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Version Control

Version

Date

Author

Summary of Changes

1.0

23/04/14

HR

Version 1

2.0

26/2/15

HR

Paragraph 10.1 — Promotion Increases
revised to allow for truly exceptional
circumstances. Agreed with UNISON and
GMB on 25/2/15

3.0

28/12/16

HR

Various pages. Minor changes to wording
to reflect that contained within the revised
version of the Green Book as updated on
14 December 2016.

4.0

10/12/18

HR

Annual Leave: removal of ‘completed
years’ and ‘statutory minimum whichever
is the greater’.

Standby: details of the various standby
schemes as agreed by JNC 10 December
2018.

Updated to reflect training and interview
mileage to be paid at 25p per mile. Agreed
in 2014 but missed from handbook.

5.0

13/05/19

Amendment to paragraph 11.5 (a) to refer
to Reserve forces.

6.0

22/01/20

HR

Amendment to paragraph 11.5 (a) to make
specific reference to Cadet Force Adult
Volunteers.

7.0

29/04/21

HR

Paragraph 6.7 amended to remove
reference to Flexi and introduction of
Personal Time and Core Hours.

Paragraph 7.1 - Replacement of Job
Evaluation with Job Families.

Section 8 — removal of references to the
appraisal process and the introduction of
the Every Day Matters 121 procedure and
how that relates to incremental
progression.




Paragraph 11.7 — additional wording
added to cover paid time off for hospital
appointments for conditions covered by
the Equality Act.

Section 30 — removal of reference to
Probationary Periods and the introduction
of the Supporting New Employees Policy.

8.0

11/03/23

HR

Section 9.2 —amendment to Sleeping In
Duty figure to reflect the 2022 pay award.

Section 11.2 —increase of one day to
annual leave entitlement from 1 April
2023.

Various Sections — amended references to
new MKCC intranet.




1.0

11

1.2

2.0

2.1

2.2

2.3

2.4

3.0

3.1

3.2

3.3

3.4

Terms and Conditions

The terms and conditions of service set out in this booklet apply all employees except those
on Chief Officer grades and those groups of staff who are subject to nationally determined
pay (Soulbury, Youth Worker, Coroner and Teachers). For these non-Single Status groups the
locally agreed terms and conditions of service will apply where there is no nationally agreed
provision.

Wording in italic is taken from the Green Book.

Equalities
(Part 2, paragraph 1 of Green Book)

Milton Keynes City Council recognises its responsibility to ensure that all employees should
receive equal pay for like work, work rated as equivalent or work of equal value, and in order
to achieve this, has committed to maintain a pay system that is transparent, based on
objective criteria and free from bias.

Employees will be afforded equal opportunities in employment irrespective of disability,
gender, race, religion, age, sexuality, marital status, parental status, caring responsibilities
and hours of work.

The council will ensure that discriminatory practices are identified and removed and non-
discriminatory practices introduced in all areas of employment including recruitment, training
and promotion. Lawful positive initiatives may be taken to achieve and maintain a
representative workforce.

The Equalities Policy Statement can be accessed in full on the intranet at Equality, Diversity
and Inclusion

Official Conduct

(Part 2, paragraph 2 of Green Book)
Employees will maintain conduct of the highest standard such that public confidence in their
integrity is sustained.

Employees of the Council are expected to give the highest possible standard of service to the
public and, where it is part of the employees’ duties, to provide appropriate advice to
councillors and colleagues with impartiality.

If an employee has any concern about impropriety or breach of procedure the employee must
report this to the appropriate manager.

Employees are expected, through agreed procedures and without fear of recrimination, to
bring to the attention of the appropriate level of management any deficiency in the provision
of service. A Whistleblowing - Confidential Reporting Policy is available for use in appropriate
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circumstances. This policy is available on the intranet at Internal Audit > Whistleblowing
Policy.

The Council has published standing orders and financial regulations, which describe important
rules and standards. All employees are required to work in accordance with them. Details of
the Council’s Standing Orders are available on the Intranet (Committee and Member
Information) and from Member Services. Directors will have details of the Council’s financial
regulations.

The Code of Conduct for employees is set out on the intranet at HR and L&D > HR guidance
and policies.

The Council’s ICT Security Policy sets out the responsibilities of all employees. This policy is
available on the intranet at ICT Services > ITC Policies.

Training and Development
(Part 2, paragraph 3 of the Green Book)

The Council’s approach to training and development is found on the intranet at HR and L&D
> Learning and Development.

