
Page 1 of 297
20 06 13 Confident Capable Council (C3) AgendaDB 

A 

 

    A G E N D A  

 
    
     

mee t i ng :  CONFI DE NT CAP A BLE C OU NCIL  SC RUTINY  PANEL  
 
da te :  THURSDAY 20 JUNE 2013    
 
t ime :  18:00 HOURS  
 
p lace :  CIVIC CENTRE (COMMITTEE ROOM 3)       
 
members: Councillors  
 Rita Potter (Chair) 
 Mrs Wendy Thompson (Vice-Chair) 
 Alan Bolshaw  
 Craig Collingswood 
 Jasbinder Kaur Dehar 

Christopher Haynes 
Milkinder Jaspal  
Jasbir Jaspal 
Zahid Hussain Shah 
Paul Singh 
Jacqueline Sweetman 
Martin Waite 
 

  
For further information on the agenda or the meeting generally, please contact: 
 
Scrutiny Officer – Deborah Breedon 
Tel: (01902) 551250 (e-mail:  deborah.breedon@wolverhampton.gov.uk) 
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    Part I – Open Items 
(Open to press and public) 

  
 Business items 
 
 1. Apologies for absence 
 

2. Declarations of interest 
 

3. Record of  Performance Governance and Support Services 
scrutiny panel previous meetings :  
 
a) 11 April 2013 
b)   9 May  2013  [For approval] 

 
 4. Matters arising 

 [To consider any matters arising from the minutes] 
 
 Policy development 

 
5.      Confident Capable Council – priorities 

 
[Presentation: Keith Ireland / Charlotte Johns]  

 
 6. Scrutiny Panel Work Programme 2013-14 
 

 [To consider and approve the work programme] 
   
 7. Human Resources Programme – Policy Framework phase 3 

 
[Pre-decision scrutiny – To consider the principles of the phase 3 
policies] 

 
8. Introduction of Individual Electoral Registration (IER) 

 
[To consider a progress report about the move to Individual 
Electoral Registration in 2014] 

 
9. Portfolio Performance Measures  - 2012/13 Quarter 4 

 
[To consider the performance reporting process and performance 
measures used for the portfolios of each Cabinet Member, and the 
current level of performance] 
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M
 
         Item 3 (a) 
 
 

        M  I  N  U  T  E  S  
 

 
 
 

meeting:  PERFORMANCE, GOVERNANCE AND SUPPORT  
 SERVICES SCRUTINY PANEL 

    
 date:  11 APRIL 2013 
     

 PRESENT:-  Councillors Potter(Chair) , Bolshaw, 
Claymore, Dehar, M Jaspal, P Singh, and Mrs Thompson 
(Vice Chair)  

 
    Also in Attendance Councillors Johnson and Sweet 

 
 OFFICERS IN ATTENDANCE:- 
 Delivery Directorate 

  
 D Breedon  Scrutiny Officer 
 S Davies  Chief Human Resources Officer 
 S Handy  Head of Service 
 K Ireland  Strategic Director Delivery 
 C Johns  Head of Corp Strategy & 

Improvement Unit 
 A Merrick  Assistant Director Central Services 
 M Taylor   Assistant Director Finance  
 J Wright  Democratic Support Officer  
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PART I – OPEN ITEMS 

Apologies For Absence 
 
91   Apologies for absence were submitted by Bedi, Haynes,  
 J Jaspal and Sweetman 
 
 Declarations of Interest 

92   None. 
 
 Minutes 
 
93 Resolved:- 

   That the minutes of the meeting held on 7 March 2013 were 
approved as a correct record. 

  
 Matters Arising 
  
94 Minute 86 HR Improvement Plan 
   It was confirmed that recruitment was underway of officers who 

could act as coaches. 
 
 Schedule of Outstanding Minutes  
 

 The Assistant Director Central Services submitted a report 
which provided a schedule of outstanding minutes, together with an 
indication when it was expected that reports on individual items would 
be submitted for consideration. 

 
95 Resolved:- 
  That the report be received. 
  
 Progress Report on Implementation of the Customer Services 

Strategy  
 
   A report was submitted which updated Councillors on progress 

made to date in respect of the implementation of the Customer Services 
Strategy. The report also sought endorsement of proposals to rebrand 
City Direct.   

 
   Members welcomed that changes that had been to date especially 

the additional facilities on the ground floor of the Civic Centre and the 
changes to reception areas on other floors. The proposals to provide 
computer facilities for customers was welcomed and it was suggested 
that consideration should be given to how printing facilities could be 
provided. 

 
   The Panel recognised the improvements that had taken place 

within City Direct and supported the proposal to rebrand it as “Customer 
Services”  
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96 Resolved:-  
   1) That the report be received. 
   2) That a report be submitted to a future meeting of the panel on 

whether or the aims and objectives of the strategy had been achieved. 
  
 Portfolio Performance Measures - 2012/13 Quarter 3 
 
   The Panel considered a report on the performance reporting 

process and performance measures used for the portfolios of each 
Cabinet Member, and the current level of performance. The report was 
welcomed and it was felt that the presentation of the report made the 
statistics easily understood. 

 
97 Resolved:-  
   That the report be received. 
 
 Equality Work Programme 
 
   The Panel considered a report on the draft Equalities Work 

Programme. Work was underway to implement the programme. 
 
98 Resolved:-  
   That the report be received. 
 
 Information Governance  
  
   A report was submitted on the Information Governance policies. 

The Panel welcomed the policies and the work that was being undertaken 
to improve information governance. 

 
99 Resolved:-  
   That the report be received. 
 
 Medium Term Financial Strategy for 2013/14 to 2017/18 
 
   The Panel considered a report on the first draft of the Medium 

Term Financial Strategy for 2013/14 to 2017/18. The strategy brought 
together the council’s vision, priorities and plans, and expressed them in 
financial terms and reconciled them to available resources.  Councillor 
Johnson requested that if any members of the Panel had any comments 
on the strategy that they be sent through to the Assistant Director 
Finance. 

   
   Regular updates would be submitted to future meetings of the 

Panel to enable monitoring of budgets.  
 
100 Resolved:-  
   That the report be received. 
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 Budget Consultation and Budget Setting Process  
 
   The Panel considered a report on the proposed revised approach 

to the 2014/15 budget setting and budget consultation processes.  The 
report included proposals for increasing the use of social media and an 
online tool to encourage a wider range of people to contribute to the 
consultation and this was supported by the Panel. Members suggested 
that the council comes in to contact with a range of people through its 
daily business and each interaction could provide an opportunity to 
engage people in the consultation process. 

  
101 Resolved:-  
   That the report be received. 
 
 Budget Update and Review 
  
   The Panel considered a report on the council's Fees & Charges for 

2013/14, to take effect from 7 April 2013, as reported to Cabinet 
(Resources) Panel on 3 April 2013. The fees and charges had been 
considered by the Cabinet (Resources) Panel on 3rd April. 

 
102 Resolved:-  
   That the report be received.  
 
 Exclusion of Press and Public 
 
103 Resolved:-  
   That in accordance with Section 100A (4) of the Local 

Government Act 1972, the press and public be excluded from 
consideration of the items of business in Part II of the Agenda, on the 
grounds that in view of the nature of the business to be transacted or 
the nature of the proceedings, exempt information falling within the 
paragraphs 1 and 3 of Schedule 12A to the Act (information relating to 
an individual and information relating to the financial or business affairs 
of any particular person/labour relations implications) is likely to be 
disclosed. 

 
 

  PART II - EXEMPT ITEMS 
 
 Single Status  
  
   To provide an update on progress made with implementing the 

Single Status Agreement and dealing with Equal Pay claims. The Panel 
were reminded that a collective agreement had been reached with the 
trades unions.  Work was ongoing to ensure that implementation went 
as smoothly as possible. 

 
   Councillors requested details of the numbers of appeals and 

appeal hearing that were being considered as well as details of the 
projected cost to the Council of the appeals. 
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104 Resolved:- 
   1) That the report be received. 
   2) That details of the numbers of appeals and appeal hearing 

that were being considered be circulated to all members of the Panel 
together with details of the projected cost to the Council of the appeals. 

 
 Policy Team Restructure 
 
   A report was submitted on proposals for the restructure of the 

Policy Team, currently the Corporate Strategy and Improvement Unit. 
 
   Councillors asked a range of questions on the detail of the 

proposals and received reassurance that freedom of information 
requests would be dealt with more quickly in future. 

 
105 Resolved:-  
   That the report be received. 
 
 Shared Services Transformation Programme  
 
   A report was submitted which updated the Panel on the 

progress made over recent months in relation to the procurement of 
replacement IT systems and associated services under the Shared 
Services Transformation Programme. 

 
   The Panel was informed of the decision taken by the Cabinet the 

previous day to award a contract to a transformation partner 
organisation. 

 
106 Resolved:-  

  That the report be received. 
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M
 
         Item 3 (b) 
 
 

        M  I  N  U  T  E  S  
 

 
 
 

meeting:  PERFORMANCE, GOVERNANCE AND SUPPORT  
 SERVICES SCRUTINY PANEL 

    
 date:  9 MAY 2013 
     

 PRESENT:-  Councillors Potter(Chair) , Bedi, Bolshaw, 
Claymore, Dehar, Haynes, J Jaspal, M Jaspal, P Singh, 
Sweetman and Mrs Thompson (Vice Chair)  

 
    Also in Attendance Councillor Sweet 

 
 OFFICERS IN ATTENDANCE:- 
  
 Delivery Directorate 

 S Aldis  Project Manager 
 D Breedon  Scrutiny Officer 
 S Davies  Chief Human Resources Officer 
 K Ireland  Strategic Director Delivery 
 A Merrick  Assistant Director Central Services 
 M Taylor   Assistant Director Finance  
 W Trainor  Interim Chief Legal Officer 
 J Wright  Democratic Support Officer  
 
 Office of The Chief Executive 
 C Trynka  Interim Head of Equalities 
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PART I – OPEN ITEMS 

Appreciation of the Chair 
 

107   The Chair expressed her appreciation for the support she had 
received during the year from members of the panel and officers. 
 
Apologies For Absence 

 
108    Apologies for absence were submitted by Councillor Shah. 
 
 Declarations of Interest 

109   None. 
 
 Role of the Equalities Member Champion 
 
   A report was submitted on the role of the Member Champion. 
 
   Members of the Panel felt that it was important for the Member 

Champion to be visible both within the Council and to external bodies. It 
was confirmed that whilst the Cabinet member for Governance retained 
overall responsibility for equalities issues the Member Champion would 
identify areas of council activity that was falling below the required 
standard and needed remedial action to be taken. 

 
   Consideration was given to how the work of the Member 

Champion would be monitored. It was noted that the Equalities Advisory 
Board would receive regular reports. Members felt that the Confident 
Capable Council Scrutiny Panel should also receive updates every six 
months on the work of the Member Champion and on the implementation 
of the Equalities Implementation Plan. 

   
110 Resolved:-  
   1) That the report be received. 
   2) That the Confident Capable Council Scrutiny Panel should 

receive updates every six months on the work of the Member Champion 
and on the implementation of the Equalities Implementation Plan.  

 
 Delivery Directorate Business Plan 2013 
 
   A report was submitted on the Delivery Directorate business plan. 

The plan set out the priorities for the forthcoming year. 
 
   Members welcomed the report. 
 
   Some members asked about the opening hours  of the Shaw road 

recycling  facility and about  the agreement with Dudley MBC regarding 
use of the Anchor Lane site. It was confirmed that the payment received 
from Dudley MBC for use of Anchor Lane by residents of Dudley did not 
cover  the cost of recycling the additional material received. Members felt 
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that a further report on this issue should be submitted to the appropriate 
scrutiny panel.  

 
111 Resolved:-  
   1) That the report be received. 
   2) That a report be submitted to the appropriate scrutiny panel on 

the agreement with Dudley MBC to allow residents of Dudley to make use 
of the Anchor Lane recycling site. 

 
 Legal Services Court Bundling Software 
 
   A report was submitted on the use of Court Bundling Software. 

The changes that would arise as a result of use of the software would 
form a key part of the transformation of Legal Services.   

 
   Members welcomed the report and asked a number of questions 

and in particular asked about the timescales for the contract for use of the 
software.  

 
112 Resolved:-  
   That the proposed use of the Court Bundling Software be 

endorsed. 
 
 Legal Services Lexcel Accreditation 
 
   A report was submitted on a proposal that Legal services should  

achieve Lexcel Accreditation. The accreditation was a Law Society 
benchmarking standard for practice management excellence and would 
ensure that Legal Services met the highest management and customer 
care standards. Members welcomed the report. 

 
113 Resolved:-  
   That the proposal to seek Lexcel Accreditation be endorsed. 
 
 Exclusion of Press and Public 
 
114 Resolved:-  
   That in accordance with Section 100A (4) of the Local 

Government Act 1972, the press and public be excluded from 
consideration of the items of business in Part II of the Agenda, on the 
grounds that in view of the nature of the business to be transacted or 
the nature of the proceedings, exempt information falling within the 
paragraphs 1 and 3 of Schedule 12A to the Act (information relating to 
an individual and information relating to the financial or business affairs 
of any particular person/labour relations implications) is likely to be 
disclosed. 

 



Page 11 of 297

  9 MAY 2013 

 Item 3(b) PGSS Mins 13 05 09 
 4

 
  PART II - EXEMPT ITEMS 

 
 Creating a Council Temporary Staffing Agency 
 
   A report was submitted on the principle of the Council creating 

its own temporary staffing agency. The benefits of establishing such an 
agency were explained to the Panel. 

 
   The Panel considered that the proposal would be beneficial to 

the Council and requested  that a progress report on the 
implementation be submitted to a future meeting of the Confident 
Capable Council Scrutiny Panel.  

 
115 Resolved:-  
   1) That the report be received. 
   2) That. the principle of the Council creating its own temporary 

staffing agency be endorsed. 
   3) A report be submitted to a future meeting of the Confident 

Capable Council Scrutiny Panel on the detailed business planning work 
for Option 2.  
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Agenda Item No: 6 

Wolverhampton City Council     
 
CONFIDENT CAPABLE COUNCIL SCRUTINY PANEL   
 

Date  20 JUNE 2013  
       
Originating Service Group(s) DELIVERY DIRECTORATE GOVERNANCE 

SERVICES  
 

   Contact Officer(s)/   DEB BREEDON  
Telephone Number(s)  55(1250)   
 
Title/Subject Matter CONFIDENT CAPABLE COUNCIL (C3) 

SCRUTINY PANEL WORK PROGRAMME 2013-14 
______________________________________________________________ 
 
 
1.0 RECOMMENDATIONS 
 
1.1 That the C3 Scrutiny Panel agrees the items for inclusion in the work 

programme for 2013-14 and indicates the priority item(s) to the next meeting  
 
1.2 That the Panel agrees to review the work programme at each Panel meeting to 

respond to emerging issues and to enable members to debate whether issues 
are still relevant. 
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2.0 Purpose of Report 
 
2.1 To present for consideration the draft C3 Scrutiny Panel Work Programme for 

2013/2014 at appendix 1. 
 
3.0 Background Information 
 
3.1 The remit of the C3 panel was agreed by Annual Council 15 March 2013; an 

extract setting out the remit for this panel is attached at appendix 2. 
 

3.2 The Delivery Directorate Business Plan 2013 was considered by Performance 
Governance and Support Services Scrutiny Panel, 9 May 2013. The business 
plan sets out all the overall direction and priorities for the Directorate and how it 
sits with the Council’s corporate priorities. 
Hyperlink    Delivery Directorate Business Plan 2013 

 
3.3 Outstanding issues to be considered for carry forward to 2013-14 work 

programme include: 
 

• Staff Turnover (Minute 105 -12 April 2012) 
• Acquisitions (Minute 114- 21June 2012) 
• Energy Switching Campaign (Minute 84 - 7 March 2013) 
• Progress Report on Implementation of the Customer Services 

Strategy -  whether or the aims and objectives of the strategy had 
been achieved (Minute 09.05.13) 

• Updates every six months on the work of the Member Champion 
and on the implementation of the Equalities Implementation Plan 
(Minute 11.04.13). 

• Creating a Council Temporary Staffing Agency detailed business 
planning work for Option 2 (Minute 11.04.13) 

 
3.4 Issues included as regular items in recent years include: 
 

• Budget consultation, budget setting and budget updates and 
reviews 

• Single status 
• Proposals for restructure of services 
• Shared services and transformation programme update 
• Ear Marked Reserves Task and Finish Group 
• Civic Centre Work Group  

 
3.4 Issues raised at the Annual work programme planning session which fall within 

the remit of C3 Panel and were not selected for review or inquiry by Scrutiny 
Board include: 

 
• Energy Efficiency 
• Issues surrounding community inclusion/exclusion 
• Procurement  
• Performance Management (Staff) 
• Performance Management (Council business)  
• Digital inclusion / exclusion 
• Emerging and new communities 
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• Use of social media by the Council  
• Access to affordable finance for public 
• Customer services  
• Finance/budgets – Local discretionary grant scheme/ driving out 

efficiencies 
• Banking / Loans / Deals / Partnerships with Banks – credit unions 
• Collection ability on council tax payment  
• Direct payments 
• Risk 
• Community budgets 

 
3.6 Issues raised at the agenda planning meeting with Chair and Vice-Chair: 

• Property Assets Management 
• Information requests and complaints – 2012 outturn position  

 
3.7 The Panel will retain flexibility to consider issues as they arise, changes to the 

work programme will be brought to the attention of the Chair at each agenda 
meeting and all Councillors will consider the work programme at the Panel 
meetings. 
 

4.0 Schedule of Meetings 
 
4.1 C3 Scrutiny Panel meetings for the 2013-14 municipal year: 

• 20 June 2013 
• 18 July 2013 
• 5 September 2013 
• 21 November 2013 
• 23 January 2014 
• 6 March 2014  
• 17 April 2014 

 
5.1 The Panel should take into account topics identified for reviews and inquiries 

during 2013-14 when considering items for inclusion on the Panel work 
programme to avoid repetition.  

 
6.0 Financial Implications 
 
6.1 There is a scrutiny budget to support the investigation of issues highlighted by 

councillors through the work programmes of the Panels and the reviews and 
inquiries. [GE/06062013/N] 
  

7.0  Legal Implications 
 
7.1 There are no direct legal implications arising from this report. 
 [FD/11062013/V] 
  
8.0 Environmental Implications 
 
8.1 There are no direct environmental implications contained in this report 
 
9.0 Equalities Implications 
 
9.1 Councillors are asked to consider equalities, especially when identifying who to 

consult and who to call to give evidence. 
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Appendix 1: Draft Work programme 2012/13 
 

 
20 June 2013 
 
 

• A Confident, Capable Council - presentation  
• Confident, Capable Council (C3) Work programme 

2013-14 
• HR Policies (pre-decision) 
• Portfolio Performance Measures  - 2012/13 Quarter 4 
• Introduction of Individual Electoral Registration (IER) 
 

18 July 2013 
 

• Budget and financial matters  
• Resilience (emergency planning and business 

continuity)  
• Corporate Landlord (Property Asset Management) tbc 
• Information requests and complaints – 2012 outturn 

position  
• Delivery and OCE restructure – dates tbc  
• Future space – tbc possible link to the sub group  

 
5 September 2013 
 

• Portfolio  Performance Measure Quarter 1 2013-14 
• HR Quarterly update report  
• Talent Link 
• Consultation Principles 
• Budget and financial matters  
• Future Works  
• Single Status – Update report 
• Equal Pay  

 
21 November 2013 
 

• Budget and financial matters  
• Health and safety status report – November (annual)  
• Future works  

 
23 January 2014 
 
 
 

• Portfolio  Performance Measure Quarter 2 2013-14 
• HR Quarterly update report  
• Budget and financial matters  
• Future works  

 
6 March 2014  
 

• Budget and financial matters  
• Regular updates on financial matters 
 

17 April 2014 
 

• Budget and financial matters  
• Portfolio  Performance Measure Quarter 3 2013-14 
• HR Quarterly update report  
• Future works  
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Other issues to be scheduled: 
 
Issues carried forwarded from work programme 2012-13: 
 

• Staff Turnover (Minute 105 -12 April 2012) 
• Acquisitions (Minute 114- 21June 2012) 
• Energy Switching Campaign (Minute 84 - 7 March 2013) 
• Progress Report on Implementation of the Customer Services Strategy -  

whether or the aims and objectives of the strategy had been achieved 
(Minute 09.05.13) 

• Updates every six months on the work of the Member Champion and on 
the implementation of the Equalities Implementation Plan (Minute 11- 
April 2013) 

• Creating a Council Temporary Staffing Agency detailed business 
planning work for Option 2 (Minute - 11April 2013) 

• Ear Marked Reserves Task and Finish Group 
• Civic Centre Work Group 

 
Other work to be considered: 

• Local Council Tax Support Scheme working group established at 
Scrutiny Board 21 May 2013.  Joint membership from C3 Scrutiny Panel 
and Scrutiny Board has been agreed.  The working group will meet 27 
June at 5pm. 

 



Page 17 of 297
-  - 6

Appendix 2  
 
D: CONFIDENT, CAPABLE COUNCIL SCRUTINY PANEL 

(i) Responsibilities 
 

Within approved Council policy and in accordance with the overall aims and 
objectives of the Council, the Scrutiny Panel shall consider and determine all 
matters which fall within the following terms of reference:- 

 
a) to be responsible for the overview and scrutiny of the organisation and 

performance of financial, human, technical and material resources to support 
the delivery of Council services; 

b) to assist the Council and the Cabinet in the development of its budget and 
policy framework by in-depth analysis of policy issues and by liaison and 
discussion with the Cabinet; 

c) to conduct research, community and other consultation in the analysis of policy 
issues and possible options; 

d) to consider and implement mechanisms to encourage and enhance community 
participation in the development of policy options; 

e) to question Cabinet Members and/or Council employees about their views on 
issues and proposals affecting the area; 

f) to liaise with individuals and external organisations operating in the area, 
whether national, regional or local, to ensure that the interests of the citizens of 
Wolverhampton are enhanced by collaborative working; 

g) to review and scrutinise the decisions made by and performance of the Cabinet 
and Council employees both in relation to individual decisions and over time; 

h) to review and scrutinise the performance of the Council in relation to its policy 
objectives, performance targets and/or particular service areas and to receive 
and consider other reports received from external auditors and external 
regulatory Inspectors and to work with the Cabinet to respond to 
recommendations from reviews and inspections;  

i) to undertake reviews of the Councillors Call for Action where referred by the 
Petitions Committee; 

j) to question Cabinet Members and/or Council employees about their decisions 
and performance, whether generally in comparison with service plans and 
targets over a period of time, or in relation to particular decisions, initiatives or 
projects; 

k) to make recommendations to the Cabinet and/or appropriate Regulatory or 
other Committee and/or Council arising from the outcome of the scrutiny 
process; 

l) to review and scrutinise the performance of other public bodies in the area and 
invite reports from them by requesting them to address the Panel and local 
people about their activities and performance; 

m) to consider call-ins related to their area of responsibility; 
n) to question and gather evidence from any person (with their consent); 
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o) to deal with any other matter which is by law required to be dealt with by an 
“overview and scrutiny committee”.  

 
(ii) Policy areas include: 
 

Business Transformation 
Finance and Budget Consultation 
ICT 
Human Resources and Organisational Development 
Democracy and Governance 
Policy and Performance 
Communications 
Emergency Planning  

 
(iii)Related policy framework plans and strategies 
 

Human Resources Policies 
Customer Service Strategy 
Equal Opportunities Policy Statement 
Information, Communication and Technology Security Policy 
Corporate Procurement Strategy 
Annual Investment Strategy 
Treasury Management Strategy 
Equality Action Plan 

 
(iv)Principal related Cabinet Member 
 

Cabinet Member for Governance and Performance 

(v) Lead Corporate Officer 
 

Strategic Director Delivery 
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Agenda Item No:  7 
 
Wolverhampton City Council    OPEN ITEM  
          
 
CONFIDENT AND CAPABLE COUNCIL    Date   20 JUNE 2013 
SCRUTINY PANEL  
 
Originating Service Group(s) DELIVERY 
 
Contact Officer(s)  KEITH IRELAND SUE DAVIES  
Telephone Number(s) 4500         4056                   
 
Title/Subject Matter  HR IMPROVEMENT PROGRAMME – POLICY FRAMEWORK PHASE 3 
___________________________________________________________________ 
 
Recommendation 
 

1. That Members endorse the principles of the Phase 3 policies detailed in the annexes:  

 Annex 1 -    Working hours 

 Annex 2 -      Leave 

 Annex 3 -      Flexible working  

 Annex 4 -      Maternity, paternity, adoption and fostering 

 Annexes 5,6,7,8 -     Pay strategy policies: 
     Secondments and acting up  
     Market forces supplements 
     External secondments 
     Casual workers 

 Annex 9 -      Personal use of Council ICT and employee privacy statement 

 Annexes 10,11,12,13 -    Employee standards: 

   Employees’ code of conduct 
Travel, subsistence and hospitality (including gifts and 
hospitality guidelines) 
Liability of employees 
Service on outside bodies 

  

2. That Members note the consultation approach, process and timetables.  
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1. BACKGROUND 

The Human Resources (HR) Improvement Programme has a number of key workstreams 
to create a modern and effective human resources service, which were endorsed by the 
Performance Governance and Support Services Scrutiny Panel. One of these is the 
introduction of a new HR policy framework.  
 
This report is the latest in the regular, comprehensive updates on progress made towards 
implementing the Improvement Programme in general and the policy framework in 
particular for Scrutiny’s consideration and comment as a pre-cursor to policies being 
approved at Cabinet (Resources) Panel. 
 
 

2. HUMAN RESOURCES POLICY FRAMEWORK 
 
2.1 The development of the HR Policy framework is designed to align policies closer to 

corporate objectives and business needs, modernise them to make them simpler, relevant 
and in accordance with changes in employment law 
 

2.2 There has been on-going consultation on the policy framework to capture the views of key 
stakeholders within the Council.  The stakeholders identified for consultation include: 
Strategic Executive Board, Corporate Delivery Board, a Managers Reference Group, HR 
operational staff and the Trade Unions as required by the contract of employment.  

 
2.3 Feedback from the consultation process has been used to further define policy (where 

appropriate) and to shape supporting guidance. Any comments of principle affecting the 
policies and procedures have been subject to review at a consultation moderation panel, 
comprising the Head of HR, HR Policy and Strategy Manager and the operations HR 
managers.  

 
2.4 Three reference groups have played a significant on-going role since September 2012 in 

the policy consultation process:  
 
 Managers’ reference group  

 
Assistant Directors nominated key senior managers to form a managers’ reference group.  
Feedback from the managers’ reference group has demonstrated support for change and in 
general the need to simplify and streamline policies has been well received. There has 
been a high level of engagement with and commitment to the process.  The outcome of the 
consultation sessions has been positive and has significantly shaped the policies, 
procedures, guidance notes and supporting materials.  
 

 
Human Resources reference group 

 
The HR reference group have focussed on the operational practicalities of applying the 
policies and procedures and issues are being picked up in the supporting guidance.  
Principles concerned with the policy have been subject to discussion in moderation and 
have helped further define the policies. 
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Trade Unions 
 
Consultation with Trade Unions has been constructive and the comments from the trade 
unions have been taken into account to shape the guidance and many of the comments 
and issues have been really helpful for this purpose.  The trade unions have generally 
agreed in principle with the policies.  
 

2.5 The policies have been prioritised into four phases with each phase reported to Scrutiny 
Panel as an essential part of the pre-decision scrutiny process: 

 
Phase 1  - October 2012 
Phase 2 - March 2013 
Phase 3  - June 2013 
Phase 4 - September 2013 

 
 The high level consultation plan is detailed in Appendix 1 along with the detail of Phase 3 

consultation.  
 
2.6 Performance Governance and Support Services (PGSS) Scrutiny Panel reviewed and 

endorsed the Phase 1 policies at its 30 October 2012 meeting. These policies (Discipline, 
Grievance, Bullying and Harassment, Appraisal, Management of Attendance) were 
subsequently approved at Cabinet (Resources) Panel on 27 November 2012.  The 
Discipline, Grievance, Bullying and Harassment policies were implemented from 01 
February 2013 and the Appraisal and Management of Attendance policies were 
implemented from 01 April 2013. Implementation includes the development and roll out of 
management and employee guidance and support and the profiling of the policies on the 
HR intranet pages. 

 
2.7 PGSS Scrutiny Panel reviewed and endorsed the Phase 2 policies at its 7 March 2013 

meeting and these were implemented from 01 April 2013; the policies covered: Recruitment 
and Selection, Agency Workers, Job Carving; Induction, Capability; Redeployment, 
Redundancy, Retirement; Equality & Diversity.  

