of the London Borough of Harrow are required to inform their manager immediately if, at any point during their employment with London Borough of Harrow, they receive a criminal conviction, caution, bindover or reprimand or are charged with an offence, irrespective of the post they hold.

If it subsequently comes to light that an employee has failed to disclose convictions, etc at the appointment stage, or during the course of their employment at Harrow, their employment may be subject to disciplinary action including dismissal.  

RIGHT TO WORK IN THE UK

Prior to commencing your employment with Harrow Council, your documents will have been checked to ensure that you have the right to work in the UK.  It is your responsibility to ensure that you maintain this right and inform your Manager if there are any changes to your circumstances which could affect your status.

You may be asked, at any time, to provide relevant documentation to verify your right to work in the UK.

If, for any reason, you lose the right to work in the UK your employment with the Council will cease.
Further details are available from Human Resources and Development. 

POLITICALLY RESTRICTED POSTS

Certain designated posts and others by virtue of the duties performed are politically restricted in accordance with the Local Government and Housing Act 1989, Local Government Officers (Political Restrictions) Regulations 1990 and The Local Government and Housing Act 1989 (LGHA 1989) as amended by ss.202-202 The Local Government and Public Involvement in Health Act 2007 and s.30 The Local Democracy, Economic Development and Construction Act 2009, which means that certain officers are not permitted to take part in a number of political activities including standing for political office and canvassing.

For a more detailed summary of the legislation, please see the Council’s Code of Conduct, 9.3 Political Restrictions, at the back of this Handbook.

You will have been informed if your post is subject to political restrictions in the Statement of Particulars which accompanies your offer of employment.

The political restrictions are deemed to be incorporated into the contracts of employment and breach of the restrictions is a breach of contract.

A complete list of politically restricted posts is available in Committee Services.  

EXCESS TRAVEL COSTS

In accordance with your terms and conditions of employment, the Council reserves the right to change your place of work.  You may be required to work at any location within the London Borough of Harrow.  The Council does not pay excess travel costs incurred in this situation. 

SICKNESS ABSENCE 

Notification of sickness absence

You must notify your Manager (or nominated person) as early as possible on (or if possible before) the first day of your absence from work due to sickness or ensure that someone else does this for you as soon as possible. 

You must notify your Manager daily of your continued sickness absence until there is a clear indication of the duration of sickness absence eg receipt of a Statement of Fitness for Work.

Your absences will be monitored in accordance with the Council’s Capability Procedure which is available on the intranet.

UNAUTHORISED ABSENCE 

If you are absent from work you are required to inform your Manager of the reason for your absence and provide any supporting documentation if requested.  If you fail to do so within a reasonable time or if your Manager considers the reason for your absence is not acceptable then your absence will be considered unauthorised. 

Unauthorised absence is unpaid and disciplinary action may be taken against you.
CONFIDENTIALITY 

During the time you are working for Harrow Council, as part of your normal duties, you may have access to confidential information that can identify a client, an employee or service user.  In addition, you may have access to confidential information in relation to council business e.g financial, planning proposals, etc.  This confidential information should not be revealed to any person except in the proper course of your duties.

Confidential information also includes all information which has been specifically designated as confidential by the council and information which relates to the commercial and financial activities of the council, the unauthorised disclosure of which would embarrass, harm or prejudice the council. 

Information relating to past, current or prospective clients, employees and service users is confidential and should not be discussed or disclosed outside of the work environment, and must be held and processed in accordance with relevant council policies and the Data Protection Act 1998.

All records, documents other papers considered to be confidential, together with any copies or extracts thereof, made or acquired by you in the course of your employment  shall be the property of the council and must be returned to the council on termination of your contract.

You should not, unless authorised by the council or required by your duties under your employment contract, use for your own benefit or gain or divulge to any persons, firm, company or other organisation whatsoever any confidential information belonging to the council or related to its affairs or dealings, which may come to your knowledge during your employment.  Even where confidential information enters the public domain via another source, you should refuse to confirm the information if requested to by persons outside the authority and raise the issue with your manager.

You will be guilty of a breach of trust and potentially subject to disciplinary action including dismissal, if personal information relating to clients, service users and third parties is revealed to any person except in the proper course of your duties.

Under Data Protection Act and Freedom of Information Act, members of the public have rights to access certain information.  If a request is received the statutory requirements of these acts must be complied with, however, if you are unsure about the status of any information or whether you should respond to a request for it, seek advice from your line manager or a data protection officer.

DISCLOSURE OF INFORMATION - WHISTLEBLOWING PROCEDURE

The Council is committed to the highest possible standards of conduct, openness, honesty and accountability and takes seriously any issues of malpractice or wrongdoing.  

All workers are expected to alert the Council if they have genuine concerns about any matter, which could undermine the trust and confidence of the public in the Council or its employees.

This policy and procedure is intended to encourage and enable workers to raise serious concerns within the Council and to feel supported when doing so.

This policy and procedure applies to all Council employees, permanent and temporary, agency workers, contractors and their staff and Elected Members.  It also covers suppliers and those providing services under a contract with the Council in their own premises, for example, care homes.  The term “worker” within this document is used to describe any of the above.

The Council’s Whistle-blowing Policy & Procedure sets out in detail how to raise serious concerns and the actions that the Council will take to investigate the situation.  

The procedure offers protection provided disclosures are made in good faith to other officers within the Council or other named persons within the procedure.

This policy does not form part of an employee’s contract of employment.

EMPLOYMENT OF RELATIVES/PARTNERS/FRIENDS

This policy provides guidance for employees working with relatives, partners or close friends and sets out procedures to ensure there can be no grounds for suspicion that employment decisions could in any way be influenced by improper motives.

There should not be a line management relationship between relatives, partners or close friends, except in exceptional circumstances.  If a line management relationship does exist specific rules are set down concerning authorisation and documentation processes.  Where a relationship develops in the working environment, an assessment must be made of the possible implications and consideration given to any action which may need to be taken.

For further information please see full policy and/or seek advice from your manager/Human Resources and Development.

EMPLOYEE RECORDS AND DATA PROTECTION

Your records are held in accordance with the Data Protection Act 1998.

You should be aware that the council will collect, retain and process personal information about you on your personal file, in the recruitment system and in payroll and pensions systems.  Information relating to you will be used for workforce monitoring purposes but no reports will be produced in which you could be identified personally.  

The council regularly produces a detailed workforce profile analysing ethnic origin, gender and disability by pay bands.  The council also uses this information to monitor council employment policies and procedures and, in addition, produces ad hoc reports and responses to survey requests from other organisations.

You will not be personally identifiable in these statistics as classification will be by group e.g by ethnic origin, gender, whether you have a disability, age, etc.

In addition, data is taken from a number of council systems for other specific purposes (see section Auditing and national fraud initiative below).

You also have the right of ‘subject access’, under this act, which means you have a right to find out what information is held about you on computer and paper records in relevant filing systems.

If you wish to view or receive a copy of the personal data held on you, you should do so in writing to Human Resources and Development.  You will be charged up to £10 for photocopying costs.

From time to time you will be asked to confirm that the personal information held on you by the council is correct. 

If you have any concerns regarding your personal information held by the council please contact Human Resources and Development.

AUDITING AND NATIONAL FRAUD INITIATIVE

The council participates in the National Fraud Initiative (NFI) which is led by the Audit Commission.  The NFI exercise principally helps ensure that fraud is prevented and detected and any subsequent overpayments identifed are dealt with appropriately.  The NFI has run every two years since 1998 and is firmly established as the United Kingdom’s premier public sector fraud detection exercise.  The exercise has identified in excess of £300 million of fraud and error overpayments since its inception.   

It uses advanced data matching techniques to tackle a broad range of fraud risks faced by the public sector such as council tenants with a council property in each of two authorities or a public sector employee on long-term sickness leave from one organisation while working for another.  Matches are provided as referrals to participating bodies in a user friendly application to allow prioritisation of matches and dissemination to investigators without compromising data privacy requirements.    

Data is taken from a number of the council's systems such as payroll, pensions, housing benefit, housing rents, student awards, creditors and insurance claims and in more recent years disabled blue badges, concessionary travel, private care homes, council tax and electoral roll and submitted into the exercise.   

The use of data for NFI purposes continues to be controlled to ensure compliance with data protection and human rights legislation.  The Audit Commission has published a Code of Data Matching Practice following consultation with the Information Commissioner and other stakeholders.  The Code, which contains a foreword from the Information Commissioner, has been distributed to all participating bodies and can be accessed on the NFI web page (www.audit-commission.gov.uk/nfi).

SMOKING POLICY

Smoke free legislation in force from 1 July 2007 makes it an offence to smoke in enclosed public premises including the workplace and in work vehicles.  It is therefore an offence for anyone to smoke within any Council premises.  

The council is also encouraging people not to smoke outside access points to any council owned building nor to allow smoke to enter through windows where staff are working.

Employees are allowed to take up to four smoking breaks per day but are required to make up the time spent away from their work.

It is the Council’s responsibility to enforce the regulations through Environmental Health.  Employees who fail to comply with could receive a fine (by Environmental Health) and/or be subject to disciplinary action (by their manager).  

Advice on where to go to get help in giving up smoking can be provided by Occupational Health.  

RECOVERY OF OVERPAYMENTS

The Council will recover overpayments of salary and expenses incurred by employees in carrying out their employment.
It is the employee’s responsibility to report receipt of an overpayment as soon as possible to their line manager and to the Service Manager – Payroll, Shared Services, to prevent the error continuing and to make arrangements for repayment.


                                                                      BENEFITS

PENSIONS

You will automatically be admitted to the Local Government Pension Scheme upon appointment and will start making contributions to the scheme, unless you positively elect to opt out.  Further information on the Scheme will be sent to you under separate cover.

There is a contracting out certificate in operation in respect of your employment.  This means that your pension employment contributions only contribute towards your occupational pension and do not top up any pension you will get from the state pension scheme. 

If you are a former employee in receipt of an augmented pension from the London Borough of Harrow, you should be aware that your augmented pension will be stopped for the duration of your re-employment.

Further details regarding the scheme are available from the pensions section 0208 424 1186.

SICKNESS PAYMENTS 

Harrow operates a sickness payments scheme for all employees, which runs alongside the Statutory Sick Pay Scheme.

If you are absent from work due to illness you will receive an allowance as follows:-


During 1st year of service

1 month's full pay and (after completing 4 







months’ service) 2 months’ half pay.


During 2nd year of service

2 months' full pay and 2 months' half pay.


During 3rd year of service

4 months' full pay and 4 months' half pay.


During 4th and 5th years

5 months' full pay and 5 months' half pay.


After 5 years' service

6 months' full pay and 6 months' half pay.

If you are in receipt of Statutory Sick Pay, Sickness or Invalidity Benefit, these allowances will be deducted from the Occupational Sick Payments made to you by the London Borough of Harrow.

In accordance with Harrow’s Capability Procedure, your employment may be terminated for consistently failing to attend work due to sickness.  The decision to dismiss may be made before your entitlement to sick pay expires and on dismissal your entitlement to sick pay would cease.

COUNCIL'S INSURANCE COVER FOR EMPLOYEES

If you suffer loss or damage, including personal injury, through the council's negligence, you can claim against the council for damages.  The council's main insurance covering this is the Employer's Liability Insurance.

The council is also insured to cover any injury from assault in the course of your duties.  The council covers claims arising from 3rd parties, e.g. clients, relating to loss or damage caused by negligence of employees, including goods held on trust on behalf of clients.

INTEREST FREE SEASON TICKET LOAN SCHEME

The council offers financial assistance for the purchase of annual season tickets, subject to certain conditions.  The season ticket loan can be used to purchase an annual bus, tube or train ticket for travel between home and work.  The interest free loan is repaid by deduction from your pay over twelve months.

CAR ALLOWANCES

If your post carries either an Essential or Casual user car allowance you will be entitled to an allowance at the rate set out below (as amended from time to time):

	Cubic capacity of car

	Essential Users
	451 - 999cc
	1000 - 1199cc
	1200 cc and above

	Lump sum per annum
	£846
	£963
	£1,239

	    per mile first 8,500
	36.9p
	40.9p
	50.5p

	    per mile after 8,500
	13.7p
	14.4p
	16.4p

	Casual Users
	451 - 999cc
	1000 - 1199cc
	1200 cc and above

	    per mile first 8,500
	46.9p
	52.3p
	65.0p

	    per mile after 8,500
	13.7p
	14.4p
	16.4p


These rates are effective from 1st April 2010.

