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GENERAL INFORMATION - STAFF

INTERVIEW EXPENSES
· Travelling expenses are payable in accordance with second class rail or bus fare incurred.

· Subsistence expenses are payable as follows:

Where the total absence is less than 24 hours:


Bed & Breakfast

£13.53


Breakfast


£4.48


Lunch



£6.17


Tea



£2.43


Dinner



£7.64

Where the total absence is 24 hours or more:


Per Night


£13.53


Per Day (or part)

£9.00

Expenses of candidates will not be paid until after the conclusion of the interview, and in the event of the successful candidate withdrawing their application or refusing the offer of employment on the grounds, which in the opinion of the Council are inadequate, no expenses will be paid.  The expenses of a candidate appointed to a post will not be paid until they commence their duties with the Authority.

RELOCATION EXPENSES

Relocation expenses are payable in accordance with Council policy.  Details are available on appointment.

HOURS OF WORK

Normal hours of work are 37 per week.  Normal office hours are 8.30 a.m. to 5.00 p.m. Monday to Thursday and 8.30 a.m. to 4.30 p.m. on Friday’s.

FLEXITIME

The Council operates a Flexitime Scheme which enables staff to vary their start and finish times, vary their lunch time, and use extra hours to take days and half days leave. The job profile relating to the post applied for will indicate if it attracts flexitime.

CAR ALLOWANCES

Essential User Allowance 

A lump sum allowance paid monthly, together with a mileage allowance paid for actual miles travelled.

Casual User Allowance 

A mileage allowance paid for actual miles travelled.

POLITICALLY RESTRICTED POSTS

The Local Government and Housing Act 1989 places a number of restrictions on posts which are “politically sensitive”.  This means that any person appointed to a post which falls within certain categories affected by the restrictions will not be able to:

· be a candidate, or prospective candidate for election an MP, MEP or Councillor

· “hold office” in a political party

· “canvass” at elections for a political party

· speak or write in public in a manner which appears to be designed to affect public support for a political party.

You will be advised if the post is politically restricted.

NO SMOKING POLICY

The Council operates a No Smoking Policy.  Smoking will not be allowed at any time in the following:

1
In all areas of Council operational buildings including entrances/exits and associated grounds; 

2
All communal halls and their associated grounds;


3
Depots and cabins;

4
Council vehicles;

5
All vehicles used for company business when transporting another person for the purpose of the Council’s business. 

ANNUAL LEAVE

The annual leave entitlement is 29.5 days.  There is an entitlement to an additional 5 days annual leave after 5 years continuous service.

PUBLIC/STATUTORY HOLIDAYS

The entitlement to public holidays is 8 days per annum.  Part time employees will receive a pro rata entitlement. The Council closes (except for essential services) between Christmas and New Year, and you are required to use annual leave for this purpose.

PENSION

You will be automatically contracted into the scheme unless you have indicated before commencing your employment that you wish to opt out.  Pension contributions are payable at 6% of your salary.

PROBATION

New entrants serve a 6 month probationary period during which time progress is monitored.  Following satisfactory completion of the probationary period, employment with the Council is confirmed.  However, the Council reserves the right to extend the probationary period and delay incremental progression, or terminate the employment, if performance is not satisfactory.

PERSONAL DEVELOPMENT

The Council acknowledges that organisational performance depends upon the people it employs.  It is recognised that employees are a valuable resource and it is essential to maximise the contribution each individual makes.  All employees have a Personal Development Review which gives the opportunity to discuss your role, performance, achievements and development.

SICKNESS ABSENCE

Entitlement to paid sickness absence is dependent upon length of continuous service.

UNION MEMBERSHIP

All employees are encouraged to join a recognised Trade Union.