 
2.8 Phase 3 policies are now appended for endorsement by this Scrutiny Panel. They are as 

follows:  
 

 Working hours     - Annex 1 
 Leave       - Annex 2 
 Flexible working     -  Annex 3 
 Carers (Maternity/paternity/adoption/fostering) - Annex 4 
 Secondments and acting up    - Annex 5 
 Market forces supplements   - Annex 6 
 External secondments    - Annex 7 
 Casual workers     -  Annex 8 
 Personal use of Council ICT and  

social media     -  Annex 9 
 Employees’ Code of Conduct   - Annex 10 

Travel, subsistence and hospitality   - Annex 11 
(including gifts and hospitality guidelines)  
Liability of employees    - Annex 12 
Service on outside bodies    - Annex 13 
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2.9  Specific changes to note are: 
 

• Policies on working hours and leave incorporate changes as a result of the 
collective agreement for single status 

• Policies on secondments and acting up, market forces supplements and casual 
workers incorporate the revisions approved by the Single Status Board for 
implementing the Wolverhampton pay model and maintaining consistency and 
equality in pay and grading matters across the council 

• The policy on flexible working proposes the introduction of a revised career break 
scheme   as a replacement for the retainer scheme 

• The policy on carers introduces a new provision for support to Wolverhampton 
City Council employees undertaking short term fostering in line with the 
Corporate Parenting Board’s action plan 

• The policy on personal use of Council ICT and social media introduces a 
framework for employees to manage permitted personal use of council ICT 
resources  

• The employees’ code of conduct introduces revised standards and a protective 
protocol in relation to personal relationships  
 

Members are asked to endorse the principles detailed in each policy document. The full 
suite of Phase 3 policies will be submitted to Cabinet (Resources) Panel on 26th June 2013 
for approval.  
 
A detailed implementation plan covering communications, training, business briefings, 
support and timetable for roll out of the policies has been drawn up for Phase 3, which will 
be implemented with effect from 01 July 2013. 

 
 

3. LEGAL IMPLICATIONS 
 
3.1 The Policy reviews take into account up to date employment law and case law. 
 [FD/10062013/Y] ] 
 
 
4. FINANCIAL IMPLICATIONS 
 
4.1 The cost of progressing the HR Improvement Plan will be met from within existing revenue 

budgets. The changes to policies will have on-going financial implications however it is not 
possible to quantify them until such time as the policies are implemented.  Financial 
implications will be assessed on a case by case basis.   
 [CN/11062013/W] 
 

    
5. EQUALITY IMPLICATIONS 
 
5.1 The recommendations contained in this report help support and improve the equality 

agenda across the workforce.  
 
5.2 An Equality Analysis for each policy is being prepared. 
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6.  ENVIRONMENTAL IMPLICATIONS 
 
6.1 There are no direct environmental implications arising from this report. 
 
 

 
 
Background Papers 
 
Report to Performance Governance & Support Services: 07 March 2013 
Report to Performance Governance & Support Services: 30 October 2012 
Report to Performance Governance & Support Services: 6 September 2012 
Report to Performance Governance & Support Services: 26 July 2012 
Report to Performance Governance & Support Services: 2 February 2012 
Report to Performance Governance & Support Services: 17 November 2011 
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APPENDIX1 

 

HR Work Plan 2012/13  

 

Report 
Number   PGSS Reports on HR Improvement Plan 2012  PGSS 

1  HR Improvement  Plan ‐ revised  September 2012 
2  HR Improvement Plan/Policy Framework ‐ reports phase 1   October  2012 
3  HR Improvement Plan/Policy Framework ‐ reports phase 2  March  2013 
4  HR Improvement Plan/Policy Framework ‐ reports phase 3  June 2013 
5  HR Improvement Plan/Policy Framework ‐ reports phase 4  September 2013 

 

Phase 1:  Management of Attendance, Disciplinary, Grievance, Bullying & Harassment, Appraisal. 
Phase 2:  Recruitment & Selection, Agency Workers, Job Carving, Capability, Induction, Redeployment, Redundancy, Retirement, Equality & 

Diversity.  
Phase 3:  Working hours, Leave, Flexible Working, Maternity/paternity/adoption/fostering, Secondments and acting up, External secondments, 

Market forces supplements, casual workers, Employee Codes and ICTS Security policy 
Phase 4:  Restructures, TUPE, Collective Disputes, Performance Development, Coaching & Mentoring, Reward and Benefits, Employee 

Engagement, Trade Union Facilities 
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APPENDIX 1 

Wolverhampton City Council 
HR Policy Framework Review Phase 3   

Policy HR Review 3rd Phase Priority Consultation Consultation Consultation Consultation Approval Consultation 
Final 
Approval 

  RAG        

Phase 3 Procedure & Process 
High.Med.
Low HR Managers TU CDB SEB PGSS 

Resources 
Panel 

1.  Working hours 
Procedure and 
Process 

LOW May 2013 June 2013 June 2013  June 2013 June 2013 June 2013 June -2013

          

2. Leave Policy 
Procedure and 
Process 

LOW May 2013 June 2013 June 2013  June 2013 June 2013 June 2013 June -2013

          

3. Flexible working 
Procedure and 
Process 

LOW May 2013 June 2013 June 2013  June 2013 June 2013 June 2013 June -2013

          
4.  
Maternity/paternity/ado
ption/fostering 

Procedure and 
Process 

LOW May 2013 June 2013 June 2013  June 2013 June 2013 June 2013 June -2013

          
5. Secondments and 
acting up, External 
secondments, Market 
forces supplements, 
casual workers 

Procedure and 
Process 

LOW May 2013 June 2013 June 2013  June 2013 June 2013 June 2013 June -2013

          
6. Employee Codes 
and ICTS Security 
policy 

 
Procedure and 
Process 

LOW May 2013 June 2013 June 2013  June 2013 June 2013 June 2013 June -2013
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APPENDIX 1 

Wolverhampton City Council 
HR Policy Framework Review Phase 4         

Policy HR Review 4th Phase Priority Consultation Consultation Consultation Consultation Approval Consultation 
Final 
Approval 

  RAG        

Phase 4 Procedure & Process 
High.Med.
Low HR Managers TU CDB SEB PGSS 

Resources 
Panel 

1.  Restructures 
Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

          

2. TUPE 
Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

          

3. Collective disputes 
Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

          
4.  Performance 
development 

Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

          
5. Coaching and 
Mentoring 

Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

          

6. Reward and Benefits 

 
Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

  
        

7. Employee 
Engagement  

Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013

          

7. TU Facilities  
Procedure and 
Process 

LOW July 2013 July 2013 Aug 2013  Aug 2013 Aug 2013 Sept 2013 Sept-2013
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APPENDIX 1 

Consultation approach for the review of the HR policies and procedure 
 
 
The consultation process is designed to ensure that there has been meaningful dialogue and 
an exchange of views to ensure that the HR policies are appropriate to the needs of the 
business.  The policy consultation process groups the policies into broad subject areas with 
the view to consult with the key stakeholders of these subject areas. 
 
 
Consultation Methods 

1. A variety of consultation methods to capture suggestions and responses from the 
various stakeholders.   These include traditional meetings, facilitated consultation 
events, setting up a ‘communities of practice’1 (on-line HR best practice sharing portal) 
and use of the intranet. 

2. Presentation to operational stakeholders detailing the need for modernisation, how 
streamlined policies and procedures will assist with operational management and then 
a series of previously defined questions with facilitated discussion. 

3. Specific questions for operational stakeholders concerning the implementation of 
current policies, the difficulties and support required to ensure confident management 
(to shape guidance, FAQs and learning materials). 

4. Specific questions around the principles to be addressed to the trade union 
representatives with suggestions from them for the best practice and guidance notes. 

5. For the wider workforce, information shared on the intranet explaining the work that 
HR are carrying out, the need for modernisation and how this benefits all employees. 

                                            
1 Local Government Association Knowledge Hub allows for groups or communities for best practice sharing. 
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PHASE 3 POLICY FRAMEWORK     ANNEX 1 
 

WORKING HOURS POLICY 
 
 

1.  The revised policy on working hours redrafted to meet business 
objectives is appended.  

 
2. The revised policy is a more streamlined statement of the policy position 

on working hours and time which references relevant codes of practice 
and regulations and up to date good organisational practice. 

 
3. The principal change to the policy is that it now reflects the changes 

introduced on contractual working hours through the Wolverhampton 
collective agreement for the implementation of Single Status.   

 
4. Formal consultation has therefore been carried out in part through the 

consultation on the collective agreement. The final shape of this policy 
has also been subject to formal consultation with HR, the senior 
managers’ reference group and the trade unions.  

 
5.  Management guidance will be developed to support the policy 

implementation. Outcomes of the consultation meetings are being fed 
into the management guidance and managers, HR and trade unions will 
continue to be consulted on the guidance. An implementation plan 
including communications and training will be developed.  
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DRAFT 
 
 

 
 
 
 Human Resources Policy Framework  
 

Working Hours 
 
Approved by: Cabinet Resources Panel (xx.xx.2012) 
  
Published: xx.xx.2012 
  
Review date: xx.xx.2013 
 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or Bodies From To 
   
HR May 2013 June 2013 
MRG   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by
    
    
 
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy on 01902 552345 or by email to 
HR.supportdesk@wolverhampton.gov.uk 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email  
HR.support desk@wolverhampton.gov.uk for HR advice. 

 

 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email 
HR.support@wolverhampton.gov.uk to make any comments or suggest 
any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies can be provided to recognised Trade Unions and 
managers electronically. 
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INDEX 
 
 
 
Section  Pages 
  
1. Policy statement 3 
  
2. Scope 3 
  
3. Principles 3 
  
4. Working Time Regulations 3 
  
5. Flexible working time 4 
  
6. Part-time employees and flexible working hours 4 

  
7. Overtime working 5 
  
8. Medical appointments 5 
  
9. Working hours and flexible working 6 
  
10. Inclement weather 6 
  
11. Roles and responsibilities 7 
  
12. Links to other policies 7 
  
13. Equality 7 
  
Appendix 1. Flexible working hours scheme 8 
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1. Policy Statement 
 
1.1 This policy covers Wolverhampton’s City Council’s working hours’ scheme 

for all employees.  Managers and employees are advised to familiarise 
themselves with the policy to ensure that they are aware of the 
requirements of working hours. 

 
 
2.       Scope 
 
2.1 These terms and conditions apply to all employees of the Council, 

excluding those employees directly employed by schools and JNC officers.
   

 
3.      Principles 

 
3.1 Wolverhampton City Council’s standard full time contract of employment is 

37 hours per week.  This is varied for part time staff whose hours will be as 
outlined in their contract of employment and terms and conditions for these 
staff will be on a pro-rota basis to reflect the proportion of hours worked. 

 
3.2 The standard full time working week at Wolverhampton City Council is 37 

hours per week, 5 working days over 7 days. The working pattern of 
individuals will depend upon the working area and the service requirements. 

 
3.3 Subject to the requirements of the service and following appropriate local 

consultation processes, the working week of individual employees may be 
arranged over a 7 day period (5 out of 7), including weekends, providing that  
the employee’s average core hours over a pre-determined reference period 
does not exceed 37 hours.  Saturday and Sunday working does not attract 
any pay enhancements. 

 
3.4 The Council is committed to ensuring that all rights and entitlements 

provided to under the Working Time Directive 1998 are adhered to. 
 
3.5 The Council operates a scheme of flexible working, subject to service 

requirements. 
 
3.6 Where overtime is available this is reimbursed in line with Wolverhampton 

City Council’s local agreement. 
 

 
 4.     Working Time Regulations 1998 (and amendments) 
  
4.1 WCC provisions conform to the Working Time Regulations including the 

following: 
 
• Employees are only able to work a maximum of 48 per week including 

overtime, which is averaged over a 17 week period.   It is possible to 
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work over 48 hours in one week provided that this does not exceed 48 
when averaged out over 17 weeks. For workers below the age of 18 
this maximum is 40 hours without the ability to average out.  Employees 
(other than young workers) can elect to opt out and must sign a 
declaration stating this 

• A rest period of 11 consecutive hours of non working time; a weekly 
rest period of 24 hours; and a daily 20 minute break where the working 
day is longer than six hours.  Young people under the age of 18 are 
entitled to a rest break is 30 minutes when more than 4.5 hours are 
worked. 

• A day off each week 

• A “health assessment” (or “health and capabilities assessment” in the 
case of young workers) before being required to perform night work and 
at regular intervals thereafter. 

 
  
5. Flexible working time and flexi leave 

 
5.1 The Council operates a system of flexible working (flexi time), subject to 

operational requirements.  The flexible working system allows employees to 
vary their start and finish times around morning and afternoon ‘core time’ 
hours, depending upon the demands of the service, to meet personal 
requirements.  Employees are still required to work 37 hours per week 
although this is averaged out over a 4 week accounting period. Details of 
the flexible working system are set out at appendix 1. 

5.2 Where employees have accumulated enough credit, within a 4 week 
accounting period, subject to the requirements of the service they may take 
up to one days’ leave per accounting period 

5.3 The flexible working system is non-contractual and can be varied, subject to 
appropriate consultation, to support the needs and requirements of the 
service area. 

5.4 The flexible working system will not be appropriate for all service areas 
especially where employees are expected to work set hours to meet the 
needs of the service.   

5.5 Abuse of the flexi time system may result in disciplinary action being taken 
and the removal of the flexible working scheme. 

 
 
6. Part-time employees and the flexible working time scheme 

 
6.1 Part time workers should be afforded the same rights as full time 

employees, so where a system of flexible working is in operation then they 
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should be included in the scheme.  Part timers should negotiate their hours 
with their managers and any benefits under the flexible working scheme 
should be pro-rota to the employee’s hours including the carry over 
provisions for credit or debit.  

 

7. Overtime working 

 
7.1 The flexible working scheme should enable managers and employees to 

plan and organise their work around the peaks and troughs of the workload.  
However there may be occasions where the hours cannot be reasonably 
retrieved through the flexible working scheme.   Where this is the case 
managers may ask employees to work overtime and will specify when 
overtime will start and finish.   

 
7.2 Overtime will usually take place outside of the flexible hours’ system (before 

08.00 and after 18.00 hours) unless there is an exceptional reason why this 
can’t be achieved and specific authorisation has been given.   

 
7.3 To be eligible for paid overtime employees must have 10 hours credit.   
 
7.4 Where part time employees are requested to work overtime, this will not be 

paid at enhanced rates until 37 hours have been worked. 
 
7.5   Overtime is paid at the following rates: 
 

• For SCP28/LPP 19 and below: Overtime rate of 1.25 hours for all hours 
worked above 37. 

• Over SCP28/LPP 19: Overtime is not payable and employees receive 
time off in lieu at plain time rates 

 
7.6 Care should be taken when regular overtime is to be worked as this may 

become contractual.  Overtime will be seen to be contractual where: 
 

• There is a reasonable expectation for the employer to offer overtime 

• It would be unreasonable for the employee to refuse overtime. 

For further advice, contact HR. 
 
 

8. Medical appointments 
 
8.1 Medical appointments should be arranged outside of core hours.  Where 

this is not possible to do then the following arrangements apply: 
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• Arriving late or leaving early – employees should record the time that 
they arrive or leave in the usual way.  Managers will credit individuals 
with the amount of core time lost. 

• When appointments necessitate leaving work after arrival time and the 
employee intends to return to work, then they should obtain the 
approval of their line manager. 

 

9. Working hours and time recording 

9.1 Employees are required to record their time either through an electronic 
system or the system in place at their usual place of work.  Line managers 
will authorise any credits on the time recording records for hours not 
recorded i.e. where an employee has started work at a location other than 
their normal place of working. 

9.2 Absences are credited at 7.4 hours for a full day and 3.7 for a half day.  
Where an absence is less than one day or half a day employees should 
enter their time of arrival/leave and then the number of hours absence will 
be debited from the total.  For part time employees this will be on a pro-rata 
basis to the number of hours worked. 

 

10. Inclement Weather 

10.1 In cases of snow or severe weather conditions employees should aim to get 
to work at their usual time.  Where employees are unable to attend work 
they should take flex or annual leave.  Employees otherwise absent (unless 
as a result of sickness) are not entitled to paid leave. Where an employee 
experiences difficulties in travelling to work, then the hours of the flexible 
working time system can be relaxed, at the discretion of the Assistant 
Director.  In these circumstances where staff arrive after 9.30am and have 
to leave before 4.00pm they can be credited with core hours. 

 
10.2 Managers should be aware that they might need to give additional 

consideration to the needs of disabled employees, pregnant employees and 
staff with caring responsibilities.  Further advice can be sought from Human 
Resources. 

 
 
 
11.     Roles and Responsibilities 
 

Roles and Responsibilities of Employees  
 
11.1 Employees are responsible for ensuring that they work their contractual 

hours, comply with the flexi time system (where appropriate), overtime 
arrangements and conform to the time recording system in operation within 
their place of work.  They are also responsible for ensuring that they 
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respond to the needs of the service when operating the flexi time system, 
including making themselves available at peak times when the need arises. 

 
 

Roles and Responsibilities of Managers 
 
11.2 Managers are responsible for ensuring that employees comply with the 

requirement of the flexi time system, the authorisation of flexi leave and 
medical appointments, or other time spent away from the office.  Managers 
are also responsible for ensuring that their service area is adequately 
resourced during office hours. 

 
 

Roles and Responsibilities of HR 
 
11.3 HR has a responsibility to:  

• provide support and guidance to managers and employees on this 
policy 

• ensure the communication, maintenance, regular review and updating 
of this policy and procedure  

• monitor and review delivery and impact of this policy. 

 
Role of Head of HR 

 
11.4 In consultation with the recognised trade unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this policy to ensure compliance with changes in statutory 
requirements and operational delivery, including responsibility for identifying 
the appropriate process for the regular evaluation of the effectiveness of 
this policy. Any fundamental changes will be brought before Cabinet 
(Resources) Panel for approval. 

 
 

Role of Trade Unions 
 
11.5 Any changes to these conditions will be carried out in consultation with the 

recognised trade unions, where local arrangements are made and 
incorporated into contracts of employment.  

 
 
12.  Links to other Policies and Procedures and Terms and Conditions 
 

• Annual Leave 
• Flexible Working  
• Managers guide to Single Status agreement 
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13.  Equality  
 
13.1 If any aspect of the Council’s approach to working hours causes you 

difficulty on account of any disability that you may have, or if you need 
assistance because English is not your first language, you should raise this 
issue with HR, who will make appropriate arrangements. 
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APPENDIX 1 

 
1.      Flexible Working Time and Flexi Leave 
 
1.1 Subject to operational requirements the Council operates a flexible working 

scheme. The flexible working hours scheme allows employees to vary their 
start and finish times depending upon the demands of the service, to meet 
personal requirements.   

 
The flexible working time system operates as follows: 

Core time – this is the time where all employees are required to be present 
at work.   

• The morning core time hours are 9.30 – 12.00 

• The afternoon core time hours are 14.00 – 16.00 

Flexible hours -  where employees may, subject to the needs of the 
service, vary their working hours: 

• Morning – 8.00 – 9.30 (this is the earliest and latest start time) 

• Lunch  - 12.00 – 14.00 (lunch can be taken within this band subject to 
a maximum amount of 1.5 hours) 

• Afternoon 16.00 – 18.00 (this is the earliest and the latest finish time) 

 

1.2 The accounting period for the flexible working system is four weeks.  The 
contractual hours are those that an employee is expected to work within the 
accounting period and are 148 hours (37 x 4) for full-time employees.  Any 
hours in excess of 148 are referred to as credit hours and any hours less 
than 148 are referred to as debit hours. 

1.3 At the end of the accounting period employees are able to carry forward 10 
hours credit or 5 hours debit.  Any hours over and above the maximum 
carry forward of 10 are lost unless there are specific circumstances and 
these are approved by the employee’s manager. Debit and credit 
allowances are pro rata for part-time employees. 

1.4 Where employees are consistently carrying over a debit of over 5 hours 
then they may be subject to fixed hours to address the deficit and ultimately 
disciplinary action.  Each case and the justification will be given 
consideration based on all of the circumstances. 

1.5 The flexible working hours’ scheme is there primarily as a way of ensuring 
cover of the workplace to meet service requirements, whilst allowing 
employees to vary their hours to suit personal needs.  Any abuse of the 
system may result in disciplinary action being taken and the removal of the 
flexible working scheme for a specified period. 
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2. Flexi-leave 
 
2.1 Where employees have accumulated enough credit, within a 4 week 

accounting period, subject to the requirements of the service they may take 
up to one days’ leave per accounting period.  This can be taken as a full 
day or as half days. This will be pro rata for part-time employees. 

 
 

NB The flexible working system is non-contractual and can be varied, 
subject to appropriate consultation to support the needs and 
requirements of the service area. 

The flexible working system will not be appropriate for all service 
areas where employees are expected to work set hours to meet the 
needs of the service.   
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PHASE 3 POLICY FRAMEWORK     ANNEX 2  
 

LEAVE POLICY 
 
 

1.  The revised leave policy redrafted to meet business objectives is appended.  
 
2. The revised policy and supporting procedures set out the Council’s position 

on employees’ access to a variety of leave and time off arrangements.  It is 
based on relevant regulations and codes of practice, up to date 
organisational practice and is in line with case law development. 

 
3. The policy provides a modernised and consistent approach to managing 

leave and incorporates relevant changes introduced through the 
Wolverhampton collective agreement for the implementation of Single Status.   

 
4. Formal consultation with HR, a senior managers’ reference group and the 

trade unions has informed the development of the policy. 
 
5.  The leave policy is underpinned by procedural guidance developed to 

support the policy implementation. The outcomes of consultation will be fed 
into the guidance and managers, HR and trade unions will continue to be 
consulted. An implementation plan including communications and training 
has been developed.  

 
 



Page 41 of 297

                                                                                                          

V0 3   May 2013    Policy Implemented 01/04/13                                   Review date xx/xx/14  
 

 
 

 
 
 
 Human Resources Policy Framework  
 

         Leave Policy 
 
Approved by: Cabinet Resources Panel (12.xx.2013) 
  
Published: xx.xx.2013 
  
Review date: xx.xx.2014 
 
CONSULTATION 
The following officer and or bodies have been consulted on this policy: 

Officers and or Bodies From To 
   
HR   
MRG   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on the policy 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by 
20.05.2013 0.1 VLH  
03.06.13 0.2 SM  
04.06.13 0.3 VLH  
  HR Moderation Panel  
  HR Review  
 
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy. Contact HR Strategy 
and Policy Team for a copy. Contact HR on 01902 552345 or by email on 
HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email 
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 

 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email 
 
HR.supportdesk@wolverhampton.gov.uk to make any comments or 
suggest any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy is placed on the HR intranet for managers and employees to view. 
Copies will be provided to recognised Trade Unions and managers 
electronically. 
 



Page 43 of 297

                                                                                                          

V0 3   May 2013    Policy Implemented 01/04/13                                   Review date xx/xx/14   
 2 

 
 

INDEX 

Section  Page 
  
1. Policy Statement 4 
  
2. Scope 4 
  
3. Principles 4 
  
4. Policy for Applying for Leave  4 
  
5.   Leave   5 
      Basic Leave Entitlement 5 
      New Starters  5 
      New Starters Transferring from Other Local   
      Authorities   

6 
 

      Continuous Service 6 
      Leave in Excess of Entitlement 6 
      Timing of Leave 7 
      Carry Over of Leave   7 
      Payment in Lieu of Untaken Annual Leave 7 
  
6.   Sickness Absence and Leave 7 
  
7.  Time Off for Dependants 8 
  
8.  Unpaid Leave  8 
  
9.  Flexi Leave 9 
  
10. Time Off in Lieu (TOIL) 9 
  
11. Leave for public duties  9 
  
12.  Leave for jury service  
  
13. Leave for other reasons 10 
      Leave to study for examinations 10 
      Additional leave (Social Worker Posts) 10 
      Leave to attend for interview  10 
      Leave to search for residential accommodation   
      in Wolverhampton 

11 
 

      Time off for religious observance and festivals 11 
      Inclement weather and leave 11 
  
14. Identifying and Recording Leave 12 
  



Page 44 of 297

                                                                                                          

V0 3   May 2013    Policy Implemented 01/04/13                                   Review date xx/xx/14   
 3 

 
 

15. Roles and Responsibilities 12 
      Employees 12 
      Managers 12 
     HR  12 
     Trade Unions 13 
  
15. Monitoring and Review 13 
  
16. Links to other Policies and Procedures 13 
  
17. Equality 13 
  
18. Glossary 14 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 45 of 297

                                                                                                          

V0 3   May 2013    Policy Implemented 01/04/13                                   Review date xx/xx/14   
 4 

 
 

 
1. Policy Statement 
 
1.1 This policy covers Wolverhampton City Council’s leave provisions for all 

employees. Employees are advised to familiarise themselves with this policy. 
Managers are required to follow this policy and the processes within it to 
ensure that leave is granted fairly and consistently and in line with this policy.  

 
 
2.      Scope 
 
2.1 This policy applies to all employees of the Council, but excludes those 

employees on teaching terms and JNC officers.  
 
 
3.     Principles 
 
3.1 Wolverhampton City Council recognises that employees are able to 
 take leave throughout the year for a variety of reasons and this forms part of 
 their terms and conditions of employment. To ensure that leave is managed 
 fairly and consistently across the Council and where applicable in line with 
 legislation, it is essential that managers adhere to this policy.  

 
3.2 It is the employee’s responsibility to manage leave appropriately throughout 
 the leave year and the manager’s responsibility to monitor that process. 

 
 

4.      Policy for Applying for Leave 
 
4.1     All types and all periods of leave must be applied for and approved by the      

employee’s line manager.   
  
4.2    All approved leave must be recorded. 

4.3 The line manager reserves the right to refuse an application for leave or time 
 off in the event that it is necessary to maintain appropriate levels of service.   
 
4.4  If an employee submits a request at short notice and this conflicts with the 

essential requirements of the service, the manager has the right to  reject 
this request if it will have an impact on the delivery of the service.  

 

5. Leave  

 Basic Leave Entitlement  

5.1 The basic leave entitlement for employees of Wolverhampton City  Council 
 (WCC) comprises: 
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• Annual leave (see table below) 
• Bank/Public holiday Leave (8 days - for Good Friday, Easter  
• Monday, May Day, Spring Bank Holiday, Late Summer Bank 

Holiday, Christmas Day, Boxing Day and New Year’s Day) 
• Extra Statutory Days (2 days - for Easter Tuesday and 

Christmas Eve) 
 

5.2 Entitlement is pro-rata to the hours worked based on a full-time entitlement at 
 37 hours per  week.  

5.3 Those working a full-time, non-standard week (e.g. Wednesday to Sunday) 
 are entitled to the same number of bank holidays as those working a full-time 
 standard week (Monday to Friday). If the bank holiday falls on a non-working 
 day, it can be taken at another mutually convenient time. 

5.4.     Annual Leave Entitlement accrues as set out in the table: 
 
 
 
 
 
 
 

 

 * See section 5.8 below 

  

New Starters 

5.5 New entrants to local government will be entitled to accrue annual leave on a 
month by month basis during their first year of employment and this will be in 
accordance with their personal annual leave year i.e. the start date on which 
their service began with WCC. Thereafter annual leave will be accrued on 
the anniversary of their start date to the maximum entitlement as outlined in 
the table above. 

5.6 Therefore, the additional annual leave entitlement for 5 years continuous 
 service should be granted at the fifth anniversary of appointment and any 
 subsequent increases will be granted at the individual’s relevant anniversary.  

 

 New Starters Transferring from Other Local Authorities 

5.7 New starters transferring from another local authority are entitled to leave 
pro-rata to the balance of the leave year.  The previous employer should 
have  rectified any discrepancy arising from the employee having already 
taken  more or less leave than the pro-rata entitlement.  If this is not the 

Number of Years Continuous    
Service in Local Authority* 

Annual Leave 
Entitlement in Days 

  
Less than five 23 
Five but less than ten 28 
Ten but less than 25 30 
25 or more 32 
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case, the pro-rata leave entitlement with WCC may be adjusted accordingly 
to ensure that by the end of the leave year the employee has had no more or 
less than his/her full leave entitlement. 

 

Continuous Service  

5.8 Continuous service will include service with: 
 

i)  any Authority to which the Redundancy Payments (Continuity of     
Employment in Local Government etc.) (Modification) Orders apply.              

ii) a “public sector” organisation, which WCC may, at its discretion, be             
willing to recognise for the purpose of deciding annual leave entitlement. 

5.9 An employee shall be allowed to count other public sector service provided 
 that the work for which s/he was employed in that service can clearly be 
 shown to be directly related to the job for which s/he has been recruited by 
 WCC, and provided that such service was continuous.  If this other service is 
 to be aggregated together with service in the national agreement, the two 
 types of service must follow one another without a break. See guidance on 
 leave entitlement for eligibility requirements.  

  
  Leave in Excess of Entitlement 

5.10  New entrants to Local Government may, at the discretion of their Assistant 
 Director, be granted leave before entitlement has been established.  

5.11  For all other employees only in exceptional circumstances should annual 
 leave be taken in the year preceding the leave year in which entitlement will 
 be established, provided that:  

• The employee has completed not less than two years of service with 
WCC 
 

• The Assistant Director, having had regard to the interests of the 
service, approves the application; and 
 

• The employee signs an undertaking to refund by deduction from 
salary, wages or pension contributions the salary or wages paid during 
the anticipated leave, if he/she does not remain in the service of the 
Council for a  period of time sufficient to qualify for that leave. 

 
 Timing of Leave 

5.12 Employees should agree the timing of their annual leave with their manager 
 as appropriate. The latter will be responsible for ensuring that the interests of 
 the service are met. 
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 Carry Over of Leave 

5.13  Annual leave should normally be taken in the leave year during which 
 entitlement is established.  If, owing to exceptional circumstances, an 
 employee is prevented from taking leave towards the end of their personal 
 leave year, s/he may be allowed to take up to 5 days (pro rata to hours 
 worked) leave forward into the next leave year.  Carrying forward more than 
 one week’s leave is at the Assistant Director’s discretion. 