An employee’s eligibility to receive an Essential User Car Allowance will be reviewed on an annual basis using the agreed criteria.  Where the requirement of the job no longer meets the criteria, the Essential User Allowance will be withdrawn.   

If you are using your own car for council business, it is your responsibility to ensure that the car used is appropriately insured for business travel – including cover in respect of transporting clients, colleagues, equipment, etc where applicable.

CYCLE ALLOWANCE

If your post carries an Essential User car allowance it may be possible for you to travel by bicycle or motorcycle rather than car, depending upon the nature of your duties. If you would prefer not to travel by car, you should discuss the alternatives with your Manager.  The allowances payable for using alternative transport are set out below:

Pushbike
  £50.00
per quarter


Autocycle/Moped
  £93.75
per quarter


Motorbike/Scooter
£128.60
per quarter

INTEREST FREE CAR LOANS (ESSENTIAL USERS ONLY)

If your post is graded H10 or above and carries an essential user car allowance you can apply for an interest free loan to purchase a vehicle to carry out your official duties.  The following conditions will apply:

(i)
39 hour week

(ii)
loss of one day from your annual leave entitlement.

The loan is subject to terms and conditions of the council’s scheme.

ASSISTED CAR PURCHASE

If your post carries an essential user car allowance you can apply for financial assistance in the form of a loan from the council, in order to purchase a vehicle to carry out your official duties.

The loan is subject to terms and conditions of the council’s scheme. 

ASSISTED CAR PURCHASE SCHEME FOR EMPLOYEES WITH DISABILITIES

If you have a disability, which affects your mobility, you may be eligible to participate in this scheme.

A loan may be granted to cover the purchase price of a new or second hand car plus the cost of any adaptations necessary.  This is subject to certain conditions, including manager’s confirmation that provision of a loan to purchase a car would improve your ability to get to work and/or do your job.

Interest is charged on the loan on the same basis as the assisted car purchase scheme for employees with essential user car allowances.

ANNUAL LEAVE

You receive a set amount of annual leave depending upon your length of continuous local government service.

If you commence or cease employment with Harrow, part way through a leave year (1 April - 31 March) you will be entitled to annual leave proportionate to your service during the leave year.

Arrangements for when annual leave is to be taken must be mutually agreed with your line manager.

Full Time employees

You will receive an annual leave entitlement for a complete leave year of 23 days (30 days for youth workers).

After five years continuous local government service you will receive 28 days per year.   (35 days for youth workers).

The entitlement as expressed applies to five day working patterns.  For alternative working patterns an equivalent leave entitlement should be calculated.

Part time employees

Your annual leave entitlement will be calculated in hours proportionate to the number of hours you work per week.

Term Time only employees

The calculation of your salary includes an allowance for annual leave and public holidays so that you receive paid leave proportional to a full-time employee.

You are not entitled to take annual leave during term-time.

EXTENDED CARRY OVER LEAVE SCHEME

The Council offers employees the facility to carry over up to 10 days (two weeks) annual leave not taken during one leave year to be used in another or “banked” to be taken later.  

However, under the Working Time Regulations, from 1st April 2009 employees must take a minimum of 28 days leave per year (including Bank Holidays – normally but not always 8 per year).  

This means that you will not be able to carry over any annual leave from one year to the next until you have taken the minimum number of day’s leave required in accordance with the Working Time Regulations.  

These entitlements are based on a full time employee working over 5 days.  

Entitlement will be given in hours on a pro rata basis for part time workers.

ADDITIONAL ANNUAL LEAVE LINKED TO LONG SERVICE

This scheme awards additional annual leave in recognition of long service with the Council as follows:-

	Service with Harrow
	Additional Annual Leave
	Cumulative Total

	More than 10 years and up to 15 years
	plus 1 day
	

	More than 15 years and up to 20 years
	plus 1 day
	plus 2 days

	More than 20 years and up to 25 years
	plus 1 day
	plus 3 days

	More than 25 years and up to 30 years
	plus 1 day
	plus 4 days

	More than 30 years and up to 35 years
	plus 1 day
	plus 5 days

	More than 35 years
	plus 1 day
	plus 6 days


BREAKS IN SERVICE

For the purposes of this paragraph, all service at Harrow Council will be counted as continuous if the sole reasons for the breaks in service were for the care of a dependant and you did not work elsewhere during the breaks.

MATERNITY LEAVE AND PAY

Harrow's maternity scheme operates alongside the Statutory Maternity Pay Scheme.  

All pregnant women regardless of length of service are entitled to paid time off for ante-natal care and a minimum of 52 weeks maternity leave commencing no earlier than 11 weeks before the week the baby is due.

Levels of maternity pay are dependent upon earnings and length of continuous local government service.

ADOPTION LEAVE AND PAY

Harrow's adoption scheme is based on the principles of the maternity scheme.  You are eligible for adoption leave provided you meet the criteria as laid down in the scheme.

PARENTAL LEAVE

Parents of children under the age of 5 have the right to take time off work to look after a child (parental leave) until the child is 5 years old.

Both parents can qualify for up to 13 weeks’ unpaid parental leave, per child, provided they have one year’s continuous employment with the London Borough of Harrow. 

Up to 4 weeks parental leave may be taken each year, in blocks of a week.  Employees are required to give notice and agree the timing of their parental leave with their manager.

There are slightly different arrangements for adopted children and children with disabilities.

More detailed information on parental leave is available from Human Resources and Development.

OTHER LEAVE

The council has the discretion to grant additional leave, in exceptional circumstances, if the employee has no other way of covering their absence.  The leave may be paid or unpaid, depending upon the circumstances.

School employees should refer to the school policy.

 MATERNITY SUPPORT LEAVE / PATERNITY LEAVE

Harrow Council grants up to one week’s paid leave (Maternity Support Leave), to the child’s father or the partner or nominated carer of an expectant mother at or around the time of the birth. A nominated carer is the person nominated by the mother to assist in the care of the child and to provide care to the mother around the time of the birth.

Those employees who meet the statutory criteria will be entitled to a second consecutive week’s leave (Ordinary Paternity Leave), paid at the statutory rate.  

The legislation also allows for the partners of those taking maternity leave or adoption leave to share the maternity or adoption leave and pay if the mother does not take all of their entitlement and they fulfil the relevant criteria to qualify for Additional Paternity Leave and/or Pay. 

FLEXIBLE WORKING 

From April 2009, the statutory right to request flexible working became available to parents and those with parental responsibility for children up to the age of 16, parents of disabled children up to the age of 18 and employees who are carers of adults in need of care.

Harrow Council has extended access to this right to all employees, to open up the opportunity to strike a better balance between working and personal responsibilities. 

Employees with 26 weeks continuous service with Harrow can request to vary their contracts so that they can work more flexibly (ie less hours, different hours or from a different location).

Such requests will be given serious consideration and only refused where there is a sound business reason.    

Requests made under the legislation will be considered ahead of other requests and the needs of the service will prevail for all requests.

Further details available from HRD Advice Line.

OCCUPATIONAL HEALTH SERVICE

A completely independent and confidential Occupational Health Service is available to all council employees.

The OHS provides pre-employment health assessments, advice on health at work, follow up after work-related illness or injury, support and advice to First Aiders.  The OHS also aims to identify health needs in the workplace, offering advice and information on a variety of topics on display boards, in leaflets and in the staff vacancies bulletin.

Employees may approach the Occupational Health Service direct for confidential advice on personal or work related issues eg drug or alcohol misuse, or they may be referred to Occupational Health by their manager.   Contact OHS by telephoning 0208 424 1449 or 0208 863 5611 ext 3592/5, preferably in the morning.  

 EMPLOYEE ASSISTANCE PROGRAMME


The council provides an independent advice, information and counselling referral programme, which includes free telephone round-the-clock, confidential access to practical advice and emotional support from fully qualified professionals.  This service is available to employees and their spouse/partner and dependent children.  

EXPENSES

If you are required to attend training courses or seminars, work away from your normal workplace or outside your normal hours of work you can claim for reasonable travelling and subsistence expenses. 

For travelling expenses you should use 2nd class rail travel or travel by car where this is cheaper than public transport.

You will need to ensure that a minimum of expense is incurred and provide receipts for expenditure incurred.

EX-GRATIA PAYMENTS

If you suffer loss or damage to your property whilst engaged on council duties, you may be eligible to receive an ex-gratia payment of up to £250 subject to agreement by your director.

CHILDCARE VOUCHERS

The Council’s Childcare Vouchers scheme is a salary sacrifice scheme which enables employees to take advantage of tax and national insurance benefits by using vouchers to pay for childcare.

The scheme is operated on behalf of the Council by Leapfrog and further information and conditions relating to the scheme can be obtained from them on 0800 783 
7624 or visit http://www.cvsvouchers.com/
STANMORE PARK CHILDRENS’ CENTRE

Stanmore Park Children’s Centre offers subsidised nursery places for the children of council employees, aged from one year. The centre also operates a holiday playscheme for children aged up to eight years.  For further information including charges please contact the manager on 0208 954 2015.

HARROW FAMILIES INFORMATION SERVICE

Harrow’s Families Information Service provides up-to-date details of all childcare provision in Harrow including day nurseries, pre-schools, holiday schemes and up-to-date lists of childminders who have current vacancies.  The service also provides information on groups and organisations relevant to childcare via the national website bulletin board. 

If you are in need of help or guidance regarding childcare or you have information on a group you can contact the service on 020 8841 8416 between 8.30 and 4.00 pm,  Monday to Friday.  (24 hour answer phone at all other times) Information is also available on the national website    MACROBUTTON HtmlResAnchor www.childcarelink.gov.uk
 which can be accessed free of charge at Harrow branch libraries. Printed lists of childcare providers (with the exception of childminders) can also be obtained from branch libraries.

JOB SHARE 

Job sharing is where two or more employees share the duties and responsibilities of one full-time post.  In most cases, general conditions of service applicable to full-time employees will apply to job sharers jointly.  All posts should be eligible for job sharing subject to assessment of suitability.  All requests will be given reasonable consideration.

FLEXITIME SCHEME

If flexitime is part of your conditions of employment you may work your contractual hours on a flexible basis, subject to management agreement.   Flexileave must be agreed in advance with your manager subject to the needs of the service.

Full details of the scheme are available on the Council’s Intranet.

CAREER BREAK AND RETURNERS’ SCHEME

The council operates two schemes to encourage employees to continue their employment with the council.  

The career break scheme allows employees to have a break of up to two years for specified reasons and to return to work without incurring a break in service.  Applications for this scheme require director approval.

The returners’ scheme allows employees who have terminated their employment at Harrow for specified reasons to retain links after their employment ceases and offers assistance in enabling them to return to work at Harrow.  The scheme does not guarantee re-employment and participation is subject to approval at director level, which must be obtained before leaving the council.

PAYROLL GIVING

The council, together with the Charities Trust, operates a scheme which enables employees to donate money to charity direct from their monthly salary payment and gain tax benefits.  Further details are available from the payroll manager.

HOSPITAL SAVING ASSOCIATION (HSA)

The Hospital Saving Association offers a range of health care benefits to employees of the London Borough of Harrow, at advantageous rates.  If you wish to subscribe to the scheme, deductions can be made direct from your pay.   

LEARNING AND DEVELOPMENT


The council is committed to achieving Investors in People standards across the council. The Council operates Individual Performance Appraisal & Development (IPAD) Scheme for all employees. The IPAD meeting is a two way process and it is an opportunity for you and your manager to discuss your performance and also your development needs.  The development opportunities are linked to current role, are subject to priority and budget. 
All staff are encouraged to learn and develop on a continuous basis. Development opportunities are about improving individual, team and organisational performance. 

Learning & Development  needs  will be met using a blend of methods  - with a clear focus on 'on the job', shadowing, guided reading, workshops, qualifications,  group learning, cross borough projects  etc.  Other development opportunities are also available through our partnership with our local College providers

Learning & Development opportunities are listed on the council’s intranet including Leadership and Management development programme.

REDUNDANCY POLICY AND PROCEDURES

The Council’s Protocol for Managing Organisational Change gives information on procedures and policies relating to redundancy. 

