25 May 2021
To Councillors:
Desna Allen
Pete Cousins
Robert Giles
Kathryn MacDermid
Myla Watts

Jenny Budgell
Bill Douglas
Angie Litvak-Watson
Matthew Short

Meeting of the Human Resources Committee Thursday 03 June 2021
Dear Councillor,
You are summoned to attend a meeting of the Human Resources Committee to be held
in the Town Hall, High Street, Chippenham on Thursday 03 June 2021 commencing at
4pm for transaction of the business given in the Agenda attached.
Please note members of the public are invited to address the council at this meeting at
4pm. Members of the public are requested to send their public question to
enquiries@chippenham.gov.uk by 12pm on the day before the meeting and confirm
whether they will be in physical attendance or require an officer to read out the
question on their behalf. Priority of physical attendance at a Council meeting will be
given to the press and those who have sent their public question in advance and will
read it out, remaining seats will be allocated on a first come first served basis.
Alternatively, anyone who wishes to watch the meeting only can do so via this link:
http://youtube.com/channel/UCLhKQ0VMR7-mu7GvGYO3uGg/live
Yours faithfully

Mark Smith MBA LLB (Hons) CMgr FCMI FSLCC
Chief Executive
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All council meetings are open to the public and press
RECORDING OF PUBLIC COUNCIL MEETINGS
Recording and using social media is permitted at Council meetings which are open to the
public. Please note that this meeting will be live streamed to YouTube and will remain
there in the public domain for a period of 6 months.
4pm – PUBLIC QUESTION TIME (not to exceed 30 minutes)
The public are welcome to make representations, ask questions and give evidence at a
meeting which they are entitled to attend in respect of the business on the agenda.
To aid the meeting process, Chippenham Town Council ask members of the public to
email their questions to enquiries@chippenham.gov.uk no later than 12pm on the day
before the meeting.
Any individual representation is limited to no more than 3 minutes. The Chairman will
call the representation from those who are indicating that they wish to speak; written
representations can also be received in advance of the meeting. A record of any public
participation session shall be included as an appendix to the minutes.

Agenda
Human Resources Committee – 03 June 2021
Wards affected
1.

Page
no.

APOLOGIES FOR ABSENCE
To receive apologies for absence.

2.

NOTIFICATION OF SUBSTITUTION
To receive any notification of substitution made
to the Chief Executive.

3.

DECLARATION OF INTEREST
All Members of the Town Council are reminded to
declare any pecuniary or non-pecuniary interests
they may have in any business of the Council, its
Committees or
Sub-Committees, in accordance with the latest
approved Code of Conduct.
Members are reminded to declare any
dispensation granted in relation to any relevant
matter.

4.

ELECTION OF CHAIRMAN
To elect a Chairman of the Human Resources
Committee for the ensuing municipal year.
Elected Chairman to take the Chair
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5.

Wards affected

Page
no.

All

5

All

8

All

20

All

27

ELECTION OF VICE CHAIRMAN
To elect a Vice Chairman of the Human Resources
Committee for the ensuing municipal year.

6.

CHAIRMAN’S ANNOUNCEMENTS
To receive any announcements from the
Chairman.

Items 7-10 to consider
DEMOCRATIC SERVICES OFFICER
7.
To receive and consider a report from the Head of
Democratic Services regarding the proposed role
of Democratic Services Officer (copy attached).
8.

ADOPTION OF LEAVERS POLICY, FORM AND EXIT
INTERVIEW
To receive and consider a report from the Head of
Corporate Support regarding the proposed
adoption of a Leavers Policy including a form and
exit interview process (copy attached).

9.

REVISED ANNUAL LEAVE POLICY
To receive and consider a report from the Head of
Corporate Support regarding revisions to the
Annual Leave Policy (copy attached).

10.

REVISED EYE TEST POLICY
To receive and consider a report from the Head of
Corporate Support regarding revisions to the Eye
Test Policy (copy attached).

Items 11-12 and confidential item 16 to note
11.

TRAINING AND DEVELOPMENT UPDATE
To receive a report from the Head of Corporate
Support updating on training and development of
staff and Councillors (copy attached).

All

32

12.

UPDATE ON STARTERS AND LEAVERS
To receive a report from the Finance Manager
regarding council staff starters and leavers (copy
attached).

All

34
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Wards affected
13.

Page
no.

ITEMS FOR COMMUNICATION
To consider any items for communication and any
items to be consulted with the Youth Council.

14.

DATE OF NEXT MEETING
The next meeting of the Human Resources
Committee will take place on Thursday 02
September 2021 at 4pm.

15.

EXCLUSION OF THE PUBLIC AND PRESS
To pass, if considered necessary, the following
resolution:
“The press and public are excluded due to the
confidential nature of the business under the
Public Bodies (Admissions to Meetings Act) 1960
s1. sub section 2”.

16.