5.14 All outstanding accrued contractual holiday will be paid on termination of the 
 employees contract.  

 

   Payment in Lieu of Untaken Annual Leave 
 
5.15 Annual leave not taken before the date of leaving may be paid for in cases 
 where staff are unable to take their outstanding leave entitlement.  See 
 table on leave entitlement appendix 3 which provides details of the types of 
 circumstances when untaken annual leave will be paid.  

 

6. Sickness and Leave  
 
6.1 An employee who has been absent due to sickness for a period of four 

weeks or more will accrue contractual annual leave during that period of 
sickness. 

6.2 Accrued annual leave should be managed appropriately and carry over to the 
 next personal leave year should be kept to a minimum. Employees may 
 choose to take the  option of using accrued leave as part of a phased return 
 to work. 

6.3 Employees who are off sick should not be prevented from taking paid 
 holiday leave if they are covered by a medical certificate and if holiday 
 pay will off-set the reduction in pay to half or no pay 

 

7. Time Off for Dependants 

7.1   An employee may take up to five days leave with pay in any  leave year in 
order to take action which is necessary: 

• To provide assistance when a dependant falls ill, gives birth or is 
injured or assaulted 

• To arrange care for a dependant who is ill or injured 
• Where the arrangements for care of a dependant are unexpectedly 

disrupted or terminated 
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• As a result of the death of a dependant including attending or 
arranging the funeral of a dependant or close relative 
 

7.2 This leave is not normally to be used in situations which are known about in 
advance and can be planned into normal leave arrangements. However, 
managers should respond sensitively and appropriately to requests 
according to the circumstances. Extensions beyond five days will be subject 
to consultation with the Head of HR.  It will be considered reasonable to grant 
additional leave if it can be demonstrated that the circumstances require 
continuing or further action by the employee. 

 

8.  Unpaid Leave 

8.1  Requests for unpaid leave can be made by completing a request form. Initial 
responsibility for implementation of Unpaid Leave is  delegated to the 
relevant Assistant Director or head of service in consultation  with the 
relevant HR Officer.   

8.2 Extended periods of unpaid leave should be reviewed at 3 monthly intervals 
 and it may become appropriate for the employee to return to work under a 
 flexible working arrangement or to apply to go on the Retainer Scheme.  

8.4 Where a request is refused, the applicant will be advised of their right of 
appeal.  

8.5  The appeal should be in writing, on the relevant form and will be referred to 
the Assistant Director or Strategic Director. The decision is final; the Head of 
HR should be consulted for advice if required. 

 

9 Flexi Leave  

9.1 Employees working flexible hours may take up to one day’s flexi-leave per    
 4-week period (as half days or a full day), providing they have accumulated 
 sufficient credit.  Flexi-leave entitlement for reduced hours employees is pro-
 rata to the number of contracted hours. Refer to Working Hours Policy under 
 for further guidance. 

 

10.   Time off in Lieu (TOIL) 

10.1  Access to Time Off in Lieu (TOIL) is used in varying degrees to recompense 
 employees who are required to carry out work in their own time in order to 
 meet organisational or service needs.   

10.3 Employees paid at SCP28/LPP19 and below are not entitled to take TOIL for 
 hours worked in excess of 37 hours but will instead receive a payment of 
 overtime at a rate of 1.25 
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10.4 Employees paid above SCP28/LPP19 will be entitled claim TOIL at plain time 
 rates if they work in excess of 37 hours per week as a requirement of the 
 service and by agreement with their line manager. Refer to guidelines on 
 Leave Entitlement for an explanation on how TOIL should be managed.  

10.5 TOIL maybe carried forward from one period to the next i.e. over a 12 week 
 period. 

10.6 Managers are responsible for managing the need for employees to work 
 outside of contracted hours within their service areas. 

 

11. Leave for Public Duties 

11.1   By arrangement with his/her Assistant Director, an employee may be allowed 
up to 24 days special leave with pay in any leave year for the   purpose of 
carrying out public duties. See table on leave entitlement for full list. 

11.2  At the discretion of the Assistant Director, additional special leave for public 
 duties may be granted either without pay or, if the workload of the 
department permits, on the strict understanding that the time lost is to be 
made good by the employee.  In agreeing to an extension of special leave 
the Assistant Director will need to be satisfied that the interests of the service 
will not be adversely affected. 

 

12 Leave for Jury Service  

12.1 An employee who receives a summons to serve as a member of a jury must 
report the fact to his/her Assistant Director so that s/he can be granted the 
appropriate leave of absence unless exemption from service is secured. 

12.2 Loss of earnings incurred by an employee serving as a juror should be 
claimed under the Juror’s Allowance Regulations. Information about the 
allowance received by the employee under these regulations should be 
communicated to the Payroll Services Manager so that arrangements may 
be made to deduct the equal amount of pay. 

 

13.  Leave for Other Reasons   

• Leave to study for examinations 
 
 An employee who is undertaking a course of study for a recognised 
qualification that has been approved by an Assistant Director will, for 
the purpose of revision, be entitled to 0.5 day’s paid study leave per 
examination subject or 3 days paid leave, whichever is the lesser of 
the two alternatives.  
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• Additional Leave (Social Worker Posts)  
 
WCC operates a scheme of additional leave for designated posts 
affected by the national shortage of Social Workers. Entitlement to 
additional leave is applicable to posts dependent on a Social Worker 
qualification to carry out the role of the post, including:  
 
• Qualified Social Worker posts 
• Assistant Team Managers 
• Team Managers 
 
The new entitlement is currently 2 days additional leave on 
appointment, rising by 2 additional days for each year of service with 
the department up to a maximum of 6 (pro-rata for part-time workers). 
 
 

• Leave to Attend for Interview 
 
If an employee is invited to attend for interview either within WCC, at 
another local authority or for a position with the police force or fire 
brigade, the employee is entitled to up to one day’s paid leave as 
appropriate, regardless of travelling distance involved. 
 
An interview outside local government, the police or fire services does 
not attract special paid leave.  Employees will be expected to take 
either annual or flexi leave in these circumstances. 
 
 

• Time Off to Search for Residential Accommodation in 
Wolverhampton 
 
Up to three days’ special leave with pay may be granted to a new 
employee for the purpose of searching for a new residence in 
Wolverhampton prior to removal from another area.  This leave should 
only be sanctioned if an undertaking is given by the employee that 
s/he will be removing to a location within the borough boundary of 
Wolverhampton. 
 
 

• Time Off for Religious Observance and Festivals 
 
 All employees, regardless of religion or belief, are required to             
 work in accordance with their contract.  However, line managers 
should exercise flexibility where possible to accommodate religious 
observance requirements which fall, or potentially fall, within work 
time. 
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 Existing arrangements for taking annual leave, flexible working or 
unpaid leave should be used to cover time off required by employees 
for religious festivals, periods of extended religious observance, such 
as pilgrimages.   

 Requests for leave should be made at least as far in advance as the 
 length of the period of leave required e.g. a minimum of two weeks 
notice for a two-week period of leave. 

 
Inclement Weather 
 

• If, owing to snow or other severe weather conditions, employees are 
unable to attend work, they should be allowed to take either flexi or 
annual leave.  Employees otherwise absent (unless as a result of 
sickness) are not entitled to paid leave.  
 

• Inclement weather, which does not impact on the ability of most staff 
to get to and from work, can be a problem for some staff with 
disabilities and appropriate reasonable adjustments may have to be 
made. 
 

• Managers should be aware that they might need to give additional 
consideration to the needs of disabled employees, pregnant 
employees and staff with caring responsibilities. Advice should be 
sought from Human Resources. 

 

14. Identifying and Recording Leave 

 All forms of leave should be: 

• agreed in advance by the employee’s supervisor or manager as 
appropriate and recorded by the employee on their leave card 

• recorded on the computerised personnel records using the relevant 
absence codes 

 
 

15.     Roles and Responsibilities 
 

Roles and Responsibilities of Employees  
 
15.1 Employees have a responsibility to adhere to this policy when requesting any 

form of leave and to manage their leave arrangements responsibly 
throughout the year.   
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Roles and Responsibilities of Managers 
 

15.2 Managers have a responsibility to communicate this policy to their staff and 
to ensure that employees comply with this policy when requesting leave.  

 
15.3 Managers should ensure that this policy is applied consistently and fairly 

within their own area.  Any queries on the application or interpretation of this 
policy must be discussed with HR prior to any decision being made to 
approve leave.  

 
 
 Roles and Responsibilities of HR 

 
15.4 HR will provide operational support and advice to the organisation to enable 

the effective management of this policy.  
 
 Specifically, HR has a responsibility to: 
 

• Produce and maintain managers guidance notes 
• Ensure the communication, maintenance, regular review and up 

dating of this policy 
• Monitor and review delivery and impact of this policy 
 

 
 Role of Head of HR 
 
16.5 In consultation with the recognised Trade Unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this Policy to ensure compliance with changes in statutory 
requirements and operational delivery, including responsibility for identifying 
the appropriate process for the regular evaluation of the effectiveness of this 
policy. Any fundamental changes to this policy will be brought before the 
Resources Panel for approval. 

 
 
 Role of Trade Unions 

 
16.6 Any review and revisions of this policy will be undertaken by HR and will be 

in consultation with the Council’s recognised trade unions.  
 
 
17. Monitoring and Review 
 
 The policy on leave entitlement will be reviewed and updated annually and 

be available to managers and employees via the HR intranet.  
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18. Links to other Policies and Procedures 
 
• Hours of Work Policy 

• Carers Policy  

• Management of Attendance Policy  

 
 

19.  Equality  

19.1 An Equality Analysis is being undertaken on this policy.  

19.2 The Council has a duty to monitor the application of the policy in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report.  

19.3 If any aspect of the capability procedure causes you difficulty on account of 
any disability that you may have, or if you need assistance because English 
is not your first language, you should raise this issue with HR, who will make 
appropriate arrangements. 
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Glossary                                                                                               

 
Basic Leave  
 
This includes leave as outlined in the policy for WCC employees and statutory days 
i.e. public holidays to which all employees are entitled. 
 
Annual Leave  
 
Contractual entitlement to paid leave which is outlined in the employee’s contract of 
employment.  
 
Flexi Leave  
 
Leave that is accrued under the Council’s flexi scheme policy for hours worked in 
addition to the employee’s standard hours.  
 
Unpaid Leave  
 
A period of agreed leave which is unpaid, and is used where other forms of paid 
leave cannot be used or taken.  
 
Other Leave  
 
An employees entitlement to leave for a number of reasons as outlined within this 
policy where annual leave and flexi leave are not appropriate or cannot be used to 
cover the need for time off. 
 
Time OFF in Lieu (TOIL) 
 
Time off for hours worked by agreement that are in excess of the employees 
standard weekly working hours.   
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PHASE 3 POLICY FRAMEWORK      ANNEX 3 
 

FLEXIBLE WORKING POLICY 
 
 

1.  The revised flexible working policy and procedures redrafted to meet business 
objectives is appended.  

 
2. The revised policy seeks to modernise and streamline the Council’s approach 

to managing flexible working practices in the interests both of supporting 
organisational performance and efficiencies and accommodating employees’ 
work/life balance. The policy is based on the relevant regulations and codes of 
practice, up to date good organisational practice and is in line with case law 
development. 

 
3. Key policy changes include: 
 

• consolidating all aspects of flexible working into one policy document 
•  aligning arrangements for management consideration and appeals 
• proposing withdrawal of the former ‘retainer scheme’ and 

reconfiguration to a shorter-term ‘career-break/sabbatical’ scheme. 
 
The retainer scheme has become out of date and less relevant to the 
business and employee needs of the Council. Its provision of an 
‘absence with rights’  for up to 5 years is not compatible with a public 
sector organisation undergoing rapid change and reshaping. A more 
restricted career break/sabbatical for a maximum of 1/2 years is 
proposed as a replacement for consideration.  

 
4. Consultation with HR, a senior managers’ reference group and the trade 

unions is ongoing in relation to the career breaks scheme proposal and an 
update will be given at the meeting.   

 
5.  Detailed management guidelines are being developed to support the policy 

implementation. Many of the outcomes of the consultation meetings will be fed 
into the management guidance and managers, HR and trade unions will 
continue to be consulted on the guidance. An implementation plan including 
communications and training has been developed.  
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 Human Resources Policy Framework  
 

Flexible Working Policy  
 
Approved by: Cabinet Resources Panel (xx.xx.xx) 
  
Published:  
  
Review date:  
 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or Bodies From To 
   
HR   
MRG   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by
21.05.2013 0.1 HP  
04.06.2013 0.2 SB  
    
    
    
 
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email 
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 

 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email 
HR.support@wolverhampton.gov.uk to make any comments or suggest 
any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 
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1.0       Policy Statement 

 
1.1 Wolverhampton City Council is committed to adopting a flexible approach  

to working arrangements and recognises the benefits that flexible working 
can have for both employees and the organisation as a whole.   

 
1.2 The council recognises that flexible working is an important tool to support 

improved individual and business performance through greater diversity and 
increased levels of engagement and commitment from employees at all 
levels. The Council will therefore seek to provide choice to employees within 
the framework of the policy. 

 
1.3 This policy sets out the Council’s approach to flexible working.  Some 

employees have the legal right to request flexible working; however the 
policy applies to all in-scope employees who meet the eligibility criteria.   

 
1.4 The Council will review this policy and procedure from time to time in line 

with statutory procedures and best practice. 
 
 
2.0      Scope 
 
2.1 This policy and procedure applies to all employees of the Council including 

Chief Officers and employees based in schools i.e. Teaching Assistants who 
are members of the Local Government Pension Scheme fund.  It excludes 
Teachers who will be covered by the relevant Schools’ Policies and 
Procedures.  

 
 
3.0     Principles 

 
3.1 The Council is committed to the following principles which underpin this policy: 

  
• The Councils flexible working policy provides a framework within which 

employees and managers can explore flexible working arrangements 
 

• Flexible working requests should be considered fairly and equitably and 
no employee will suffer a detriment for making a request 

 
• The appropriateness of any  specific flexible working arrangements will 

depend on a variety of factors such as  the nature of the job, the 
workplace and the way in which duties are organised 

  
• The intention of flexible working arrangements should be to 

accommodate both service delivery needs and the employee’s need for 
work-life balance.  Work-life balance is the ability to combine work and 
non-work responsibilities without unnecessary detriment to either. 
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• There are a variety of flexible working arrangements covering hours, 

times and place of work; these may include the following but this list is 
not exhaustive: 

 
• Reduced hours working 
• Term-time only working 
• Annualised hours  
• Compressed hours working (e.g. 9 day fortnight) 
• Agile working (see 7.1 below) 
• Home or mobile working  (see 7.2 below) 
• Job sharing (see 7.3 below) 
• Career breaks (see 7.4 below) 

 
 

The arrangement can be temporary or permanent and can be a combination 
of different arrangements, e.g. part-time home working. 

 
 The right to request flexible working 

3.2 The council has a legal duty to give due consideration to requests by certain 
employees to move to flexible working.  The law only applies to those 
employees with a minimum of 26 weeks continuous service who have 
specified caring responsibilities i.e. employees who are the parent of a child 
under 17, or a child with a disability under 18, or have caring responsibilities 
for adults aged 18 or over.  In addition employees must not have made a 
similar request within the last 12 months. 

However the council offers the same opportunity to request flexible working 
to all its employees who meet the continuous service requirements and have 
not made a similar request within the last 12 months.  

 
 
4.0    Process and Procedure 
  

In essence flexible working involves employers making adjustments to their 
preferred working arrangements to accommodate their employees’ requests.  
Please see attached process chart. 
 
Requesting flexible working  
 

4.1 The employee should make the request for flexible working in writing to their 
manager, who may wish to discuss the matter with HR.  The request can be 
via a standard pro-forma (Appendix 1) or via a letter which covers the 
following points: 

 
• That it is an application to request flexible working 
• The date of any previous application to work flexibly 
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• The working arrangement being requested and the date the 
applicant would like it to start 

• Whether the arrangement would be temporary (and for how long) 
or permanent 

• Consideration of the effect that the new arrangement is likely to 
have on service delivery and the impact on work colleagues and 
how this could be accommodated. 
 
 

 Responding to an application for flexible working 
 

4.2 Managers are encouraged to approach requests for flexible working with an 
open mind. With careful planning flexible working can improve service 
delivery employee motivation and commitment. 
 
Please refer to the managers’ guidance notes for further information, 
including information on the process and key points to take into account 
when considering a request for flexible working. 
 

• If the manager agrees to the request they must notify the employee 
within 28 days of receiving the request. 

 
• If the manger does not agree, is undecided or needs further 

information they must meet with the employee to discuss the request 
within 28 days of it being made. 

 
• The employee has the right to be accompanied at the meeting by a 

trade union representative of fellow worker 
 

• After the meeting the manager must inform the employee in writing of 
their decision within 14 days. 

 
• If the arrangement is agreed the manager must set out the agreement 

and date from which it will take effect and its duration if temporary 
 

• If the request is refused the manager must set out in writing the 
grounds for refusal, explain why they apply in the circumstances and 
set out the appeal procedure 

 
An employee has the right not to be subjected to any detriment for a reason 
connected with the right to request to work flexibly.  A dismissal for such a 
reason will be automatically unfair. 
 

4.3    The only valid reasons for rejecting a request are as follows: 

• The burden of additional costs 
• Detrimental effect on ability to meet customer demand 
• Inability to re-organise work among existing staff 
• Inability to recruit additional staff 
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• Detrimental impact on quality 
• Detrimental impact on performance 
• Insufficiency of work during the periods the employee proposes 

to work 
• Planned structural changes 

 
 

  The Appeals Process 
4.4 If the request has been refused, the employee has 14 days after the date that 

they were notified of the decision to appeal to their Strategic Director in 
writing, setting out the grounds of appeal. 
If the Strategic Director decides that the request is acceptable, the employee 
must be informed, within 14 days of the appeal, of the variation to their 
contract and the date it is to start. 
If the Strategic Director does not initially accept the request, an appeal 
meeting must be held within 14 days of receipt of the employee’s appeal 
letter.  This will be at a mutually convenient time and place, confirmed in 
writing, and the employee has the right to be accompanied. 
The Strategic Director must notify the employee of his/her decision within 14 
days of the date of the appeal meeting. 
If the request is accepted the employee must be informed of the variation 
agreed to and the date on which it is to take effect and the duration if 
temporary. 
If the request is refused the Strategic Director must set out the grounds for 
the refusal, explaining why they apply. 
There will be no further recourse to appeal. If the employee falls within the 
groups where there is a legal duty to consider the request as outlined under 
section 3.2 above the employee can complain to the Employment Tribunal if 
the employer has: 

• Failed to hold the initial meeting or appeal meeting 
• Failed to provide notice of a decision in accordance with the 

timescale 
• Rejected the application based on incorrect facts (a claim for this 

reason can only be brought after the application has been 
rejected on appeal). 

  .  
 
4.5 Extension to time limits 
 

Time limits set out in this procedure can be extended, if the manager and 
employee agree, for instance to allow more time to explore the implications 
of a flexible working pattern.  The extension must be confirmed in writing to 
the employee.  If the manager is on sick or annual leave, the time limits will 
apply from when they return to work.  
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4.6 Withdrawing an application  
 

If the employee verbally withdraws their application, the manager should 
write to them to confirm this.  Where the employee fails to meet their 
responsibilities the manager may also treat an application as withdrawn.  
This will apply when an employee fails to attend, without reasonable cause, a 
meeting more than once or unreasonably refuses to provide the manager 
with information required to assess whether the working arrangement can be 
agreed to.   

 
 
5.0 Terms and conditions of employment for employees subject to a 

flexible working arrangement 
 

As a basic principle, all terms and conditions will be applied pro-rata to the 
number of hours worked.  

 
5.1      Additional Work 
 

There is no restriction on holding more than one reduced hours post, 
providing there is no conflict of interest between the posts, and feasibility has 
been considered in terms of the standard of service provision and the health, 
safety and welfare of the employees concerned.  As with any recruitment 
situation, it is also imperative that equality principles have been adhered to. 

    
5.2      Training 
 

Employees working reduced hours should have access to training and 
development opportunities and provisions equal to that of full-time 
employees.  Thus when on training courses outside their daily contracted 
hours, they should be paid on the same basis as full-time employees. 
 
Please see managers’ guidance notes for further information on time off for 
training and reduced hours workers  

 
5.3 Returning from maternity leave 

  
Women returning from maternity leave have the right to return to work on 
reduced hours for up to thirteen weeks.  Women considering working 
reduced hours after this should start negotiations with their manager as soon 
as possible after returning to work. 

 
5.4 Employment Protection Rights 
 

Reduced hours workers have the same employment protection rights as full-
time employees.  These rights, including the right to claim unfair dismissal, 
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maternity rights, and redundancy pay rights, apply once an employee has the 
appropriate continuous local government qualifying service 

 
5.5  Employees Nearing Retirement  
 

Employees nearing retirement who are considering making a request to work 
reduced hours are advised to discuss the effect of this on their pension 
entitlement.  

 
 
6.0 Implementing a flexible working arrangement 

 
Final details should be negotiated with the employee as necessary, and then 
set out in writing, with a copy for the employee to sign and return.  All 
relevant personnel records should be amended accordingly. 

 
Commencement of the reduced hours working arrangement can be 
whenever is mutually convenient, taking into account: 

• Service delivery needs 
• The employee’s personal circumstances 
• Arrangements for the remaining hours, e.g. the anticipated 

period of recruitment, if applicable 
 

It is reasonable that flexible working should start within three months of 
approval for the arrangement being given. 
 

 
7.0 Types of flexible working arrangements 
 
7.1     Agile Working  

 
One of the council’s key strategic objectives is to build an organisation which 
is agile, lean and responsive to the needs of local residents.  As part of this 
objective the council is currently developing options for agile working.  An 
agile working policy will be developed in the near future, based on the 
following generic principles;     

 
• Appropriate and efficient work spaces  
• On-going support for employees  
• IT infrastructure and technology 
• Aligned to service/business needs 
• Emphasis on results/outputs 
• Valuing diversity 
• Appropriate to council’s property portfolio   

 
The future business needs of the service will be taken into account when 
developing the Agile Working Policy, along with the personal circumstances 
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of any staff currently working under the council’s existing flexible working 
policies, including home and mobile working. 

  
In the meantime the following home and mobile working arrangements will 
continue to apply, where appropriate.  
 

  
7.2 Home and Mobile Working  

 
Home working usually refer to a situation where an employee works at home 
or out of the office for at least 50% of their working time. The arrangement 
can be full or part-time, permanent or temporary. 

 
There are various occasions when the opportunity to consider home and/or 
mobile working may occur: 

 
(a) When seeking approval to fill a vacancy 
(b) In response to a particular organisational requirement 
(c) At the point of recruitment and selection 
(d) When a current employee requests homeworking 
 

The first two would be management-led, whereas (c) and (d) would be 
employee-led. However home or mobile working cannot be imposed on any 
employee without proper negotiation and their full agreement. 

 
Having considered and agreed any arrangement and having consulted the 
relevant trade union, a written agreement covering all home/mobile working 
arrangements should be signed by both the manager and the employee.   

 
It is recommended that any arrangement should be reviewed initially after 
two months and then on a six-monthly basis, with an option to give notice to 
terminate the arrangement on either side if it is not working satisfactorily. 
 
Please refer to the managers’ guidance notes for further information or 
advice can be sought from Human Resources.  
 

 
7.3 Job Share  

 
The Council gives employees the right to job-share a full-time post.  The 
policy is applicable to all posts below Chief Officer level, unless the post has 
been formally exempt (see below). Chief Officer posts are automatically 
exempt from the scheme. 
 
 
Job-sharing occurs when two people divide one full-time job between them 
(whether or not both halves of the post are filled).  Each sharer does a 
proportion of the hours and work (usually, but not necessarily, half).  Pay and 
other benefits, such as holidays, are pro-rata to the hours worked.   



Page 67 of 297

                         

V. 0.2 May  2013       Policy Implemented xxxxxxx                     Review date xxxxxxx                10 
 

 
 

 
If one half of a job share post subsequently resigns then their duties and 
hours will automatically be offered to their job share partner. 
   
 
Responding to a request to job share 
 
The following factors need to be considered when an application for job-
sharing is received: 

            
           Does the job involve: 
 

• Two people jointly undertaking the whole job, or 
 
• The job being split into two separate components with the duties also 

being apportioned between the two sharers.  (It is not necessary to 
rewrite the job description, but it is essential for the manager to agree 
with the job-sharers which aspects each will carry out) 

 
• The hours of work and work pattern which will apply 
 
• Can the existing employee commence working the reduced hours 

while the vacant half is advertised, or is this dependent on the other 
sharer being ready to start? 

 
• The handover arrangements that will apply  
 

 
Job Share appeals process 

 
Where applications to job share are refused and the refusal has been upheld 
by the Assistant Director, the employee should be made aware of their right 
of appeal.  
 
The employee has 14 days after the date that they were notified of the 
decision to appeal to their Strategic Director in writing, setting out the 
grounds of appeal. 
 
The reason for the initial decision will need to be fully justified by the service 
group and verified by Strategic Director and the Head of Human Resources.   
 
If the Strategic Director and Head of Human Resources do not initially accept 
the request, an appeal meeting should be held within 14 days of receipt of 
the employee’s appeal letter.  This will be at a mutually convenient time and 
place, confirmed in writing, and the employee has the right to be 
accompanied. 
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If the Strategic Director and Head of Human Resources decide that the 
request is acceptable, the employee must be informed within 14 days of the 
appeal meeting. 
If the request is refused the Strategic Director must notify the employee of 
their decision within 14 days of the date of the appeal meeting and set out 
the grounds for the refusal, explaining why they apply.  
Following this decision a Record of Exemption (Appendix 2) will be attached 
to the post in question and will be kept on file in Human Resources.  This will 
provide a formal record of that post’s exemption from the job-share policy, 
should the post become vacant and re-advertised in future. 
Service Groups may apply for a Record of Exemption for a post prior to 
advertising, if it is felt that job-sharing the post would not be a feasible option.   
 
  

7.4 Career Breaks scheme 
 

The career break scheme allows employees to resign from their post for up 
to one/ two? years, and then return to a post on the same grade and spinal 
column point as they left.  

 
The aim of the Retainer Scheme is two-fold: 

 
• To attract and retain skilled and experienced staff in areas where there 

are recruitment and retention difficulties.  
 

• To provide an opportunity for employees of the Council to take a career 
break for personal reasons (e.g. childcare, elderly relative care, or 
possibly for reasons such as study leave) without irretrievably damaging 
their future career prospects. 

 
 

Return to the original post or an identical one is not guaranteed.  The 
employee may return at any time during the scheme, providing they give 
three months’ notice of their intention to return. 

 
If an appropriate post is not available on return, a suitable alternative or a 
supernumerary role will be offered for a period of 12 weeks whilst the 
employee is placed on the redeployment register. Funding for the 
Supernumerary post will be provided by the employing service. 

 
If no post is available at the end of the 12 weeks, the employee’s contract 
would be terminated.   

 
It is for this reason that only staff in areas of recruitment and retention 
difficulties should be allowed onto the scheme. 
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Applications to the Scheme 
 

Any employee who is interested in the Scheme should complete an 
application forms and give it to their manager, who will consider the request 
in consultation with the appropriate Assistant Director. 

 
• If the Service Group does not agree to release the applicant, then they 

should be informed of the decision and the reasons for it.   
 

• If the application is approved, will write to the applicant confirming that 
they have been accepted onto the Scheme and the employee should 
give the normal period of notice for resigning from their job.   

 
Obligations under the Scheme 

 
Employees must not undertake any other continuous paid employment 
during their career break although casual, temporary or out-of-office-hours 
working may be acceptable.  In such circumstances, the employee should 
inform HR, who will consider each case on its merits 

 
 

Procedure for Return to Work 
 

Employees must give three months’ notice in writing of their intention to 
return to work, to give management time to arrange suitable employment.  

 
The employing service is responsible for trying to place the employee in a 
suitable post at their original grade.   
 
 

 Other Conditions 
 

Time spent on the Scheme will not count towards service related benefits, 
but participants will retain previous service for certain entitlements, including: 
sick pay, annual leave, period of notice, occupational maternity pay, local 
right of appeal to the Council for unfair dismissal, and entitlement to 
redundancy pay. 

 
Previous service will not count for the following: the right to claim unfair 
dismissal at Employment Tribunal and calculation of statutory maternity pay.  
That is, service will only count from when the employee leaves the Scheme 
and returns to work. 

 
Please refer to the managers’ guidance notes for information on employees 
who wish to join the scheme end-on to maternity leave 
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8.0 Flexible Working Roles and Responsibilities 
 
8.1 Roles and Responsibilities of Employees  
 
 Employees have a responsibility to comply with the relevant procedures.  

Employees should work with their manager and colleagues to ensure that 
where appropriate their requested change to working arrangements is as 
smooth as possible.   

 
8.2 Roles and Responsibilities of Managers 

 
 Managers have a responsibility to consider employee’s applications 

sympathetically and with due regard to the business needs of the service. 
Discuss with employees possible options or alternatives and act promptly to 
any request including the completion of associated paperwork.   
 

8.3 Roles and Responsibilities of HR 
 
HR will advise and support managers and employees when considering 
options for flexible working and in any issues arising from the implementation 
of this policy. 