Volunteers for redundancy and early voluntary retirement will be considered prior to compulsory redundancies being applied.

Selection of employees for redundancy will be in accordance with the criteria set out in the Protocol for Managing Organisational Change.
REDUNDANCY PAYMENTS:

You will receive payments in accordance with the schemes in operation at the time (if any), either under the council’s redundancy scheme, or the pension scheme according to the relevant criteria.
REDEPLOYMENT

Redeployment is generally considered for three main reasons:

(a)
Avoidance of redundancy

(b)
Capability

(c)
Medical reasons

In these cases, alternative employment will be sought and suitable vacancies brought to your attention (usually during your notice period).  You will be interviewed ahead of other candidates and any training needs you have, in relation to the job, would be taken into account.  In an avoidance of redundancy or medical redeployment situation you would also have the right to a four week trial period in the new job.

VOLUNTARY REDUCTION IN HOURS

The aim of this scheme is to avoid compulsory redundancies where possible by enabling employees to volunteer to reduce their contractual working hours and receive a lump sum compensation award.  Full details of the scheme are contained within the Protocol for Managing Organisational Change.

RETENTION OF DISABLED EMPLOYEES

The council is committed to retaining employees who become disabled wherever possible.

RETIREMENT 

The Council does not operate a compulsory retirement age.

FLEXIBLE RETIREMENT  REGULATION 18

From age 55 you can apply to receive immediate payment of your LGPS pension benefits whilst continuing to work . This is subject to a reduction in hours or grade and employer consent.  

EARLY RETIREMENT – REGULATION 30

From age 55 you can request that your LGPS pension benefits are paid on leaving the Council’s employment . This is subject to employer consent.  

You can obtain the Council’s policy on Regulations 18 and 30 from the following links on the intranet (Employment with the Council – Employees Pension). Alternatively, please contact the pensions section on 0208 424 1186.

PROCEDURE FOR DEALING WITH DRUG/ALCOHOL MISUSE

This procedure emphasises the risks associated with alcohol and drugs; and offers support to employees (including referral for counselling or treatment).

You can seek help through your GP or one of the specialist agencies.  You are also encouraged to seek help through the Occupational Health Service (OHS).

If your manager considers that you are exhibiting symptoms of possible alcohol/drug misuse, he/she will interview you regarding the effects on your job performance.  You may be represented by a trade union or work colleague.  As a result of the meeting, the following action may be taken:

(i)
Referral to OHS

(ii)
A review period may be set during which your performance and conduct must improve, if alcohol/drug misuse is not established.

Progress meetings will be held to monitor and review the situation. 

POLICY ON AIDS/HIV

If you contract AIDS or become HIV positive you will be encouraged to continue to perform your duties, wherever possible.

You would be entitled to paid time off to attend hospital or clinical appointments and have access to counselling and support services provided by the council's Occupational Health Service.

You would not be required to disclose your HIV status but if you do so this information will not be passed on to anyone else without your explicit permission.

INTERNET POLICY

This policy provides guidance to employees on use of Harrow’s internet and e-mail facilities for work purposes and personal use. 

Employees’ usage of the internet and e-mail will be monitored.  Misuse or unreasonable use of internet services, or other conduct in breach of the policy or guidelines, may constitute misconduct or gross misconduct and will be dealt with under the council’s disciplinary procedure.  

All employees granted Internet access will be issued with the policy and requested to sign that they have read it.

PERSONAL USE OF COUNCIL FACILITIES (INCLUDNG TELEPHONES AND INTERNET SERVICES)

The property of the council may only be used for work purposes and not for personal benefit.  This means that you should not use council equipment e.g. photocopiers, fax machines for purposes other than those related to your job with the council. 

However, the council recognises that it is reasonable to allow employees limited use of office telephones and internet services for personal matters.  If you do wish to use the office telephone or intranet for personal use, you should complete the form at the back of this booklet authorising a deduction of £15 per year in return for which you will be allowed to use these facilities on a limited basis. 

If you do not wish to make use of this arrangement and need to make a telephone call in an emergency, or if you only occasionally need to make calls you must keep a record of the calls and pay for them.  Certain establishments may have their own procedure for paying for telephone calls and you should follow these, wherever possible.

You must not use office telephones or the internet for any matters concerned with any private business interests.

Please complete the form and send it to your line manager if you wish to participate in this scheme.

School employees should refer to their school’s policy on personal telephone and internet usage.


      CONSULTATION/NEGOTIATION ARRANGEMENTS

TRADE UNION MEMBERSHIP

The Council believes in the principle of solving employee relations problems by discussion and agreement.  The Council recognises a number of trade unions and supports the system of collective bargaining.  It is sensible for you to be in membership of an appropriate trade union and you are encouraged to do so.

CORPORATE JOINT COMMITTEE 

The Corporate Joint Committee (CJC) is the main forum for negotiation and consultation between management and the Trade Unions on corporate matters.  The CJC meets on a quarterly basis with more regular interim meetings to progress items.

The CJC is concerned with all conditions of service implications which affect all employees of the council.  These include policies and procedures such as the grievance procedure, the disciplinary procedure, equal opportunities policy.  The CJC also discusses issues arising from proposals to change working practices and procedures, training and development.

The current membership of the CJC comprises Officers of the Council, representatives from Unison, GMB and the teachers’ trade unions (HTCC).

In addition the Chief Executive, Departmental directors, Trade Union Regional Officers

are invited to attend on an ad hoc basis:

Issues unresolved at the CJC are referred to the Employees Consultative Forum.

CONDITIONS OF EMPLOYMENT

Your pay and conditions of employment will be in accordance with National agreements as negotiated by the National Joint Council (Soulbury Committee for educational psychologists and JNC for youth workers).  However, some conditions are negotiated or determined locally.

The council is currently working towards full implementation of agreements as laid down in the “Green Book” National Agreement on Pay and Conditions of Service.  However, existing terms and conditions will continue to apply until such time as negotiations have taken place with the trade unions and the national agreements are fully implemented.

From time to time, following consultation with the appropriate trade union, the council may introduce policies or procedures which have not been agreed with the trade unions.

The council undertakes to ensure that any changes will be notified to you individually or will be entered in the above document or otherwise recorded for you to refer to in the Human Resources and Development office within one month of the change (as required by law).

Examples of terms and conditions which will be notified to you are set out below:


Sickness payments


Maternity leave


Dignity at Work (Grievance procedure)


Conduct Procedure (Disciplinary procedure)


Hours and leave


Salary and grading provisions

 EMPLOYEES CONSULTATIVE FORUM

The Employees Consultative Forum (ECF) considers matters raised by management or trade unions and makes recommendations to the relevant Portfolio Holder or Cabinet on such matters.

At the ECF council members can consult trade union representatives on council strategies and policies, organisational change and other issues of mutual concern

and, if appropriate, make recommendations to the Cabinet on such issues.

The ECF provides a forum for discussion on matters of mutual interest and endeavours to secure the promotion and co-operation between the council and employees in instigating, developing and recommending the carrying out of measures for the health and safety at work of employees.

In addition, the ECF will provide for regular consultation between the council and its employees in order to promote equal opportunities in employment and to review progress in implementing the council’s equal opportunities policy.

The membership of the ECF comprises Councillors and representatives from Unison, GMB and the teachers’ trade unions (HTCC),

The committee meets four times per year.  Recommendations of the forum are reached by a majority vote among elected members.  Recommendations must go to the relevant portfolio holder or Cabinet who are the last stage in the local procedures and in the normal course of events will be implemented immediately (subject to the call-in period).


                                                   HEALTH AND SAFETY

COUNCIL'S HEALTH AND SAFETY POLICY

The policy outlines your general responsibilities in terms of health and safety at work and those of the council as your employer and you should, therefore, read it carefully   (See Appendix 2).

Your departmental and premises health and safety policy & code of practice, which relates to your specific place of work will be issued to you when you commence employment.

FIRST AID

Council premises are equipped with facilities to enable first aid to be given to employees who become ill or injured whilst at work.

At premises where there are qualified first aiders, their locations and how they can be contacted will be clearly displayed on noticeboards.

ACCIDENT REPORTING

If an accident occurs whilst you are carrying out your duties you should ensure that it is reported immediately and an accident / incident report form completed.

You should report any accident or near miss whether or not an injury has been sustained.  Sometimes an injury may not be immediately apparent but may cause pain at a later time.

An accident / incident report form can be obtained from your manager and must be completed as soon as possible.  If you are injured and unable to complete the form immediately you should ask someone to complete it on your behalf.  If you work away from the Civic Centre you must also fill in the accident book.

INCIDENTS OF PHYSICAL OR VERBAL ABUSE

If, during the course of your duties you encounter physical or verbal abuse, threatening behaviour or intentional damage to your personal property - you should report it immediately to your line manager and complete an accident / incident report form.

The form constitutes part of the council’s policy / procedure covering “Reporting of Accidents/Incidents and Dangerous Occurrences”.  Such reports are regularly monitored and working practices reviewed to enable preventive measures to be put in place to ensure your safety and that of colleagues working in similar situations. 

FIRE DRILLS

Fire drills and fire alarm tests are held regularly in all council premises.

You should ensure that you are familiar with the evacuation procedure, which should be displayed on noticeboards at your place of work.

When the fire alarm sounds you should move quickly but calmly from the building via the designated escape route to your assembly point away from the building.

In buildings where there are lifts, these should not be used and employees with disabilities who are unable to use the stairs should make their way to the designated place of refuge where they will be assisted to leave the building.

BOMB DRILLS

Bomb drills are held regularly in all council premises.

You should ensure that you are familiar with the evacuation procedure, which should be displayed on noticeboards at your place of work.

When the fire alarm sounds you should move quickly but calmly from the building via the designated escape route to your assembly point away from the building.

If you are in any doubt about the fire/bomb procedure you should ask your manager.

PERSONAL INJURY ALLOWANCE SCHEME

This scheme provides for an allowance to be paid to employees who become incapacitated for work as a result of an injury sustained or disease contracted during the performance of their duties.

DISPLAY SCREEN EQUIPMENT

If you are a designated user you are entitled to an eyesight test under the Health & Safety (Display Screen Equipment) Regulations 1992.

If you think you may need an eye test you should approach your manager who will tell you whether or not you are a designated user and will assess your work station to see if there are any practical problems which could be causing eyesight difficulties e.g. flickering images, glare on the screen, screen position.

RISK ASSESSMENTS

The council has duties under health and safety regulations and others, to carry out risk assessments and to control risks to the health, safety and welfare of its staff and others arising out of its activities.  Managers have delegated responsibilities to ensure that risk assessments are completed; to ensure that actions to control risks are prioritised and implemented appropriately to prevent and mitigate adverse effects.  The duty to do assessments is specifically (but not exclusively) in relation to:

Risks related to workplaces

Risks to health from hazardous substances

Risks from handling, lifting and moving

Risks arising from the use of display screen equipment

Risks related to the provision of work equipment

Risks arising from fire

Risks associated with construction including working at height and work with asbestos

Risks related to working alone

Risks related to off-site working

Risks related to stress

                                             EQUALITY AND DIVERSITY

EQUAL OPPORTUNITIES AND DIVERSITY

The London Borough of Harrow is committed to achieving equality of opportunity both as a large employer of people and as a provider of services.

The council believes in the need to eliminate unlawful discrimination and to promote equality of opportunity in all that it does.  It recognises the rich diversity of Harrow’s population as a strength and aims to treat all people with dignity and respect whilst recognising the value of each individual and the positive contribution they make to Harrow’s diverse community and workforce.

Harrow Council aims to ensure that all groups and individuals within the community and the workforce are given the full opportunity to benefit from the services and employment opportunities they provide.  No service user or potential service user, employee or potential employee will be unlawfully discriminated against because of age, being a gay man, lesbian or transsexual, colour, disability, race, ethnic or national origin, gender marital status, political or religious beliefs, or trade union activities.

This is not an exhaustive list and the council recognises that there are other groups who may face discrimination.  

As an employee you have a duty to support the council’s policy and to promote equal opportunities within your own area of responsibility.  The council will not tolerate behaviour that is contrary to the spirit of the equal opportunities policy e.g. less favourable treatment or offensive jokes, or display of material of a racist/sexist/homophobic nature.

A breach of the policy by employees will be treated as a disciplinary offence.