VERBAL STAFFING UPDATE

All

To receive a confidential verbal staffing update
from the Chief Executive.
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Agenda Item 7
Meeting

Human Resources Committee

Date

03 June 2021

Report Title

Democratic Services Officer

Author

Heather Rae, Head of Democratic Services

1.0

PURPOSE OF REPORT

1.1

To seek approval to create and appoint to the role of ‘Democratic Services Officer’ on
a full-time basis, this role would replace the existing part-time role of ‘Administrative
Services Officer – Planning’.

1.2

The restructure of this role within the Democratic Services Team will ensure the team
is fit for purpose, now and for the foreseeable future.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

The Head of Democratic Services manages the Democratic Services Team which
comprises two roles, the ‘Democratic and Civic Officer’ (full time) and the
‘Administrative Services Officer – Planning’ (part time 22.5hrs/week).

2.2

The change in role is proposed following the retirement of a long-standing, highly
experienced employee from the role of ‘Administrative Services Officer – Planning’ in
April and the revised operational needs of the Democratic Services function of the
Council.

3.0

DEMOCRATIC SERVICES OFFICER PROPOSAL

3.1

The current role of ‘Administrative Services Officer – Planning’ is mainly responsible for
supporting the Planning, Environment and Transport Committee (PET), associated
administration including Community Area Transport Group (CATG) requests and the
Neighbourhood Plan Steering Group (NPSG).

3.2

The Council attempted to replace the role like for like on a temporary basis to cover,
this was filled twice however the employees did not start or did not continue in the
role after a couple of weeks.

3.3

Therefore the role has been covered since the end of April by the Democratic Services
Team with support from the wider officer team. There have been no PET meetings
since 22 April and no in-person Civic Events, however as meetings begin again inperson and events return, this is unmanageable for the existing team and the extra
worked hours and Time off in lieu (TOIL) implications are not maintainable.

3.4

The part-time role of ‘Administrative Services Officer – Planning’ was specific and
narrow and is not necessarily an attractive offer in the current job market. It was
filled by a highly experienced employee who could complete the work within 22.5
hours, however this will likely prove challenging for a new employee to the Council.
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3.5

It is proposed that the part-time role be replaced by the full-time role of ‘Democratic
Services Officer’. The proposed role is broader and will provide training and
experience in a wider section of the Town Council’s meetings and democratic
processes.

3.6

This adapted full-time role will provide resilience and fluidity to the Democratic
Services Team and also give the Head of Democratic Services freedom for more
strategic based work.

3.7

It is hoped this will be a more attractive and balanced role for potential employees
with opportunities for development and experience within the Democratic Services
Team and Town Council.

3.8

The Town Council has continued to grow in recent years and expanding the
Democratic Services Team will support the expansion and demand of meetings and
public engagement with them.

3.9

There is an identified business need for an additional full-time officer within the
Democratic Services Team. Within the existing team it has been challenging to cover
holidays, absences or take TOIL. Other officers have had to step in to support
meetings, without training in minute taking or democratic processes and ideally this
would be covered from within the Democratic Services Team.

3.10

If Councillors support this role, the recruitment process would begin immediately. The
process would be carried out in accordance with the Town Council’s policies.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

The appointment of a ‘Democratic Services Officer’ to join the Democratic Services
Team supporting the democratic services function of the Council will contribute to the
following corporate priorities;

i.

Corporate Priority 1 – Provide facilities and services which support and develop a well
connected town, which promotes health and wellbeing.

ii.

Corporate Priority 2 – An active role in the future development of Chippenham through
collaboration with partners and stakeholders.

iii.

Corporate Priority 3 – Maintain and enhance opportunities to create a green, clean and
safe environment.

iv.

Corporate Priority 5 – Effective and efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.
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6.0

FINANCIAL IMPLICATIONS

6.1

The Spinal Column Point of the role of ‘Democratic Services Officer’ is 12-17 with
associated salary of £22,183 - £24,491 and the role will be appointed on a full-time
permanent term contract. The basic salary for starting point SCP 12 would be £22,183
currently, with on-costs (pay rise, NI and Pension) that would be £28,708.

6.2

Therefore the agreement to change the role of ‘Administrative Services Officer –
Planning’ to ‘Democratic Services Officer’ would require a total additional cost of
£8,655.

7.0

RECOMMENDATIONS

7.1

That Councillors agree to replace the part-time role of ‘Administrative Services Officer
– Planning’ with a full-time role of ‘Democratic Services Officer’ at a total additional
cost of £8,655.
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Agenda Item 8
Meeting

Human Resources Committee

Date

03 June 2021

Report Title

Leavers Policy, Form and Exit Interview

Author

Helen Bywater, Head of Corporate Support

1.0

PURPOSE OF REPORT

1.1

To present a proposal for a new policy which outlines the process that will be followed
when an employee is due to leave Chippenham Town Council. This includes a form to
be completed when an employee hands in their notice, to ensure that all appropriate
actions have been taken.