Employees attending or undertaking required training are entitled to payment of normal
earnings; all prescribed fees and other relevant expenses arising. Employees are also entitled
to paid leave for the purpose of sitting for required examinations. When attending training
courses outside contracted daily hours, part-time employees should be paid on the same basis
as full-time employees. (Assistance for other forms of learning, for example that directed at
individual development, will be locally determined). Some training can be very expensive and
authorities may require repayment of all or part of the costs incurred should an employee
leave the authority before a reasonable time period has expired. The Council’s policy in respect
of this can be found on the intranet at HR and L&D > Learning and Development.

Mileage for training purposes is paid at the lower HMRC rate (25p per mile in April 2021).

Health, Safety and Welfare
(Part 2, paragraph 4 of the Green Book)

The Council recognises its duty to comply with the law governing the health, safety and
welfare of employees, including the conditions under which they work and the provision and
maintenance of necessary protective clothing.

Employees have a duty to take care of themselves and others affected by their activity at work
and to co-operate with employer’s actions taken to meet their duties under the relevant
Regulations.

The Council’s policy on Health & Safety together with the organisation and arrangements for
implementing the policy are set out on the intranet at Health and Safety.
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Working Time
(Part 2, paragraph 6 and Part 3, paragraph 2 of the Green Book)

The standard working week for full time employees is 37 hours.

Employees who are required to work non-standard patterns of work shall be compensated in
accordance with the Council’s single status agreement. Details are given at paragraph 9 of this
Handbook.

Variations to the established working week or patterns of work will be reasonable and subject
to adequate notice.

Working arrangements to suit the needs of the service will comply with relevant Health and
Safety legislation, including the European working time directive and its associated UK
legislation.

In order to comply with the Working Time Regulations, if an employee is likely to work more
than 48 hours per week, including any secondary employment, they must make their manager
aware of this in order for a judgement to be made as to whether it is safe for the employee
to work such hours. The employee will be asked to sign a waiver form and keep a record of
the hours worked.

Working arrangements should avoid:

e Short notice changes to rostered or expected patterns of work
e Excessive hours in any particular week
e Unnecessarily long periods over which the weekly hours are arranged

The normal working week will be fixed, subject to local needs, but will normally fall within the
Council’s Core Hours of 7.30 am and 6 pm. Core hours will not apply to those who by the
nature of their role are required to work shift patterns or irregular hours. Where additional
hours have to be worked some employees are able to benefit from the Personal Time scheme.
Full details and eligibility are set out in The Personal Time Policy which can be accessed on
the intranet at HR and L&D > HR guidance and policies.

Pay and Grading
(Part 2, paragraph 5 and Part 3, paragraph 1 of the Green Book)

The pay and grading of jobs must be fair and non-discriminatory, complying with equal pay
legislation and associated Codes of Practice. The Council operates a Job Family approach with
each job family containing a number of grades, each reflecting different job outputs, skills,
knowledge and experience. The families have been developed to reflect the main focuses of
the roles within the council and each grade within a job family has been based upon our
existing job evaluation schemes. Details of the scheme are on the intranet at HR and L&D >
Recruitment > Job Families.
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The basic pay of each employee will consist of points on the local government pay spine as
extended locally.

An employee dissatisfied with the grading of their job is entitled to appeal for a
reconsideration of the grading subject to qualifying criteria. Current procedures to deal with
such requests are detailed on the intranet at HR and L&D > Recruitment > Job Families.

Posts paid above the maximum of the pay spine, but graded below Director level, are within
scope of the NJC and come under the Green Book. The pay levels for such posts are
determined locally, but once fixed are increased in line with agreements reached by the NJC.

In certain services career progression may apply. In such cases, progression will be in
accordance with locally agreed criteria.

Staff acting-up will be paid at the higher grade, where an employee undertakes the full range
of duties of the post and where the Director agrees this arrangement in advance. This
temporary responsibility payment will be paid during annual leave, but not sickness, and only
if it has been paid for a period of 4 weeks or more prior to the absence. The Council’s policy
on Temporary Responsibility is detailed on the intranet at HR and L&D > HR guidance and
policies.

Where staff undertake a percentage of duties at a higher level, this will not qualify for a
temporary responsibility allowance. However, an honorarium may be paid in exceptional
circumstances. The Council’s policy on honoraria payments is detailed on the intranet at HR
and L&D > HR guidance and policies.