As part of our commitment we monitor the diversity of our workforce and encourage all employees to disclose relevant information, in confidence, to enable us to do so.  All information provided will be processed in accordance with the request of the Data Protection Act.

Harassment

The council expects employees to maintain good relationships with colleagues and members of the public, is committed to the belief that every employee has the right to be treated fairly and with dignity and respect at work and to work without fear of discrimination, buying or harassment.

The council will not tolerate any form of harassment and the Dignity at Work procedure concentrates on trying to resolve the harassment issue within the workplace initially, particularly where the belief is that the harassment was not intentional.  However, the Conduct Procedure will be invoked and summary dismissal will follow where the harassment is considered to amount to gross misconduct.  

EMPLOYEE SUPPORT GROUPS

The council grants those employees who wish to attend meetings of the above groups, time off with pay to attend (by agreement with their line manager).
Harrow Council Black Workers’ Group

The aim of this group is to support employees and give black workers the opportunity to discuss issues of interest and concern in connection with their employment.  The group provides a facility to feed back the views of black employees to the council.

Disability, Advice and Information Service: 

This support group for employees with disabilities was established in 1993.  The group meets quarterly and regularly invites speakers to address the meetings on a variety of issues relevant to disabled people.

Lesbian, Gay and Bisexual Support Group: 

Harrow Council is currently in the initial stages of developing this group. The support group is for lesbian, gay and bisexual employees. If you are interested in participating in this group or would like further information, please email lgb@harrow.gov.uk.
Staff Carers Forum: 

Harrow Carers Forum was established to offer advice and support to carers. This group, however, are not currently meeting. 

                                                                   APPENDICIES

 APPENDIX 1  -  CODE  OF CONDUCT 

CODE OF CONDUCT FOR COUNCIL EMPLOYEES

Summary of the Code of Conduct

The Code is intended to provide guidance on standards of conduct.

The Code covers:

1.
Introduction

2.
General Standards

3.
Financial and Non-Financial Interests including:


acceptance of hospitality and gifts


outside work and private interests


contracts sponsorship


interests with applicants for employment

4.
Relationships with colleagues, managers, councillors, contractors, the press and the public.

5.
Health and Safety

6.
Equal Opportunities

7.
Confidentiality to protect the Council’s interests and client’s interests.

8.
Care of money and property

9.
Political neutrality and political restrictions

10.
Responsibilities of all Corporate Directors and Directors

Contents

1.
Introduction

1.1.
Purpose of the Code

1.2.
Status of the Code

1.3.
Application of the Code

2.
General Standards

2.1.
Official Conduct

2.2.
Political Neutrality

2.3.
Duty to report failure in service standards.

3.
Financial and Non-Financial Interests.

3.1.
Duty to declare certain contractual interests.

3.2.
Corruption

3.3.
Additional ‘Outside’ employment

3.4.
Hospitality

3.5.
Gifts

3.6.
Sponsorship



3.7.
Compliance with Standing Orders and Financial Regulations

3.8.
Recruitment and Selection of Staff

3.9.
Employment Decisions

3.10.
Other Financial Interests.

3.11.
Non-Financial Interests

3.12.
Personal Interests.

4.
Relationships

4.1.
General

4.2.
With Colleagues

4.3.
With Managers

4.4.
With Councillors

4.5.
With Contractors

4.6.
With the Media

4.7.
With Service Users and the Public

5.
Health and Safety

6.
Equal Opportunities

7.
Confidentiality

8.
Working with the Council’s Money and Property

8.1.
Care of Council’s Money and Property

8.2.
Ownership of Intellectual Property

8.3.
Care of Client’s Money and Property

9.
Political Neutrality and Political Restrictions

9.1.
Advice to Members

9.2.
Political Neutrality

9.3.
Political Restrictions

10.
Responsibilities of all Corporate Directors and Directors

1.
INTRODUCTION

1.1.
Purpose of the Code

To provide guidance for all employees of the Council on the standards expected of them in the performance of their duties.

To bring together existing laws, regulations and conditions of service to provide a comprehensive collection of the requirements of which employees should be aware.

1.2.
Status of the Code 

The Code is based on a Code approved by the Local Authority Associations, the Local Government Management Board and other professional bodies including the Trade Unions.

In most circumstances conduct in breach of this Code will also be in breach of the Disciplinary Code.

1.3.
Application of the Code

The Code applies to all Harrow’s employees with the exception of teachers.  Inevitably it will affect certain senior officers more than others but all employees should be aware of the contents of the Code and its importance.  All activities carried out under a contract of employment with the Council or on behalf of the Council are subject to the Code. This includes activities carried out on behalf of the Council involving other organisations or local authority controlled or influenced companies.

2.
GENERAL STANDARDS
2.1.
Official Conduct

Employees will maintain conduct of the highest standard such that public confidence in their integrity is sustained. 

Local Government employees are expected to give the highest standard of service to the public. The contract of employment is with the Council as a whole and all employees must perform their work impartially to members of the public, other employees and Councillors of all political parties.

2.2.
Political Neutrality

All the individual rights of Councillors must be respected, and services, support and advice must be made equally available to all political groups. Minority political groups are entitled to the same level of advice and support as the controlling group on the Council. (See also paragraph 9.2).

Certain local government employees may be contractually required not to undertake certain "political activities" (see Para 9.3), but in addition all employees whether restricted or not must follow the lawfully expressed policy of the Council and must not let their own political or personal opinions or beliefs interfere in any way with their work.

2.3.
Duty to Report failure in Service Standards

Employees must bring to the attention of the Director any impropriety, breach of procedure or failure of the manner in which services are being provided, without fear of recrimination.

3. 
FINANCIAL AND NON-FINANCIAL INTERESTS

3.1. 
Duty to Declare Certain Contractual Interests

3.1.1.
A failure by an employee to declare an interest in a contract which the Council is considering entering into or has entered into may be a prosecutable offence. Section 117 of the Local Government Act 1972 provides that if an employee knows that a contract in which (s)he has an interest is before the local authority (s)he must give notice of that interest to the authority.  Notice shall be given to the Chief Executive and the particulars of the interest shall be entered into a register. The register is open to inspection by Councillors.

3.1.2
Employees who have an interest in a company or other organisation with which it is likely or possible that the Council will enter into a contract in the future are advised that they must give prior notice of the interest in the company. Separate later notice of each contract entered into is also required, under the provisions of the Act.

3.1.3.
It is particularly important that if an employee is considering becoming involved or has become involved with an organisation to provide services to the Council, that that interest is disclosed at an early stage and certainly before any decisions have been taken over the tendering and selection procedures. No further part can be taken by an employee who has such an interest in the formulation of an internal bid for the provision of services under Compulsory Competitive Tendering, Voluntary Competitive Tendering, or other similar procedures.

3.2 
Corruption

There are certain statutory provisions which back up the general requirement on all employees that all benefits which result from the performance of duties on behalf of the Council may only come officially by proper remuneration.

(i)
Section 117 (2) of the Local Government Act 1972 forbids an employee to accept "any fee or reward whatsoever” other than proper remuneration.

(ii)
All employees, and other associated persons acting on behalf of the Council, are prohibited from offering, promising, giving or accepting any bribe either within the Council or from or to a third party organisation, in accordance with sections 1 and 2 of the Bribery Act 2010.  Such bribes may relate to the improper performance of duties to gain advantage for the Council or personal advantage, financial or otherwise, for the individual, or anyone connected with the individual. 
3.3. 
Additional "Outside" Employment

3.3.1
Employees on Scale H7 or above are required by their contract of employment to seek prior written approval before accepting any work outside the Council. Approval must be sought from the Director. Failure to obtain consent is a breach of the terms of the contract of employment. 

Even where approval is given it will be on the basis that it will not be to the detriment of the work for the Council and will not in any way be in conflict with the interests of the Council.

If there is any possibility of conflict with the interests of the Council, employees below Scale H7 are required to seek approval from the Director. Employees must ensure that the additional work will not affect their work for the Council.

Approval for private work must be sought and obtained on a 3 yearly basis regardless of whether or not there has been any change in circumstances. If an employee’s position with the Council or the nature or scope of the private work changes in any way, approval must be sought from the Director in order to continue to pursue the private work.

The Harrow Scheme for Pay and Conditions of Service Vol.1 3.11 states: “Employees off duty hours are their own concern, but their private interests must not interfere with their performance in their job. Employees must not put themselves in a position where their private interests conflict with their job and the interests of the Council. The Council will not prevent employees from undertaking additional work unless such work, in the Council’s opinion, conflicts with or is detrimental to the Council’s interests or would in any way weaken public confidence in the conduct of the Council’s business.”

Section 3.11 of the Harrow Scheme for Pay and Conditions of Service Vol.1 provides that “2.1. Any Officer graded above H6 must seek approval from his/her Director in writing if he/she wishes to undertake private work. This applies whether or not there may be a conflict of interests.”

3.3.2.
No office facilities or information owned or held by the Council may be used for the purposes of "outside" use or employment. It is irrelevant whether or not the work is paid. Prior authority should be obtained for all situations where facilities or information are intended to be used. Employees should also take care not to infringe any copyrights or intellectual property rights held by the Council. Guidance should always be sought where there is any doubt as to what is permitted e.g. supplying information to local authority associations, professional groups.

3.3.3.
Corporate Directors will maintain registers of all approval given.

3.4. 
Hospitality

3.4.1.
Hospitality should not be accepted unless the employee is representing the Council in the community or where there is a genuine need to impart information. In these situations the hospitality accepted must be commensurate with the occasion and no more than is reasonable. Offers to attend social, sporting, arts, cultural or other events should only be accepted when these are part of the life of the community or where the Council should be represented.

Where it is necessary to decline an offer of hospitality this should be done courteously but firmly and the person or organisation informed of the procedures and standards operating within the Council.

3.4.2.
Great care must be taken when considering whether to accept an offer of hospitality from a person or body in a contractual relationship with the Council. This is particularly so where such a relationship is being sought or a contract is being considered for renewal. Authorisation to accept any such hospitality should be sought from the appropriate Director. When receiving authorised hospitality employees should be sensitive to the timing of decisions for letting contracts for which the provider is bidding.

3.4.3.
Acceptance by employees of hospitality whilst in attendance at relevant conferences and courses is acceptable where the hospitality is corporate rather than personal, and where the Director has given consent in advance after being satisfied that any purchasing decisions are not compromised. Where visits to inspect equipment etc., are required, employees should ensure that the Council meets the cost of such visits to avoid jeopardising the integrity of subsequent purchasing decisions. A record of hospitality received must be maintained in the departmental register.

3.5. 
Gifts

3.5.1.
It is very important that an employee does not put him or herself in a position of being suspected of dishonesty. The difference between accepting a bribe (a criminal offence) and accepting a "thank you" present for work done in a continuing relationship is very slight. To accept any reward means running a risk of a serious accusation being made. The motives of those offering rewards must always be suspected. The acceptance of a gift from those who are vulnerable and in receipt of services equally runs the risk of a serious accusation being made.

The basic rule is that employees are paid for carrying out their jobs well and that no further reward should be given or accepted.

3.5.2.
It could arise that an employee is provided for in the will of a former service recipient. It is, of course, quite improper for such a gift to be solicited in any way. If an employee becomes aware at any time that he or she is provided for in the will of any person in receipt of services from the Council then the Director should be informed immediately. If a bequest is received then the member of staff should discuss with the Director whether it is appropriate for the bequest to be retained. This is not considered to be a matter on which more specific advice can be given and if such an occasion ever arises it will have to be considered at the time. What is considered to be important, in order to protect an employee from accusations of improper conduct, is that the issue is dealt with openly and with the Director being kept fully informed.

3.5.3.
Unsolicited gifts are sometimes received, particularly over the Christmas holiday period. All significant gifts should be returned or passed immediately to the Director. Insignificant gifts, such as pens, calendars or diaries may be retained. If the employee is in any doubt the Director should be consulted. If the Director decides that a significant gift can be retained to be shared amongst staff or passed to a charity a record of the gift and the donor should be kept. Consideration should be given to informing the donor of the method chosen for the distribution of the gift. Where the Director feels that it is inappropriate for the gift to be retained, it must be returned to the donor.

3.5.4
Particular care must be taken when considering whether to accept gifts from contractors who are or will be seeking to obtain contracts from the Authority.