 
8.4  Roles and responsibilities of the Head of HR 
  
 In consultation with the recognised Trade Unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this Policy to ensure compliance with changes in statutory 
requirements and operational delivery, including responsibility for identifying 
the appropriate process for the regular evaluation of the effectiveness of this 
policy.  Any fundamental changes to this Policy will be brought before the 
Resources Panel for approval 

 
8.5 Roles and responsibilities of Trade Unions 
 

Any review and revisions of this policy will be undertaken by HR in 
consultation with the councils recognised trade unions 

 
 
9.0 Monitoring and review 
 

This policy and procedure will be reviewed and updated annually and will be 
available to managers and employees via the HR intranet  

 
 
10.0 Links to Other Policies and Procedures 

 
 Recruitment and Selection 

Leave Entitlement 
Redundancy  
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Redeployment 
Flexible Retirement 
Equal Opportunities  
Health and Safety 

  
 
 
 
11.0 Equality  

11.1 An Equality Analysis is being undertaken on this policy and  procedure.  

11.2 The Council has a duty to monitor the application of the policy in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report (Employment). 

11.3 If any aspect of this policy or procedure causes difficulty on account of an 
employee’s disability or because English is not their first language, they 
should contact HR, and appropriate arrangements will be made.



Page 72 of 297

                         

V. 0.2 May  2013       Policy Implemented xxxxxxx                     Review date xxxxxxx                15 
 

 
 

 

 
     Appendix 1 

WOLVERHAMPTON CITY COUNCIL                
APPLICATION FOR FLEXIBLE WORKING ARRANGEMENTS 

To be completed by the employee and forwarded to their manager. 
 
Name:  

 
Job Title:  

 
Section / Service Group  

 
Grade:  

 
Current working 
pattern: 

 

 
Requested working  
pattern: 
  

 
Suggested commencement date of working 
arrangement: 

 

 
Date of any previous application to work 
flexibly: 

 

 
Requested duration of arrangement if not 
permanent: 

 

 
Impact on service delivery and colleagues.  How this could be 
accommodated: 
 
 
 
 
Any other comments in support of application: 
 
 

Please forward to your line manager who will reply or arrange to meet with 
you within 28 days of receipt.  If you do not receive a response within this 
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timescale, please write to your Assistant Director attaching a copy of this 
form. 

Appendix 2 
WOLVERHAMPTON CITY COUNCIL  

JOB SHARE POLICY 
 

RECORD OF EXEMPTION 
 
 

Service Group……………………………………………………………… 
 
Section…………………………………………………………………… 
 
Job Title…………………………………………………………………. 
 
Grade…………………………………………………………………….. 
 
Number of Jobs for which exemption applicable………………... 
 
Reasons for Exemption: 
 
 
 
 
To be completed by Manager 
 
Signed:  …………………………………… Date:  ……………… 
 
 
To be completed by Assistant Director: 
 
Signed:  …………………………………… Date:  ……………… 
 
 
 
 
 
If the decision to exempt is upheld:  
 
To be completed by Head of Human Resources  
Signed:  …………………………………… Date:  ……………… 
 
To be completed by Strategic Director 
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Signed:  …………………………………… Date:  ………………   
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PHASE 3 POLICY FRAMEWORK     ANNEX 4 
 

MATERNITY/PATERNITY/ADOPTION/FOSTERING POLICY  
(Support for Carers) 

 
 

1.  The revised ‘carers’ policy and procedures redrafted to meet business 
objectives are appended.  

 
2. The revised policy seeks to streamline and modernise the Council’s provisions 

and support for maternity, paternity, adoption and fostering based on the 
relevant regulations and codes of practice, up to date good organisational 
practice and in line with case law development. 

 
3. A key policy change is the introduction of a new provision for supporting 

Council employees providing short-term fostering to Wolverhampton looked 
after children. This addition to the policy framework is a specific 
recommendation of the Corporate Parenting Board, and has been developed 
in consultation with officers supporting the corporate parenting agenda and 
looked after children services. The proposed policy has been piloted within 
children’s’ services in Community Directorate.  

 
4. Formal consultation with HR, a senior managers’ reference group and the 

trade unions has informed the development of the policy. 
 
5.  Detailed management guidelines are being developed to support the policy 

implementation. Many of the outcomes of the consultation meetings have 
been fed into the management guidance and managers, HR and trade unions 
will continue to be consulted on the guidance. An implementation plan 
including communications and training has been developed.  
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DRAFT 
 
 

 
 
 
 Human Resources Policy Framework  
 

Support for Carers 
 
Approved by: Cabinet Resources Panel (xx.xx.2012) 
  
Published: xx.xx.2012 
  
Review date: xx.xx.2013 
 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or Bodies From To 
   
HR   
MRG   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by
06.06.13 v0.2 SB/LH amendments  
24.05.13 v0.1 HP  
 
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email HR.support 
desk@wolverhampton.gov.uk for HR advice. 

 
 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email 
HR.support@wolverhampton.gov.uk to make any comments or suggest 
any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 
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1. Policy Statement 
 

Wolverhampton City Council is committed to supporting employees with 
caring responsibilities and this policy outlines the various family friendly 
schemes in place.  

  
2.       Scope 
 
2.1 These terms and conditions apply to all NJC employees of the Council, 

excluding those employees directly employed by schools and JNC officers.
   

 
3.      Principles 

 
3.1 Wolverhampton City Council is committed to providing a working environment 

free from discrimination that supports those individuals with caring 
responsibilities. 

 
3.2 The Council is committed to the recruitment and retention of employees with 

caring responsibilities and offers schemes and support for these employees. 
 
3.3 The Council is committed to supporting the work life balance of its employees 

and ensuring that any legal obligations for employees with caring 
responsibilities are fully met.. 

 
3.4 Wolverhampton City Council is committed to ensuring a working environment 

based on dignity and respect without discrimination on any characteristic 
protected under the Equality Act 2010, including pregnancy and maternity 
reasons. 

 
3.5 The schemes apply to all employees and in the case of part time employees 

then benefits will be made on a pro-rata basis. 
 

 
 4.     Support for Carers – Family Friendly Schemes 
  

Wolverhampton City Council will provide the following schemes to offer 
support to carers. 
 
• Maternity Leave Scheme – for pregnant employees who are entitled to 

maternity leave and pay.  
• Adoption Leave Scheme – for adoptive parents with the principles based 

upon the maternity leave scheme. 
• Fostering or Guardianship Leave Scheme – for employees who choose 

to foster children. 
• Maternity Support Leave Scheme – time off for an employee providing 

support to expectant mothers. 
• Additional Paternity Leave Scheme – the facility for the partner of the 

mother to take extended leave once the mother returns to work. 



Page 80 of 297

  

V. 02  June  2013    Policy Implemented xx/xx/xx                             Review date xx/xx/xx      4 
 

• Parental Leave – the facility to take unpaid leave for employees who 
have responsibility for a child. 

 
 
5. Maternity Leave Scheme 
 
5.1 Employees of Wolverhampton City Council who are pregnant will be entitled to 

Maternity Leave regardless of their length of service or the number of hours 
they work per week. Depending on their length of service they may also be 
entitled to maternity pay. 

 
5.2  The length of maternity leave is up to 52 weeks, from the day that Maternity 

Leave starts.  
 
5.3   The Council is committed to ensure that all employees on maternity leave are 

in regular contact and Keep in Touch Days (KIT), are available during the 
period of maternity leave. 

 
5.4  Employees on maternity leave may be entitled to statutory maternity pay (SMP) 

or Occupational maternity pay, dependent upon their length of service. 
 
5.5 Employees are entitled to paid time off to attend ante-natal care appointments; 

however, they must produce evidence of appointments if asked to do so. 
 
5.6 All pregnant employees must take two weeks compulsory leave immediately 

after childbirth. 
 
5.7 Full details of the maternity leave scheme including eligibility for payments, 

calculating qualification dates and the maternity process are contained within 
the accompanying manager’s guidance notes which support this policy.  

 
 
6. Adoption Leave Scheme 
 
6.1 Employees who are becoming an adoptive parent will be entitled to Adoption 

Leave and Pay in accordance with the Maternity provisions. Where both 
adoptive parents are employed by Wolverhampton City Council, they must 
decide which one will take Adoption Leave. The other parent will be entitled to 
Maternity Support Leave and if eligible Additional Paternity Leave. 

 
To be eligible the employee must: 
 
• Be the child's adopter  
• Have documentary evidence from the adoption agency giving details of 

the adoption; this should be in the form of a Matching Certificate.  
• Have notified the adoption agency that they agree to the child being 

placed with them and on the day of placement  
• Give 28 days’ notice of their intention to take Adoption Leave. 
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6.2 Full details of the adoption leave scheme including eligibility for payments, 
calculating qualification dates and the adoption leave process are contained 
within the accompanying manager’s guidance notes which support this policy.  

 
 

7. Fostering or Guardianship Leave Scheme 

 
7.1 As fostering can be for varying lengths of time from very short to long-term, 

Wolverhampton City Council will seek to adopt a flexible approach to 
supporting placements.  If you are becoming a foster parent or a guardian of a 
child then you may receive the following entitlements subject to the following 
conditions.  

 
  Short Term Fostering 
 
7.2 The short term fostering provisions do not cover employees who are applying 

to become, or are an established foster carer with a local authority other than 
Wolverhampton, independent fostering agency or voluntary sector fostering 
organisation. 

 
 7.3 An employee who becomes a short term foster parent is entitled to up to 5 

days leave with pay in order to attend any pre-placement meetings.  This 
should be agreed by the employee and line manager.  

 
7.4 Where an approved foster carer is required to deal with an emergency 

situation in connection with their foster child(ren), he/she may request 
emergency leave (see Time off for dependants as set out in B4.11) 

 
7.5 Short-term foster carers who meet the eligibility criteria are entitled to: 
 

• Up to 24 working days with full pay in a two year period commencing from 
the date of the FIRST placement. 

• The absence code to be recorded on the mainframe is ‘A’ i.e. paid time off 
for foster leave. 

 
7.5 The Council recognises that foster carers will often have needs for additional 

time off work as an integral part of successful fostering.  Where alternative 
arrangements cannot be made for leave to be taken in one’s own time or on 
non-working days, leave requested under this entitlement should be made as 
far in advance as possible in order to enable cover arrangements to be put in 
place. 

 
7.6 The above foster leave entitlement is the same irrespective of whether more 

than one child is being fostered. 
 

7.7 The balance of any untaken leave cannot be carried forward from one two-
year period to another. 
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7.8 The employee will retain the right to return to work on no less favourable 
terms and conditions of employment than prior to taking the fostering leave. 
 

 
7.9 Long Term Fostering 
 
7.10 Employees who are becoming a long term foster parent or a guardian of a 

child are entitled to paid leave to attend any pre-placement meetings.  This 
must be agreed with the line manager. 

 
7.11  Where the child is below school age, employees are entitled to 29 weeks 

time off.  18 weeks of this will be paid on the following basis: 6 weeks at 
9/10ths and 12 weeks at ½ pay. This can be taken at any time during the first 
12 months after commencement of fostering or guardianship.  Employees 
may take up to 2 weeks of the leave prior to the placement date. 

 
7.12  Upon the return of fostering or guardianship leave full time employees have 

the option to return to work for 13 weeks on a reduced hours basis. 
 

7.13 Entitlement to the paid leave is subject to the employee returning to work for 
a period of 13 weeks for full contractual hours (this period will be longer if 
returning to work on reduced hours). 

 
7.14 This leave may be granted to either partner, if both are employees of the 

Council. 
 

7.15 If the placement fails then the employee must notify their Manager as soon 
as possible and in any case return to work within 4 weeks. 

 
Exclusions 
 

7.16 Although the Council welcomes applications to become foster carers from its 
employees, there will be times when this is not possible especially where it is 
considered that there is a potential conflict of interest between their 
professional role and that of foster carer.   

 
7.17 Principally, this will affect those who work in the children and families social 

care service and who have direct involvement in the planning and decision-
making for looked after children.  In circumstances where it is considered that 
there is a potential conflict of interest, the decision to allow the application to 
proceed will be taken by the appropriate decision taker i.e. the Head of 
Looked After Children. 

 
 
8. Maternity Support Leave Scheme 

 
8.1 Employee of Wolverhampton City Council may be eligible for 5 days' paid 

Maternity Support Leave (pro-rata to hours worked) in replacement of, and not 
in addition to Maternity or Adoption Leave, if they are: 
• The child's father  
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• The partner or same sex partner  
• The nominated carer* 
of an expectant mother at or around the time of birth or adoption partner at the 
time of adoption. 
 

8.2 A nominated carer is the person nominated by the mother as their primary 
provider of support at or around the time of the birth. Therefore be a relative or 
someone with a caring relationship with the mother and/or child. 

 
 
9. Additional Paternity Leave (APL) 
 
9.1 Additional Paternity Leave (APL) is an entitlement to enable a child’s father, 

mother’s partner, or civil partner to take extended leave to look after a child 
after the mother returns from maternity leave.  The entitlement for APL also 
applies in cases of adoption leave.  The right for APL is in addition to the 
existing right to ordinary parental leave, which is two weeks at the time of the 
birth or placement. 

 
9.2 The entitlement for APL applies to fathers or the spouse, partner, or civil 

partner of the baby’s mother.  To qualify they must have been continuously 
employed for a minimum period of 26 weeks ending with the 15th week before 
the expected birth or before the week of being notified of a match for adoption.  
They must still be employed by the Council at the start of APL and have (or 
expect to have) the main responsibility for the upbringing of the child (apart 
from the mother). 

 
9.3 In addition to the above, the child’s mother must have been entitled to 

statutory maternity leave, statutory maternity pay (SMP), or maternity 
allowance and have returned to work.  Once APL has started the mother is not 
entitled to further statutory maternity leave or pay. 

 
9.4 Full details of the additional paternity leave scheme including eligibility for 

payments and the additional paternity leave process are contained within the 
accompanying manager’s guidance notes which support this policy. 
 
 
 

 
10. Parental Leave 
 
10.1  Employees who have, or expect to have responsibility for a child are entitled 

 to 18 weeks unpaid Parental Leave for each child within their care. 
 
10.2 The leave is available to those with parental responsibility and also includes 

foster parents, adoptive parents, grandparents with a significant parenting 
role, and step parents. 

 
10.3 The Parental Leave will be granted for the purposes of caring for a child up to 

the age of 5, or in cases of adoption, 5 years following the placement up to 
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the age of 18, or up to the age of 18 for children for whom disability living 
allowance has been awarded. 

 
10.4 Up to 4 weeks leave can be taken in any leave year. (Additional unpaid leave 

from the total entitlement may be granted in the same year at the discretion of 
the Assistant Director). 

 
10.5 Employees may opt to take Parental Leave in the form of reduced hours 

working. 
 
10.6 Full details of the parental leave scheme are contained within the 

accompanying manager’s guidance notes which support this policy 
 

 
 

11. Roles and Responsibilities 
 

Roles and Responsibilities of Employees  
 
11.1 Employees are responsible for ensuring that they notify their managers of 

their intention to commence any caring support leave scheme in accordance 
with the appropriate process. 

 
Roles and Responsibilities of Managers 
 

11.2 Managers are responsible for ensuring that employees on caring support 
leave schemes are regularly updated on work issues and that the appropriate 
scheme is correctly applied. 
 
Roles and Responsibilities of HR 

11.3 HR has a responsibility to:  

• provide support and guidance to managers and employees throughout the 
stages of this policy 

• ensure the communication, maintenance, regular review and updating of this 
policy and procedure  

• monitor and review delivery and impact of this policy. 

Role of Head of HR 
 
11.4 The Head of HR is responsible for the on-going review and updating of this 

policy to ensure compliance with changes in statutory requirements and 
operational delivery, including responsibility for identifying the appropriate 
process for the regular evaluation of the effectiveness of this policy. Any 
fundamental changes will be brought before the Resources Panel for 
approval. 
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12  Links to other Policies and Procedures and Terms and Conditions 
 

• Annual Leave 
• Flexible Working Arrangements 

 
 
13   Equality  

13.1 An Equality Analysis is being undertaken on this policy.  

13.2 The Council has a duty to monitor the application of the policy in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report.  

13.3 If any aspect of the capability procedure causes you difficulty on account of 
any disability that you may have, or if you need assistance because English 
is not your first language, you should raise this issue with HR, who will make 
appropriate arrangements. 
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PHASE 3 POLICY FRAMEWORK     ANNEXES 5,6,7,8 
 

SECONDMENT AND ACTING UP POLICY 
MARKET FORCES SUPPLEMENT POLICY 

EXTERNAL SECONDMENT POLICY 
CASUAL WORKERS POLICY 

 
 
 
1. Revised policies redrafted to meet business objectives and specifically to 

support the implementation of Wolverhampton’s Single Status Agreement and 
the local pay structure are attached.  

 
2. The four policies set out the Council’s position on approval, pay and reward 

arrangements for a range of scenarios which fall outside of where a 
substantive job holder is carrying out their substantive role at the allocated 
grade for the role. The policies are compatible with current legislation and 
good organisational practice and are in line with case law development. 

 
3. The policies have all been developed as part of the transitional support work 

from the Single Status programme to business as usual for the Council in the 
light of the collective agreement on pay and terms implemented on 01 April 
2013.  At the heart of the policies and procedures is the need to have clear, 
auditable business rules which maintain the integrity of the Wolverhampton 
local pay structure, and the need to have standard guidance to managers to 
ensure consistency across the organisation. 

 
4. The Single Status Board and the Pay Strategy Board have shaped the 

policies. Key stakeholders including Assistant Directors, Strategic Directors, 
the Head of HR and trade unions have been consulted and involved in their 
development.  

 
5.  Managers, HR and trade unions will continue to be consulted on the guidance 

and interpretation in applying the policies. An implementation plan including 
communications and training has been developed. 
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 Human Resources Policy Framework  
 

Internal Secondment and Acting Up Policy 

 
 
Approved by: Cabinet Resources Panel (xx.xx2013) 
  
Published: 01.xx.2013 
  
Review date: 01.xx.2014 
 
 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or 
Bodies 

From To 

   
HR   
CDB   
SEB   
Pay Strategy Board   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved 

by 
07.03.2013 0.1 Check & review SB 
13.03.2013 0.2 SS Board   
15.03.2013 0.2 LGA  
 
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. 
Contact HR Strategy and Policy Team for a copy. Contact HR on 01902 
552345 or by email on HR.supportdesk@wolverhampton.gov.uk for HR 
advice. 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email  
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 
 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email  
 HR.supportdesk@wolverhampton.gov.uk to make any comments or 
suggest any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions 
and managers electronically. 
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1.0  Policy Statement 
 
1.1  The aim of this policy is to regularise the position regarding internal          

 secondments and acting-up placements. 
 
1.2  The Council will use secondment and acting-up arrangements where they are   

 the most appropriate means to provide short term cover or recruitment to 
 roles required by the Council. 

 
 
2.0 Scope 
 
2.1  This policy applies to all Council employees with the exception of those working 

in schools and those employed centrally on teachers’ terms and conditions of 
service. 

 
2.2  This policy does not relate to employees who are seconded out of the Council 

 or for employees seconded into the Council from external organisations 
 
 
3.0  What is a Secondment? 
 
3.1  The term secondment refers to the temporary transfer of an employee              

 into another post within the Council.  
 

This temporary transfer is to cover: 
 

• Vacancies 
• Sickness absence 
• Secondment of the substantive post holder  
• A time-limited project 

 
3.2  A secondment is usually to a post of equal (or higher) grade, with a duration of 

 more than one month. 
 
 
4.0  What is Acting-up? 
 
4.1  Acting-up placements are when an employee takes on the duties of a higher 

 graded post usually within their own area of work.  This may be a proportion of 
the higher graded duties (partial acting-up) or the full role and 
 responsibilities. 

 
 
 
 
 
5.0  Secondments 
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Principles  
 
5.1 The application of secondment arrangements should be based on the 

 following: 
 

• Secondments should be viewed as a valuable tool for staff development; 
employees can often gain experience in a range of situations not normally 
open to them in their substantive post.  

 
• All vacancies must be approved in order to be filled. Where an extension to 

a  secondment contract is required then this must also be approved.  
 
• All secondments (regardless of length) must be advertised. 
 
• Employees interested in applying for a post as a secondment opportunity 

will need to gain the support of their line manager in the first instance.  
 
• Seconded employees will return to their substantive post. If, however, for 

reasons of reorganisation etc. the substantive post becomes at risk of no 
longer  existing, then the employee will be placed on the Council’s 
redeployment  register and will be able to apply for vacancies at their 
substantive level or below.  

 
 
Process and Procedure  
  
5.2 Manager identifies secondment opportunity and the current job 

description/person specification for the  role or, for projects, produces a 
specific JD. 

 
5.3  All secondments must be paid at the allocated grade for the existing role. 
 
5.4  If creating a new role to be covered by a secondment arrangement the new role 

 must be allocated a grade at the weekly allocation panel. 
 
5.5  All internal secondments must be approved in order to be filled and              

 appropriate approval must be gained before an advert is placed. The          
 Business Case for Supplement Payments must be completed and then          
 submitted to the Pay Strategy Board to request approval.  

 
 5.6  Where an extension to a secondment contract is required then this must also 

 be approved by the Pay Strategy Board. 
 
 5.7  All advertisements for secondments (regardless of length) will need to be 

 placed with HR.  
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5.8 Where a secondment is due to last for 3 months or more, it will be advertised   
on the website as a temporary contract/secondment. Where a secondment is           
due to last for less than 3 months it will be advertised internally by HR, or            
 circulated around the appropriate directorate (required circulation list will            
 need to be supplied to HR). In both of these cases, HR must be notified to            
 ensure redeployees are first considered for the secondment prior to it being            
 advertised. 

 
 5.9   For all secondments of 3 months or less the employee will not be transferred           

 into the post, but will receive a payment where appropriate, to the           
 grade of the secondment post. Should an employee receiving a supplementary 
payment on this basis be absent from the seconded post for a period of 30 days 
or more, the payment will cease. 

 
 5.10  The duration of a secondment will depend on varying circumstances. Where          

  a manager wishes to extend a secondment (i.e. from six months to 12                 
  months) this must first be approved by the releasing manager prior to                 
  discussing with the employee concerned as well as following the   necessary 
  approvals outlined in 2 above. 

 
5.11  Employees interested in applying for a post as a secondment opportunity will 

need to gain the support of their line manager in the first instance. The                   
 line manager will need to consider the benefits for the individual and the  team 
along side the needs of the service and the possibilities of 'backfilling'           
 the role of the person who expressed   interest.       

. 
 
 5.12  There is no automatic right to permanency of a post arising out of                

 these opportunities except where a secondment has been in place for               
 a two year period and no substantive post holder exists. Where   this is the 
case, and there have been no substantial changes in the job or         
 grade since the employee commenced the secondment, the incumbent       
 employee should be confirmed as permanent in the post subject to any 
 necessary approval process.   

 
 5.13 As the employee is 'transferred' into the 'new' post, they will be paid               

 for by the budget attached to that post for the period of the secondment.  
 
 5.14 The employee will receive all of the appropriate terms and conditions               

 for the period of the secondment. Normal rules for starting salaries                   
apply.  

 
 5.15 The manager of the temporary post will be responsible for completing the              

transfer form for the employee to commence the secondment and the                
 substantive manager will complete the transfer form at the end of the               
 secondment to move the employee back into their substantive role.  
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5.16 It is imperative that managers monitor any secondment to permanent               
posts on an on-going basis to avoid promotion by default, which could                   
lead to claims of others being disadvantaged. During secondments the 
manager responsible should make every effort to make arrangements for the 
permanent cover of the post. 

 
 
6.0  Acting-Up 
 
Principles  
 
6.1  The application of acting-up arrangements should be based on one of                  

  the following: 
 

• The general principle of open access to vacancies will be observed at all 
times unless the appropriate Assistant Director or nominated 
representative can demonstrate the need for an Acting-up situation. This 
is where it is deemed more appropriate to fill a vacancy, sickness 
absence, maternity leave. 

• All vacancies must be approved in order to be filled. Appropriate approval 
must be gained before being advertised or offered. 

• There is no automatic right to permanency of post arising out of these 
opportunities. 

• The employee will return to their substantive post. If, however, for reasons 
of reorganisation etc. the substantive post no longer exists then the 
employee will be placed onto the Councils redeployment register and will 
be able to apply for vacancies at their substantive level or below.  

 
 
Process and Procedure  
 
6.2 When the nature of the skills required only exist in a small number of  

 employees it is appropriate in these circumstances to ring fence the acting-
 up opportunity to that specific group of employees. It will be the responsibility 
 of the Assistant Director or nominated representative to ensure that when 
 such ring fencing arrangements are used, they are not in breach of legislative 
 requirements or the Council's Equal Opportunities policy. 

 
6.3    All Acting-up arrangements should be paid at the bottom of the allocated       

grade for the existing role. 
 
6.4    A decision should be made on the percentage of the post that is required to        

be covered by the acting-up arrangement, i.e. ‘whole’ acting-up or partial 
 duties. 
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6.5  Where there is only one possible applicant, the appropriate paperwork can be 
processed. Where there is potentially more than one applicant, an advert, 
person specification and job description will be drawn up in line with Council 
policy and made available to all potential applicants. 

 
 6.6    Application will be by way of supporting statement only (against person       

 specification criteria). Interviews will be carried out in accordance with            
 Council policy and interview records kept. 

 
 6.7  Interview of successfully shortlisted candidates may result in a number       

 of possibilities: 
 

a. The acting-up placement is temporarily offered at 100% to one employee 
for more than 3 months and the employee is transferred into the post. 
 

b. The employee is offered only part of the duties and responsibilities of the 
proposed acting-up opportunity on the basis that the remaining duties and 
responsibilities are covered elsewhere in the organisation (upwards for 
example). In this circumstance, the employee would not ‘act-up’ as they 
would remain in their substantive post and would receive an honorarium 
payment for the percentage of the role covered.  

 
c. Two or more employees are offered a percentage of the duties and 

responsibilities of the post (or a percentage of the time i.e. half a week 
each for two employees). Again the employees would remain in their 
substantive posts and receive acting-up payments for the percentage 
covered.  

 
6.8  The business case request form can be found on the intranet. This is also 

used for any request of extension that must be re-submitted for the 
appropriate approval. 

 
 
7.0  Roles and Responsibilities 
 

Roles and Responsibilities of Managers 
 
7.1  Managers have a responsibility to ensure that this policy is applied 

 appropriately within their own area.  Any queries on the application or             
 interpretation of this policy must be discussed with HR prior to any             
 action being taken. 

 
7.2  Managers should ensure any employees in receipt of Acting-up or              

 secondment payments understand their terms and that they will be reviewed. 
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 Roles and Responsibilities of HR 
 
7.3  HR will provide operational support to the organisation to enable the              

 effective management of Secondments and Acting-up arrangements             
 under this policy. 

 
HR has a responsibility to:  
 
• Produce and maintain managers’ guidance notes 
• Provide support and guidance to managers and employees  
• Ensure the communication, maintenance, regular review and updating of this 

policy  
• Monitor and review delivery and impact of this policy. 

 
Role of Head of HR 

 
 7.4  In consultation with the recognised Trade Unions, the Head of HR will             

 exercise delegated authority for and be responsible for the on-going            
 review and updating of this policy to ensure compliance with changes            
 in statutory requirements and operational delivery, including            
 responsibility for identifying the appropriate process for the regular            
 evaluation of the effectiveness of this policy. Any fundamental changes            
 to this policy will be brought before Cabinet (Resources) Panel for approval. 

 
Role of Trade Unions 

  
7.5  Any review and revisions of this policy will be undertaken by HR and             

 will be in consultation with the Council’s recognised trade unions.  
 
 
8.0  Monitoring and Review 
 
8.1  The secondment and Acting-Up policy and procedure will reviewed and 

 updated annually and be available to managers and employees    via the HR 
 intranet. 

 
 
9.0    Links to other Policies and Procedures 
 
9.1  The Secondment and Acting-Up Policy cannot be seen in isolation as              

  it plays a key part in corporate governance and business              
 management, it is closely linked with the following strategies and              
 policies:   

 
• Recruitment and Selection policy 
• Equality and Diversity policy 
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10.0  Equality  
 
 10.1 An Equality Analysis is being carried out on this policy and procedure.  
 
  The Council has a duty to monitor the application of the policy in relation to 

protected characteristics under the Equality Act 2010. This is reported       
annually in the Council’s Equality Monitoring Report.  

 
If any aspect of this procedure causes you difficulty on account of any 
disability that you may have, or if you need assistance because English is not 
your first language, you should raise this issue with HR. 
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Appendix 1 
Secondment & Acting-Up Process Chart 
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over one month (with end date) 
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 Human Resources Policy Framework  
 

Market Forces Supplements  

 
 
Approved by: Cabinet Resources Panel (xx.xx2013) 
  
Published: 01.xx.2013 
  
Review date: 01.xx.2014 
 

 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or Bodies From To 
   
HR   
Pay Strategy Board   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by
    
    
 
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy on 01902 552345 or by email to 
HR.supportdesk@wolverhampton.gov.uk 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email  
HR.support desk@wolverhampton.gov.uk for HR advice. 

 

 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email 
HR.support@wolverhampton.gov.uk to make any comments or suggest 
any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies can be provided to recognised Trade Unions and 
managers electronically. 
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Policy for Applying Market Forces Supplements  
 
 
1.0  Policy statement 
 
1.1  The aim of this policy is to regularise the position regarding the   

application of market forces supplements. 
 

1.2  The Council   will use   Market Forces Supplements (MFS) in   
exceptional circumstances where it is the appropriate means of 
ensuring Wolverhampton City Council posts can be filled by 
appropriately qualified and experienced candidates. 