1.2

Additionally, to introduce an optional exit interview to capture feedback about their
experience working for the Council.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

The Council currently has a redundancy policy but does not have a policy confirming
the procedure for employees who have opted to resign or have been dismissed from
their employment following a disciplinary hearing.

2.1

When an employee notifies the Council that they intend to leave, there is key
information that must be reported to the Finance department to calculate their final
pay and notify our pension provider. There are also other tasks which the Line Manager
will need to complete, such as arranging the return of Council equipment. There is
currently no form or list for Managers to refer to, to check that they have captured the
required information and completed all necessary actions.

2.2

Many employers offer an exit interview, which can be used to gain insight into the
employee’s experiences. This helps will help the Council to understand what we are
doing right, where we can potentially make improvements and to support employee
retention.

3.0

EMPLOYEE LEAVERS FORM AND EXIT INTERVIEW

3.1

The proposed Leavers Policy is included at APPENDIX A. The information regarding pay,
garden leave and returning Council property is included in our terms and conditions of
employment.

3.2

The Employee Leavers Form is included at APPENDIX B. This will be completed by the
Line Manager as soon as possible after the employee has given official notice that they
wish to leave the Council or has been dismissed from employment. It will be handed to
the Head of Corporate Support who will check all actions have been completed, pass
relevant information to the Head of Finance, and contact the employee to invite them
to an Exit Interview.
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3.2

The template for the Exit Interview can be found at APPENDIX C. An Exit Interview will
be offered to all employees after they have handed in their notice. We would like to
encourage people to take part in the process, but it will not be mandatory.

3.3

If the employee agrees, the interview will be conducted by the Head of Corporate
Support with the Corporate Support Assistant or another member of the Management
Team. It is not recommended that the employee’s direct Line Manager take part, so
that the individual being interviewed can openly discuss their relationship with their
Line Manager should they wish to.

3.4

As with all employee information, the Employee Leavers Form and details of the Exit
Interview will be kept on file in line with GDPR regulations and the Council’s own
retention policies.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

The introduction of this process will contribute to the following corporate priority:

v.

Corporate Priority 5 – Effective and efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.

6.0

FINANCIAL IMPLICATIONS

6.1

There are no financial implications.

7.0

RECOMMENDATIONS

7.1

That Councillors agree to adopt the new Leavers Policy, Employee Leavers Form and
Exit Interview process.
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Item 8 Appendix A

Leavers Policy

Author: Chief Executive
Responsibility: Human Resources Committee
Date Adopted:
Review Date:

Leavers Policy

Policy Statement
Chippenham Town Council has developed this policy to explain the processes that
will be followed when an employee is due to leave Chippenham Town Council,
whether that’s through resignation or dismissal. The Council’s redundancy policy
and procedure can be found in a separate policy.
Scope of Policy
The policy applies to all employees of Chippenham Town Council (herein referred to
as “the Council”).
Review Statement
This policy has been prepared considering prevailing legislation and recognised good
practice. New legislation requirements or changes in current legislation may
necessitate the review of this policy document. The Council will continue to review
and amend all/part of this policy on a regular basis. It is the employee’s
responsibility to ensure that the copy of the policy being referred to is the most upto-date version.
Equality
In putting the procedure into practice, no aspect of the procedure will discriminate
on the grounds of race, sex, sexual orientation, gender reassignment, age, religion,
politics, marital status, disability, politics, caste and/or union membership or any
other grounds likely to place any particular employee at a disadvantage.

Resignation Procedures
Notice of Resignation
When an employee makes the decision to resign, they should submit this to their
Line Manager in writing. This should be reflective of the notice period outlined in
their contract of employment. A verbal resignation cannot be accepted, if verbal
notice is given the employee will be asked to confirm it in writing as soon as possible.
Once received, the relevant Head of Service should complete parts One and Two of
the Leavers Form and return them to the Head of Corporate Support with their
resignation letter. A copy of page one will then be separated and given to the Head
of Finance for payroll. The Finance team follow their own procedure to ensure that
employees are paid correctly when they leave and their P45 is issued. The Chief
Executive and other members of the Corporate Management Team should also be
notified.

Leavers Policy

Unless there is an agreement in place between the employee and the Council, the
expectation is that the employee will continue to work during the notice period.

Acknowledgment
The Head of Corporate Support (on behalf of the Line Manager) will send a letter of
acceptance to the employee. The letter should include confirmation of their last
day in the office/active duty, their official termination date as well as information
around any possible outstanding holidays that have been accrued and not taken or
whether a deduction is needed as they have taken more holiday than they have
accrued.
The letter will also include a reminder of their obligation to return all Council
property that they have in their possession. Furthermore, any repayments of debts
owed to the Council, such as training costs or loans, will be notified to the employee
in this letter.

Withdrawal of Resignation
Once the notice of resignation has been submitted, an employee will not usually be
allowed to withdraw it. Advice should be sought from HR, should an employee
request to withdraw their resignation.