3.6. 
Sponsorship

3.6.1.
Where an outside organisation wishes to sponsor a local government activity, whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning acceptance of gifts or hospitality apply. Particular care must again be taken when dealing with contractors or potential contractors. Offers of sponsorship must be brought to the attention of the Director.

3.6.2.
Where the Council wishes to sponsor an event or service neither an employee nor any partner, spouse or relative must benefit from such sponsorship in a direct way without there being full disclosure to the Director of any such interest. Similarly, where the Council through sponsorship, grant aid, financial or other means, gives support in the community, employees should ensure that impartial advice is given and that there is no conflict of interest involved.

3.6.3.
Corporate Directors will maintain a register of interests.

3.7.
Compliance with Standing Orders and Financial Regulations

Standing Orders 44 to 52 of the Council regulate the content of contracts and the procedure for entering into contracts on behalf of the Council. The Financial Regulations and Financial Standards of the Authority again provide detailed guidance as to what is expected of all employees. Both Standing Orders and Financial Regulations are set out in full in the Standing Order booklet, which is available in all Departments. Financial Standards are also available in all Departments and from the Chief Internal Auditor.

All employees are expected to be aware of the content of these documents insofar as they relate to the job being undertaken. It is the responsibility of Corporate Directors to ensure that appropriate training is given and that employees are aware of the applicability of Contract Standing Orders, Financial Regulations and Financial Standards.

3.8.
Recruitment and Selection of Employees

3.8.1.
Employees involved in appointments should ensure that these are made on the basis of merit. In order to avoid any possible appearance of bias, employees should not be involved in an appointment where they are related to an applicant, or have a personal relationship outside work with him or her.

The Council's Recruitment, Selection and Appointment Procedures must be followed for all appointments. It is the Council’s policy that all employees involved in appointments should have received training and be fully aware of the requirements of this Procedure.

3.8.2.
There is a requirement for all candidates for an appointment to disclose any relationship to a member of the Council or a senior employee. This obligation is referred to on all job application forms. There is a similar obligation (Section 4a of the Harrow Scheme for Pay & Conditions of Service Vol.2 on every "senior officer of the Authority ... (to) similarly disclose to the Authority any relationship known to him/her to exist between him/herself and a candidate for an appointment of which s/he is aware”. The appointing Director and Chief Personnel Officer should be made aware of any such declaration.

3.8.3.
Every senior employee, i.e. employees paid H9 or above, shall disclose to the Director of their department any relationship known to the officer to exist between themselves and any candidate for appointment to the Council.

3.9.
Employment Decisions

Employees should not be involved in decisions relating to discipline, grievance, promotion or pay adjustments for any employee who is a relative, partner or close friend. It is important that employees do not allow the impression to be created that a decision may have been taken for an improper reason. It is not sufficient that the decision was properly taken; the possible appearance of bias must be avoided.

3.10. 
Financial Interests

Certain interests in contracts if not disclosed may make an employee liable to a prosecution (see para 3.1). In addition all employees are expected to disclose all financial interests, which could conflict with the interests of the Council. No actual conflict need arise.

It may not always be clear whether an interest might conflict. Circumstances may change after the interest is obtained which make it more likely that conflict will arise.

It is most likely that a financial interest will arise from investments made in a company which may contract with or be in competition with local authorities or which arises from "outside" employment. (See also para 3.3. - notice of other employment). Notice should be given to the Director. Advice should be sought if the employee considers there is any element of doubt as to whether the interest should be declared or not.

The interests of the employee's family and friends may, depending on the circumstances, also be notifiable to the Director. The test is whether the interest and the relationship is such that a member of the public might reasonably consider that the employee would be influenced by the interest and might not therefore always be acting impartially on behalf of the Council. The likelihood of the employee being able to influence a decision or otherwise influence the delivery of a service would also be a relevant factor to take into consideration. Where the Director considers it to be advisable, the employee will take no further part in procedures, which he/she has an interest in. All such interests will be recorded in the register of interests kept by the Corporate Director and available for inspection by Members of the Council.

3.11.
Non-Financial Interests

All other non-financial interests should also be declared to the Director where it is considered that the interest could be in conflict with the interests of the Council.

Examples of such interests are:

(a)
school governor of a school maintained by the Council

(b)
involvement with an organisation receiving grant aid from the Council

(c)
membership of a National Health Trust

(d)
involvement with an organisation or pressure group which may seek to influence the policies of the Council

All such interests will be recorded in the register of interests kept by the Corporate Director and available for inspection by Members of the Council.

The interests of the employee's family and friends may, depending on the circumstances, also be notifiable to the Director. The test is whether the interest and the relationship is such that a member of the public might reasonably consider that the employee would be influenced by the interest and might not therefore always be acting impartially on behalf of the Council. The likelihood of the employee being able to influence a decision or otherwise influence the delivery of a service would also be a relevant factor to take into consideration.

3.12.
Personal Interests

Employees must declare to their Director membership of any organisation which is not open to the public without formal membership and commitment of allegiance and which has secrecy about rules or membership or conduct.

The following definition of what constitutes a secret society was used by the working group responsible for drafting the LGMB code of conduct:

“Any lodge, chapter, society, trust or regular gathering or meeting which:

(a)
is not open to members of the public who are not members of that lodge, chapter, society or trust

(b)
includes in the grant of membership an obligation on the part of the member a requirement to make a commitment (whether by oath or otherwise) of allegiance to the lodge, chapter, society, trust, gathering or meeting and

(c)
includes, whether initially or subsequently, a commitment (whether by oath or otherwise) of secrecy about the rules, membership or conduct of the lodge, chapter, society, trust, gathering or meeting.

A lodge, chapter, society, trust gathering or meeting as defined above, should not be regarded as a secret society if it forms part of the activity of a generally recognised religion”.

4.
 RELATIONSHIPS

4.1.
General

The Council expects employees to maintain good relationships with colleagues and members of the public. Employees should respect the rights of others and in particular should act in accordance with the Council’s policy on harassment. The Council is committed to creating an environment in which people can work together in harmony and condemns all forms of harassment and expects all victims to be given the help and assistance that it is within the power and policies of the Council to provide.

4.2.
With Colleagues

All employees are expected to apply the same high standards of conduct in their dealings with colleagues as with the public. The disruption of other's work or the acting in any way that unnecessarily makes the tasks of others more difficult or more time consuming is unacceptable behaviour.

Employees should not use their position with the Council improperly to take advantage of other employees.

4.3.
With Managers

All employees have a joint responsibility to ensure good working relationships. The manager is expected to provide feedback on performance, give advice on how improvements can be made, define what is expected from an employee and deal with concerns about the work. For some employees there are formal procedures but even where formal procedures do not exist managers are expected to provide this assistance in an appropriate manner (formal or informal).

Managers are expected to provide support for employees in the performance of their duties, including assistance where necessary, in dealing with other employees or the public.

Employees should carry out all reasonable and lawful instructions to the best of their abilities. Documents and records should be kept in an honest way and never altered, damaged or falsified. No matter should be concealed which it is known should be reported.

Claims or allegations against other employees should be raised with the Manager in accordance with Council procedures. Matters may also be taken up with the trade union representative. 

4.4.
With Councillors

Councillors enquiries should be dealt with politely and efficiently. Councillors should deal with all employees courteously and reasonably. Mutual respect between employees and Councillors is essential to good local government. Close personal familiarity can damage this relationship and prove embarrassing to other employees and Councillors and should therefore be avoided.

If a Councillor makes a request of an employee, which is considered to be improper, or contrary to agreed procedures or one, which cannot reasonably be carried out, the senior manager should be informed immediately.

No personal matters to do with an employee's job should be raised with Councillors directly, but should be referred through the accepted Council procedures. In the same way allegations or claims about other employees should be referred to the appropriate manager and not raised directly with Councillors.

Employees should not use Councillors to by-pass formal Council procedures in any way, for example, to influence the outcome of a disciplinary action.

4.5
With Contractors

Reference has been made in many parts of this code to the need for care when dealing with contractors or potential contractors.  The appearance of familiarity should be avoided.  Careful records should be kept of all meetings, recording the purpose and outcome of meetings.  There may be occasions when it is advisable to be accompanied.

Guidance on the acceptance of hospitality and gifts should be carefully observed.  Procedures relating to the seeking, opening and selection of contracts must be strictly followed.  If at any time an employee considers that a contractor or potential contractor is trying to unduly or improperly influence the consideration of a tender then a senior manager must be informed immediately.

The above paragraphs also apply to contact with consultants and suppliers.

4.6. 
With the Media

4.6.1.
Employees should know whether they are expected to respond to requests for information from the press or other media.  If in doubt the request should be referred either to the Press Office or to a senior manager.  The gratuitous release of information to the Press should only be done or authorised by an Corporate Director/Director or the Press Office.

4.6.2.
If an employee considers that improper pressure is being applied to release information, a senior manager should be informed immediately.

4.6.3.
No information should be released which is confidential or which could be used to the detriment of the interests of the Council to any person or outside body.  Confidential is defined as any matter, which could be classed as exempt under the Access to Information Act 1985 and the Local Authorities (Executive Arrangements) (Access to Information Regulations 2000).  If an employee has any doubts about whether information should be released advice from a senior manager should be sought.

4.6.4.
If an employee wishes to write any articles or give interviews relating to the work of the Council or which identify the author or speaker as an employee of the Council prior permission must be obtained from the Director.  If an employee wishes to speak or write in a private capacity on a matter unconnected with the Council, then the rules on additional employment must be followed.

4.7. 
With Service Users and the Public

4.7.1
All members of the public should be treated with courtesy, respect and helpfulness at all times whether on the phone, by letter or in person.

4.7.2.
Employees should present a positive attitude and manner and dress in an appropriate way.  If specific dress rules exist these should be followed.  If no such rules exist then clothing which is appropriate to the job and which portrays a positive attitude to the service should be adopted.

4.7.3.
At no time should an employee's behaviour or actions damage public confidence in the employees honesty or integrity as a Council employee.   Information acquired through work must not be misused or improperly disclosed.  An employee's position with the Council must not be abused or taken advantage of.

4.8
With External Organisations - Health Trusts, Police, Voluntary Organisations etc.

4.8.1
The Council expects employees to establish and maintain effective working relationships with representatives of external organisations. Employees must have due regard to Council policies concerning disclosure of information, acceptance of hospitality, maintenance of records, etc.

5. 
HEALTH AND SAFETY

The Council accepts and will meet its statutory obligations by making every reasonable effort to provide a safe and healthy working environment and to ensure that all reasonable steps are taken to protect the health and safety of its service users.

All employees are expected to know and to follow all appropriate health and safety requirements.  It is the responsibility of managers to arrange appropriate training.

6.
EQUAL OPPORTUNITIES

6.1.
It is the policy of the Council that there shall be no discrimination in recruitment, employment conditions, training or promotion

6.2.
All employees have a duty to co-operate with the Council and to promote Equal Opportunities within their own spheres of responsibility

6.3.
Managers must observe and promote the Councils Equal Opportunities policy and ensure that they observe the Councils Recruitment and Selection Code of Practice.  Managers must ensure that any discrimination or harassment within their section is dealt with in accordance with the guidelines

6.4.
Corporate Directors and Directors are responsible for implementing and promoting Equal Opportunities within their departments.

7. 
CONFIDENTIALITY

It is accepted that open government is best and is the aim of the Council. The law requires that certain types of information are available to Members, auditors, government departments, service users and the public.

Guidance is given in the Council Constitution as to the information which Councillors are entitled to receive and the grounds on which information can be withheld from the public under the Access to Information Act 1985 and Regulations 2000.  If an employee is in any doubt as to whether information should be released guidance from the Manager should be sought.

There is certain information, which should be treated, as highly confidential and which work colleagues and Members should only be able to see on a strict need to know basis.  Some departments already have procedures for dealing with such information and Managers are responsible for ensuring that employees are aware of any such requirements.

Three categories of information in particular should treated with care:

(a)
Personal information relating to clients service users or third parties. Recipients of services often have to provide detailed and personal information, which is given and received on the basis of confidentiality. It would be a complete breach of trust if this information were to be revealed to any person who did not have a good need to know.

(b)
Personal information relating to employees, for example, confidential references or disciplinary records.