The starting salary will normally be the first point of the grade. If consideration is given to
appointing a new employee to the Council above the minimum of the grade this may only be
done in consultation with the appropriate Human Resources Business Partner. Further advice
is available from Human Resources.

Incremental Progression

The success of the council is closely linked with the performance of its staff and as such the
council recognises the importance of acknowledging the positive performance of employees
in terms of their development and contribution to the work of the Council through
incremental progression. The award of increments will be considered on an annual basis.

Performance is managed via the Every Day Matters — 121 process. Employees, not at the
maximum of the grade, will receive an increment provided that:

The 121 process for the preceding year has been completed and:
e there are no live concerns around performance (either informal or formal).

e that they have been consistently meeting the Council’s Expectations during the previous
12 month’s 121’s
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Note: If sufficient 121’s have not been completed up to 30 September, the manager will need
to inform their Service Director, as to why this is so, undertake and evidence an alternative
documented assessment, and inform HR as to whether or not the above criteria are met and
whether an increment is due.

There are no current performance issues being addressed through formal performance
review meetings.

Any issues raised by way of an informal performance review meeting held within the
preceding six month period have been satisfactorily addressed and 121’s do not record any
further concerns.

Increments are to be awarded from 1 October each year. This will enable the annual 121
process to have been fully completed prior to consideration.

Where a new employee has joined the council, or when permanent internal promotion has
taken place, no incremental progression will be awarded until an annual 121 process has been
undertaken based upon a full-year’s performance with at least one full year in post.

Where an employee transfers to another role on the same pay band, or redeployment has
taken place to a lower pay band, incremental progression will be considered in line with
paragraphs 8.1 and 8.2 above.

Employees on maternity or long-term sickness leave who have worked part of the 121 year
will have their performance assessed based on the part of the year they were not on
maternity or long-term sickness leave. If this is less than three months, or if an employee has
been absent for the whole 121 year then this consideration will be based on their
performance in the three months leading up to the commencement of their absence. In cases
of long-term sickness this would apply in the first complete year of absence only, with no
further incremental increase if absence is extended beyond the first year. However, in cases
of successive periods of maternity leave where the employee is absent for more than one
year, the assessment applicable at the commencement of the original maternity leave will
continue to apply during the subsequent period of absence.

The Incremental Progression arrangements will comply with the disability provisions
contained within the Equality Act 2010. Consideration will therefore be given to appropriate
reasonable adjustments, should an employee’s performance be impacted by their disability.

The council will monitor and review the operation of the incremental progression
arrangements on a periodic basis (usually annually) using data obtained from HR on those
employees where progression has not been awarded. This is to ensure a fair and consistent
approach is taken in all areas of the council, and action will be taken to address any areas of
concern. High level data from this review will be shared with the trade unions.
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9.1

Payments and Allowances
Alternative Work Pattern (AWP) Payments

An Alternative Work Pattern (AWP) payment may be assigned to basic pay for those posts
which are deemed to have the most disruptive and non-standard working patterns. This will
only apply within services which operate on a 24/7 - 365 day basis and that have a
requirement to work on Christmas day, with post holders having a minimum contractual
commitment to work a proportion of their time during unsocial hours. This must include a
working pattern which requires the post holder to work on at least 2 bank holidays a year.

The alternative work pattern payment will apply to standard contracted hours, and any
additional hours worked undertaking the same duties will also have the AWP payment
applied.

If the post’s contractual working pattern changes, either as a result of business requirements,
organisational change or for reasons related to individual employee arrangements and no
longer meets the criteria set out for AWP, then the AWP payment will cease from the effective
date of that change. In addition, Managers will be required to assess contractual working
patterns of those in receipt of AWP payments and reassign levels based on work records and
future plans in advance of each new financial year. Such changes will require authorisation
by the Director.

Only 1 level of AWP can be applied to each role.
e level O AWP Payment : 0% on total basic pay
Normal working hours are undertaken Monday - Sunday between 06:00 and 23:00. Split-
shift patterns and occasional exceptions for emergencies involving weekend or night work
will not attract additional enhancements.

o Llevel 1 AWP Payment : 5% on total basic pay

Work is normally scheduled to take place between the hours of 06:00 and 23:00, but some
work is regularly scheduled to take place outside of these hours