Procedure if the Reason for Leaving is Dismissal
If following a thorough disciplinary process, the decision is to dismiss the employee,
they will be informed of this in writing. The dismissal letter will inform them of their
termination date and whether they are expected to work their notice. The letter
will include details of any possible outstanding holidays that have been accrued and
not taken or whether a deduction is needed as they have taken more holiday than
they have accrued.
The letter will also include a reminder of their obligation to return all Council
property that they have in their possession. Furthermore, any repayments of debts
owed to the Council, such as training costs or loans, will be notified to the employee
in this letter.
The relevant Head of Service should complete parts One and Two of the Leavers
Form and return them to the Head of Corporate Support. A copy of page one will
then be separated and given to the Head of Finance for payroll. The Finance team
follow their own procedure to ensure that employees are paid correctly when they
leave and their P45 is issued. The Chief Executive and other members of the
Corporate Management Team should also be notified.

Leavers Policy

Completion and Handover of Work
Throughout the notice period, unless garden leave has been agreed, the Council
expects the employee to complete their daily role as well as a handover for any
ongoing work, in agreement with their Line Manager.

Garden Leave
Regardless of reasons for leaving, the Council may choose to put the employee on
garden leave for the length of the notice period. The employee continues to be
employed by the Council during their notice period and will receive their normal pay
and benefits but will not be expected to attend work, unless specifically requested
by their Line Manager.

Pay in Lieu of Notice
Regardless of reasons for leaving, an employee can be paid their notice in lieu if
agreed by the Council (subject to the terms outlined in their contract of
employment). This means that their contract of employment will cease
immediately, and the employee will receive payment equivalent to what they would
have received during their notice period.

Managing Holiday During the Notice Period
An employee who is working their notice period or is on garden leave will continue
to accrue holidays. It is an expectation that employees will be required to take any
outstanding holiday during the notice period. However, in certain circumstances the
requirements of the Council may restrict holidays being taken by the employee
during the notice period. In this scenario, the Line Manager will inform the employee
and they will receive a payment in lieu of annual leave once the notice period has
been completed.
If the number of accrued holidays has been exceeded, then Council will reduce the
employee’s final payment by an equivalent number of days (in accordance with the
terms in the contract of employment).
Exit Interview
An exit interview will be offered and conducted by the Head of Corporate Support
and either the Corporate Support Assistant or another member of ECMT (not their
Line Manager). This will be optional. The purpose is to gain insight into the
employee’s experience, help the Council to understand what we are doing right,
where we can potentially make improvements and to support employee retention.

Leavers Policy

Security of the Council’s Information Systems
All IT access should be removed on the date the employee leaves the Council.
Employees should not copy or remove any intellectual property including Council
records and databases.

Return of Council Equipment in a Satisfactory Condition
The Line Manager should ask the employee to return all Council property on or before
their last day of employment. If items are not returned or are returned in an
unacceptable condition, they may be charged a to replace the item via a deduction
from their final pay. If this is the case the employee will be notified.

Information Held
The employee’s personal file will be archived and kept in line with GDPR regulations.

Role Replacement
The relevant Head of Service should consider whether the role needs to be replaced.
Recruitment options should be considered in line with the Council’s Recruitment
Policy.

Further Information
For further information or clarification on any part of this policy, please contact the
Chief Executive of the Council, Mark Smith.

Leavers Policy

Item 8 Appendix B

EMPLOYEE LEAVERS FORM & CHECKLIST
On receipt of notice that an employee wishes to leave their job, the relevant Head of Service/Manager
should compete parts one and two of this form and return them to the Head of Corporate Support.
A copy of page one will then be separated and given to the Head of Finance for payroll.
Please return the completed form with a copy of the employee’s resignation letter or email. Their
details will be kept on file under GDPR guidelines.

Part One: Employee Details
Employee name:
Job title:
Department:
Line Manager:
Date notice was given:
Agreed final day of employment:
Days of Annual Leave remaining for the
current financial year:
Will the employee be retiring and
drawing their pension?

Part Two: Checklist
Have the Corporate Management
Team been notified that the
employee is leaving?

If no, please notify CMT

Does the employee have any
portable IT equipment which
needs to be returned? If yes,
please confirm what e.g., laptop,
mobile

If applicable, please collect
and return any Council
owned IT equipment to the
Head of Corporate Support
on the employee’s last day

Does the employee have any keys
for CTC buildings or equipment?

If yes, please collect on the
employees last day

Does the employee have a work
email address?

If yes, please see the
question below

Should the employee’s emails be
temporarily transferred to another
member of staff after their leaving
date? If yes, please confirm which
email address
Does the employee have any
account log in details for services,
that will need to be transferred to
another member of staff?