(c)
Financial or other information, which could prejudice the interests of the Council if, revealed.  Particular care must be taken of information relating to the selection of contractors and the contents of bids or tenders received. Where internal bids are made under Compulsory Competitive Tendering or Voluntary Competitive Tendering arrangements, the Director is responsible for ensuring that responsibilities of the client side and the contractor side are clear and do not overlap.  Employees are not permitted to take advantage of their position within the Council to gain an unfair advantage.

Employees must take care that all information obtained in the course of their employment is not used for personal gain or benefit and nor should it be passed on to others who might similarly gain or benefit.

8.
WORKING WITH THE COUNCIL'S MONEY AND PROPERTY

8.1.
Care of the Council’s Money and Property

8.1.1
The property of the Council may only be used for the purposes of the Council and not for personal benefit.  At one level this means that private telephone calls should be recorded and paid for and equipment and stationery should not be put to personal use or taken home.  At a higher level this means that in carrying out one's job care must be taken to protect the Council's interests, money and property.  For example faults in equipment or concern about possible fraud by others should be reported. 


The Council is entitled to expect at least the same standard of care of its property as employees give to their own property.

8.1.2.
An employee should not withhold money from the Council for any reason where no legal basis exists for so doing.  There may be circumstances where it is not possible for an employee to continue in a job where money is owed, for example, an employee involved with the collection of Council Tax should not personally owe Council Tax to this or any other Council.  An employee must not make fraudulent claims for financial assistance from this or any other local authority.  To do so, may make it impossible for an employee to continue in his/her position with the Council.

8.1.3.
When an employee ceases working for the Council all papers and other records, equipment and any other property of the Council must be returned.

8.2.
Ownership of Intellectual Property

8.2.1.
The LGMB code defines `Intellectual property’ as follows: “Intellectual property is a generic term that includes inventions, creative writings and drawings.  If these are created by the employee during the course of employment, then as a general rule they belong to the employer”.

8.2.2.
Knowledge and information held by the Council is equally the property of the Council and must not be used for the purposes of "outside" employment.

8.2.3.
The Council owns the copyright to printed material and computer programmes, which it has developed.  To release this information can be just as damaging to the interests of the Council as theft. Care must be taken over the less tangible assets of the Council in the same way as other assets.

8.3.
Care of Clients Money and Property

It is necessary to follow procedures, which can demonstrate that full, and proper care has been taken. 

Where procedures already exist they must be adhered to. In the absence of formal procedures, employees must carefully record all property, consider the advisability of a witness and if in any doubt seek further advice from the manager.

9.
 POLITICAL NEUTRALITY AND POLITICAL RESTRICTIONS

9.1 
Advice to Members

9.1.1.
In para 2.2 above reference was made to the fact that employees are employed by the Council and do not work to assist the majority political group or any other political group. There are a few employees who are employed in an administrative/secretarial capacity to provide direct support to the political groups.  Subject to this exception advice and other assistance must be freely available to members of all groups.

9.1.2.
The rights of Members to information are set out in the Council’s Constitution Booklet.  If any employee considers that grounds exist to refuse a request for information or if the cost of collecting the information is too high then reference to an appropriate Committee of the Council may be needed. Advice from the Director should always be sought in such circumstances.

9.1.3.
Employees must provide advice and assistance to all groups equally. Advice should always be given as openly as possible. There are a few limited circumstances where it is accepted by the political groups that confidential advice to one group only can be given. This is a convention only. These circumstances relate to advice on procedural matters relating to a meeting of Council or of a Committee and to the drafting of motions to Council. Very few employees would be involved in giving such confidential advice.

9.2 
Political Neutrality

All employees should be on their guard to avoid co-operating with or becoming identified with the political actions of any of the political parties whilst engaged in their Council duties.

With the exception set out in respect of senior employees at para 9.3 employees have the same freedom as other members of the community to engage in political activities not involving their Council duties. However, employees must avoid being involved in any activity, which may make it more difficult for them to be seen to be carrying out their duties impartially. This can be a sensitive and difficult area for example during a pre election period and employees should seek the advice of a senior manager.

9.3.
 Political Restrictions

The Local Government and Housing Act 1989 contains provisions to stop "twin-tracking" and to restrict the political activities of senior employees. Twin tracking arises where a Councillor in one Authority is at the same time an employee of another Local Authority.  If any employee is in any doubt whether they are subject to political restriction advice should be sought from their personnel manager.  Exemptions from the effect of restrictions may be obtainable.   Holders of restricted posts are disqualified from becoming a councillor of any local authority and from becoming an MP or MEP.  They are also prevented from certain other political activities such as canvassing and speaking publicly in support of a particular political party.

The political restrictions are deemed to be incorporated into the contracts of employment and breach of the restrictions is a breach of contract.

10.
 RESPONSIBILITIES OF ALL CORPORATE DIRECTORS AND DIRECTORS 

10.1.
To ensure all employees including newly appointed employees are aware of and understand the importance of this Code.

10.2.
To ensure all appropriate employees are familiar with and understand the Procedure Rules, Financial Regulations and the Financial Standards of the Council.

10.3 
To ensure that all employees involved in the recruitment selection and appointment of Staff are familiar with and understand the Code of Practice.

10.4.
To ensure that the Health and Safety requirements of the Council are fully understood by all employees with responsibility for their operation.

10.5
To maintain the following records:

(a)
All decisions relating to approval/non approval for the performance of outside work by employees see para 3.3. 

(b)
The acceptance by any employees of hospitality or of any significant gift by an employee or on behalf of a group of employees (see paras 3.4. and 3.5).

(c)
Any non-financial interest, potential financial interest or interest in a sponsorship deal declared by an employee, see paras 3.6, 3.10 and 3.11.

(d)
Any personal interest declared by an employee see para. 3.12.

In addition the Chief Executive shall, where relevant, maintain a record of the financial interests of employees of the Council.

All the interests declared with the exception of (c) above shall also be recorded in the personal files of the employee. All employees have the right to know what interests have been recorded that concerns them and the detail of any entry. They may ask for entries to be corrected if necessary.
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Harrow Council

Health and Safety Policy

Statement from the Chief Executive
I am sure that you will agree with me when I say that an excellent council is a safe council.  At Harrow Council we are committed to excellence and it therefore follows that minimising risk to people, equipment and other assets is inseparable from all of our other objectives. The positive management of health and safety contributes to the Councils overall performance by reducing injuries, ill health and damage to work equipment or other assets.

We have a good record for health and safety at Harrow Council and the maintenance and improvement of that record is up to us all. I consider health and safety to be integral to all our work and believe in the principal that prevention is better than cure.

This health and safety policy sets out the organisation and arrangements for health and safety at the council. It is important that we all adhere to it and also remember that the most powerful message we can give is through example by our own visible behaviour.

“Health and safety is everyone’s business”

Signed …………………………………………………….Date 1st October 2007 

Michael Lockwood

Chief Executive
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1. POLICY STATEMENT

 PURPOSE

This policy, in conjunction with local documents and procedures, will help you to understand how health and safety is managed across the council and how to fulfil your own health and safety responsibilities. This document is divided into principles, organisation (people) and arrangements (systems) and gives a framework for health and safety management within the council.

SCOPE

This policy applies to all Harrow Council staff including school staff, agency staff, consultants, contractors and volunteers.

ELECTED MEMBERS

The elected members are ultimately responsible for the application of health and safety legislation, for achieving the objectives of its health and safety policy and for ensuring that adequate resources are made available to meet organisational health, safety, security and welfare needs. The elected members delegate the work required to the Chief Executive.

PRINCIPLES

Harrow Council recognises and accepts it’s statutory and moral responsibilities with regard to health and safety.  The fundamental aim of the council is to ensure that staff, visitors, neighbours, contractors and any other stakeholders do not suffer an accident, injury or ill health where the council is responsible for their health, safety, security and welfare. In pursuit of this aim:

i. The Council declares that no activity is so important or urgent that it will be done other than with full regard to all issues of health, safety, security and welfare.

ii. The Council is committed to improving health and safety standards and considers meeting European and UK health and safety legislation as a minimum standard. 

iii. The Council states that the necessary resources must be made available by the Council and its partners to meet the requirements of this policy 

iv. The council states that the active management of health and safety is of equal importance to all other activities.

v. All staff including agency staff, consultants and volunteers, working on Council premises, paid or unpaid, will always pay maximum attention to the health and safety aspects of their work and exercise all care so as to eliminate or suitably control hazards to themselves and others.


RISK ASSESSMENT
As part of its overall risk management strategy the Council will adopt a planned approach to managing health and safety that will include:

i. The identification of hazards

ii. The assessment of risks from those hazards and the identification of those who may be exposed to the hazards.

iii. The identification of protective and preventative measures for those risks

iv. The introduction of those measures including appropriate training, information, equipment, instruction, enforcement of proper working practices by management, the incorporation of health and safety requirements into contracts and the enforcement of those conditions by the appropriate employee.

v. The systematic monitoring of the operation of those measures using key performance indicators

vi. The periodic reviewing of polices and procedures in the light of information gained through monitoring.

2. ORGANISATION AND ARRANGEMENTS

ORGANISATION

The Chief Executive 

The Chief Executive has the overall responsibility for ensuring that Harrow Councils health and safety policy is applied across the whole council and for ensuring that all relevant and appropriate matters are brought to the attention of the elected members. 

The Chief Executive will also direct the execution of the policy on health and safety and ensure adequate resources are available to enable continued improvement in health and safety performance and in particular:

i. Provide leadership in requiring and supporting high standards of health and safety performance in all the Council’s undertakings.

ii. Appoint a Corporate Director with responsibility for overseeing health and safety on behalf of the Council.

iii. Agree, with the Corporate Directors, health and safety strategic aims for the Council.

iv. Ensure that the organisation and arrangements for carrying out the Council’s safety policy and other statutory requirements are adequate.

v. Ensure that the statutory requirement to monitor the prioritisation of and the response to health and safety issues affecting all directorates is carried out through The Corporate Strategy Board and Health and Safety Partnership Board 

vi. Determine and periodically review Council wide targets in respect of health and safety issues.

vii. Review the adequacy of performance and take decisions about the nature and timing of the actions necessary to remedy deficiencies.

Corporate Directors

The Corporate Directors are initially and ultimately responsible for ensuring the implementation of the corporate and directorate policy within their directorate. Corporate Directors shall:

i. By leadership and personal example foster positive attitudes towards health, safety welfare and security throughout their directorates such that their beliefs and commitment to health and safety become the shared values of all staff.

ii. Have oversight of health and safety performance in their areas of responsibility and actively contribute to achieving the Council’s overall health and safety strategic aims.

iii. Support the Corporate Director with responsibility for health and safety in that role and champion directorate staff with health and safety remits.

iv. Ensure a health and safety group for their directorate is in place, a chairperson is appointed and incorporate terms of reference agreed by the Health and Safety Partnership Board.

v. Agree with Directors and Heads of Service targets on health and safety performance, in support of the Council’s overall strategy.

vi. Report on and/or recommend to the appropriate committee trends in the performance and prioritisation of health and safety issues and on associated resource implication, not less than annually through the budget estimate process.

vii. Designate in conjunction with other Corporate Directors, a named officer (Premises Manager) to be responsible for management of those buildings occupied by more than one directorate or agency.

viii. Be responsible for ensuring that a corporate directorate policy is developed that details the organisation and arrangements for their directorate. This document will act as a link between the overall policy and head of service level health and safety plans

ix. Ensure that their management teams know and fulfil their individual responsibilities regarding health and safety that they receive relevant information and training so they can be competent to carry out the health and safety tasks assigned to them. They will also ensure that their staff are given the advice, information and support such that the requirements of all relevant health and safety legislation and codes of practice are met. Also that the health and safety responsibilities and identified safety critical roles of all employees in their directorate are incorporated into the employees role profiles or job descriptions.

x. Ensure adequate consultation with the appropriate employees representatives prior to the introduction of any change that may affect employee’s health and safety.

xi. Make the necessary arrangements, such as time off for training, to ensure that safety representatives who may be appointed under regulations can effectively carry out their duties as required by statue.

xii. Be responsible for ensuring that the directorate policy is communicated and understood by staff in the directorate.

xiii. Be responsible for translating the policy aims and objectives into action in managing and delivering services on behalf of the Council.

xiv. Ensure there are Designated Managers and Premises Managers within areas under their control and other competent persons, responsible for health and safety with clear responsibilities and ensure they receive training appropriate to meeting those responsibilities and monitor the degree to which those responsibilities are met.

xv. Set annual targets for health and safety performance within their Service Units in support of Directorate and Council’s strategic aims.

xvi. Review at not less than three monthly intervals the safety performance of their Group/Service Units against set targets and the duties and responsibilities assigned by the Council and Directorate Safety Policy. 

xvii. Ensure adequate resource of health and safety measures, making where necessary, recommendations to obtain the resources required to meet the Council’s responsibilities.

xviii. Ensuring the appointment of service health and safety champions to attend the Corporate Directorate Health and Safety Groups.