OR

One shift in every five rostered for work is regularly scheduled to take place on Saturdays
and Sundays and on Bank Holidays (at least two Bank Holidays per year) i.e. 365 day
working pattern

o Level 2 AWP Payment : 10% on total basic pay
Where both Level 1 conditions A & B apply, i.e. work is normally scheduled to take place
between the hours of 06:00 and 23:00 but some work is regularly scheduled to take place

outside of these hours.
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9.2

PLUS

One shift in every five rostered for work is regularly scheduled to take place on Saturdays
and Sundays and on Bank Holidays (at least two Bank Holidays per year) i.e. 365 day
working pattern

For example: Work is regularly scheduled and carried out after 23:00 and before 6.00, and
post holders work at least one shift in five on Saturday or Sunday plus a minimum of two
Bank Holidays per year i.e. 365 day working pattern

e Level 3 AWP Payment : 35% on total basic pay

Work is regularly scheduled and carried out after 23:00 and before 6.00am

PLUS

Post holders work at least one shift in five on Saturday or Sunday, plus a minimum of two
Bank Holidays per year i.e. 365 day working pattern

PLUS

Where the work is subject to a rotating shift pattern, and shifts alternate from night to
day, or day to night on consecutive days within a seven day period (e.g. Mon-Sun, or Sun-
Sat etc.)

All three conditions must be met for posts to qualify for Level 3 AWP payment

o Level 4 AWP Payment : 35% on total basic pay

Paid to night worker posts where: the normal working hours are scheduled throughout
the night with shift patterns that require work through all hours between 23:00 and 6:00

PLUS

The postholder works at least one shift in five on Saturday or Sunday plus a minimum of
two Bank Holidays per year i.e. 365 day working pattern

For example: permanent night worker posts where the working pattern requires seven
hours night work between the hours of 23.00 and 06.00 hours on each occasion.

Sleeping-In Duty

Employees required to sleep in on the premises will receive an allowance at the rate agreed
nationally. As at April 2022, this allowance is £39.24 per night. The allowance covers the
requirement to sleep in and up to 30 minutes call out per night, after which the
overtime/additional hours provisions, as stated below, will apply. Payment will only be made

12
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in relation to duties that are undertaken, and not in respect of periods of sickness. Those in
receipt of the sleeping in duty allowance will not be eligible for any standby payment

Public Holiday Pay

Employees required to work on a public holiday will be paid at plain time PLUS, if eligible, any

AWP payment for the actual hours worked. In addition, the employee will be able to choose

whether to receive either compensatory time off in lieu or a further payment at plain time,

with, if eligible, any AWP payment, on an hour for hour basis (in total, therefore, double time).

There is no grade restriction

Free and Rest Day working

Employees required to work on a free or rest day will receive payment at plain time, with any

AWP payment for the role applied, for the hours worked. Normal overtime rules to apply

where the hours worked are in excess of contractual hours

Overtime / Additional Hours

Principles to apply:

a) Only to be paid in exceptional circumstances where the service requirement prevents
flexible working from covering the requirement for overtime to be worked. Time off
in lieu to be taken on an hour for hour basis.

b) For pay band G and above, time-off in lieu to be taken.

c) It must be agreed in advance by the manager as part of a planned programme of work.

Where overtime payment is claimed, this will be paid at plain time, with any AWP payment
for the role applied, provided the pay band is F or below

Standby and on-call payment

Call-out payments will be paid at plain time.

The following standby arrangements have been adopted by the Council:
a) Level 1 and Level 2 standby arrangements.

b) The out of hours services provided by Children’s Social Care Emergency Social Work
and Adult Social Care Mental Health teams.

c) The out of hours service within Taxi Enforcement carrying out enforcement and test
purchase operations.

13
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d) Facilities: an out of hours service dealing with issues that pose a threat to the
Councils property portfolio.

e) The out of hours service provided by Managers within the Children’s Services
Emergency Social Work Team.

The payment rates for the above standby arrangements can be found on the Intranet at HR
and L&D > Pay and expenses > Standby Schemes and Rates.

Approved Mental Health Practitioner (AMHP) allowance

This allowance of £2025 per annum is paid to employees who are warranted Approved
Mental Health Professionals (previously Approved Social Workers), who have the authority to
certify people and undertake these responsibilities either as part of their role or in
conjunction with their other duties. They are employed by the council but may have a PCT or
health background.