Part Three: To be completed by the Head of Corporate Support
Date form was received:
Has the employee consented to an
exit interview?
Date of exit interview if
applicable:
Date employee information needs
to be shredded:

If yes, the Head of Corporate
Support will arrange
this with the IT team
If yes, please arrange this
before the employee leaves

Item 8 Appendix C

EXIT INTERVIEW AND FEEDBACK RECORD
Name:

Job Title:

Line Manager:

Date of Interview:

Location of Interview:

Names of Interviewers:

Before asking questions, the lead interviewer should confirm that this is an informal process that will not be scored. The purpose of the exit
interview is to understand the employees experience working for the Council and to give them the opportunity to provide constructive
feedback. There will also be some general housekeeping questions at the end. Any notes taken will be stored confidentially in compliance
with GDPR.
Questions
Please can you share why you are
looking to move on from your job at
Chippenham Town Council?

If the interviewee is going to another
company:
What was it that attracted your new
role?
How would you describe your time at
Chippenham Town Council?

Response

Item 8 Appendix C

Is there anything specific you enjoyed
about working here?

If you could have changed anything
what would it be?

How were your relationships with your
Line Manager and co-workers?

Do you feel that you were well equipped
to be able to do your job successfully?

Do you feel that your work was
appreciated?

Item 8 Appendix C

The values we try to encourage are:
Working in a Team
Embracing Change
Taking Responsibility and
Being Real
How accurately do you feel that reflects
the culture at CTC?
Are there any other comments you
would like to make?

General
Have you confirmed when your last day
will be with your Line Manager?
Have you spoken with your Line Manager
about returning any keys or equipment?
If Retiring:
Are you intending to collect your
pension?

Agenda Item 9
Meeting

Human Resources Committee

Date

03 June 2021

Report Title

Revised Annual Leave Policy

Author

Helen Bywater, Head of Corporate Support

1.0

PURPOSE OF REPORT

1.1

To present a revised version of the Council’s Annual Leave Policy, which has been
updated to provide additional clarity on the procedure for buying or selling annual
leave.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

The NALC/LGA Peer Review in September 2019 referenced the cultural change and
working practices that CTC is encouraging and the need to promote flexible and
sustainable working arrangements. A report was taken to HR Committee on 06 February
2020 recommending an amendment to the Annual Leave Policy which would reflect this
commitment to flexibility.

2.2

The main change recommended was to offer employees the ability to sacrifice salary in
return for additional annual leave (holiday days) and conversely to sacrifice annual
leave in return for payment. Both options would be subject to limits on the minimum
and maximum total amount of annual leave possible, in order that Council can continue
to operate effectively.

2.3

Councillors agreed to adopt this proposed change. However, Officers later reported that
it was not clear how the process of selling annual leave worked, and whether this would
affect the procedure for carrying over up to five unused holiday days to the next annual
leave year.

3.0

UPDATED ANNUAL LEAVE POLICY

3.1

The Annual Leave policy (APPENDIX A) has been re-worded with additional information
added, confirming how the process of buying, selling, or carrying forward annual leave
works. The updated policy also highlights the need to make requests to the Head of
Finance in advance and clarifies that annual leave entitlements are calculate pro rata
for part time employees.

3.2

A second window of opportunity for employees to buy or sell holiday has also been
added to allow for greater flexibility.
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4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

The introduction of a revised Annual Leave Policy will contribute to the following
corporate priority:

v.

Corporate Priority 5 – Effective and efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.

6.0

FINANCIAL IMPLICATIONS

6.1

There are no financial implications.

7.0

RECOMMENDATIONS

7.1

That Councillors approve the proposed changes to the Annual Leave policy.
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Item 9 Appendix A

Annual Leave Policy

Author: Chief Executive
Responsibility: Human Resources Committee
Date Adopted:
Review Date:
Amendments:

Annual Leave Policy and Procedures

Policy Statement
Chippenham Town Council aims to provide an appropriate balance between paid
time off for rest and recreation for employees and maintaining operational
efficiency. The Council takes a positive view on work life balance issues and
believes that employees should take responsibility in regularly taking annual leave
to ensure their own Health & Safety in accordance with the Working Time
Directive.
Scope of Policy
The policy applies to all employees of Chippenham Town Council (herein referred
to as “the Council”).
Review Statement
This policy has been prepared considering prevailing legislation and recognised
good practice. New legislation requirements or changes in current legislation may
necessitate the review of this policy document. The Council will continue to
review and amend all / part of this policy on a regular basis. It is the employee’s
responsibility to ensure that the copy of the policy being referred to is the most
up-to-date version.
Equality
In putting the procedure into practice, no aspect of the procedure will
discriminate on the grounds of race, sex, sexual orientation, gender reassignment,
age, religion, politics, marital status, disability, politics, caste and / or union
membership or any other grounds likely to place any particular employee at a
disadvantage.
Principles
•
•
•

•

The annual leave year runs from 1st April to 31st March in line with the
financial year.
Employees annual leave entitlement is stated in the individual’s contract of
employment.
The minimum paid annual leave entitlement for full time employees is 23
days excluding bank holidays, rising to 28 days after five years’ continuous
local authority service and 29 days after 10 years’ continuous service with
the Town Council.
Adequate notice must be given, being a minimum of 1 week for a day of
leave, a minimum of 4 weeks for 1 week of leave and longer, through
arrangement with the Line Manager.