Corporate Director for Strategy and Business Support

In addition to the responsibilities of a Corporate Director there will be specific responsibility for delivering, coordinating and leading the Council’s vision for a safe, secure and healthy workforce. 

i. Advise the Council on the preparation and revision of its policy statement on Health and Safety, the appropriate organisation and arrangements necessary to meet the policy’s aims.

ii. Ensure the provision of a health and safety advisory service, including information and training resources on health and safety legislation, approved codes of practice, procedures and access to that information.

iii. Ensure that health and safety is promoted throughout all services and at all stages, including recruitment selection, training and development.

iv. Consult with employees through their trade union or other representatives with respect to changes effecting their health and safety 

v. Co-ordinate the preparation of health and safety and management reports for and ensures effective consultation with the Employees’ Consultative Forum.


Managers

Directors, Heads of Service and Service Managers are responsible for ensuring that activities carried out under their control are in accordance with council policy and procedures and in compliance with statutory provisions by:

i. Preparing, implementing, monitoring and periodically updating their Health and Safety Plan. 

ii. Ensuring hazards are identified and assessed and that risks to health and safety of employees and others, arising from existing or new premises, plant and hazardous substances are assessed and ensuring action is taken to remove or if not possible to control risks.

iii. Identify the resources necessary to meet health and safety obligations under the Council’s and Directorate Safety Policy and make recommendations to their line manager where an inadequacy of resources is identified.

iv. Ensure safe systems of work are devised, developed and in place including suitable and sufficient training for staff.

v. Ensuring that all accidents involving or having the potential to cause injury or harm to persons or damage to property are investigated and reported and any corrective action is taken.

vi. Use and promote systems of communication to ensure all employees are involved in contributing to the safety of their work and work place by giving feedback on existing safety rules and procedures.

vii. Inform employees of relevant health and safety information and provide supplementary written information wherever practicable in formats and language that is known and understood by employees.

viii. Selecting and controlling temporary workers, contractors and other visitors to the workplace that can meet our standards and providing them with appropriate information so that they do not put themselves, the workforce or the general public at risk. Ensuring all contracts are adequate in terms of health and safety provision and that contractors are monitored to meet our standards.

ix. Make sure that the appropriate Information, instruction and supervision is 

      provided to enable all employees to avoid hazards and contribute positively to 

      their own and others own safety, health and welfare at work and monitor 

      compliance.

x. Ensure liaison with other employers, including contractors and occupiers of shared premises for exchange of user information, instruction, training and supervision of staff to ensure, so far as is reasonably practicable, that their employees’ health, safety and welfare that of the Authority’s employees and others are safeguarded.

xi. Ensuring compliance with site fire and security plans and allocating sufficient resources to meet the requirements of the plan in their area by appointing area fire marshals and ensuring emergency arrangements are in place to protect staff and others against risk of imminent danger.

xii. Ensuring that staff are competent and capable of performing their duties to the required standard and adequate training is provided to ensure that competency is assured and maintained.

xiii. Ensuring timely involvement of occupational health support to promote health at work and, where appropriate, to enhance effective return to work of absent staff.

xiv. Disciplining any member of staff who does not comply with the requirements of this policy, i.e. failing to follow reasonable instructions.

xv. Making suitable arrangements for consulting with staff on health and safety matters in accordance with legal standards.

xvi. Obtaining advice and support from the Health and Safety Service and/or Occupational Health Service as needed.

Supervisors

Supervisors are staff, designated by Heads of Service/Service Managers, who have responsibility for supervising the day to day operations of other employees, and make sure that; - 

i. The Head of Service Health and Safety Plan is implemented.

ii. Staff receive training, instruction and supervision in carrying out operations in a safe and effective manner.

iii. That staff are consulted on and instructed regarding appropriate work wear and any protective clothing provided. Also that any other safety equipment needed is suitable, kept available, used and maintained appropriately and adequate records kept.

iv. Safety rules and procedures are known and understood by all staff and are followed.

v. Monitor regularly the systems of work; inspect the workplace at least quarterly; take action to remedy hazards; report hazards that cannot be remedied at the supervisory level to the appropriate Manager.

vi. Ensure that a tidy and orderly workplace is maintained.

vii. Hazards and accidents are properly investigated and corrective action taken based including reviewing and amending the risk assessment as appropriate. Ensure that accident and incident are reported and the Councils Accident/Incident report form is completed and forwarded to the Health and safety Service.). Alert line managers to accidents, incidents including injury or absences triggering statutory reporting (RIDDOR).

viii. Staff are aware of any actions required by them in an emergency.

ix. Staff understand their responsibility for health and safety and are assessed against these responsibilities as part of their staff appraisal.

x. Equipment is maintained in a safe condition and in good working order. Unsafe equipment is signed and rendered unusable until repaired.

xi. Suitable precautions are taken when disposing of articles and substances to prevent injury, risks to health or the environment

xii. Staff are encouraged to participate in maintaining and improving health and 

     safety.

xiii. Staff are involved in the development of safe work methods based on risk 

     assessments.

xiv. Ensuring safe methods of work are adhered to.

 Employees

All employees carry a legal obligation to take reasonable care for their own health and safety and for that of others (e.g. volunteers) and to co-operate with  the Council with respect to health and safety matters. In addition, as an employee you must;

i. Work safely and efficiently without endangering your health and safety, your colleagues, and the general public or any other person.

ii. Make yourself aware of safety rules and procedures that apply to your work, understand the requirements and conform to these and any other instructions issued by a Supervisor or Manager responsible for health and safety.

iii. Where appropriate wear protective clothing, use protective equipment and use other appropriate health and safety aids.

iv. Attend health and safety training and put learning into practice, drawing supervisors/manager attention to any additional or unmet training needs or safe  working systems.

v. Report all facts and concerns regarding accidents/incidents, near-miss occurrence and hazardous situations including violence and aggression to your supervisor whether injury was sustained or not.

vi. Make suggestion and become actively involved in promoting safety and health.

vii.   Report any significant hazard or malfunction (eg damaged chemical containers, trip hazards) to your supervisor and, where necessary, to the appropriate safety  representative.

viii. Conform to all instructions, written or verbal given to promote personal safety and the safety of others.

ix. Be sensibly and safely dressed for their particular task, location and conditions and to use appropriately and effectively all safety equipment and any other safety equipment  that may be provided.

x. Conduct yourself at all times in an orderly manner in the workplace and refrain  from horseplay.

xi. Avoid improvisation in any form which could create unnecessary risks to health and   safety (eg climbing on a chair to reach heights)

xii. Maintain supplied tools and equipment in good condition, reporting any defect to your  supervisor

xiii. Not bring into the workplace without the appropriate authority any tool, substance or piece of equipment of your own which is potentially hazardous to the health and safety of yourself or others.

xiv. Be aware of the emergency evacuation procedures, positions of fire alarms, equipment and exits. Know who the Local Fire Marshall and First Aider are for the    area where you are working.
Premises Managers

Premises Managers are those officers, designated by Directors/heads of Service to carry out the following duties and responsibilities: -

i. Monitor and assess the safe condition of the fabric and structure of buildings and to seek, where necessary, specialist professional/technical advice from other Council departments and take remedial action as necessary.

ii. Ensure, for buildings in multiple occupancy, that appropriate consultation is carried out with other users on health and safety issues affecting all aspects of use of the building including changes to the structure and fabric of the building.

iii. Specifically to draw up and revise as necessary, risk assessment for common areas in the building and to co-ordinate the assessment of other hazards which impact on health, safety or security of the building or occupants.

iv. To hold and maintain an up to date premises health and safety file including copies of risk assessments and the building asbestos management plan and including measures for maintenance and repairs and for the identification and control of exposure to asbestos where present. Also ensure that any person that may carry out work on the fabric or fixture and fittings of the building has seen and understood the asbestos management plan.

v. Ensure measures are in place to identify and manage potential risk water systems within their area.

vi. Co-ordinate arrangements in the building for dealing with emergencies including fire, floods and bomb alert in order to safeguard occupants and others who could be harmed.

vii. To bring to the attention of the appropriate Head of Service matters outside their control or competence but which have implication for the continuing safety and integrity of the building or its use.

viii. To ensure the Councils permit system is in use by trained individuals.

Safety Representatives

Safety representatives are elected by trade union members recognised by the council and have a duty to represent their members.

The main functions of a safety representative include:

i. Investigation of potentially significant hazards and dangerous occurrences at the workplace and to examine the causes of accidents

ii. To investigate complaints by any person they represent relating to that persons health, safety or welfare

iii. To make representations to management on matter arising from the two above duties.

iv. To carry out inspections of the workplace at agreed intervals having given reasonable notice to the responsible manager.

v. To receive information from health and safety inspectors and others on behalf of employees whose health and safety they represent.

vi. To attend health and safety meetings where appropriate to ensure their members are effectively represented.

      N.B. The above responsibilities applicable to employees should be considered when working with volunteers.

3. arrangements

Documentation
Directorate Safety Policy

The directorate policy acts as the link between the corporate policy and the health and safety plans and policies produced by the Head of Service. 

This document will set out the framework for managing health and safety within the directorates and will be supported by detailed group health and safety plans that will specify local organisation and arrangements for health and safety. 

The directorate health and safety statement is not intended to duplicate existing or proposed council policy statements, procedures or guidance notes, or local arrangements detailed in departmental health and safety plans, but provides a link between these tiers and states a commitment to managing health and safety within the directorates.

Head of Service Health and Safety Plan
Each Head of Service will establish a structure for managing health and safety within their overall service areas and prepare and maintain an overall Health and Safety Plan. 

The purpose of the plan is to outline the organisation and arrangements in place for managing health and safety at a local level within their group.  This plan should also include the arrangements in place for the planning, organising, control, monitoring and review of preventative and protective measures.

The plan should be proportionate to the size and complexity of the group or section and be peculiar to the activities undertaken by that area.

The plan should detail as a minimum:

i. The group’s / Sections statement of intent on health and safety

ii. Group / section organisational chart

iii. Names of individuals with line management responsibilities for health and safety

iv. Names of individuals with specific responsibilities for health and safety, e.g. risk assessment, radiation supervisor, responsible and competent persons for fire safety, etc.

v. Arrangements for risk assessment and associated assessments

vi. Arrangements for health and safety training

vii. Arrangements for fire safety and first aid 

viii. Arrangements for consultation and communicating health and safety, e.g. local briefing, notice boards, etc.

ix. Arrangements for accident/incident reporting, recording and investigation

x. Arrangements for active monitoring, e.g. health and safety inspections

xi. Arrangement for the provision and use of plant and equipment

xii. Arrangements for the provision and use of personal and respiratory protective equipment.

xiii. Safe methods of work and any action plans to improve health and safety performance.

xiv. Reference to risk assessments and health and safety procedures

The aim of the plan is to provide a framework for managing health and safety at a local level.  The plan is also to act as a signpost, making reference to other documentation such as safe working procedures, risk assessments and written instructions. It is not intended to duplicate the corporate or directorate health and safety policies.

The health and safety plan will form part of the directorate health and safety policy.  The Head of Service will be responsible for ensuring that theirs and, where appropriate their Service Managers, health and safety plans are developed and maintained. 