 
 
 
2.0  Scope 
 
2.1  This policy applies to all Council employees with the exception of   

those working in schools and those employed centrally on teachers    
terms and conditions of service. 

 
2.2 This policy does not apply to employees who are seconded out of the 

Council or for employees seconded into the Council from external   
organisations. 

 
 

3.0  What is a Market Forces Supplement? 
 
3.1 The term market forces supplement (MFS) refers to a discretionary    

addition to a salary that is only payable for the period of time while 
there is an agreed justifiable rationale in order to address the particular 
circumstance which may relate to recruitment difficulties or skill 
shortage occupations etc. in order to attract and retain a suitable 
employee.  

 
 

4.0  Principles 
  
4.1 The MFS is not designed to reward individual performance. 
 
4.2 The payment of a market forces supplement is a last resort and will   

only be considered when other options to manage the recruitment 
and/or retention difficulties have been exhausted. 

 
4.3 The application of an MFS should be based on one of the following: 

  
• Significant information showing there to be a serious recruitment 

problem, evidenced by low response levels to external 
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advertisements in terms of quality and/or quantity of candidates, 
over a period of time. 

 
 
• Sufficient evidence of there being staff retention issues causing 

significant problems to the delivery of the service, where pay is 
stated as the primary reason for leaving. This will be apparent 
through the staff turnover for that particular section and recorded 
feedback. Reasons for leaving can be gained from informal 
discussion with those leaving and also through the more structured 
use of exit interviews. 

 
4.4 Decisions will be based on fact and not anecdotal evidence. 

 
4.5 The agreed MFS must account for all the difference in pay from the 

allocated pay level and not just part of it. 
 

4.6 A MFS applies to the post and not the post holder. Everyone doing  the 
same specific job role for which MFS has been agreed should be 
treated in the same way, whether new starters or existing employees. 

 
4.7 All MFS will be reviewed on an annual basis and can be withdrawn if 

the benchmarking review demonstrates that current evidence does not 
justify a continued supplement. 

   
4.8 MFS form part of an employee’s pay making it pensionable. 

 
4.9 Wolverhampton City Council is committed to equal pay and will seek to 

ensure that MFS will only be applied where there is a strong objective 
justification which does not undermine the pay equalities established 
through single status implementation. 

 
4.10 Consideration should be given to the wider issue of development   and 

training needs in order to address national skills shortages. 
      
 

Process and Procedure 
 

5.0  Requesting a new MFS 
 
5.1 Request for a MFS should not be the first solution considered to meet a 

recruitment/retention problem and options should be discussed with 
HR to determine whether there is an alternative way of meeting the 
difficulties experienced by the service. 

 
5.2 Any post being proposed for a MFS should have been advertised at 

least twice and clear evidence recorded which demonstrates the   
operational and organisational problems caused by the recruitment and 
retention difficulties.  
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5.3 Where it is established that other options have been exhausted, the 
manager will be required to investigate the comparative labour market 
and with the support of HR provide evidence to support the application 
for a market forces supplement. 

 
5.4 This will include evidence will be required to demonstrate the   

operational and organisational problems caused by the recruitment and 
retention difficulties and how the payment of a   MFS will remove or 
reduce the impact of these difficulties. 

 
5.5 Comparisons, where possible, should be made with other public sector 

organisations and reflect the geographical situation of Wolverhampton. 
 
5.6 The request should be supported by information from at least 3 other 

valid comparator jobs, attaching the job description, person 
specification and duties for those jobs; detailing the following: 

 
• Similarity of the responsibilities and scope of the jobs 
• Organisational structure, including management responsibilities 

and reporting structures budgetary or other major responsibilities  
• Salary details including any other benefits applicable. 
• In line with other local councils it is expected that a minimum 

threshold of 10% below the median against a minimum comparator 
group of the 14 West Midlands single tier and County Councils. 

• This would then trigger further examination of genuine 
comparability taking into account role, structure etc. 

 
5.7 Each application will be dealt with on a case-by-case basis and the 

Supplement Payment Request Form and Business case will need to be 
completed. 

 
5.8 Requests should include an equality analysis of the proposal. 

 
 
6.0  Evaluation of the MFS Request 
 
6.1 Human Resources will validate the application information. 
 
6.2 All applications will be considered by the Pay Strategy Board and 

subject to their agreement, be passed to HR for implementation. 
 

6.3 The Trade Unions will be advised of the request. 
  

6.4 If the application is approved a decision will be made as to the amount 
to be awarded. 

 
6.5 The value of the MFS will be determined by taking an average of the 

comparator posts. 
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6.6 The payment will be set at a level that will alleviate the recruitment and 
retention difficulties but which is not excessive and can be justified in 
terms of rates paid to the comparator jobs in the market place. 

 
6.7 If a MFS is agreed, it will be applied with immediate effect.  

 
 

7.0  Outcome 
 
7.1 The requesting manager will be notified of the decision. 

 
7.2 Employees will receive written confirmation detailing the basis for           

paying a market forces supplement, the amount of the payment,   the 
effective date of the application of the payment, the agreed    duration 
of the payment and the arrangements for its review,   adjustment or 
removal. 

 
7.3 Post holders will be required to agree and sign a contractual   variation 

for the terms of the MFS, which will advise that the payment is subject 
to review and the payment can be adjusted    or removed if there is no 
longer justification to continue the MFS. 

 
7.4  The MFS will not alter the grading of the post determined by the job 

allocation process. 
 
 

8.0 Payment 
 

8.1 The payment will be awarded for a period not exceeding one year and 
will apply to all existing employees in the same post and will be 
effective from the date of panel approval. 

 
8.2 For employees working less than full time the MFS will be pro- rata on 

the basis of hours worked. 
 

8.3 The cost of applying a MFS will be met from the relevant service 
budget. 

 
8.4 The payment will be paid on a monthly basis via the normal salary         

arrangements, and will be subject to the appropriate statutory    
deductions. 

 
8.5 The MFS will be clearly identified as a separate payment and will not 

be incorporated into basic pay. 
 

8.6 The MFS will be included in calculations for sick pay,  
maternity/paternity/adoption pay, holiday pay, and redundancy pay. 

 
8.7 The MFS payment will not be subject to pay award increases. 
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8.8 If an employee is promoted or appointed to another post the MFS 
payment will cease from the effective date of their appointment. 

 
  

9.0  Review of Market Forces Supplements 
 
9.1 The manager is required to submit up to date evidence on an annual 

basis to support the continuation of the MFS for consideration by the 
Pay Strategy Board. 

 
9.2 The outcome of the review will be one of the following: 

 
• The MFS continues to be justified at its current level and is 

approved for a further 12 month period 
• The MFS continues to be justified at a higher level and is approved 

for a further 12 month period 
• The MFS continues to be justified but at a lower level and is 

approved for a further 12 month period 
• That the MFS is no longer justified and will cease on the 31st 

March or at the end of 12 months 
 

9.3 The manager will be advised of the decision and the employees will be 
notified in writing. 

 
9.4 In the case of vacant posts the decision to remove the MFS will be       

effective immediately. 
 
 

10.0  Roles and Responsibilities  
 

 
Roles and Responsibilities of Managers 

 
10.1 Managers have a responsibility to ensure that this policy is applied                   

appropriately within their own area.   
 
10.2 Any queries on the application or interpretation of this policy must be 

discussed with HR prior to any request being submitted to the Pay 
Strategy Board. 

 
10.3 Managers should ensure any employees in receipt of MFS payments 

understand that they are temporary and will be   reviewed. 
 
 

Roles and Responsibilities of HR 
 

10.4 HR will provide operational support to the organisation to enable    the 
effective application of MFS under this policy. 
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10.5 HR has a responsibility to:  
• Provide support and guidance to managers and employees 

throughout the stages of this policy 
• Ensure the communication, maintenance, regular review and 

updating of this policy  
• Monitor and review delivery and impact of this policy. 

 
Roles and Responsibilities of Head of HR 

 
10.6 In consultation with the recognised Trade Unions, the Head of HR   will 

exercise delegated authority for and be responsible for the    on-going 
review and updating of this policy to ensure compliance     with 
changes in statutory requirements and operational delivery,    including 
responsibility for identifying the appropriate process for    the regular 
evaluation of the effectiveness of this policy. Any   fundamental 
changes to this policy will be brought before Cabinet (Resources) 
Panel for approval. 

 
 

Roles of Trade Unions 
 

10.7 Any review and revisions of this policy will be undertaken by HR and 
will be in consultation with the Council’s recognised trade unions. 

 
 

11.  Monitoring 
 

11.1 HR will maintain a record of all Market Forces Supplements approved 
by the Pay Strategy Board. 

 
11.2 It is recommended that the services within the Council hold quarterly 

reviews of their recruitment “hotspots” and ensure   that preventative 
measures are in place to attract and retain the best people for the right 
job before the situation becomes   a large issue. 

 
11.3 This should be done as a joint task between management   and trade 

unions. 
 
 

12.  Links to Other Policies and Procedures 
   

• Recruitment and Selection Policy 
• Pay Policy 

 
 
 
13.  Equality  

 13.1 An equality analysis will be carried out on MFS applications. 
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13.2 The Council has a duty to monitor the application of the policy in 
relation to protected characteristics under the Equality Act 2010. This is 
reported annually in the Council’s Equality Monitoring Report.  

13.3 If any aspect of this procedure causes you difficulty on account of any 
disability that you may have, or if you need assistance because English 
is not your first language, you should raise this issue with HR, who will 
make appropriate arrangements. 
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Market Forces Supplements Process Chart 

 
 
 
 
 
 

 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 

  
 
 
      
 
 
 
 
  
 
 
 
 
 
 
 

Manager, with HR support, gathers required supporting 
information including:  
 

1. Recent recruitment activity 
2. Local/ regional/ national pay for at least 3 post comparator 

posts, showing 
• similarity of the responsibilities and scope of the jobs 
• organisational structure, including management 

responsibilities and reporting structures budgetary or 
other major responsibilities  

Manager completes and sends to HR the Supplement Payment 
Request Form & attaches a Business Case 
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Ends 

HR records and assesses the business case 
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External Secondments 

 
 
Approved by: Cabinet Resources Panel (xx.xx2013) 
  
Published: 01.xx.2013 
  
Review date: 01.xx.2014 
 

 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or Bodies From To 
   
HR   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by 
03.04.2013 0.1 Check & review  
    
    
 

 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 
 
ADVICE 
 
Contact HR on 01902 552345 or email  
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 
 

COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email  
 HR.supportdesk@wolverhampton.gov.uk to make any comments or 
suggest any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 
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1.0  Policy Statement 
 
1.1 The aim of this policy is to regularise the position regarding external        

secondments. 
 
1.2  It is necessary to ensure that where an employee is seconded to another    

organisation, a   formal and legally binding agreement is in place 
between the Council and the “host” organisation.  Similarly, when the 
Council accepts a secondee from another organisation, a formal 
agreement must be in place. 

 
 
2.0  Scope 
 
 
2.1  This policy applies to all Council employees with the exception of those        

working in schools and those employed centrally on teachers’ terms and 
conditions of service. 

 
2.2  This policy relates to all employees who are seconded out of the Council 

or for employees seconded into the Council from external organisations. 
 
 
3.0  What is an External Secondment? 
 
3.1  The term external secondment refers to the temporary transfer of an 

employee into a post within an organisation outside of Wolverhampton 
City Council. This may be another council, partner organisation or 
voluntary sector organisation. 

 
This temporary transfer is to cover: 
 
• Vacancies 
• Sickness absence 
• Secondment of the post holder  
• A time-limited project 

 
3.2  An external secondment is usually to a post of equal (or higher) grade, 

with a duration of more than one month. 
 
 
 4.0  Principles  
 
4.1 The application of secondment arrangements should be based on the 

following: 
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• Secondments should be viewed as a valuable tool for staff 
development, where employees can often gain experience in a 
range of situations not normally open to them in their substantive 
post.  

 
• All external secondments must be approved in order for the 

temporary move to take place. Where an extension to a 
secondment contract is required then this must also be 
approved.  

 
• Employees interested in applying for an external post as a 

secondment opportunity will need to gain the support of their line 
manager in the first instance.  

 
• Externally seconded employees will return to their substantive post. 

If, however, for reasons of reorganisation etc. the substantive 
post becomes at risk of no longer existing, then the employee will 
be placed on the Council’s redeployment register and will be able 
to apply for vacancies at their substantive level or below.  

 
• A formal secondment agreement will be entered into and signed by 

the “host” organisation. This should also be signed by the 
appropriate Strategic Director of the Council. 

 
4.2 Secondments will normally only be agreed for periods of less than one 

year but in exceptional cases where a longer period is agreed, the 
employee will be given written notification in advance that:  

 
• The Council cannot guarantee that their substantive post will be 

available on their return  

• If this is the case, the Council will make all reasonable efforts to find 
suitable redeployment, if available  

• If suitable redeployment is not available, their contract of employment 
may be terminated  

• A redundancy payment will not be paid in these circumstances.  
 
 
 
5.0  Process and Procedure  
  
5.1 Employees interested in applying for a post as a secondment opportunity 

will need to gain the support of their line manager in the first instance. The 
line manager will need to consider the benefits for the individual and the 
team alongside the needs of the service and the possibilities of 'backfilling' 
the role of the person who expressed interest. 

 



Page 114 of 297

   
 

V.01 April 2013  Policy implemented xx.xx.2013   Review date xx.xx.2014      5 
 
 

5.2 During the course of an external secondment, an employee’s post may 
be subject to organisational change processes in line with prevailing 
policy and legislation. The employee must make himself available, at his 
own expense if necessary, to participate in any processes related to the 
re-organisation.  

 

5.3 Should an external secondment end prematurely at the request of the 
external organisation or the secondee, the Council is not obliged to 
provide work, or payment, to the employee until the date on which the 
secondment was last agreed to end. This may result in the employee 
being unpaid for a period. Redeployment to another post will be sought.  

5.4 During a secondment, it is generally the responsibility of the seconded 
employee to maintain contact with their substantive manager and team. 
Employees are encouraged to diarise regular telephone calls. However, 
it is the responsibility of their substantive manager to consult formally 
with them, where necessary, about any planned changes to their post.  

5.5 The employee will normally continue to be paid through the Council’s 
payroll, including any expenses payments. The council will invoice the 
host organisation for the seconded employee’s pay and associated 
costs, in line with the secondment agreement. 

5.6 The manager of the substantive Council post will be responsible for 
completing the transfer form for the employee to commence the external 
secondment. 

 
 
 6.0  Roles and Responsibilities   
 

Roles and Responsibilities of Employee 
 
6.1 Seconded out employees must keep in touch with their line manager and 

advise their line manager if there are any changes to the secondment. 
 
 

Roles and Responsibilities of Managers 
 
6.2 Managers have a responsibility to ensure that this policy is applied              

appropriately within their own area.  Any queries on the application or              
interpretation of this policy must be discussed with HR prior to any action 
being taken.  

 
6.3 Managers should ensure any employees in receipt on formal 

secondments fully understand the terms and that they will be reviewed. 
 
 

 
 Roles and Responsibilities of HR 
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6.4 HR will provide operational support to the organisation to enable the              

effective management of secondment arrangements under this policy. 
 
6.5 HR has a responsibility to:  
 

• Provide support and guidance to managers and employees  
• Ensure the communication, maintenance, regular review and updating 

of this policy  
• Monitor and review delivery and impact of this policy. 
 
 
Role of Head of HR 

 
6.6 In consultation with the recognised Trade Unions, the Head of HR will       

exercise delegated authority for and be responsible for the on-going 
review and updating of this policy to  ensure   compliance with   changes 
in statutory requirements and operational delivery, including 
responsibility for identifying the appropriate process for the regular 
evaluation of the effectiveness of this policy. Any fundamental changes 
to this policy will be brought before Cabinet (Resources) Panel for 
approval. 

 
 
Role of Trade Unions 
  
6.7  Any review and revisions of this policy will be undertaken by HR and             
 will be in consultation with the Council’s recognised trade unions.  
 
 
7.0  Monitoring and Review 
 
7.1  The external secondment policy and procedure will reviewed and 

updated annually and be available to managers and employees via the 
HR intranet. 

 
 
8.0   Links to other Policies and Procedures 
 
8.1 The External Secondment Policy cannot be seen in isolation, it is closely               

linked with the following strategies and policies:   
 

• Recruitment and Selection policy 
• Equality and Diversity policy 

 
 
 
9.0  Equality  
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9.1 An Equality Analysis is being carried out on this policy and procedure.  
 
9.2 The Council has a duty to monitor the application of the policy in relation 

to   protected characteristics under the Equality Act 2010. This is 
reported annually in the Council’s Equality Monitoring Report.  

 
9.3 If any aspect of this procedure causes you difficulty on account of any 

disability that you may have, or if you need assistance because English 
is not your first language, you should raise this issue with HR. 
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Appendix 1 

External Secondment Process Chart 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
  
 
 

Ends 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
     No                Yes 
 
 
 
 
 
 

HR liaise with “host” employer to agree 
secondment arrangements 

External Secondment   
Agreement signed by all parties 

Manager approves & advises HR

Employee considers secondment agreement 

Employee returns to 
substantive post at 
end of secondment 

 

HR and Payroll records changed to reflect 
external secondment 

Employee requests external secondment 

HR advise Finance to invoice host employer 

Manager keeps secondment under review and 
maintains regular communication 

Request for secondment to be extended? 

Manager liaises with host employer to 
consider extension 

Extension agreed  

End date of secondment agreed  

Extension declined  
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 Human Resources Policy Framework  
 

Casual Worker Policy and Procedure 
 
Approved by: Cabinet Resources Panel (xx.xx.2013) 
  
Published: xx.xx.2013 
  
Review date: xx.xx.2014 
 
CONSULTATION 
The following officers and/or bodies have been consulted on this policy: 

Officers and/or Bodies From To 
   
HR   
CDB   
SEB   
PGSS   
   
The following Trade Unions have been consulted on this policy: 
 From To 
Unison   
GMB   
Unite   
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REVIEW LOG 
 
Date Version Comments/Review Approved by 
06.03.2013 V.01 SB  
 V.0.2   
    
    
    
    
    
 
EQUALITY ANALYSIS 
 
An equality analysis is being carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 
ADVICE 
 
Contact HR on 01902 552345 or email  
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 
COMMENTS AND AMENDMENTS 
 
Contact HR on 01902 552345 or email  
 HR.supportdesk@wolverhampton.gov.uk to make any comments or 
suggest any feedback on this policy. 
 
 
DISTRIBUTION 
 
This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 
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1.0 Policy Statement 
 
1.1  The Council will use the Casual Worker Policy and Procedure to ensure that 

casual work can be covered to support the on-going business needs of the 
Council.  

 
1.2 Casual workers will only be recruited for a short term placement of less than 3 

months. 
 
1.3 Recruitment to casual work will be in line with the Council’s recruitment policy 

and procedure.  
 
1.4 Casual workers will receive pay and terms in line with their employment status 

and employment law. 
 
 
2.0      Scope 
 
2.1 This Policy and Procedure applies to all employees of the Council including 

Chief Officers and employees based in schools i.e. teaching assistants, but 
excludes Teachers. The policy and procedure is designed to ensure prompt, 
reasonable and consistent treatment for all casual workers. 

 
2.2 A Casual worker does not hold a contract of employment but enters into a 

relationship with Wolverhampton City Council where there is no mutuality of 
obligation on either the Council to provide work, and the worker to accept any 
work offered by the Council.  

 
2.3 Where work does not fall into the above definition then work should be offered 

on a temporary fixed term contract basis. An example of this type of contract 
would be cover for maternity leave, or delivery of a short-term programme of 
training. Where continuous casual service exceeds 3 months a temporary 
fixed term appointment will be made. 

 
 
3.0     Principles 

 
3.1 In applying this policy the Council will always: 
 

• Monitor the hours of work and frequency of use of casual workers. It is the 
responsibility of the recruiting manager to ensure that a casual worker 
undertakes work on an ad hoc basis. (Where work is undertaken on a 
regular basis, continuity could be demonstrated or mutuality of obligation 
implied, leading to an employment relationship) 

• Seek to ensure that casual work will never exceed a period of twelve 
weeks duration regardless of the number of hours worked each 
week. 

• Undertake a review, where casual work is likely to go beyond 12 weeks... 
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• Recruit casual workers in line with Council’s recruitment procedures 
• Provide casual workers with the benefit from several basic employment 

rights from the first day of work: 
o Protection from discrimination on the grounds of Age, Sex/Gender 

(including Gender Reassignment), Disability, Race/ Ethnicity/ 
Nationality/ Colour, Religion and Belief or Sexual Orientation 

o Rights under the Working Time Regulations, such as paid holiday 
leave, restrictions on working hours and the right to rest breaks 

o The right to the national minimum wage 
o Protection for whistle blowing 
o Health and safety protection 
o Protection against unlawful wage deductions 

 
3.2 Casual work does not count towards continuous service. 
 
3.3 Pension regulations effective from 1 April 2009 do not allow casual workers to 

become a member of the Local Government pension scheme. 
 
3.4 Casual workers are not entitled to Occupational Sick Pay but depending on 

the number of hours worked and submission of a medical certificate may be 
due Statutory Sick Pay 

 
 

 4.0     Process and Procedure 
 
 4.1 From time to time a worker is required on an ‘ad hoc’ basis which cannot be 

forecast, for example to provide additional cover for a special event or to 
provide specialist skills or emergency cover in a front line service such as 
social work or leisure services. In these or similar type of circumstances an 
offer of work can be made on a casual work basis. 

 
  4.2 Recruitment of casual workers will follow the usual Council recruitment and 

selection process including all pre-employment checks. 
 
  4.3 The default local pay point for casual workers is the bottom of the grade for 

the job. 
 
  4.4 The set rate of pay may increase by a cost of living award, but is not subject 

to incremental progression. 
 
  4.5 Casual appointments must be reviewed and if assessed as an on-going 

requirement the casual worker will be offered a temporary fixed term or zero 
hours contract commensurate with the terms and conditions of the relevant 
role. 
 

   4.6 For further information refer to the Casual Workers Mangers Guidance. 
 

   4.7  See Appendix 1 for the process on establishing a casual worker 
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5.0    Roles and Responsibilities 
 

Roles and Responsibilities of Managers 
 

5.1 Managers have a responsibility to ensure that casual workers are aware of 
the content of this policy.  

 
5.2 Individual managers are responsible for ensuring that this policy is applied 

within their own area.  Any queries on the application or interpretation of this 
policy must be discussed with HR prior to any casual worker bring appointed. 

 
Roles and Responsibilities of HR 
 

5.3 HR will provide operational support to the organisation to enable the effective 
management of casual workers under this policy. 

 
HR has a responsibility to:  

• Provide support and guidance to managers and employees throughout 
the stages of this policy 

• Ensure the communication, maintenance, regular review and updating of 
this policy  

• Monitor and review delivery and impact of this policy. 

 
Role of Head of HR 

 
5.3 In consultation with the recognised Trade Unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this Policy to ensure compliance with changes in statutory 
requirements and operational delivery, including responsibility for identifying 
the appropriate process for the regular evaluation of the effectiveness of this 
policy. Any fundamental changes to this policy will be brought before the 
Resources Panel for approval. 

 
Role of Trade Unions 
 

5.4 Any review and revisions of this policy will be undertaken by HR and will be in 
consultation with the Council’s recognised trade unions.  

 
 
6.0 Monitoring and Review 
 
6.1 The casual worker policy and procedure will reviewed and updated annually 

and be available to managers and employees via the HR intranet. 
 
7.0  Links to other Policies and Procedures 
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7.1 The Casual Worker Policy cannot be seen in isolation as it plays a key part in 

corporate governance, performance and business management; it is closely 
linked with the following strategies and policies:   
 

• Recruitment and Selection 
 
 

 
8.0   Equality  

8.1 An Equality Analysis is being carried out on this policy and procedure.  

8.2 The Council has a duty to monitor the application of the policy in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report.  

8.3 If any aspect of the disciplinary procedure causes you difficulty on account of 
any disability that you may have, or if you need assistance because English is 
not your first language, you should raise this issue with HR, who will make 
appropriate arrangements. 
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Short Term Cover of Posts / Casual Worker Process Chart           Appendix 1 
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choose to accept or 
decline. If accepted 
confirm duration of 
work, hours and 
rate of pay 
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complete the documentation
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Glossary  
 

Casual Worker 

Work is casual where there is no mutuality of obligation which means that 
Wolverhampton City Council is not obliged to offer work to the individual, work is 
‘add hoc'. Equally the individual is not obliged to accept the work offered. A casual 
worker is not an employee and casual work will not count towards continuous 
service.  
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PHASE 3 POLICY FRAMEWORK     ANNEX 9  
 

PERSONAL USE OF COUNCIL ICT POLICY  
(including Employee  Privacy statement) 

 
 
 

1.  The revised ICT security policy and position statement on employee 
privacy when using Council technology have been redrafted to meet 
business objectives and are appended.  

 
2. The revised policy introduces a modern approach to acceptable use of 

Council ICT resources in line with organisational requirements and up 
to date good organisational practice designed to facilitate a more agile 
working environment. The privacy protocol ensures that employees 
understand the limits to privacy that sit alongside greater choice in the 
workplace. 

 
3. The principle change is that the policy allows relaxation of restrictions 

on personal activities on Council ICT resources, such as personal use 
of email and the internet and access to on-line social media services 
such as Twitter and Facebook.  The policy is supported by a statement 
for users of the Council’s ICT which outlines some personal privacy 
issues that employees must be aware of if they choose to make 
personal use of the resources. 

 
4. Formal consultation with HR, a senior managers’ reference group and 

the trade unions has informed the development of the policy. 
 
5.  The policy is underpinned by guidance developed to support the policy 

implementation. Many of the outcomes of the consultation meetings 
have been fed into the management guidance and managers, HR and 
trade unions will continue to be consulted on the guidance. An 
implementation plan including communications and training has been 
developed.  
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DRAFT 
 
 

 
 
 
 Human Resources Policy Framework  
 
Policy on Personal Use of Council Computer Equipment, and Access 

to Social Media 

 

Approved by: Cabinet Resources Panel (xx.xx.2013) 

  

Published: xx.xx.2013 

  

Review date: xx.xx.2013 

 

CONSULTATION 
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1. Policy Statement 
 
1.1. The Council’s policy on personal use of Council computer equipment and 

access to social media sets out the standards and expectations of 
acceptable use for employees. Acceptable use, as set out in this 
document, includes measures to manage the personal and organisational 
risks associated with use of ICT resources and digital media services.  

 
1.2. The policy includes:  
 

 information on when you are and are not allowed to use Council 
computer equipment for personal activities  

 risks and other issues you should be aware of when using Council 
computer equipment for personal activities. 

 rules and guidelines for using online services such as social media 
sites and collaboration services. 

 
1.3 Abuse of the permissions in this policy or breaches of its provisions will be 

dealt with under the Council’s disciplinary policy and procedures.  
 
 1.4 It is important that all employees understand this policy. Allowing you to 

use Council computer equipment for personal activities exposes the 
Council’s ICT systems and information to increased risks. Ultimately this is 
a risk to members of the public as well, especially where personal 
information is involved. You are expected to use this privilege thoughtfully; 
to follow advice and guidance; and to accept responsibility for your own 
activities. 

 
1.5 By using Council-supplied computer equipment or logging on to the 

Council’s computer network you are confirming that you are aware of this 
policy, you understand it, you accept its provisions, and you agree to abide 
by it. 

 
1.6 Wherever Council services such as email are mentioned in this policy, the 

same rules or guidance also applies to any similar service (such as 
GCSX/GCF secure email). 

 
1.7 This policy applies anywhere employees use Council ICT services (so, not 

only in the office, but also connecting from home or out “on the road”). 
 
1.8 This policy is about matters that are changing rapidly. The policy may be 

amended at any time to respond to emerging issues and opportunities. 
 
1.9 The Council is obliged to comply with a range of regulations that affect the 

way its ICT and information resources may be used. This policy does not 
override those regulations. You should be aware of them and take them 
into account when you use Council ICT equipment or services, whether for 
professional or for personal use. 
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2.      Scope 
 
2.1 This Policy and Procedure applies to all employees of the Council including 

Chief Officers and employees based in schools. It also applies to 
Councillors.  

 
 
3. Restrictions  
 
3.1 When you are logged on to the Council’s network there a few basic things 

that you are routinely prevented from doing: 
 

 Accessing Council software and information that you are not 
authorised to use.1  

 Accessing certain kinds of Internet sites and services, such as: 
o Those believed to contain inappropriate material.2 
o Those believed to pose a serious threat to the 

security of the Council’s network, data and systems.3 
o Those believed to use technologies that 

can hamper the performance of the Council’s network 
and systems, and prevent colleagues from carrying out 
their duties effectively.4  

 
3.2 Like other organisations, the Council uses commercial “web site 

reputation” services to decide which Internet sites should be blocked. The 
nature of the Internet makes it impossible for such services to be perfect.5  
Therefore contact the ICTS Service Desk if:  

 

 You are unable to access something that you think you should be able 
to access. 

 You find that you are able to access an inappropriate site. 

 You receive security warnings when trying to access a site. In this 
case, do not take any further action, including clicking buttons, 
until you have been advised by ICTS.6  

 
3.3 ICTS monitors the security and performance of the network and other 

computer resources, and may intervene without notice to protect them. 
This may result in temporary or permanent loss of services you have used 
previously. 