Christmas Day Working

Pay for hours worked on Christmas Day will be at basic pay for the day with any AWP payment
for role applied

PLUS
The employee will be able to choose whether to receive either compensatory time off in lieu

or a further payment at plain time, with, if eligible, any AWP payment, on an hour for hour
basis (in total, therefore, double time). There is no grade restriction

Other Terms and Conditions
Promotion increases

Salary on appointment to a promotional post will be at the bottom of the grade. Only in truly
exceptional circumstances may appointment above the bottom of the grade be put to HR for
consideration in line with the agreed process Appointment above the bottom of the grade -
April 2022.docx (sharepoint.com)

Multiple roles / split contracts of employment

Where an employee is undertaking more than one role, a separate contract of employment
will be issued for each role undertaken. Where the roles are similar (e.g. within schools there
are a number of different Teaching Assistant roles, each with distinct levels of responsibility
and associated pay), a record will be kept of the reason why the different levels of work are
appropriate.

Travel
(Part 2, paragraph 12 and Part 3, paragraph 6 of the Green Book)
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Employees required to use their motor vehicles for the efficient performance of their duties
will receive allowances for the use of their motor vehicles on business only after being so
authorised by the Council. Any vehicle used must be insured for business use.

An employee has a contractual obligation to fulfil their duties as described within the
individual role profile and terms and conditions of employment. If the employee has to travel
to fulfil these obligations then it is the employee’s responsibility to ensure appropriate means
of transport to do this. The council’s obligation as an employer is to reimburse costs in line
with council policy.

Those employees claiming car/motorcycle/moped mileage rates will be asked to provide
evidence on an annual basis that they have an appropriate driving licence and that their
vehicle is insured for business purposes

a) Car Mileage Rate

HMRC rate to apply (as at April 2022: 45p per mile for first 10k miles in one year, then
25p per mile).

When mileage is undertaken for training or claimed as an interview expense with the
council, it will be paid at the lower HMRC rate (as at April 2022: 25p per mile).

b) Motor Cycle and Moped Mileage Rate
HMRC rate to apply (as at April 2022: 24p per mile)

c) Cycle Mileage Rate
HMRC rate to apply (as at April 2022: 20p per mile).

d) Renewal of Special Driving Licence
Where the Council requires an employee to possess a Heavy Goods Vehicle, Passenger
Service Vehicle and/or other special driving licence, the Council shall meet the renewal
costs.

Other allowances: housing, food and uniforms

a) Housing allowance:

Where employees are required to live in particular accommodation in order to fulfil
the duties of their post, a reduced rent will be payable and a service tenancy drawn

up.

b) Food:

15



10.5

11.0

111

11.2

Where prepared meals are provided for the employee a charge will be made. This will
be determined by the council and will be subject to variation as necessary. Meals will
not be available for families or guests of employees.

No charge will be made where employees are required to have meals with clients in
the performance of their duties.

Remission of charges for food and accommodation will only be payable where
absences exceed seven days.

c) Uniform:
Where the council requires an employee to wear a uniform, this will be provided

Professional Subscriptions: Employees are responsible for paying their own professional
subscriptions or registration fees.

Leave
(Part 2, paragraph 7 of the Green Book)

Public Holidays:

Employees shall, irrespective of length of service, be entitled to a holiday with a normal day’s
pay for each of the statutory, general and public holidays as they occur, except in the case of
part time and job share employees who shall receive payment in respect of public holiday’s

pro-rata.

Annual Leave

NUMBER OF DAYS LEAVE
INCLUDING 2 EXTRA STATUTORY DAYS

Up to 5 Years Continuous Local|Over 5 years Continuous Local

Government Service Government Service
28 days 32 days
a) The annual leave entitlement includes two extra statutory days to be taken as part of

annual leave.
b) The annual leave year runs from 1st April to 31st March.

c) For new employees, entitlement to annual leave will be pro-rata’d based on their new
start date, to the nearest half day.

d) If an employee resigns from the Council’s service, their annual leave will be pro-rata’d

based on their last day of service. They will be expected to take full entitlement prior
to departure.

16
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f)

g)

h)

j)

k)

The leave entitlement as expressed applies to 5 day working patterns. Leave
entitlement excludes public and statutory holidays.

For alternative equivalent working patterns, an equivalent leave entitlement will need
to be calculated.

If employees work in offices which close for two additional local holidays, they are
required to take two of their annual leave days at that time.

If an employee works part time and does not work a specific number of days per week,
their leave entitlement will be calculated in hours on a pro-rata basis. The method of
calculation is:

Average no. of hours x 5.6 (weeks) =Total hours leave
Worked per week entitlement

(Multiply by 6.4 in place of 5.6 if 5 years’ service or more)

Whilst employees are encouraged to take their full leave entitlement during the leave
year, an employee may carry forward up to 5 days of annual leave to the next leave
year (pro-rata for part-time employees). In exceptional circumstances, the Director,
after consultation with the appropriate Human Resources Advisor, may approve the
carry forward of additional days.