Annual Leave Policy and Procedures

•
•
•
•
•

For the year of joining and leaving, holiday entitlement will be
proportionate to completed service during the leave year.
In the event of an employee leaving, any leave which has been taken but
not earned will normally be deducted from the final wage payment.
Leave of more than 10 consecutive days requires sanction from the Chief
Executive or a Director. A written request should be submitted to your Line
Manager who will seek approval from the Chief Executive or a Director.
In order to attract new staff or retain existing staff, the Chief Executive
may award additional annual leave up to the maximum entitlement.
Additional leave with or without pay may be granted in special
circumstances at the discretion of the Chief Executive or a Director.

Process for Requesting Annual Leave
Employees must request annual leave via their Line Manager and complete their
Annual Leave card. The Head of Finance must be notified of any agreed annual
leave.
The Chief Executive shall submit requests for annual leave to the Leader of the
Council.
Part-Time Employees
Annual leave will be calculated on a pro rata basis for part-time employees.
Employees working a variation of the usual full-time hours will be informed of their
leave entitlement.
Purchasing Additional Leave
Employees may purchase additional annual leave above their entitlement and will
have two opportunities per year to do so. The amount that can be purchased is up
to a maximum of 5 additional holiday days (pro-rated for part-time employees).
The first window to purchase holiday for the upcoming annual leave year is at least
six weeks before 1st April. The Head of Finance and Line Manager should be
notified in writing.
The Head of Finance will then adjust the employee’s annual salary at the
beginning of the financial year, reducing their salary by the number of additional
days holiday purchased. For a full-time employee, a day is calculated by dividing
their gross annual salary by 260 (the number of working days in the year).
The second window is at least six weeks before 1st October. As before, the Head of
Finance and Line Manager must be notified in writing and the Head of Finance will
adjust the employee’s salary for the remaining six months of the financial year,
reducing their salary by the number of additional days holiday purchased.
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Employees who have used their annual leave allowance and wish to request
additional holiday days in-year, but have missed both windows, should speak to
their Line Manager who will consult with the Corporate Management Team. If
additional unpaid leave is granted, the employees’ salary will be adjusted for the
month the leave is taken.
Financial Impact of Purchasing Additional Annual Leave
Purchasing additional annual leave will reduce an employee’s total annual salary.
Employees who are in receipt of any state benefit, such as working tax credits,
child tax credits, statutory maternity, paternity and adoption pay etc., should
contact the Department for Work and Pensions for advice on how this scheme may
affect them.
Additional annual leave purchased is classed as ‘authorised unpaid leave of
absence’ therefore the reduction in the employee’s salary caused by the purchase
will not be pensionable pay and pension contributions by the employee and Council
will not be payable on that reduction.
Selling Annual Leave
If an employee anticipates that they would prefer to receive fewer allocated
holiday days for the upcoming year and be paid for those days instead, they may
sell holiday days from their entitlement in advance. However, they must retain a
minimum of 20 annual leave days, excluding the eight bank holidays. This will be
pro-rated for part-time employees.
As with purchasing leave, employees will have two opportunities to commit to
selling annual leave. The first window is at least six weeks before 1st April and the
second window is at least six weeks before 1st October. The Head of Finance and
Line Manager should be notified in writing.
After the second window is closed employees will not have any further opportunity
to sell their holiday for the current annual leave year.
As mentioned in the Purchasing Annual Leave sections above, if an employee
purchases additional holiday their salary will be adjusted accordingly, and they
will receive a lower monthly salary in each monthly payroll run of the financial
year.
Conversely, if an employee sells their holiday the Head of Finance will adjust their
salary accordingly and they will receive a higher monthly salary in each monthly
payroll run of the financial year.
Carry Forward of Annual Leave
At the end of the annual leave year, employees may carry over to the next year up
to a maximum of 5 unused holiday days.
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Any additional days remaining will not be carried over, except for in special
circumstances at the discretion of the Chief Executive or a Director, or in the case
of illness covered by medical certification where it is automatically approved.
Any days carried over must be used in the next annual leave year, they cannot be
banked on a year-by-year basis.
It is permissible to carry over up to five days leave and buy or sell holiday for the
upcoming year.
Leaving the Council
The Council will reimburse an employee if they leave the Council and at the time
of leaving, the salary deductions made in respect of a period of purchased annual
leave are greater than the cost of the additional annual leave taken. The amount
to be reimbursed is the difference between the amount of the salary deductions
and the cost of the additional annual leave purchased.
The Council will recover from the employee’s final salary the difference between
the cost of the additional annual leave taken and the value of the salary
deductions, where the former is greater than the latter.
Public Holidays
Employees shall, irrespective of length of service, be entitled to a holiday with a
normal days’ pay for each of the statutory, general and public holidays as they
occur. Employees required to work on a bank holiday will be given an alternative
day as holiday.
Staff employed on a part-time basis will be entitled to leave on a pro-rata basis,
for example someone working 3 full days a week will get 3/5ths of the full Bank
Holiday entitlement. Upon joining their entitlement will be calculated according to
the days of the week they work to ensure fairness for all. If the Bank Holiday falls
on a day that the part-time employee does not work, they may take their relevant
proportion of the Bank Holiday at another time.
Other Leave
Details on the Councils’ policies on other types of leave including compassionate
leave, bereavement, emergencies, and public duties can be found in the ‘Other
Leave Policy’. Details on the procedure for sickness leave can be found in the
‘Sickness Absence Policy’.
Further Information
For further information or clarification on any part of this policy, please contact
your Line Manager.
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1.0