                                                 
1 E.g. only staff with appropriate authorisation can use business software such as systems for Social Care, 

Benefits, Finance, Environmental Services, and so on. 
2 E.g. pornography, hacking, illegal file-sharing, etc. 
3 E.g. from viruses, bots and other malware. 
4 E.g. certain kinds of “streaming media” such as videos. 
5 Reputation services monitor web sites and categorise them according to their content (e.g. “government”, 

“sport”, “shopping” etc). ICTS then blocks access to specific categories according to agreed corporate 

policy. The Web is such a big and dynamic place that sites can be put into the wrong category by the 

reputation service. Individual sites may be unblocked by request regardless of their category. 
6 Security warnings can be fakes. By clicking a button to “fix” the alleged problem you may actually 

install a virus or malware on the PC. 
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3.4 By default, you are not prevented from using Internet sites and services 

such as shopping and popular social media services. Your use of these is 
subject to the principles and guidelines set out later in this policy. 

 
 
 
4 Permissions: Principles And Guidelines 
 
4.1 At your manager’s discretion, you may make reasonable use of Council 

computer resources for personal activities on the Internet. This includes 
social media7 and shopping. 

 
4.2 The Council expects you to use this privilege responsibly. It exposes the 

Council, members of the public, and you, to direct and indirect risk. You 
may be liable for the consequences of misuse, whether deliberate or 
accidental. If you are unsure about any activity, seek advice before you do 
it. 

 
4.3 Personal use is not a right. Your manager may choose not to allow it. Your 

Head of Service may ask ICTS to block web sites that are available by 
default to colleagues elsewhere in the Council. 

 
4.4 You should limit your personal use to non-working hours of your day. If you 

are on flexi-time, you should be clocked out. 
 
4.5 You may only use Council equipment for personal activities if the device is 

attached to the corporate network by cable or wi-fi. Do not use 
smartphones (including Blackberries and Palm PDAs) or laptop dongles to 
access the Internet unless it is for Council business. These devices 
connect via commercial mobile networks for which the Council has to pay 
according to the amount of data transmitted.  

 
4.6 If you use social media sites for official Council business, you should have 

agreed an appropriate way of using them with your manager. You or your 
manager should consult the Council’s Marketing and Communications 
Team for guidance on any public-facing use of social media; whether 
informal, or as part of service delivery, or as part of a publicity campaign. 

 
4.7 Unless you are authorised to do so, avoid engaging with members of the 

public about Council-related matters via social media. If you publish 
comments, do not convey the impression that you are speaking on behalf 
of the Council unless that is part of your job. It is very easy for your 
personal and professional identities to become mixed up online and it is 
important that you are alert to the risks from this.8  

 

                                                 
7 E.g. Facebook, Twitter, Google+, LinkedIn, Flickr, Yammer etc. 
8 The Council’s Marketing and Communications Team provide more detailed guidelines on the use of 

social media and the boundary between professional and personal use. 



Page 134 of 297

 

 

4.8 You must not disclose information about the Council or members of the 
public unless you have authority to do so. You should consider the impact 
of releasing any kind of information (whether intentionally or accidentally) 
and you may be liable for any consequences if you do. 

 
4.9 If you use social media such as blogs and Twitter to comment on aspects 

of your professional life9 you should consider the way your words might be 
understood and used by other people. This is especially important if you 
can be identified as an employee of Wolverhampton City Council, which is 
often easy to do even if you are using a fake identity online. This applies 
even if you write in your own time away from the office. If in any doubt, 
seek advice before publishing. 

 
4.10 Access to webmail services such as Google Mail, Hotmail and Yahoo is 

not allowed. These services will remain blocked. Viruses and malware are 
often transmitted as attachments to email messages. In normal email, 
these are detected by the Council’s anti-virus systems before they reach 
your Inbox. With webmail such attachments cannot be scanned by the anti-
virus system10 and they pose a very serious threat to the Council’s 
systems. 

 
4.11 You are allowed to use your Council email address for moderate personal 

activities, such as social communications. If you choose to do this, bear 
in mind that the Council cannot guarantee that the content of your 
emails will remain private. Ensure that you have read and understand 
the ICT Services Statement On Employee Privacy (Appendix 1). 

 
4.12 Do not use your Council email address if you register for services or buy 

personal goods online. You may use your Council email address to register 
for professional services, such as appropriate news alerts and professional 
forums11 and membership of professional bodies. 

 
4.13 Avoid using the same online accounts for both personal and professional 

activities. There are some circumstances in which separate accounts can 
be difficult12; in this case consult the Council’s Marketing and 
Communications Team. 

 
 
5 Risks  
 
5.1 Allowing access to online services greatly increases the risks that the 

Council has to deal with, and you should use them with appropriate 
caution. Directly or indirectly, it is possible to cause harm to the Council, or 

                                                 
9 Whether your own activities or those of others, or the work of the Council, or government and politics in 

general. 
10 When accessing webmail your messages are displayed over an encrypted connection. The Council’s 

anti-virus systems are unable to decrypt such messages to scan them. 
11 E.g. The LGA Knowledge Hub or forums operated by professional bodies. 
12 E.g. Some social media sites require that you register as an identifiable person, rather than sharing a 

business identity. 
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to members of the public, or to yourself.13 You may be liable for the 
consequences of misuse, whether deliberate or accidental. 

 
5.2 A common way to spread viruses and malware is to get you to click on a 

link to a booby-trapped web page or web program. Often this is done via 
emails or Twitter messages. Take care when following any link, including 
those in personal webmail messages, because any damage will be caused 
to the Council’s systems, not to your personal account. 

 
5.3 Rogue links are often disguised as something plausible from banks or 

online services, or they may use “URL shortening” services.14 The latter 
are now very popular on Twitter and elsewhere and are often used 
legitimately. Unfortunately there is currently no reliable way of telling 
legitimate from rogue links, so unless you are confident that the link has 
been sent by a safe source you should not click on it. 

 
5.4 Many web sites and online services use special technologies to enhance 

your experience when using them.15 These technologies run programs on 
your PC or smartphone and there is nothing to tell you reliably what they 
are doing: 

 

 Never download “apps” or other programs and try to install them on a 
Council device. 

 If a web site says you must install an add-on to make the site work, do 
not proceed. 

 ICTS disables many such technologies by default. As a result, sites 
and services that work for you on your home PC may not work properly 
on Council devices. 

 ICTS will not offer support for web sites and online services that you 
are using for personal activities. 

 
5.5 Streaming media16 are particularly heavy users of resources such as the 

Council’s connection to the Internet, and the internal network that connects 
to your PC. If possible avoid displaying web pages that use streaming 
media; and if you do display one, close the browser as soon as possible 
after you have seen what you need to see. Do not simply minimise the 
browser or open another tab, because the video may continue to use 
resources in the background. 

 
5.6 It is tempting to visit sites with streaming media to follow events such as 

sports. Each member of staff that gives in to this temptation adds to the 
load on the Council’s network and lowers its capacity for handling real 
work. ICTS may intervene to block such sites without warning if there is 

                                                 
13 This can happen if confidential information is made available outside the Council, or if viruses or 

malware are introduced to the Council’s network or systems, or if online services takes up excessive 

amounts of ICT resource (such as bandwidth of the corporate connection to the Internet). 
14 Such as Tinyurl.com, Bit.Ly and T.co. 
15 Examples of such technologies include “apps”, extensions, add-ons, toolbars, buttons and scripts. 
16 “Streaming media” are video or audio that is played continuously in real time from a web site such as 

the BBC or YouTube. 
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cause for concern. Bear in mind that you should only carry out personal 
activities on Council equipment outside your working times. 

 
5.7 Some web sites carry malware that displays a plausible but fake security 

alert message, which tells you to click a button to scan your PC. 
Sometimes this may look like a Microsoft message. Clicking any button is 
likely to install malware on your PC. If you see such a message contact 
the ICTS Service Desk by phone to ask for assistance. 

 
5.8 Do not upload Council documents to file-sharing or collaboration services17 

unless: 
 

 You understand the terms and conditions of using the service, including 
how your information is used by the service provider and the legal 
liabilities for disclosure of information; 

 You are completely confident that the material you are uploading is 
appropriate for release to the public domain, even if releasing it is not 
your intention; 

 You know which country the information would be stored in, and the 
location is compliant with relevant UK and EU legislation; 

 You know for sure that you can permanently delete the material from the 
service18. 

 
5.9 It is tempting to use such services because they are easy to sign up to and 

appear to be free of cost. They are not free: they depend on exploiting 
information you give them. 

 
5.10 Some public sector bodies are now using services such as Google Apps. 

These are paid-for versions of the service, with security accreditation19, 
and contracts that define obligations and liabilities for all parties and 
specify that the data must be stored in a country that complies with EU 
legislation.20 “Free” accounts do not come with these assurances. Publicity 
can give the impression that because an organisation is using a service, it 
must be safe for you to use, which may not be true. 

 
5.11 Yammer, LinkedIn and similar services are aimed at professionals and 

may give the impression of greater security. You should treat these 
services with as much caution as other “free” services. In particular you 
should be aware that such services often try to copy your contacts list from 
Outlook or your phone, in which case you might disclose information about 
other people. 

                                                 
17 E.g. Google Docs, Dropbox, Yammer or any Internet “cloud” platforms. 
18 Many “free” services retain your information even if you close your account. In some cases a facility for 

deletion is included in paid-for accounts. 
19 Often using special computer data centres built specifically to comply with government security 

regulations. 
20 Storing information about a person outside the EU may contravene the Data Protection Act. Also, some 

countries (including the USA) have local laws that give their government agencies the right to look at 

information stored there even if it belongs to people in other countries. With “free” accounts you almost 

never have any say about where information is stored. 
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5.12 File-sharing sites are often associated with activities such as distributing 

illegal copies of copyright material. Do not use such sites even if your 
material is legal to distribute, because the Council’s reputation can be 
damaged by association. 

 
5.13 Be aware of copyright and licence issues. Just because people publish text 

and images on the Internet this does not give you an automatic right to 
copy or reuse them, whether for professional or private purposes.21 
Software or services that are free for personal home use may not be free 
for professional or corporate use. The Council may be liable if you breach 
copyright or licence terms. 

 
 
 
6 Personal Privacy And Safety When Using Council ICT Resources 
 
6.1 Your personal privacy cannot be guaranteed when you use Council ICT 

resources. This applies whether your activities are personal or 
professional. The Council accepts no liability for any consequences if you 
choose to input information for personal activities.22 Any personal use of 
Council ICT resources is at your own risk. You are advised to treat 
Council ICT resources with the same caution that you would use on 
an unsecured public PC, such as in an Internet Café. 

 
6.2 Ensure that you have read and understand the ICT Services Statement 

On Employee Privacy. 
 
6.3 You should bear in mind that there are risks to members of the public as 

well as to you and the Council. 
 

 If malware infects the Council’s systems and leaks information to the 
outside world, confidential data about individuals could be disclosed. 

 Malware and virus infections or excessive personal use can affect the 
performance of the Council’s systems. This in turn is likely to hamper the 
delivery of many of the Council’s services to the public. 

 
 
7. Roles and Responsibilities 
 
Roles and Responsibilities of Employees  
 
7.1 All employees have a responsibility to comply with all standards, codes 

and protocols which govern conduct and behaviour including the ICT 

                                                 
21 Many web sites and social media services carry copyright or licence statements. For example, images 

on Flickr may be tagged with a “Creative Commons” licence with various provisions. In some cases these 

may give you the right to reuse the material, usually subject to limitations and typically requiring you to 

state whose image it is and where it came from. 
22 Personal information you supply for Council operational purposes (e.g. HR information needed for your 

employment) will be stored and used in accordance with the Data Protection Act. 
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protocol for the use of Council computer equipment and access to social 
media.  Failure to comply with this policy will be treated as a disciplinary 
issue.  

 
7.2 Employees are expected to read and understand this policy and to speak 

to their manager before using any computer equipment or services if there 
are any issues they are not sure about.  

 
7.3 Employees should use the permissions thoughtfully, follow the advice and 

guidance given and accept responsibility for their own activities. 
 
7.4 Appropriate authorisations as set out in this policy should be sought for the 

use of council ICT resources and access to social media.  
 
 
Roles and Responsibilities of Managers 
 
7.5 Managers have a responsibility to ensure that their staff are aware of this 

Policy, understand it, accept its provisions and abide by it, and that 
sanctions can be imposed for breaches of it.  

 
7.6 Managers should advise employees on acceptable use if they have 

queries.  
 
 
 
8. Monitoring and Review 
 
8.1 This policy and procedure will reviewed and updated annually and be 

available to managers and employees via the HR intranet. 
 
 
9.  Links to other Policies and Procedures 
 
9.1 This Policy is closely linked with the following policies:   
 

 Disciplinary Policy 

 Bullying & Harassment (Dignity & Work) Policy 

 Equality Policy 
 
 
10.   Equality  

10.1 An Equality Analysis will be carried out on this policy and procedure.  

10.2 The Council has a duty to monitor the application of the policy in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report.  
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10.3 If any aspect of the disciplinary procedure causes you difficulty on account 
of any disability that you may have, or if you need assistance because 
English is not your first language, you should raise this issue with HR, who 
will make appropriate arrangements. 

 

. 
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APPENDIX 1 

ICT Services Statement on Employee Privacy 
 
 

1. About this Document 
 
1.1 This Statement sets out the position and policy of ICT Services (ICTS) regarding 
the privacy of Wolverhampton City Council (WCC) employees and Councillors who use 
computer, phone and other ICT resources that are provided by ICT Services. 
 
1.2 It outlines what employees and Councillors may expect when they use corporate 
ICT resources. The Council’s Constitution and Human Resources (HR) policies set out 
the general principles of employee privacy. In particular those policies address issues 
relating to personal information, to compliance with the Data Protection Act, and to 
monitoring of employees’ activities. This ICTS Statement complements those principles 
and does not over-ride or replace them. 
 
2. Acceptance 
 
2.1 If you use WCC ICT resources, including phones, you are confirming that you 
understand this Statement and accept the policy on privacy that it sets out. If there is 
anything that you are not sure about, you should seek advice from your manager or 
Member Services (for Councillors). 
 
2.2   If you manage employees or support Councillors it is your responsibility to make 
sure that anyone who uses Council provided ICT resources understands and accepts 
this Statement. 
 
 
3. Your Privacy When Using Council ICT Resources 
 
3.1 Your personal privacy cannot be guaranteed when you use Council ICT 
resources. This applies whether your activities are personal or professional. The 
Council accepts no liability for any consequences if you choose to input information for 
personal activities.23 Any personal use of Council ICT resources is at your own risk. 
You are advised to treat Council ICT resources with the same caution that you 
would use on an unsecured public PC, such as in an Internet Café. 
 
3.2 By default your activities will not be actively individually monitored. This includes 
the content of emails. But you should note the following: 
 
a) ICTS may intervene to address problems with Council ICT resources. 
Depending on the nature of the problem it may be impossible to avoid information being 
seen. 
 
b) Anti-virus software scans every file you open on your PC. These could include 
personal emails, and any attachments in emails. 
  
c) Emails going in and out of the Council are scanned by automated systems to 
detect spam, viruses, offensive language and other issues. If these systems raise an 

                                                 
23 Personal information you supply for Council operational purposes (e.g. HR information needed for your 

employment) will be stored and used in accordance with the Data Protection Act. 
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alert for an email message, the message (including its contents) may be inspected by 
authorised ICTS staff in the first instance and then possibly other authorised individuals, 
depending on the nature of the material. 
 
d) In exceptional circumstances, such as suspected illegal activity or severe 
breaches of discipline, monitoring of an individual’s activities (including access to the 
content of documents, emails and other electronic files) may be authorised by a 
Strategic Director or Assistant Director of the Council. Data from monitoring will be 
collected by ICTS and only made available to an independent investigating officer, until 
it has been established that there is a case to answer. The responsible officers and the 
procedure for approving and carrying out such monitoring is set out at 
xxxxxxxxxxxxxxxx. 
 
e) You should always remember that email is insecure by its nature. This is true for 
email within the Council24 as well as out on the Internet. If you wish to communicate 
sensitive or personal information to someone else in the Council25 you are strongly 
advised to speak face-to-face or use some other more private means, if possible. Your 
personal privacy in emails cannot be guaranteed even when sent and received within 
the Council. The Council will accept no liability for disclosure of any personal 
information you choose to put in an email, even if the email is not sent outside the 
Council. 
 
f) You are advised not to use your Council email address for personal commercial 
transactions (such as online shopping). Information about your transactions may 
become accessible to other Council employees. If you use your Council email 
address, you do so at your own risk.  
 
g) If you use Council email for moderate social communications, be aware that you 
might be making information about your relatives or friends accessible to other Council 
employees. 
 
h) Emails cannot be sent anonymously, whether inside or outside the Council. 
They are always traceable to the sender’s email address and to the logonid used. 
 
i) If you delete an email from your Inbox or other folders in Outlook, a copy may 
still exist in archives or system backups. This may also be true of emails that are moved 
automatically from your Inbox based on dates.26 Even though you cannot see these 
copies, they are still subject to Freedom of Information, Data Protection and other legal 
obligations, and ICTS may be asked to recover them for inspection or disclosure. 
 
j) You must not save any personal data to Council devices. Doing this may make 
the Council liable for Data Protection, Freedom of Information or other statutory 
obligations relating to your data. 
 

                                                 
24 “Within the Council” means any email addresses ending “@wolverhampton.gov.uk” or 

“@wolverhampton.gsi.gov.uk”. For these purposes, Wolverhampton Homes, West Midlands Pension 

Fund, and Trade Union branch officers should also be assumed to be within the Council. 
25 E.g. HR, Payroll, Occupational Health, Trade Unions, West Midlands Pension Fund, “whistleblowing” 

contacts. 
26 Corporate information retention periods are awaiting review. For some business teams in the Council, 

retention periods may be specified by law. Retention periods across the Council are overseen by the 

Corporate Information Governance Board. 
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k) Even if you do not explicitly save your data to a Council device, be aware that 
the software might save it temporarily while you are accessing it, and copies can be left 
behind. 
 
l) Your personal data may be accessible to other staff who know where to look on 
the PC and on the Council’s network. You are especially vulnerable if you share a PC 
with colleagues, even though you have separate logonids. ICT support staff may also 
be able to see your data. 
 
m) Do not store your logonids and passwords on your Council PC or smartphone. 
 
n) Do not use the browser’s facilities to store personal logonids and passwords, or 
to pre-fill online forms. 
 
o) Do not tick options to “keep me logged in” at web sites where you have personal 
accounts. These options are often ticked by default when you go to the web sites, so 
you may need to un-tick them. 
 
p) When you leave employment by the Council, all data stored in your Council ICT 
account (including emails and documents) will be made available to your line manager 
and possibly to other Council employees. It is in your interests to ensure that you delete 
any data you consider personal. 
 
q) If you are away from the office and an important business issue arises that 
depends on information in your Council ICT account (including emails), your manager 
might request access to your account to find the information. To reduce the risk of this 
you should ensure that you have made appropriate arrangements with your manager 
for cover during extended periods of absence.27 
 
3.3  In addition to the above, any ICT activity may be recorded passively. This is data 
that ICT systems routinely accumulate as a by-product of any action or event, in logs, 
caches, web histories, browser cookies, most-recently-used lists, search indexes, audit 
records, and so on. The corporate ICT infrastructure also logs things that are 
happening to maintain performance and diagnose problems. 
 
a) Accumulating this data is automatic on all devices and is not aimed at any 
individual. 
 
b) In many cases the usefulness of your PC or your software would be seriously 
reduced if it were suppressed. 
 
c) In the event of a problem, the logs and other passively-collected data may be 
collated and linked to trace the source of the problem. This could result in your activities 
being identified.  
 
d) Bills from mobile phone providers are itemised, so there is a record of any use 
you might make of mobile phones, smartphones (including Blackberries and Palm 
PDAs) and dongles for laptops. This includes data activities such as accessing the 
Internet and email services. 

                                                 
27 Microsoft Outlook allows you to delegate access to your email to other Council employees, temporarily 

or permanently. This offers you a limited amount of control over what the other people can see and do 

with your email. If you want to know more about this facility, contact your team’s ICT Coordinator or the 

ICTS Service Desk. 
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PHASE 3 POLICY FRAMEWORK    ANNEX 10, 11, 12, 13 
 

EMPLOYEE STANDARDS AND CODES OF CONDUCT  
 
 
 

1.  The employee codes of conduct are appended as follows: 
 

 Employees’ code of conduct 

 Travel, subsistence and hospitality (including gifts and hospitality 
guidelines) 

 Liability of employees 

 Service on outside bodies 
 
  
 
2. The reformatted codes were previously held within the Council’s 

constitution but have been relocated to the HR policy framework. 
Adherence to the codes and standards set by the Council for all 
employees is an important part of the employment contract and ability 
of the organisation to deliver high standards of service for the city. The 
codes are based on relevant national codes and regulatory standards 
for local government employees and up to date good organisational 
practice. Breach of the codes is a disciplinary matter.  

 
3. The principle change is the addition in the Employees’ Code of 

Conduct of a section on close personal relationships at work. This is in 
line with good operating practice in a modern organisation and is aimed 
at ensuring probity and transparency and avoiding allegations of 
favouritism or inappropriate decision making.  

 
4. Formal consultation with HR, a senior managers’ reference group and 

the trade unions has informed the development of the policy. 
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ANNEX 10                                                                                                          

V0.3   June 2013     Policy Implemented xx/xx/xx                                   Review date xx/xx/xx 

 

DRAFT 
 
 

 
 
 
 Human Resources Policy Framework  
 

Code of Conduct for Employees 

 

Approved by: Cabinet Resources Panel (xx.xx.2012) 

  

Published: xx.xx.2012 

  

Review date: xx.xx.2013 

 

CONSULTATION 

The following officer and or bodies have been consulted on this policy: 

Officers and or Bodies From To 

   

HR   

CDB   

SEB   

PGSS   

   

The following Trade Unions have been consulted on the policy 

 From To 

Unison   

GMB   

Unite   
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REVIEW LOG 

 

Date Version Comments/Review Approved by 

06.06.2013 0.3 KI revisions  

03.09.2012 0.2 Reformatted   

22.08.2012 0.1 Amended – new section 
on spouses, partners and 
close personal friends  

KI 

    

 
 

EQUALITY ANALYSIS  

 

An equality analysis will be carried out on this policy and procedure. Contact 
HR Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 

 

ADVICE 

 

Contact HR on 01902 552345 or email 
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 

 

COMMENTS AND AMENDMENTS 

 

Contact HR on 01902 552345 or email 
HR.supportdesk@wolverhampton.gov.uk to make any comments or 
suggest any feedback on this policy. 
 

 

 

DISTRIBUTION 

 

This policy and procedure is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 
 

 
 
 

mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.supportdesk@wolverhampton.gov.uk
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1.  Introduction  
 
1.1 The public is entitled to expect the highest standards of conduct from 

all employees who work for local government.  This Code outlines 
existing laws, regulations and conditions of service to assist employees 
in their day-to-day work.  The Code is produced in the light of the 
challenges that employees face in the new and more commercially 
orientated environment. 

 
1.2 The aim of the Code is to lay down guidelines for local government 

employees which will help maintain and improve standards and protect 
employees from misunderstanding or criticism.  The Code is based 
upon a standard code approved by the local authority associations. 

 
1.3 The Code applies to all local government employees in 

Wolverhampton.  Inevitably some of the issues covered by the Code 
will affect senior, managerial and professional employees more than it 
will others.  The Code is intended to cover all employees under a 
contract of employment within the Council, including office holders such 
as registrars. 

 
2. Standards 
 
 Local government employees are expected to give the highest possible 

standard of service to the public and where it is part of their duties, to 
provide appropriate advice to Councillors and fellow employees with 
impartiality.  Employees will be 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.  Employees must report to a Senior Manager or Chief Officer 
any impropriety or breach of procedure. 

 
3. Disclosure of Information 
 
3.1 It is accepted that open government is best.  The law requires that 

certain types of information must be available to Councillors, auditors, 
government departments, service users and the public, but recognises 
that information is confidential.  Employees should ensure that 
confidentiality of information is maintained when required by the law 
and the Council. 

 
3.2 Employees must not use any information obtained in the course of their 

employment for personal gain or benefit, nor should they pass it on to 
others who might use it in such a way.  Any particular information 
received by an employee from a Councillor which is personal to that 
Councillor and does not belong to the Council should not be divulged 
by the employee without the prior approval of that Councillor, except 
where such disclosure is required or sanctioned by the law. 
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4. Political Neutrality 
 
4.1 Employees serve the Council as a whole.  It follows they must serve all 

Councillors and not just those of the controlling group, and must ensure 
that the individual rights of all Councillors are respected. 

 
4.2 It is recognised that political parties will wish to formulate their policies 

in private in some circumstances, yet require an employee input.  
Confidentiality should be maintained in these circumstances. 

 
4.3 Employees (whether nor not politically restricted under the provisions of 

the Local Government and Housing Act l989) must follow every lawful 
expressed policy of the Council and must not allow their own personal 
or political opinions to interfere with their work. 

 
4.4 Political assistants appointed in accordance with the Local Government 

and Housing Act 1989 are exempt from the standards set in 
paragraphs 4.1 and 4.3. 

 
5. Relationships 
 
5.1 Councillors 
 
 Employees are responsible to the Council through its senior managers.  

For some, their role is to give advice to Councillors and senior 
managers and all are there to carry out the Council’s work.  Mutual 
respect between employees and Councillors is essential to good local 
government.  Close personal familiarity between employees and 
individual Councillors can damage the relationship and prove 
embarrassing to other employees and Councillors and should therefore 
be avoided.  

 
5.2 The Local Community and Service Users 
 
 Employees should always remember their responsibilities to the 

community they serve and ensure courteous, efficient and impartial 
service delivery to all groups and individuals within that community as 
defined by the policies of the Council. 

 
5.3 Contractors 
 
 All relationships of a business or private nature with external 

contractors, or potential contractors, should be made known to a senior 
manager.  Orders and contracts must be awarded on merit, by fair 
competition against other tenderers, and no special favour should be 
shown to businesses run by, for example, friends, partners or relatives 
in the tendering process.  No part of the local community should be 
discriminated against. 
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5.4 Employees who engage or supervise contractors or have any other 
official relationship with contractors and have previously had or 
currently have a relationship in a private or domestic capacity with 
contractors, should declare that relationship to their Chief Officer. 

 
5.5 Spouses, partners and close personal friends 

Employees who have a close personal relationship with any other 
employee of the Council should take special care to ensure that the 
relationship does not interfere with normal working relationships and 
does not cause others to doubt that they will be treated fairly. If it does, 
appropriate action will be taken in such circumstances. 

5.6 People who already have a close personal relationship should not seek 
employment in the same work group. Senior managers have a 
particular responsibility to ensure that there can be no question of 
favouritism or bias in the appointment or treatment of any person with 
whom they have a close personal relationship outside their particular 
work group.  

5.7. Where employees are involved in a close personal relationship with a 
work colleague which has broken down, they must ensure that they do 
not involve others in their private affairs within the workplace.  
Relations and/or their breakdown must not interfere with working 
arrangements.   

5.8 Employees who are in, or embark on, a close personal relationship 
within the same service or department must declare the relationship to 
their manager and may voluntarily sign the protocol at appendix 1 to 
help ensure probity and appropriate behaviours.  Dependent on the 
working arrangements, the nature of the post(s) held and an 
assessment of the potential risk to the organisation, the relevant 
Strategic Director/Assistant Director may require employees to sign the 
relationship protocol. Signed relationship protocols will be maintained 
confidentially by the Chief Human Resources Officer and a copy placed 
on each individual’s personal file.  Where staff are engaged in a close 
personal relationship further removed than the same department the 
protocol is also available on a voluntary basis. 

 

 

6. Appointment and Other Employment Matters 
 
6.1 Employees involved in appointments should ensure that these are 

made on the basis of merit.  It is improper for an employee to make an 
appointment which was based on anything other than the ability of the 
candidate to undertake the duties of the post.  In order to avoid any 
possible accusation of bias, employees should not be involved in an 
appointment where they are related to an applicant, or have a close 
personal relationship outside work with him or her. 
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6.2 Similarly, employees should not be involved in decisions relating to 
discipline, promotion or pay adjustments for any other employee who is 
a relative, partner, etc. 

 
 
7. Outside Commitments 
 
7.1 All employees should be clear about their contractual obligations with 

the Council and should not take outside employment which conflicts 
with the Council’s interests.  Employees should declare to their senior 
manager outside commitments that could be considered as having 
some similarity with their Council duties or might cause conflict.  

 
7.2 The Council retains ownership of intellectual property or copyright 

created during a person’s employment. 
 
 
8. Personal Interests 
 
8.1 The Assistant Director (Governance) will maintain a register of 

employees’ interests outside their contract of employment.  All 
employees should, without delay, notify the Assistant Director 
(Governance) and their Chief Officer of outside interests which cover:- 

 
 (a) Any non-financial interests that they consider could bring about 

conflict with the Council’s interests; 
 
 (b) Any financial interests which could conflict with the Council’s 

interests; 
 
 (c) Membership of any organisation not open to the public without 

formal membership and commitment of allegiance and which 
has secrecy about rules or membership or conduct. 

 
8.2 The register of employees’ interests will be kept on a confidential basis. 
 
 
9. Equality Issues 
 
9.1 All local government employees should ensure that policies relating to 

equality issues as set down by the Council are complied with in 
addition to the requirements of the law.  All members of the local 
community, customers and other employees have a right to be treated 
with fairness and equity. 