The Health and Safety Partnership Board
The Health and Safety Partnership Board is a joint venture comprised of elected members, representatives from directorate safety groups, executive management, trades union and employee representatives. The prime function of the board is to review measures taken by the council to ensure health and safety of employees and will:

i. Raise the profile of health and safety across the council
ii. Develop and oversee the implementation of health and safety strategy for the council
iii. Ensure that the council is complying with legislative requirements, HSE notices and   directives and best practice regarding health and safety.
iv. Review and sign off specific health and safety policies for the council
v. Set minimum standards for the operation of safety groups across the council
vi. Ensure that there are sufficient local health and safety groups in place to effectively discharge the Councils health and safety obligations and consider issues raised by these local safety groups, which have been unable to be resolved by these groups
vii. Monitor the implementation of any improvements plans for health and safety within the Council
viii. Monitor key performance information regarding health and safety across the council  and make recommendations for improvement where required
ix. Monitor and make recommendations on the effective use of financial human physical and information resources with regard to effective management of health and safety.
Corporate Directorate Health and Safety Groups

Each Corporate Directorate will, as part of its directorate policy statement, determine formal mechanisms for dealing with health and safety issues e.g. Directorate Safety Group.  The terms of reference of the Directorate Safety Group will include the following;

i. Revising HSE recommendations to reflect organisational and risk priorities.

ii. Develop and recommend the priority and instigation of health and safety initiatives and projects including training

iii. Assist in the identification and development of policy, guidance and safe systems of work including training initiatives.

iv. Consider relevant reports e.g. enforcing authorities communications, audits, occupational health and Employee Assistance Programme statistics, etc;

v. Monitoring of health and safety trends, communication and publicity;

vi. Evaluate the effective implementation of organisations and arrangements and recommending improvements to spread best practice.
vii. Act as a means of communication between Directorate Management Team meetings, The Health and Safety Partnership Board, Health at Work Group and local groups.
viii. Refer as appropriate, items, which have implications for the Council’s service as a whole to the Health and Safety Partnership Board.

Any issues, which affect a number of employees in a particular section of a directorate, should be discussed within this directorate framework. 

Health at Work Group

This group reports to the Health and Safety Partnership Board and consists of representatives from each of the directorates, HR, the occupational health and employee assistance programme providers and trades unions. The Health at Work group will;

i. Work to increase the health of staff through promoting good and best practice in health risk management. 

ii. Develop and promote the business case for and effective use of occupational health.

iii. Act as the user group for the provision of high quality occupational health and employee assistance services for staff before and during employment.

iv. Work in partnership with other key players, and campaign to achieve continuing improvements in work related health and in particular:

· Mental health issues e.g. stress

· Musculo-skeletal disorders and associated ergonomic issues.

and other significant issues as they arise, having regard to HSC/E’s ‘Revitalising Health and Safety’ and ‘Securing Health Together’ strategies.
Education Health and Safety Forum.
      This Forum is for head teachers, site managers and other schools staff to discuss 

      health and safety issues and receive updates on current health and safety topics;  

     Terms of reference for this Forum are that it:
I. Should inform and be informative

II. Be an open and sharing network

III. Champion health and safety in schools and other education centres

IV. Engage in training for Forum Members

V. Monitor safety and make recommendations for changes

VI. Meet each term with the option for small groups to meet when needed to progress a particular issue.

Employees’ Consultative Forum

Secures the promotion and co-operation between the Council and employees by promoting, recommending, championing and instigating the development of measures to secure the health and safety of all employees and others effected by the Council’s undertakings. 
Local scheme for safety representation – Notification of hazards and the resolution of disputes.

The Council has agreed a Local scheme for Safety Representation, and a procedure for the resolution of health and safety disputes to accompany and support the Health and Safety Policy.  The Council has establishes a system of Local Safety Groups described below.

A Safety Group comprises a balance of management representatives and accredited safety representatives.

To help implement the Council’s Safety Policy a number of safety groups exist to: - 

i. Resolve health and safety problems raised by management or employees 

ii. Consider accident statistics and reports with a view to avoiding recurrence of accidents

iii. Improve communication between management and employees on health and safety issues

iv. Identify means of improving the health, safety and welfare of employees

Health and Safety Service

i. The Health and Safety Service on behalf of the council and in consultation with senior managers and employee representatives publishes and revise as often as may be appropriate specific policy, codes of practice/guidance notes.  These are designed to set standards and give additional information to assist managers in meeting requirements laid down in health and safety legislation. The Council’s Health and Safety Service also maintains a library of information including Approved Codes of Practice and Guidance Notes produced by the Health and Safety Executive and other recognised organisations.  A list of health and safety documentation is available from the Health and Safety Service.

ii. On the basis of the above the Health and Safety Service Manager will produce an annual report to the Health and Safety Partnership Board giving an independent view on the Council health and safety performance including and a statistical analysis of accidents and incidents over time.

Occupational Heath Service

As a health-promoting employer, Harrow Council has a commitment to the health and welfare of its staff. The Councils Occupational Health provider is concerned with all issues relating to health and work. 

The aims of the function are to: 

i. Carry out pre-employment screening by medical questionnaire, interview and medical examination where appropriate; 

ii. Provide general medical and health advice and information to all members of staff when requested.  This includes advising HR and line managers in the event of illness on the fitness to return to work and/or rehabilitation needs of individuals and advising managers on individuals when they return to work to enable them to settle into their work pattern with minimum stress and disruption.

iii. Carry out necessary medical screening for any staff working with processes, materials or substances that require them to receive medical supervision; 

iv. Provide fitness testing where required for particular occupations such as drivers and night workers.

v. Offer a variety of health education and health promotion programmes to encourage the health and fitness of all members of staff; 

vi. Provide effective and useful management information for the organisation.

Employee Assistance Programme

The Employee Assistance Programme is provided by the Council to support staff by providing an unlimited access telephone support service. The range of topics covered by the service includes:

I. Workplace consultation and support for line managers

II. Bullying and harassment helpline

III. Legal advice

IV. Debit advice

Staff are able to access the service using a unique Harrow Council customer number issued on appointment.
4.  Assurance

In order for this policy to be effectively implemented there needs to be an assurance process. Assurance will be established by:

• Documentation. Head of Service Health and Safety Plans including copies of risk assessments and safe working methods will be written down and kept either electronically or in hard copy. It is essential that the working documents such as risk assessments are easily available to staff. 

•Reporting. Key indicators are in place to monitor performance and are incorporated in the top level health and safety scorecard. The indicators include performance data to identify trends that will be fed back to senior management. 

•Independent Review. The Health and Safety Service Manager will ensure audits/inspections are carried out in Directorates by the Health and Safety Service. Directors and Heads of Service will ensure that active monitoring is carried out in their area, based on the Health and Safety Plan. In addition inspectors of the enforcing authorities and health and safety representatives appointed by recognised trade unions will conduct independent inspections and audits. 

5.  Commitment

This policy identifies the full commitment of Harrow Council to all matters of health and safety and to the provision of the resources needed to ensure that the responsibilities to employees (whether direct or indirect, for example, consultants and contractors) and customers are fully met.

Communicating and updating the policy

A copy of this statement will be issued to all employees and made widely available for reference by our partners and others.  Access will also be available through libraries, the staff Intranet and on the Council’s website.  It will be reviewed, and modified from time to time and may be supplemented in appropriate cases by further statements relating to the work of particular departments or groups of workers.  Copies are available from Health and Safety Services at the Civic Centre.

Council Health and Safety Policy

Revised October 2007

Health and Safety Services

Tel: 0208 424 1512

Fax: 0208 424 7524

Email: healthandsafety.services@harrow.gov.uk
APPENDIX 3  -  USE OF OFFICE TELEPHONES & INTERNET FACILITIES

	LONDON BOROUGH OF HARROW

	PERSONAL USE OF

OFFICE TELEPHONES AND INTERNET FACILITIESAND INTERNET FACILITIES

	 Please read the notes on the back before completing this form

	NAME OF EMPLOYEE:
	

	JOB TITLE:
	

	DEPARTMENT:
	

	SECTION:
	

	LOCATION:
	
	EXT:
	

	EMPLOYEE NUMBER:

(see payslip)
	

	NATIONAL INSURANCE NO: (see payslip)
	

	I accept the payment arrangement for personal use of office telephones and Internet services as set out overleaf and authorise the Council to deduct £15 per year directly from my salary in January each year.

SIGNATURE OF EMPLOYEE:-______________________DATE: _______________________

SIGNATURE OF MANAGER: ______________________ DATE: _______________________



	Once this form has been completed and signed, please send it to your line Manager 

who will send it to Shared Services, South Wing, Civic Centre.




PAYMENT ARRANGEMENTS FOR PERSONAL USE OF OFFICE TELEPHONES AND INTERNET FACILITIES

Employees may make occasional use of Council telephones for personal calls.  Employees must pay for such calls. A simple and convenient method is by making an annual payment which is deducted from salary in January.  This method of payment is entirely voluntary.  Employees, if they prefer, can choose to make payments through the Cashiers Section or any other local custom and practice arrangement.

Employees who have access to the Internet at work and who have paid the annual payment for occasional personal use of office telephones may also make reasonable personal use of the Council’s Internet services.

Employees wishing to participate in the arrangement:

Employees wishing to use the office telephone and Internet services for personal matters can choose to pay £15 per calendar year.  This is a fixed amount and applies regardless of hours worked;

£15 will be deducted directly from salary in January of each year, upon completion of this form unless payroll is instructed, in writing, to cancel the arrangement.

Employees starting after January 1st also pay £15 in respect of the period from their start date to the following 1st of January;

Employees leaving part way through the year will not be entitled to a refund.

The payment of £15 allows for limited, reasonable use of the telephone for personal matters and is based on an average of 2 local calls a week lasting 3 to 4 minutes each.

Employees who choose to pay by this method but who occasionally need to make calls in excess of the criteria set out above, will be required to keep a record of such calls and pay for them through the Cashiers Section;

The payment of £15 also allows employees who have access to the Internet at work to make reasonable personal use of the Council’s Internet and Internet e-mail services outside of work time e.g. during the lunch break or after the working day has ended; 

Employees not wishing to participate in the arrangement:

Employees who choose not to pay by this method but make occasional personal telephone calls, are required to keep a record of such calls and pay for them through the Cashiers Section.  

Employees who choose not to pay by this method are not authorised to make personal use of the Council’s Internet services. 

NOTE:   *Employees must not use office telephones for any matters concerned  with any private business interests.

*Use of Internet facilities must be in accordance with the Council’s Internet policy.

 APPENDIX 4  -  DECLARATION OF INTERESTS

	HARROW COUNCIL

	DECLARATION OF INTERESTS

	Please read the notes on the back before completing this form.



	NAME OF EMPLOYEE:
	

	DEPARTMENT:
	

	PARTICULAR OF INTERESTS(S):
	

	SIGNATURE OF EMPLOYEE:  _______________________     DATE:  ________________

Please pass this form to your Director for comments.

	COMMENTS BY THE DIRECTOR:
	

	SIGNATURE OF DIRECTOR:  ________________________  DATE: __________________

Please return original form to the employee, send a copy to Shared Services and retain a copy  for the Register of interests.


DECLARATION OF INTERESTS

FINANCIAL, NON-FINANCIAL AND PERSONAL

NOTES

Before completing this form you must ensure that you are familiar with the Code of Conduct for Council Employees.

FINANCIAL INTERESTS

You have a duty to declare all Financial Interests, which may conflict with the interests of the Council.

It is most likely that a financial interest will arise from investments made in a company which may contract with, or be in competition with, local authorities or which arises from “outside” employment.

You may have to notify your Director of the interests of your family and friends, depending on the circumstances.

NON-FINANCIAL INTERESTS

You have a duty to declare all Non-Financial Interests which may conflict with the interests of the Council.  Examples of such interest are:

school governor of a school maintained by the Council.

involvement with an organisation receiving grant aid from the Council.

membership of a National Health Trust.

involvement with an organisation or pressure group which may seek to influence the policies of the Council.

You may have to notify your Director of the interests of your family and friends, depending on the circumstances.

In order to protect yourself from allegations of impropriety, you must discuss with your Manager if you are assigned a task or role which could possibly create a conflict of interest, affect you personally or financially or it could be perceived by others that you might benefit in some way.  
SPONSORSHIP

Where an outside organisation wishes to sponsor a local government activity, the basic conventions concerning acceptance of gifts or hospitality apply.

Where the Council wishes to sponsor an event or service your director must be informed of any such interest.

Where the Council through sponsorship, grant aid, financial or other means, gives support in the community, you should ensure that impartial advice is given and there is no conflict of interest involved.

PRIVATE INTERESTS

You have a duty to declare membership of any organisation which is not open to the public without formal membership and commitment of allegiance and which has secrecy about rules or membership or conduct.
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