PURPOSE OF REPORT

1.1

To consider an update to the Council’s Eye Test Policy which will allow staff to obtain
a sight test from any professional optometrist.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

The existing Eye Test Policy was adopted at the Human Resources Committee meeting
held on 8 November 2018. The policy is based on legislation which was set out in The
Health and Safety (Display Screen Equipment) Regulations 1992 and subsequently
updated in The Health and Safety (Miscellaneous Amendments) Regulations 2002. This
states that for any employees currently or due to start using DSE (Display Screen
Equipment) such as computers, the employer must make sure they are provided with
an appropriate eye and eyesight test upon request. The test should be carried out by a
‘competent person’ and the employer should also supply ‘special corrective appliances
appropriate for the work being done’ i.e., glasses, if deemed necessary for DSE work
following the eye test.

2.2

The policy explains a scheme we have in place with Specsavers, which allows employees
to claim a pre-paid voucher. The voucher covers a sight test and glasses fitted with
standard lenses and a choice of basic frames.

3.0

REVISED EYE TEST POLICY

3.1

It is proposed that the policy is updated to allow employees to receive an eye test from
any reputable specialist of their choosing and claim back the cost of the test by
submitting a receipt to the Finance Team. This will give employees the option of visiting
an opticians in a location convenient to them or supporting an independent local
business.

3.2

The voucher scheme will still be available for employees who would prefer not to pay
and claim their money back later.

3.3

At the time of writing, the cost of an eye test for patients who do not qualify for any
NHS exemption is approximately £25. The voucher scheme also covers a pair of glasses
with standard single vision lenses up to £49. The policy has therefore been updated to
say that employees can claim back a contribution towards a pair of glasses up to the
same value.
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3.4

If an employee wishes to spend more, for example on designer frames or other extras,
they must cover any additional cost themselves. The policy will only apply if the
employee requires glasses for DSE working. Employees can check if they qualify for this
scheme by consulting with their Line Manager.

3.5

The policy has also been updated to make it clear that the Council as an employer is
responsible for providing glasses if they are required for DSE work.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

The amendment of this policy will contribute to the following corporate priority:

v.

Corporate Priority 5 – Effective and efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.

6.0

FINANCIAL IMPLICATIONS

6.1

There are no financial implications as the cost of this has already been accounted for
in the annual budget.

7.0

RECOMMENDATIONS

7.1

It is recommended that Councillors agree to adopt the new Eye Test Policy included at
APPENDIX A.
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Item 10 Appendix A

Eye Test Policy

Author: Chief Executive
Responsibility: Human Resources Committee
Date Adopted:
Review Date:

Eye Test Policy

Introduction
In compliance with the requirements of the Health and Safety (Display Screen
Equipment) Regulations 1992 as amended by the Health and Safety (Miscellaneous
Amendments) Regulations 2002, Chippenham Town Council has adopted the
following policy in respect to the provision of employee eye and eyesight tests.
Scope of the Policy
The policy applies to all employees of Chippenham Town Council (herein referred
to as ‘the Council’), whether they are on full time, part-time, fixed term, or
permanent contracts of employment. The policy only applies to employees who are
DSE (Display Screen Equipment) users.
Definitions
DSE includes items such as PC’s, laptops, tablets, and smartphones. DSE users are
defined as those to those who use DSE daily, for an hour more at a time. The
regulations do not apply to employees who use DSE infrequently or for a shorter
periods.
Employer Obligations
Employers must:
• Do a workplace assessment: when a new workstation is set up, a new user
starts work, a change is made to an existing workstation or an employee
complains of pain and discomfort
• Reduce risks, including allowing employees short breaks from DSE to rest or
do other tasks
• Provide an eye test if an employee asks for one and then at regular intervals
• Provide appropriate corrective appliances (glasses) if the eye test shows
that they are required for DSE work
• Provide training and information to employees on safe working practices
Eye and Eyesight Tests and Provision of Glasses
According to the Opticians Act 1989 a sight test should be performed by a
registered medical practitioner or a registered optometrist for the purpose of
detecting injury, disease, or abnormality in the eye. The person tested must either
receive a signed, written prescription for an optical appliance or a signed, written
statement that they do not need to wear or use an optical appliance.
The Council has a scheme set up with Specsavers for eye and eyesight tests. DSE
users wishing to apply for a test will be given a pre-paid voucher which will cover
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the cost of the sight test and, if necessary, glasses. The scheme provides a choice
of frames from the basic range (currently up to £49).
An employee may also visit an alternative opticians of their choosing and pay for
an eye test, then claim back the cost of the test by handing a receipt and a copy
of their prescription to the Finance Manager. Employees may also claim back the
cost of glasses up to same value as the eye test voucher (currently £49).
If an employee wishes to choose more costly appliances such as designer frames or
lenses with optional treatments not necessary for DSE work, the Council will not
pay for these and the employee will have to cover the cost of these
enhancements.
If an employee wishes to claim an eye test under this scheme, they should check
they are eligible with their Line Manager before proceeding.
Clinical Records
Information relating to an employee’s prescription will be subject to the same
confidentiality as other medical records.
Review Statement
This policy has been prepared considering prevailing legislation and recognised
good practice. New legislation requirements or changes in current legislation may
necessitate the review of this policy document. The Council will continue to
review and amend all / part of this policy on a regular basis. It is the employee’s
responsibility to ensure that the copy of the policy being referred to is the most
up-to-date version.
Further Information
For further information or clarification on any part of this policy, please contact
your Line Manager.
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1.0