 
 
10. Separation of Roles during Tendering 
 
10.1 Employees involved in the tendering process and dealing with 

contractors should be clear on the separation of client and contract 
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roles within the Council.  Senior employees who have both a client and 
contractor responsibility must be aware of the need for accountability 
and openness. 

 
10.2 Employees in contractor or client units must exercise fairness and 

impartiality when dealing with all customers, suppliers other contractors 
and sub-contractors. 

 
10.3 Employees who are privy to confidential information on tenders or costs 

for either internal or external contractors should not disclose that 
information to any unauthorised party or organisation. 

 
10.4 Employees contemplating a management buy-out should, as soon as 

they have formed a definite intent, inform the Chief Executive and 
withdraw from the contract awarding processes. 

 
10.5 Employees should ensure that no special favour is shown to current or 

recent former employees or their partners, close relatives or associates 
in awarding contracts to businesses run by them or employing them in 
a senior or relevant managerial capacity. 

 
 
11. Corruption 
 
11.1 Employees must be aware that it is a serious criminal offence for them 

corruptly to receive or give any gift, loan, fee, reward or advantage for 
doing, or not doing, anything or showing favour, or disfavour, to any 
person in their official capacity.  If an allegation is made it is for the 
employee to demonstrate that any such rewards have not been 
corruptly obtained. 

 
 
12. Use of Financial Resources 
 
12.1 Employees must ensure that they use public funds entrusted to them in 

a responsible and lawful manner.  They should strive to ensure value 
for money to the local community and to avoid legal challenge to the 
Council. 

 
 
13. Hospitality 
 
13.1 Employees should accept offers of hospitality only if there is a genuine 

need to impart or receive information or represent the Council in the 
community.  Offers to attend purely social or sporting functions should 
be accepted only when these are part of the life of the community or 
where the Council should be seen to be represented.  They should be 
properly authorised and recorded.    
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13.2 When hospitality has to be declined those making the offer should be 
courteously but firmly informed of the procedures and standards 
operating within the Council. 

 
13.3 Employees should not accept significant personal gifts from contractors 

and outside suppliers, although employees can keep insignificant items 
of token value such as pens, diaries, etc. 

 
13.4 When receiving authorised hospitality employees should be particularly 

sensitive as to its timing in relation to decisions which the Council may 
be taking affecting those providing the hospitality. 

 
13.5 Acceptance by employees of hospitality through attendance at relevant 

conferences and courses is acceptable where it is clear the hospitality 
is corporate rather than personal, where the Council gives consent in 
advance and where the Council is 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.   

 
 
14. Sponsorship – Giving and Receiving 
 
14.1 Where an outside organisation wishes to sponsor or is seeking to 

sponsor a local government activity, whether by invitation, tender, 
negotiation or voluntarily, the basic conventions concerning acceptance 
of gifts of hospitality apply.  Particular care must be taken when dealing 
with contractors or potential contractors. 

 
14.2 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 a 
Chief Officer of any 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. 

 
 
15. Supporting Regulations, Codes and Procedures 
 
15.1 Supporting this general Code of Conduct are specified detailed 

regulations and procedure codes: 
 
  Contracts Procedure Rule 
  Financial Procedure Rules 
  Anti-Fraud and Corruption Policy 
  Anti-Money Laundering Policy 
  Whistle Blowing Policy 
  Hospitality Code 
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  Human resources policies and procedures 
  National Scheme of Conditions of Service 
  Equal Opportunities Policy 
  Computer Security Policy 
  Service Group Instructions and Codes 
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APPENDIX  

 
CLOSE PERSONAL FRIENDSHIP PROTOCOL 

 
Names: ____________________________________ 

 
 
INTRODUCTIONS 
 
The following protocol has been agreed between the above parties to ensure 
probity between ___________ and ____________.  The protocol is to protect 
the integrity of both parties, ensure probity and transparency and avoid 
allegations of favouritism or inappropriate decision making.  This is a 
protective document and does not suggest any impropriety by the signing 
partners whatsoever. 
 
EXCLUSIONS 
 
This protocol does not remove the right of the Council to respond to any 
formal complaints received by the Chief Executive, Monitoring Officer or Head 
of Human Resources with an investigation if this is deemed necessary or 
appropriate by the Chief Executive. 
 
PROTOCOL 
 
Line Management 
 
1. [The arrangements for line management will be explained here]. 
 
 
Operational Management Activities 
 
2. Neither party to this protocol will sign or countersign the following in 

relation to the other party in this protocol: 
 
 (a) Travel Claims 
 (b) Subsistence Claims 
 (c) Training or development activities 
 (d) Attendance at conferences 
 (e) Changes to ICT equipment or telephone 
 (f) Appraisal or other performance processes 
 (g) Annual leave 
 (h) Purchase of new equipment 
 (i) Procurement of goods or services by a third party initiated by the 

other party in this protocol 
 
Promotion or Alternative Work 
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3. Neither party to this protocol will sign, countersign, instigate or suggest 
to any third party the following: 

 
 (a) Promotion within the current work area 
 (b) Promotion to another part of the City Council 
 (c) Secondment to another area within the City Council 
 (d) Salary changes of any description 
 (e) Regrading 
 (f) Honorarium Payments 
 (g) Additional payments of any kind 
 
Confidential Information 
 
4. Both parties to this protocol agree that they will not share confidential 

information of any nature and will not reveal to each other any 
information about the other’s employment with Wolverhampton City 
Council. 

 
Interview Panels and Recruitment Processes 
 
5. Neither party to this protocol will be involved in an interview panel or 

recruitment process involving the other or jointly sit on any interview 
panel. 

 
Disciplinary or Redundancy or other matters 
 
6. Neither party to this protocol will be involved in processes which involve 

the other party unless specifically requested to do so by the Chief 
Executive, (or Investigating Officer in the case of a disciplinary 
investigation). 

 
Spirit of the Protocol 
 
7. Where something is not specifically referred to in this protocol it is 

agreed that the spirit of the protocol will be observed. 
 
Close Friendship 
 
8. Should the close friendship cease to be so the protocol will remain in 

force until Wolverhampton City Council no longer employs one of the 
parties. 

 
Both Parties to the Protocol Note 
 
9. Both parties note that this protocol is purely precautionary to protect 

both parties from unfounded or inappropriate suggestions of favouritism 
or misconduct at Wolverhampton City Council. 
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The following parties have signed the protocol and will ensure adherence to it: 
 
 

Name: Name: 

Position: Position: 

Wolverhampton City Council Wolverhampton City Council 

  

 
 
Copies of this protocol are distributed as follows: 
 
1. 
2. 
3. 
4. 
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 Human Resources Policy Framework  
 

Code of Practice for Employees  
Travel, Subsistence and provisions of Hospitality (including gifts and 

hospitality) 
 

Approved by: Cabinet Resources Panel (xx.xx.xx) 

  

Published:  

  

Review date:  

 

CONSULTATION 

The following officers and/or bodies have been consulted on this code: 

Officers and/or Bodies From To 

   

HR   

MRG   

CDB   

SEB   

PGSS   

   

The following Trade Unions have been consulted on this code: 

 From To 

Unison   

GMB   

Unite   
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REVIEW LOG 

 

Date Version Comments/Review Approved by 

    

    

    

    

    

 
 

EQUALITY ANALYSIS 

 

An equality analysis is being carried out on this code of practice. Contact HR 
Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 

 

ADVICE 

 

Contact HR on 01902 552345 or email 
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 

 

COMMENTS AND AMENDMENTS 

 

Contact HR on 01902 552345 or email 
HR.support@wolverhampton.gov.uk to make any comments or suggest 
any feedback on this policy. 
 

 

DISTRIBUTION 

 

This code of practice is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 

mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.support@wolverhampton.gov.uk
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TRAVEL, SUBSISTENCE AND PROVISIONS OF HOSPITALITY 
 
1.0       Introduction 
 
1.1  The Employees’ Code of Conduct includes a section on hospitality and 

sponsorship.  The purpose of this code of practice is to detail the 
arrangements for the reimbursement of travel and subsistence expenses, the 
provision of meals, refreshments and hospitality. 

 
1.2. Claims for such expenditure should be made on the appropriate claim form 

and paid through payroll.  
 
 
2.0      Scope 
 
2.1 This code of practice applies to all employees of the Council.   
 
 
3.0     Subsistence outside Wolverhampton within UK 
 
3.1 Subsistence allowances at the rates circulated annually by the Strategic 

Director for Delivery may be claimed by all employees in connection with 
official duties undertaken outside the City, not involving an overnight stay.  
The specific meals for which a claim may be made should have regard to the 
period of absence, the cost of the meal, and whether any meals have been 
provided. 

 
3.2. Where an employee necessarily purchases refreshment on a train, the actual 

cost of the refreshment shall be reimbursed on production of a receipt. 
 
 Overnight Stays 
 
3.3. All employees will be reimbursed "approved expenses" for overnight stays 

which means reasonable actual expenses for overnight hotel accommodation 
as supported by VAT receipts but excluding personal expenditure on private 
telephone calls, newspapers and drinks, other than for refreshment or 
modest business purposes etc.  In these circumstances, employees should 
try to obtain hotel accommodation at a reasonable cost and take advantage 
of any preferential rates to the authority, unless none are available within 
reasonable travelling distance or the employee is a member of a party and 
other arrangements are desirable, in which event stays in hotel of a higher 
standard are acceptable but should be agreed by the Chief Officer. 

 
3.4. In appropriate and exceptional circumstances, and where agreement is 

obtained in advance, the Chief Officers may allow reimbursement of 
subsistence expenses on meals or accommodation to individual employees 
in excess of the rates referred to in paragraph 3.1., each case being treated 
on its merit. 
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4. Courses, seminars and conferences 
 
4.1 For employees the normal subsistence allowances are payable in connection 

with short conferences/seminars etc. outside Wolverhampton.  However, in 
some cases accommodation or meals costs are included in the conference 
fee or there is a 'conference' hotel where delegates are expected to stay and 
in this event the conference fee and actual accommodation etc. costs should 
be paid direct by the Council to the conference organisers or as required by 
the organisers. 

 
4.2. In the case of residential training courses, employees may be entitled to 

claim 'out-of pocket' up to the maximum rates circulated annually by the 
Strategic Director for Delivery. 

 
4.3 For attendance at Seminars and Conferences see Protocol for 

Member/Officer relationships. 
 
 
5. Travelling expenses 
 
5.1 All employees regardless of their grade are required to travel standard class. 

It is the responsibility of every individual travelling for business to find the 
most effective and efficient way to travel and to try and take advantage of any 
special rates available. 

 
5.2 With the removal of the rail warrant, a corporate travel scheme has been 

implemented and the use of a Purchasing Card (through the Government 
Procurement Card scheme) in conjunction with a Virgin Business Express 
account has been introduced. 

 
5.3 Any employees not using the Purchasing Card will be required to claim their 

travel costs through expenses and will be reimbursed via Payroll Services 
through their monthly salary. 

 
5.4 The use of taxis, hired vehicles, claim of car allowance (for long journeys) or 

travel by air, should only be considered where this can be justified in the 
interest of the Council or personal safety or in the avoidance of hardship.  
Such considerations might be that there is no appropriate public transport 
available; it can be justified financially e.g. where a group of 
employees/members travel together; or where it is otherwise justified by 
significant savings in employees' time or overnight stay costs.  Wherever 
possible, the approval of the responsible Chief Officer should be obtained in 
advance. 

 
 
6. Subsistence in the City 
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6.1 For employees the meal allowances described in paragraph 3.1. are payable 
when employees are "prevented by their duties from taking a meal at their 
home, administrative centre or establishment where they normally take their 
meals and thereby incur additional expenditure".  It is recognised that 
Wolverhampton is geographically small and claims in this area are not 
normally accepted and should only be made in exceptional circumstances. 

 
6.2 The meal allowances are also payable in lieu of overtime to employees 

above the salary limits for overtime payments who are working at their 
normal place of employment but outside normal working hours.  In this case 
no additional expenditure need have been incurred but payments are subject 
to deduction of income tax and must, therefore, be claimed through the 
payroll system. 

 
 
7. Persons who are not members or employees 
 
7.1 Where an employee is accompanied on a personal basis by a person who is 

not a Member or employee, the additional costs arising from that person 
should not be met by the Council and unless there are special 
circumstances, all additional costs or an appropriate portion recovered if it 
results in a lower cost for the Council.  This should be on an agreed basis in 
advance. 

 
 
8. Foreign travel 
 
8.1. In view of the wide range of costs of travel and accommodation in various 

countries, it is not considered practical to operate a standard allowance 
system for visits abroad.  In these circumstances reasonable actual 
expenditure on accommodation, travel and subsistence will be 
funded/reimbursed subject to a number of conditions as detailed below:- 

 
(i) Travel expenses are an issue which receives much scrutiny, and a 

public expectation exists that requires a demonstration of modesty, 
appropriateness and no personal financial benefit or gain. 

 
(ii) All foreign travel must usually be fully-funded from external sources (by 

grant etc) and there should be no cost to Council budgets. 
 
(iii)  Authorisation for the trip must be obtained in advance through a Green 

Decision report authorised by the responsible Service Director. The 
report must detail the costs of the trip and the source(s) of external 
funding. A copy of the report must be sent to the Banking Team within 
Operational Finance when it has been approved so that they have 
evidence of authority to make travel arrangements and provide foreign 
currency for the trip. 
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(iv)  If, in exceptional circumstances, it is deemed necessary for the Council 
to fund or part-fund a foreign trip approval in advance must be obtained 
from the Cabinet (Resources) Panel. 

 
(v)  A detailed itinerary must be submitted in advance to the Service 

Director for every visit made. It should include a request by the officer 
travelling, for approval if they intend to be accompanied by a relative or 
friend and/or if they wish to extend the visit for personal reasons; 

 
(vi)  If the Council is required to book air travel and/or accommodation for 

the trip, this must be booked in advance through the Council’s 
nominated travel agent unless there is a proven financial benefit to the 
taxpayer through making use of an alternative booking arrangement; 

 
(vii) Priority should be given to purchasing travel tickets and accommodation 

that represent value for money to the taxpayer after taking into account 
factors such as the destination and duration/timing of flights; 

 
(viii) In addition to the cost of accommodation, meals and internal travel, 

minor subsistence sums for ‘out of pocket expenses’ may be clamed 
but moderation must be exercised at all times when incurring 
expenditure during a trip; 

 
(ix)  Where an officer is accompanied by a relative or a friend there should 

be no additional cost to the taxpayer (including category of room), and 
the business element of the visit should not be compromised. Also, 
there must be no financial gain or benefit to the officer; 

 
(x)  If an officer extends their stay as a result of personal choice, there is a 

requirement to have an approach to apportioning the costs of the visit 
that balance the taxpayer’s and officer’s interests, and demonstrates 
that the officer is not receiving any benefit in kind. This is done by 
apportioning of costs based upon nights away, but allowing one night’s 
flexibility for resolving travelling arrangements. By way of example – if 
someone is away for six nights on a business trip and they extend the 
trip for personal reasons to nine nights, then they would pay 2/9ths of 
the air fare and all of their expenses for the extended stay: hotel, meals, 
travel etc; 

 
(xi)  Special flight deals requiring longer stays, but offering cost savings 

should be cleared with the Service Director and justified on the basis of 
offering a significant cost-saving; 

 
(xii) The Council’s Risk Management and Insurance Team must be 

contacted with regard to arranging travel insurance. 
 
(xiii) Within seven days of returning the officer must complete a detailed 

financial summary for the trip and a reconciliation of the foreign 
currency advanced and expenditure incurred. The summary together 
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with supporting receipts and surplus currency/travellers’ cheques must 
be submitted to the Banking Team 

 
8.2. Where foreign travel is extended for personal or pleasure reasons there 

should be no additional cost to the Council because of the arrangements and 
when the private time relative to the Council's business time is significant, a 
contribution towards the Council's costs should be agreed with the Chief 
Officer and Audit Services. 

 
 
9. Provisions of meals and hospitality 
 
 Member Meetings 
 
9.1 The provision of meals at Member meetings and pre-meetings should be 

seen as necessary to facilitate the progress of the business of this meeting.  
The situation where a meeting commences during the morning and carries 
on into the afternoon would appear to be a reasonable case where the 
provision of a meal may be justified.  A further situation where it might be 
appropriate as a matter of courtesy to provide a meal is where a meeting 
ends or starts around the lunchtime period and the meeting is attended by 
guests.  Catering at evening meetings may also be justified on a similar 
basis.  In practice catering will only be arranged by Democratic Support 
following a specific request from the Chair of the Member meeting. 

 
9.2 The standard of meal provided within the Civic Centre should be reasonable 

and appropriate to the circumstances.  However, depending on the 
circumstances, for example when distinguished guests are present, it may be 
appropriate to provide a higher level of meal. 

 
9.3 Where the meal is being provided at a non-Council establishment, the cost 

should be contained to demonstrate it is modest, reasonable with regard to 
the event and people attending and can be seen as in the Council's interests.
  

 
 Other Occasions 
 
9.4 Any hospitality provided by employees should be justified as in the public 

interest, for example where official visitors are invited to assist in or discuss 
the Council's affairs, and it would be courteous to provide a meal or 
refreshments.  The hospitality given should be on a modest scale appropriate 
to the occasion and authorised by a Chief Officer. 

 
9.5 On other occasions e.g. meetings with officers from other local authorities, or 

meetings of professional bodies; if these meetings are not directly connected 
with the Council's affairs but are of benefit to the public service generally, it 
may also be reasonable for the Council to provide hospitality when 
appropriate, subject to Chief Officer approval where large numbers (25 plus) 
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are involved either for specific meetings or relating to the specific bodies 
involved. 

 
9.6 Wherever possible hospitality should be provided within the Civic Centre, 

however, it may be appropriate to provide the hospitality elsewhere in 
exceptional circumstances, each case being considered on its merits. 

 
 
 

10. Roles and Responsibilities 
 
10.1 Roles and Responsibilities of Employees  
 
 Employees have a responsibility to comply with this code of practice.  
     
 
10.2 Roles and Responsibilities of Managers 

 
 Managers have a responsibility to ensure that is observed by their staff and 

that any breaches are dealt with promptly.     
 
 

10.3  Roles and Responsibilities of HR 
 
HR will advise and support managers and employees on any issues arising 
from this code. 

 
10.4  Roles and responsibilities of the Head of HR 
  
 In consultation with the recognised Trade Unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this code of practice to ensure compliance with changes in 
statutory requirements and operational delivery, including responsibility for 
identifying the appropriate process for the regular evaluation of the 
effectiveness of this policy.  Any fundamental changes to this code will be 
brought before Cabinet (Resources) Panel for approval 

 

10.5 Roles and responsibilities of Trade Unions 
 

Any review and revisions of this policy will be undertaken by HR in 
consultation with the council’s recognised trade unions 

 
 
11. Monitoring and review 
 

This policy will be reviewed and updated annually and will be available to 
managers and employees via the HR intranet  
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12. Equality  

12.1 An Equality Analysis has been undertaken on this code.  

12.2 The Council has a duty to monitor the application of the code in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report (Employment). 

12.3 If any aspect of this code or guidelines causes difficulty on account of an 
employee’s disability or because English is not their first language, they 
should contact HR, and appropriate arrangements will be made. 
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CODE OF PRACTICE 
 

Guidelines for Employees – Gifts and Hospitality 
 
1. Introduction 
 
1.1. The following guidelines supplement the law, the Council's Procedure 

Rules and the Council's General Code of Conduct for Local Government 
Employees. 

 
1.2. Employees are reminded that: 
 
 "The public is entitled to demand of local government employees conduct 

of the highest standard and public confidence in their integrity would be 
shaken were the least suspicion to arise that they could in any way be 
influenced by improper motives". 

 
1.3. Employees are expected to use common sense in assessing any 

situation where undue influence could be construed and no individual 
should do anything in carrying out their duties which could give rise to 
accusations of improper conduct.  These guidelines are intended to assist 
in making the right decision in any particular case when offers of gifts or 
hospitality are received. 

 
2. Gifts 
 
2.1. It is almost certain that the acceptance of gifts by employees from 

persons who have or who are seeking to have dealings with the Council 
would be viewed by the public with suspicion and would leave the 
individual concerned and the Council open to criticism.  A gift offered to 
an employee or to his or her family should therefore be tactfully refused 
when it comes from a person or organisation with whom the Council has 
or is about to have dealings of any kind whatsoever or who has applied or 
may apply to the Council for any planning or other kind of decision. 

 
2.2. The only exceptions to this rule are:- 
 
 (a) Gifts of little value often given by way of trade advertisement to a 

wide range of people and organisations, e.g. calendars, diaries, 
inexpensive pens and other similar articles for use in the office; 

 
 (b) Gifts of little value given on conclusion of a courtesy visit, e.g. to a 

factory or other premises; 
 
 (c) Gifts of little value given by the public to staff, e.g. box of 

chocolates; 
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 (d) When it would be discourteous or reflect adversely on the Council 
if the gift of a modest nature was not accepted, but acceptance 
should be on the basis that it will be used to raise funds for charity, 
community groups, etc. 

 
2.3. In the event of any doubt whether a gift may be accepted, the gift 

should be politely and tactfully refused 
 
2.4. When an employee receives an unacceptable gift without warning, this 

should immediately be reported to his or her Chief Officer who will decide 
whether the gift should be returned or forwarded for some charitable or 
deserving cause.  In such cases the Chief Officer should write to the 
donor to inform him or her of what has happened to the gift, and an 
explanation of the reasons for its disposal or return. 

 
2.5. Except for gifts mentioned in (a) to (c) above, all offers of gifts either 

refused or accepted should be reported to an employee's immediate 
supervisor.  These should be recorded in a services record, together with 
the manner of disposal of any gift. 

 
2.6. Bequests to staff from members of the public who staff have served e.g. 

residents in homes, should be treated as gifts and not accepted.  An 
employee's Chief Officer should be advised immediately of any bequests 
and if they cannot reasonably be refused, a suitable method of disposal 
agreed. 

 
 
3. Hospitality received 
 
3.1. There should be no cause for concern where an offer of hospitality is 

made by other non-commercial public bodies or one of its employees.  
However, caution is required when it is offered by any person or body 
having business with or seeking a decision from the Council.  This is 
particularly the case when the offer is made to an individual employee 
who must refuse where any suggestion of improper influence is possible. 

 
3.2. Hospitality should only be accepted where it is on a scale appropriate to 

the circumstances, reasonably incidental to the occasion, not 
extravagant, and where it is apparent that no cause could reasonable 
arise for adverse criticism about the acceptance of the hospitality. 

 
3.3. Acceptance of offers of hospitality should be agreed in advance with an 

individual's Senior Officer whenever possible. 
 
3.4. The following are examples of hospitality which are acceptable and those 

which are not:- 
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 Acceptable 
 
 (a) An offer of a drink following a site inspection; 
 
 (b) Invitations to attend functions where the individual represents the 

Council e.g.  dinners at which they are invited to speak, opening 
ceremonies, trade shows, non-commercial presentations and 
shows, charity type sponsorship, etc. or to functions which they 
attend by virtue of their professional position; 

 
 (c) Hospitality offered by other non-commercial public bodies; 
 
 (d) A working lunch of a modest standard provided to enable the 

parties to continue to discuss business; 
 
 Unacceptable 
 
 (a) Cabarets and holidays; 
 
 (b) Personal offers of theatre tickets or tickets for sporting events as 

opposed to attendance when the Officer is representing the 
Council; 

 
 (c) Offers of hotel accommodation or use of company flats; 
 
 (d) Specific personal invitations to having evenings or days out with 

representatives of a company or firm who have dealings with the 
Council; 

 
 (e) Personal invitations to use any company facilities or vehicles etc. 
 
 (f) Cash or items of significant value; 
 
 (g) Personal works or items of equipment etc. at a discount. 
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REVIEW LOG 

 

Date Version Comments/Review Approved by 

    

    

    

    

    

 
 

EQUALITY ANALYSIS 

 

An equality analysis is being carried out on this code of practice. Contact HR 
Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 

 

ADVICE 

 

Contact HR on 01902 552345 or email 
HR.supportdesk@wolverhampton.gov.uk for HR advice. 

 

 

COMMENTS AND AMENDMENTS 

 

Contact HR on 01902 552345 or email 
HR.support@wolverhampton.gov.uk to make any comments or suggest 
any feedback on this policy. 
 

 

DISTRIBUTION 

 

This code of practice is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 

mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.support@wolverhampton.gov.uk
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LIABILITY OF EMPLOYEES 
 
1.1       Introduction 
 
1.1  This protocol sets out the support which the Council gives to employees if 

claims are made against them by third parties arising out of alleged acts or 
defaults by them whilst carrying out their duties and responsibilities as 
employees of the Council. 

.  
 
2.0      Scope 
 
2.1 This code of practice applies to all employees of the Council.   
 
 
3.0 Principles 
 

2.1. The main points of the guidance note on Liability of Employees are as 
follows: 

 

provided an Employee is not acting: 
 

 - in a fraudulent or dishonest manner 
 - is not reckless or grossly negligent 
 
 is not acting outside the scope or spirit of his/her normal duties 
 
 then the Council will provide liability cover for any action taken against the 

employee by third parties arising out of the normal course of carrying out 
his/her Council business.  This cover does not prevent disciplinary action 
being taken where appropriate and cover cannot be provided for criminal, 
wilful or reckless acts. 

 
 
4.0 Background details  
 
4.1 Claims may arise in a number of ways: 
   
 (i) As the result of a direct action by a third party against the Employee; 
 

 (ii) As a result of the Employee being joined in an action by a third party 
against the Council; 

 

 (iii) As a result of a direct action by the Council against the Employee; 
 
 The general rule of law is that an employer is liable for the acts or defaults of 

his/her employee provided that the employee was acting within the scope of 
his/her employment.   This can also extend to the situation where a third 
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party reasonably believes the Employee had proper authority to do what he 
or she has done even if in reality this is not the case. 

 

4.2. It is normal practice in the private and public sector for employing bodies to 
indemnify their Employees.  Employees are currently covered by a Finance 
and General Purposes Committee Resolution of 13.4.87:- 

 
 “That the Council shall indemnify in perpetuity all employees and 

former employees of the Council against all liability, professional or 
otherwise for negligence or negligent omission or breach of 
contractual or statutory duty arising out of the employee’s employment 
with the Council and that such indemnity shall extend to any such 
liability arising out of the employee’s engagement of duties undertaken 
by the Council on behalf of any other authority or body. 

 
 Provided that such indemnity shall not extend to any liability arising as 

a result of fraud, dishonesty or other criminal activity or of wilful 
misconduct, gross negligence or gross dereliction of duty on the part 
of the employee”. 

 
4.3 The indemnity will not apply if any employee, without the authority of the 

Council, admits liability or negotiates or attempts to negotiate a settlement of 
any claim falling within the scope of this Resolution. 

 
4.4 The indemnity does not extend to loss or damage directly or indirectly 

caused by or arising from:- 
 
 (a) Fraud, dishonesty or any other criminal act on the part of the 

employee; 
 
 (b) Actions outside his/her normal duties; 
 
 (c) Wilful misconduct, gross negligence or gross dereliction of duty, 

including liability in respect of surcharges made by the External 
Auditor. 

 
4.5 Insurance cover for Employees is as follows:- 
 
 - Public and employers’ liability 
 - Employees’ indemnity (financial loss to third parties) 
 - Libel and slander 
 - Fidelity guarantee and special contingency for cheques 
 - Cash in transit 
 - Personal accident (assault) 
 - Travel cover on request for official journeys outside the U.K. 
 
 
5. External bodies 
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5.1. The situation becomes more complex, however, when consideration is given 
to the involvement of Employees with external bodies and companies.  On 
27.02.06 the Audit Committee approved a Code of Practice for Service on 
Outside Bodies.  Employees who are appointed to serve on or to attend the 
management board or committee of an outside body should familiarise 
themselves with the code.  This note summarises the key points. 

 
5.2. Involvement falls into three categories:- 
 
 (a) Observer to the organisation 
 (b) Adviser 
 (c) Part of the management of the organisation 
 
5.3. The key features are as follows:- 
 
 Category 1 - Observer 
 
 The role of observer is the one of lowest risk, but such roles should always 

be clearly understood by all parties involved and be documented.  The 
observer takes no part in the decision-making process of the organisation, 
does not offer advice or opinions, the observer merely notes and reports 
back to the Council.  Even in this capacity it is important for organisations to 
understand that the presence of a Council Employee, when issues are being 
discussed and decided, cannot be taken as validating their decision. 

 
 Category 2 - Adviser 
 
 An advisory role produces a greater degree of risk because it is reasonable 

for any advice given to be relied upon, and if this action causes a third party 
or the organisation receiving the advice to enter into commitments they 
would not otherwise have done or to suffer any loss, there is a potential claim 
against the Council.  It is important, therefore, that the Employee only makes 
statements that commit the Council to any action or expenditure where 
authorised to do so and offers advice where he/she is qualified to give it.  
Employees should obviously not give professional advice outside his/her 
area of competence (legal, financial, architectural etc.), experience or 
training.  Even where such advice is given it may be appropriate in certain 
circumstances for caveats to be imposed or the organisation recommended 
to seek appropriate independent professional advice. 