Leave entitlement will increase from the month following completion of 5 years’
service.

Annual leave will accrue during periods of long-term sickness absence and during
maternity absence.

Management of Annual Leave

a)

b)

Each employee to provide to their team manager details of the main periods of annual
leave they wish to take during the year as soon as they are known. This will enable
services to plan ahead, allowing staff and team’s greater flexibility in annual leave on
the whole. Employees must agree leave dates reasonably in advance with their
manager.

Managers and their teams to take responsibility to:

e Determine the minimum number of employees required to be at work at any one
time so that adequate cover is in place at all times to ensure service delivery;

e Ensure that forward planning of annual leave works to the benefit of all team
members and service delivery;

e Give maximum notice of intended leave periods at all times.

During periods where there is a high demand for annual leave, the team should meet
and discuss each individual’s leave requirement and agree by mutual consent where

17
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d)

possible. If there is difficulty in reaching agreement consideration should be given to
leave history, for example, has a team member had leave refused in the past; is it
someone else’s turn to take the period in question off this year. If a decision cannot
be made, draw lots. The outcome of this will then become part of future
considerations.

No holidays should be booked until leave has been granted.

Christmas Leave

Staff normally required to work on the last weekday before Christmas Day are granted an
additional half day’s leave on that day. Full details are available on the intranet at HR and L&D
> HR guidance and policies.

Public Duties

a)

b)

c)

d)

e)

f)

g)

The Council will grant paid leave to employees required to undertake official duties
relating to membership of public bodies including service in support of the legal
system and the democratic process, annual service with the non-regular forces (which
includes training with the Reserve forces and the Cadet Force Adult Volunteers), jury
service and as a school governor.

Employees who are considering taking up any of the public duties covered by this
paragraph should discuss the implications with their manager, having particular
regard to any time off in order that this may be taken into account in service planning.

Employees will be expected to give reasonable notice of any requirement for time off.
Whilst the Council will wish to offer support to those who undertake public duties,
there may be occasions when it will not be possible to approve time off because of
the need to maintain Council services.

Employees receiving time off under this provision will be required to provide evidence
of the need for such time off.

This will be limited to a maximum of 10 working days, or the hourly equivalent, as paid
time off (pro-rata for part time employees) in any one financial year, subject to service
needs being met. In addition, unpaid time off, up to a maximum of a further 8 working
days or the equivalent number of hours (pro rata for part time employees) may be
approved in appropriate circumstances. Under this agreement, a total of up to 18
days time off (paid and unpaid) may be approved in any one financial year.

An individual employee will be eligible for one entitlement to time off under this
provision, no matter how many public duties they undertake.

It will exclude those bodies defined in regulations under the Local Government and
Housing Act 1989 to which restrictions apply for politically restricted posts.
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h) Other periods may be taken as part of annual leave.

i) Employees are required to claim for loss of earnings from the public body in relation
to the duties that they undertake. In the event that such a payment is less than the
normal take home pay of the employee, the Council will make up the difference.

i) Jury Service may require an individual employee to be absent from work for a period
of more than 10 working days. The first ten days of any such service would be counted
within the normal entitlement to time off for public duties. Any time in excess of this
would be considered within the framework of discretionary leave.

k) Those employed by Milton Keynes City Council’s Returning Officer at a Polling Station
on the day of a Poll will be granted paid time off. This is excluded from the 10 days
given under (d) above. Employees must obtain prior agreement from their line
manager to undertake election duties. Subject to the needs of the service, requests
should not be unreasonably refused.

Cancer Screening: Necessary paid time off will be granted to employees for the purpose of
cancer screening.

Medical and Dental Appointments: Employees are expected to make such appointments
outside their normal working hours or, if this is not possible to make up the time lost. With
the approval of the employee’s Line Manager, initial emergency or specialist hospital
appointments will be permitted without deduction of time where these cannot be arranged
outside of normal working hours. Evidence of the appointment may be required. Follow up
appointments will be unpaid.

Additionally, where a medical appointment is specifically for a condition under the Equality Act, it

11.8

11.9

can be regarded as paid time off. An OH report would be required to confirm the condition is
covered under the Equality Act. When entering the absence into ERP go to Special Leave Paid
and then select Hospital Appointment. These may not necessarily require a full day if the
appointment is early in the day or late in the