PURPOSE OF REPORT

1.1

To update Councillors on the training and development activities that have been
undertaken by staff and councillors at Chippenham Town Council in the last 3 months.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

Staff are encouraged to develop their professional and technical knowledge and attend
training and seminars that have a benefit to the workplace.

3.0

TRAINING UNDERTAKEN SINCE FEBRUARY 2021

3.1

For Councillors to note that the following training courses and development
programmes have been undertaken:
Digital Audience Development, 12 days for 2 people over 6 months
RoSPA & RPII Routine Training Certificates, 1 day for 11 people
Mental Health Skills for Managers, ½ day for 13 people
Security Industry Authority (SIA), CCTV Public Space Surveillance, 3 days for 1 person
Creating Engaging Content for Marketing, ½ day for 3 people
Team Working, 1 day for 13 people
Subsidence, 1 day for 1 person
Analytics to Engage Audiences, ½ day for 2 people
Quantified Tree Risk Assessment, 2 days for 1 person
National Association Civic Officers Conference, 1 day for 1 person
First Aid at Work, 3 days for 1 person
IOSH Managing Safely, 3 days for 2 people

•
•
•
•
•
•
•
•
•
•
•
•
3.2

For Councillors to acknowledge that the Technician / Duty Officer has successfully
attained the SIA Licence.

4.0

CONTRIBUTION TO CORPORATE PLAN PRIORITIES

4.1

Staff training links to priority 5 of the Corporate Plan: Effective and efficient use of
resources:
a) Invest in our staff and councillors, providing training opportunities where
appropriate.

S:\AGENDAS AND MINUTES 2012 onwards\5 Human Resources Committee\Human Resources May 2021 to May 2022\1. 03 June
2021\Reports\Item 11 Training & Development Update.docx
Page 1 of 2

b) Ensure that we operate within legislation, regulation, ethical guidelines and
best practice.
5.0

STAFFING IMPLICATIONS

5.1

Staff submit a request in advance of the training for approval by their line manager.
Staff cascade any information they have acquired to the appropriate people within the
organisation for greater benefit.

6.0

FINANCIAL IMPLICATIONS

6.1

There is an agreed training budget for staff and Councillors; the training detailed in this
report will be funded from the budget of £20,000 for the year 2021/22. Current training
budget spend to date is £1175.

7.0

RECOMMENDATIONS

7.1

For Councillors to note the contents of this report.
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Update on Starters and Leavers
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1.0

PURPOSE OF REPORT

1.1

To update Councillors on the current staffing levels.

2.0

INTRODUCTION AND BACKGROUND INFORMATION

2.1

The Establishment Status lists all the staff that are currently employed with
Chippenham Town Council. This list is audited by our internal auditor.

3.0

STAFFING UPDATE
3.1

As of April 2021, we currently have 97 employees on the payroll this includes 23
councillors the 74 staff are made up of:
48 full time
7 part time
19 casual hours

3.2
3.3

From January 21 to April 21, we have had 0 starters and 6 leavers the breakdown
is as below
Starters 0
Leavers 1
Casual Staff 5
Admin PT 1

4.0

CONTRIBUTION TO CORPORATE PLAN
PRIORITIES

4.1

Current Staffing Levels links to priority 5 of the Corporate Plan: Effective and
efficient use of resources.

5.0

STAFFING IMPLICATIONS

5.1

There are no staffing implications.

6.0

FINANCIAL IMPLICATIONS

6.1

There are no financial implications as all staff have been budgeted for.

7.0

RECOMMENDATIONS

7.1

Recommendations are for councillors to note the report.
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