 
 Category 3 - Management of the Organisation or Company 
 
 Involvement with the management of an organisation or company exposes 

an individual and therefore the Council to greater risk.  Even in a limited 
liability company a director has some potential exposure to personal liability.  
Where an Employee is, in effect, the Council’s nominee the Council may 
itself be jointly liable. In these cases the Council will only indemnify 
individuals if they have operated within the brief given to them by Council and 
have carried out their role diligently and in accordance with the law.  The 
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Council will provide cover as well for Employees involved in positions where 
the activities are not directly related to Council business but the Employee is 
in a position approved by the Council. 

 
5.4 In all cases, but more importantly with Category 3 roles, the Employee 

involved with the organisation should establish that appropriate governance 
arrangements are in place, e.g. 

 
 (a) A formal constitution (written format) exists 
 (b) Responsibilities for management are delegated to responsible 

Employees of the organisation 
 (c) Employees to manage the affairs of the organisation are properly 

appointed 
 (d) Adequate arrangements are in place for financial management 

accounting and ensuring liabilities are met 
 (e) Regular formal meetings are held 
 (f) The organisation is a “going concern” 
 (g) All grants are only used for the purposes agreed by the grant-giving 

body. 
 
5.5 Special Points for Complex Organisations where there is a 
 Management Involvement 
 
  In complex organisations there is a greater need for the Employee to be 

alert to the warning signs of a problem:- 
 
 - Operating losses over the medium term 
 - Significant overdue debts 
 - Future income is not predictable 
 - Dependence on short-term finance for medium term 
  cash-flows 
 - Shortage of working capital 
 - Little liquidity 
 - High or increasing debt 
 - Under capitalisation, in particular a deficiency on share 
  capital and reserves 
 - Inter-group guarantees indicating a dependence on a holding 
  company 
 - Major contingent liabilities 
   
 None of these indications are ever conclusive, however, and you should look 

carefully at the positive aspects of a company as well, for example, the value 
of its assets and strength of its management. 

 
5.6 Employees who are formally appointed as Company Directors or Trustees 

must understand the legal responsibilities attached to these appointments.  
Full information is contained in the Code of Practice for Service on Outside 
Bodies. 
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5.7. All Employees’ involvement should be authorised by their Director or Chief 
Executive and a clear indication given of their category of involvement.  Their 
involvement should be registered in the register of interest. 

 
5.8. If an Employee has any concerns or doubts they should immediately consult 

the Section 151 Officer or the Assistant Director (Governance). 
 
5.9. Employees involved in profit making organisations should ensure those 

organisations have insurance cover for their directors and advisers. 
 
 

 
 

6. Roles and Responsibilities 
 
6.1 Roles and Responsibilities of Employees  
 
 Employees have a responsibility to comply with this code of practice.  
     
 
6.2 Roles and Responsibilities of Managers 

 
 Managers have a responsibility to ensure that is observed by their staff and 

that any breaches are dealt with promptly.     
 
 

6.3  Roles and Responsibilities of HR 
 
HR will advise and support managers and employees on any issues arising 
from this code. 

 
6.4  Roles and responsibilities of the Head of HR 
  
 In consultation with the recognised Trade Unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this code of practice to ensure compliance with changes in 
statutory requirements and operational delivery, including responsibility for 
identifying the appropriate process for the regular evaluation of the 
effectiveness of this policy.  Any fundamental changes to this code will be 
brought before Cabinet (Resources) Panel for approval 

 

6.5 Roles and responsibilities of Trade Unions 
 

Any review and revisions of this code will be undertaken by HR in 
consultation with the council’s recognised trade unions 

 
 
 
7. Monitoring and review 
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This policy will be reviewed and updated annually and will be available to 
managers and employees via the HR intranet  

 
 
 
8. Equality  

8.1 An Equality Analysis will be undertaken on this code.  

8.2 The Council has a duty to monitor the application of the code in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report (Employment). 

8.3 If any aspect of this code or guidelines causes difficulty on account of an 
employee’s disability or because English is not their first language, they 
should contact HR, and appropriate arrangements will be made. 
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EQUALITY ANALYSIS 

 

An equality analysis is being carried out on this code of practice. Contact HR 
Strategy and Policy Team for a copy. Contact HR on 01902 552345 or by 
email on HR.supportdesk@wolverhampton.gov.uk for HR advice. 
 

 

ADVICE 

 

Contact HR on 01902 552345 or email 
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COMMENTS AND AMENDMENTS 
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HR.support@wolverhampton.gov.uk to make any comments or suggest 
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DISTRIBUTION 

 

This code of practice is placed on the HR intranet for managers and 
employees to view. Copies will be provided to recognised Trade Unions and 
managers electronically. 

mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.supportdesk@wolverhampton.gov.uk
mailto:HR.support@wolverhampton.gov.uk
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SERVICE ON OUTSIDE BODIES 
 
1.2  Introduction 
 
1.1  This Code of Practice is for elected members and officers serving on the 

management of outside bodies.  This is a complex area of work and 
individuals have to have regard to their responsibilities and liabilities.  This 
Code aims to encourage people to take appropriate constructive and proactive 
interest in outside bodies, and is part of the Council’s commitment to working 
with all sectors, including public, voluntary and private sectors of the 
community. 

 
1.2 It also aims to introduce greater clarity and consistency into relationships.  The 

Council appoints people onto outside bodies where it is important to maintain 
good relationships between the two parties and or where the aims of the 
outside body are to the benefit of Wolverhampton.  Outside bodies have a 
large variety of different forms and structure, which have implications for the 
roles, responsibilities and potential liabilities of those appointed to their 
managing body.  These are set out in the Code.   

 
1.3 Partnership working is also a frequent and recognised way of achieving 

shared objectives.  Partnerships involve different organisations with a variety 
of legal structures.  It is not the intention of this Code to define partnership or 
to set rules for their operation.  However, it is important for all those involved in 
partnerships to be aware that this Code may bear on the way partnership 
members get involved in work which arises e.g., some of them may create a 
new project or organisation.  It is important to be clear at all stages about the 
distinction between a partnership and any project or organisation it set ups. 

 
1.4 If you require any further information about this Code, please contact the 

Section 151 Officer or Assistant Director (Governance). 
. 
.  
 
2.0      Scope 
 
2.1 This code of practice applies to all employees of the Council.   
 
 
3.0 Principles 
 

3.1. The Council frequently appoints elected members, officers or others to serve 
on, or to attend the management board or committees of outside bodies.  
This Code is designed to: 

 

 Introduce clarity about the relationships between the Council and an 
outside body 
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 Ensure that Council appointees understand the general duties, 
responsibilities and liabilities that arise when serving on various outside 
bodies. 

 
3.2. This Code does not cover informal groups or partnerships that may convene 

to explore an idea to set up a new group and or project.  However, when a 
group has attained a formality, clarity is needed on the roles of the people 
who were originally involved and their continuation as their roles and 
responsibilities would change. 

 
 
 
4.0 Conduct  
 
4.1 In working with or for an outside body you should carry out your 

responsibilities to the highest standards of conduct and behaviour as you 
would when working for the Council i.e., with integrity, fairness, probity and 
honesty. 

 
42. You will need to ensure that you declare any interest when issues concerning 

the body arise within the context of the Council, or when matters of concern 
to the Council are discussed by the outside body.  You need to declare any 
interest at both formal and informal meetings.  If you have any doubts about 
your position, it is important to take advice from the Assistant Director 
(Governance). 

 
4.3. Where you take part in the work of an outside body in a personal capacity 

and in your own time, it is your responsibility to ensure that there is no 
conflict of interest, and that both parties are clear about their mutual 
expectations, roles and responsibilities.  The rules about declarations of 
interest apply even when you are acting in a personal capacity. 

 
4.4. This Code can not prescribe the precise roles and relationship, which are 

appropriate in every circumstance, because these are many and varied.  It 
attempts to set out the most important rules to be followed, in situations that 
are likely to be encountered by Council appointees. 

 
 
 
5. Responsibilities as a Council representative on an outside body 
 
5.1. Before taking up an appointment on any outside body, you should ensure 

that you know and understand the answers to the following questions:- 
 

i) What is the status of the body that you are being appointed to?  The 
rules that will apply to you will be different for companies; trusts, bodies 
incorporated under statute or charter, incorporated and unincorporated 
associations.  A brief description of the main types of outside bodies is 
given in the Appendix. 
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ii) In what capacity are you being appointed?  If you are a company 
director, trustee, or a member of a committee of another local authority, 
then you must follow the rules for that office.  It is also possible, 
especially for officers that you will be appointed as an observer.  A brief 
description of the main roles and responsibilities of appointees serving 
on outside bodies is also contained in the Appendix. 

 
iii) What are the internal and external rules governing the body, and how do 

they affect you?  You need to be aware of all the rules that apply to the 
specific body and comply with them. 

 
iv) What is the financial standing of the body?  In some circumstances you 

will have personal responsibilities that require you to demonstrate your 
active responsible involvement in the financial management of the body 
(see later details). 

 
v) How will your participation in an outside body affect your position as a 

Councillor or officer?  It may mean that you need to declare an interest 
in both formal and informal meetings at the Council. 

 
5.2. People formally appointed by the Council to outside bodies can expect, and 

are entitled to receive, support and advice from officers.  However, the 
officers may not receive the same information and papers that are sent to 
appointees.  An officer can advise you only if they know what the issues are, 
and when meetings are to take place.  You will find it helpful to identify the 
senior officer who can support you when you are appointed, and to make 
sure that he or she has the information needed to brief you. 

 
5.3. If you are a councillor, you have a duty under the national code of conduct; to 

conduct yourself at all times to avoid profiting personally from activities 
connected with your office as a councillor.  The outside body may not have 
specific rules about the declaration of interests, but it is important that you do 
not appear to use your position for your own benefit or for that of the Council, 
without making your dual interests clear.   
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5.4. Involvement falls into three broad categories:- 

 
(a) Observer to the organisation. 
(b) Adviser. 
(c) Part of the management of the organisation. 
 
The key features are as follows:- 

 
Category 1 – Observer 

 
 The role of observer is the one of lowest risk, but such roles should always 

be clearly understood by all parties involved and be documented.  The 
observer takes no part in the decision-making process of the organisation, 
does not offer advice or opinions, the observer merely notes and reports 
back to the Council.  Even in this capacity it is important for organisations to 
understand that the presence of a Council Officer, when issues are being 
discussed and decided, can not be taken as validating their decision.  
Minutes of meetings should show your attendance is as “observer”. 

 
 Category 2 – Adviser 

 
 An advisory role produces a greater degree of risk because it is reasonable 

for any advice given to be relied upon, and if this action causes a third party 
or the organisation receiving the advice to enter into commitments they 
would not otherwise have done or to suffer any loss, there is a potential claim 
against the Council.  It is important, therefore, that the Officer only makes 
statements that commit the Council to any action or expenditure where 
authorised to do so and offers advice where he/she is qualified to give it.  
Officers should obviously not give professional advice outside his/her area of 
competence (legal, financial, architectural etc).  Even where such advice is 
given it may be appropriate in certain circumstances for caveats to be 
imposed or the organisation recommended to seek appropriate independent 
professional advice.  This is particularly relevant when the Council has a 
regulatory role e.g., as local planning authority. 

 
 Category 3 – Management of the Organisation or Company 

  
 Involvement with the management of an organisation or company exposes 

an individual and therefore the Council to greater risk.  Even in a limited 
liability company a director has some potential exposure to personal liability.  
Where an officer or member is, in effect, the Council’s nominee, the Council 
may itself be jointly liable.  In these cases the Council will only indemnify 
individuals if they have operated within the brief given to them by Council and 
have carried out their role diligently and in accordance with the law. 

 
 

For individuals involved in a Category 3 activity, the principles summarised 
below must apply.  If a person is not satisfied on these points they should 
immediately seek the advice of the Strategic Director for Delivery or the 
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Assistant Director (Governance).  If the matters can not be resolved, their 
involvement should be questioned and, if necessary, should cease. 
 
i) Obtain and understand the written constitution for the body 

(memorandum and articles of association for a company). 
 
ii) Clearly identify the powers available to individuals and individual 

responsibility within the organisation and delegations made/obtained 
i.e., clearly understand how the organisation is managed and how 
decisions are taken and who is authorised to take them. 

 
iii) Satisfy yourself that proper officers are appointed to manage the 

affairs of the body on a day-to-day basis and suitable guidelines are 
given to them in the form of written standing orders and financial 
regulations. 

 
iv) Satisfy yourself that proper arrangements are made for financial 

management, accounting, production of accounts, assessment of tax 
liabilities, assessment of creditors and arrangements for entering into 
legal contracts. 

 
v) Ensure meetings are held regularly, properly minuted, well attended 

and quorate where necessary. 
 
vi) Continuous attention should be given to ensuring the organisation or 

company is a “going concern” i.e., its cash in-flows in the short and 
medium term will meet all cash out-flows. 

 
vii) Satisfy yourself that all grants are only used for the purpose agreed by 

the grant giving body. 
 
viii) Open and fair procedures are followed for tendering and procurement 

of services. 
 
ix) Appropriate expert advice is sought when necessary. 
 

 The “going concern” issue is of major importance, although it may be difficult 
to ascertain unless there is access to internal information.  The most obvious 
place to look will be to see whether the accounts are prepared on a going 
concern basis and whether the audit report is qualified or the auditors have 
expressed some reservations.  A basic consideration will be whether the 
company or organisation appears able to meet its debts as they fall due.  
Regular budgetary reports and cash flow statements should be available at 
least quarterly and more regularly if there are difficulties. 

 
 
 
 
6. Supporting Information 
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6.1. The following supporting information is attached: 
 
 Appendix 1 – Type of Outside Body 
 Appendix 2 – Roles of an Appointee 
 Appendix 3 – Company Directors 
 Appendix 4 – Trustees 
 Appendix 5 – Relationship Checklist 
 Appendix 6 – Financial Management Checklist 
 
 
 

 
7. Roles and Responsibilities 
 
7.1 Roles and Responsibilities of Employees  
 
 Employees have a responsibility to comply with this code of practice.  
     
 
7.2 Roles and Responsibilities of Managers 

 
 Managers have a responsibility to ensure that is observed by their staff and 

that any breaches are dealt with promptly.     
 
 

7.3  Roles and Responsibilities of HR 
 
HR will advise and support managers and employees on any issues arising 
from this code. 

 
7.4  Roles and responsibilities of the Head of HR 
  
 In consultation with the recognised Trade Unions, the Head of HR will 

exercise delegated authority for and be responsible for the on-going review 
and updating of this code of practice to ensure compliance with changes in 
statutory requirements and operational delivery, including responsibility for 
identifying the appropriate process for the regular evaluation of the 
effectiveness of this policy.  Any fundamental changes to this code will be 
brought before Cabinet (Resources) Panel for approval 

 

7.5 Roles and responsibilities of Trade Unions 
 

Any review and revisions of this code will be undertaken by HR in 
consultation with the council’s recognised trade unions 

 
 
 
8. Monitoring and review 
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This policy will be reviewed and updated annually and will be available to 
managers and employees via the HR intranet  

 
 
 
9. Equality  

9.1 An Equality Analysis will be undertaken on this code.  

9.2 The Council has a duty to monitor the application of the code in relation to 
protected characteristics under the Equality Act 2010. This is reported 
annually in the Council’s Equality Monitoring Report (Employment). 

9.3 If any aspect of this code or guidelines causes difficulty on account of an 
employee’s disability or because English is not their first language, they 
should contact HR, and appropriate arrangements will be made. 
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APPENDIX 1 

 
TYPE OF OUTSIDE BODY 

 
This Appendix describes the different types of outside bodies with which the Council 
is likely to be associated. 
 
CORPORATIONS AND UNINCORPORATED BODIES 
 
 Bodies Corporate 
 
1. Under English law only, individuals and corporations have a recognised legal 

identity.  This allows them to:- 
 

 Own property in their own name. 
 Enter into contracts. 
 Be legally responsible for their own actions. 
 Make and answer claims at law. 

 
2. Corporations are:- 
 

 Companies registered under the Companies Act. 
 Building, Friendly and Provident Societies registered under the relevant 

Acts. 
 Bodies established by statute (e.g., the Council). 
 Bodies established by royal charter. 

 
COMPANIES 
 
3. These are the corporate bodies with which members and officers of the 

Council are likely to be involved. 
 
4. A company consists of members and directors.  Members own shares or 

guarantee payment, if required (usually £10 or under).  The Council itself 
maybe the member of the company and may have a right to appoint one or 
more directors.  The code of practice describes directors’ duties. 

 
 Limited Liability 
 
5. Almost all companies have limited liability, and their full name will end in 

either “Limited”, or “Ltd” or “PLC” (meaning Public Limited Company).  Some 
charitable or public interest companies may have approval not to use this in 
their name. 

 
6. Limited liability is the chief advantage of a company.  It means that members 

and directors of the company are not personally liable for the debts and other 
obligations of the company provided they have not been negligent or acted 
outside the law.  The obligations of members of the company are limited to 
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payment of the face value of the shares that they hold or guarantees that 
they have given. 
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 Regulation 
 
7. All companies must register at Companies House, must include their 

registered number and address on all their correspondence, and must 
comply with the law relating to companies.  This includes an annual audit of 
accounts, and filing of the accounts at Companies House, where they are 
public documents. 

 
8. Complex restrictions apply to some companies in which either members or 

directors appointed by, or employed by or having some association with local 
authorities hold 20% or more of the voting rights in the company or on the 
Board of Directors.   

 
9. In addition to the general rules that apply to companies, each company has 

to abide by its own internal rules, which are contained in its Memorandum 
and Articles, which have to be registered at Companies House.  The 
Assistant Director (Governance) and/or the company secretary will be able to 
advise on the rules that apply to individual companies. 

 
BODIES INCORPORATED BY STATUTE OR CHARTER 
 
10. In addition to local authorities, Primary Care Trusts and School Governing 

bodies, these include creations of government such as QUANGO’s and 
some national charities.  The rules that govern them will be found in their 
founding law or charter. 

 
UNINCORPORATED BODIES 
 
11. Generally, unincorporated bodies are not recognised in law, and are simply a 

number of individuals acting together.  They do not have the benefit of any 
legal identity, or of limited liability. 

 
12. The exception is partnerships, which are governed by the Partnership Act 

1980 and the Limited Liability Partnership Act 2000.  Mainly professional 
firms of solicitors, accountants and architects use this structure.  Generally 
anyone who is a partner, or gives the impression of being a partner, is liable 
for the debts and obligations of any or all of the other partners.  For this 
reason, we need to be careful how we use the word “partnership” in working 
with outside bodies, and to make clear that the Council is not a “partner” in 
this sense unless formally acknowledged. 

 
TRUSTS 
 
13. Trusts are arrangements in which trustees are the legal owners of property 

that must be used for the benefit of other people, or in the case of charitable 
trusts, for a charitable purpose. 

 

14. Trusts are regulated partly by statute and regulation, but there is also a huge 
body of case law.  Non-charitable trusts are not required to register.  
Trustees do not have the benefit of limited liability. 
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15. Trusts have the legal identify of their trustees, and can only act in the names 
of their trustees. 

 

16. Most trusts are unincorporated. 
 

17. Details of the duties of trustees are contained in the code of practice. 
 
UN-INCORPORATED ASSOCIATIONS 
 
18. This is a term commonly applied to bodies that are not corporations or 

companies of any kind and are not legal partnerships. 
 

19. They are not subject to any special body of law or regulation, and they are 
not registered anywhere.  Common examples are clubs, local societies and 
pressure groups. 

 

20. Unincorporated associations require the minimum of formality but they do not 
have the advantages of corporate bodies.  This means that:- 

 

 Every individual member is liable for all the debts and liabilities of the 
body. 

 The body can not own property except through one or more of its 
members. 

 The body has no legal status to enter into contracts. 
 

CHARITIES 
 

21. A charity is property or funds which are held for charitable purposes.  There 
is no simple definition of charitable purposes, but the most common relates 
to relieving poverty, sickness and disability; education; religion and other 
purposes beneficial to the community.  Although the last looks all embracing, 
it has caused, and still causes, the considerable difficulty in interpretation.  
Charities may not act for political purposes. 

 

 Form of Charity 
 

22. A charity may take any form.  It may be a company, often limited by 
guarantee.  It may be a trust, it may be an unincorporated association.  
Whatever its form, all the members of its managing body will be charity 
trustees.  If it is a company, the members of its managing body must obey 
the rules for directors and the rules for trustees. 

 
 Registration 
 
23. Most charities are registered by the Charity Commissioners.  Some, which 

are mutual (Friendly and/or Provident Societies) are registered with the 
appropriate registrar.  All these bodies have legal regulations that must be 
followed, including provisions for annual audit or inspection of accounts. 
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 Benefits 
 
24. Charities enjoy a number of benefits:- 
 

 Charities receive tax concessions (except for VAT). 
 

 A charitable trust (unlike an ordinary trust) can continue indefinitely. 
 

 A charitable trust may be for the benefit of a purpose rather than for the 
benefit of identifiable people. 
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APPENDIX 2 
ROLES OF AN APPOINTEE 

 
SUMMARY OF THE DIFFERENT ROLES THAT AN APPOINTEE  

MAY BE EXPECTED TO PERFORM 
 

COMPANY DIRECTORS 
 
A Board of Directors controls a company.  As a Director you must act in the best 
interests of the company (i.e., the shareholders or guarantors).  You should also 
consider the interests of employees, customers, the public and creditors.  Since 
your duty as Director is solely to the company you have no duty to report back to 
the Council and should preserve commercial confidentiality. 
 
TRUSTEES 
 
Trustees hold property (land, investments and money) for the benefit of someone 
else and take decisions on behalf of the trust.  Trustees owe their trust a duty of 
‘utmost good faith’.  Trustees have personal responsibility to the Trust and can not 
be indemnified by the Council and have no duty to report back to the Council.  Legal 
Trustees must act unanimously, whilst Charity Trustees may act on a majority 
decision if the Trust Deed so allows. 
 
OBSERVERS 
 
1. You may be appointed as an observer to any kind of body.  As an observer 

you will not have a right to speak or to vote. 
 
2. Observers will normally act for the benefit of the Council.  You may be invited 

to explain the Council’s policy or views, but you can not insist on this.  Again, 
it is important that you only explain the Council’s policy if you are confident 
that you are fully conversant with it. As an observer you will have a duty to 
keep the relevant forum in the Council informed of the proceedings of the 
outside body. 

 
ADVISERS 
 
1. Anyone who gives advice to someone else, knowing that the recipient is 

likely to rely on that advice, must be prepared to take liability for advice that 
is given negligently.  Advice is not negligent simply because it is wrong, but 
because it is given either carelessly or without the skill that can reasonably 
be expected from such a person in those circumstances.  If officers of the 
Council give negligent advice, both they and the Council will be liable for any 
harm that is caused, although financial liabilities would normally fall on the 
Council.  If members give negligent advice, they are likely to be personally 
liable for damage. 

 
2. For these reasons, it is important to make sure that the outside body 

understands that it must form its own opinion, make its own decision and 
take independent advice when necessary. 
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3. When dealing with company directors meetings, there is a special need for 

care.  Anyone who effectively guides the decision-making of company 
directors may be considered to be a shadow director and will then have the 
same responsibilities as an appointed director of the company.  It is unlikely 
that insurance will be available for shadow directors. 
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APPENDIX 3 
 

COMPANY DIRECTORS 
 

This brief summary of a Directors’ duties provides only general guidance.  If you 
have any doubts or concerns over your role as a director, further advice should be 
sought from the Assistant Director (Governance) and/or the company secretary. 
 
1. The role of the director is to:- 
 

 Control what the company does.  The state of mind of the directors is the 
state of mind of the company. 

 
 Make decisions on behalf of the company at board meetings. 

 
 Enter into contracts on the company’s behalf. 

 
 Prepare accounts. 

 
 Make investments on behalf of the company members. 

 
2. As a director your main duties are:- 
 

 To act in the best interests of the company (except in situations where the 
company risks insolvency, the interests of the company are the interests 
of its members, not the interests of its business.  The members of a 
company are its shareholders or, in the case of a company limited by 
guarantee, its guarantors). 

 
 To act only within your powers as a director. 

 
 To exercise the degree of skill which may reasonably be expected from a 

person with your knowledge and experience, as well as the degree of skill 
which an ordinary person might be expected to have (if you have 
specialist training in e.g., accountancy, or considerable business 
experience you will be expected to apply those skills in carrying out your 
duties). 

 
 To exercise your powers as a director in good faith. 

 
 Not to act dishonestly or fraudulently. 

 
 To attend board meetings (it is not essential to attending every meeting, 

provided that you attend most of them and take care to keep yourself 
informed of company matters at all times). 

 
3. In addition to the interests of company members, as a director you must 

consider:- 
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 The interests of employees of the company in general.  A Director can be 
personally liable for breaks of the Health and Safety at Work Legislation. 

 The interests of customers and the general public. 
 

 The interests of the company’s creditors (these will become more 
important than those of company members if the company is, or is likely 
to be, solvent). 

 
4. As a director, you must disclose to the board of directors any direct or 

indirect interest you, or any person connected with you, may have in 
connection with any matter to be considered by the board. 

 
5. The company’s Articles of Association will probably prohibit you from voting 

in respect of any matter in which you have an interest. 
 
6. Failure to disclose an interest in a contract is a criminal offence punishable 

by a fine. 
 
7. Your main duties as a director in relation to the financial matters of the 

company are:- 
 

 To ensure that accurate and detailed accounting records are kept. 
 
 To approve annual accounts which comply with legal requirements. 

 
8. To fulfil these duties you need to see regular accounts of the company’s 

affairs, to make sure you understand them and to make sure that the 
company employs suitably qualified accountants and auditors. 

 
9. You should take care to preserve confidentiality on any discussions or 

business that is confidential to the company.  This is likely to include 
commercial matters and staffing issues.  Since your duty as a director is 
solely to the company, you have no duty to report back to the Council. 

 
10. A company may purchase insurance on behalf of its directors, indemnifying 

you against liability.  Such insurance cannot, be law, cover all a directors’ 
potential liabilities, in particular criminal penalties.  The Council can not take 
out such insurance for you.  This is something which you should satisfy 
yourself before you accept the appointment.  The Council provides limited 
indemnity for certain positions associated directly with the delivery of its 
functions. 

 
11. Company directors have special responsibilities when a company is, or is 

likely to become, insolvent.  A company is regarded as insolvent where either 
of the following applies:- 

 
 It can not pay its debts when they are due for payment. 
 
 Its liabilities are greater than its assets. 
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12. If as a director, you allow an insolvent company to trade when there is no 
reasonable expectation of the company paying its debts (wrongful trading), 
you may become personally liable for all the company debts.  It is not a 
defence to say that you did not take part in the management of the company.  
If you suspect this is the case with the company, you should seek legal 
advice urgently about your personal position from the Section 151 Officer, 
Assistant Director (Governance) or your personal solicitor. 

 
13. If a company continues to trade in these circumstances, you may be guilty of 

a criminal offence if you act deliberately to avoid the company paying its 
creditors. 

 
14. A director can be disqualified from acting as a director on three grounds:- 
 

 General misconduct in connection with companies. 
 
 Unfitness to be a director. 
 
 Participation in wrongful trading. 

 
15. The period of disqualification will depend on the reason. 
 
16. Disqualification is rare.  The court decides it, almost always in relation to 

insolvent companies.  It is a public matter, with considerable adverse 
publicity potential and is likely to affect the reputation and credit rating of the 
disqualified director indefinitely. 

 
17. The following are useful statements describing the position of directors of 

companies taken from court decisions. 
 

- “A director is required to exhibit in the performance of his/her duties 
such a degree of skill as may reasonably be expected from a person 
with his/her knowledge and experience”. 

 
- “A director has in the performance of his/her duties to take such care 

as an ordinary person might be expected to take on his/her own 
behalf”. 

 
- “A director must exercise any power invested in him/her in good faith 

and in the interests of the company”. 
 
- “A director should not …… be entitled to hide behind ignorance of the 

company’s affairs which is of his/her own making or ……… has been 
contributed to by his/her failure to make further necessary enquiries.  
On the other hand, directors are not required to have omniscience.  It 
is not yet assumed that directors shall apply themselves full-time to 
the company’s business.  There is still a place for part-time and 
advisory directors.  Directors are entitled to delegate to others the 
preparation of books and accounts and the carrying on the day-to-day 
affairs of the company.  What each director is expected to do is to take 
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a diligent and intelligent interest in the information either available to 
him/her of which he/she might, with fairness, demand from the 
executives or other employees and agents of the company”. 

 
- “Directors must act “bona fide” in what they consider – not what a 

court may consider – is in the interests of the company, and not for 
any collateral purpose”. 

 
- “Directors have collective responsibility for accounts”. 
 
- “Directors can be held criminally and personally liable for fraudulent or 

wrongful trading, by a creditor.  It is fraudulent to trade if a company is 
insolvent.  It is no defence for directors to say they did not know the 
company was insolvent”. 
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APPENDIX 4 
 

TRUSTEES 
 

There are two kinds of trusteeship to which you may be involved and it is important 
to be sure which kind you are concerned with.  Legal Trustees must act 
unanimously, whilst Charity Trustees may act on a majority decision if the Trust 
Deed so allows. 
 
1. A legal trustee holds property (land, investments, money) for the benefit of 

someone else, or for charitable purchases.  Because legal trustees can only 
act unanimously they are usually limited to a small number, often four. 

 
2. Trustees may make decisions on behalf of the trust, or if the trust has charity 

trustees, may be required to act as directed by them. 
 
3. If the trust is charitable, the members of its managing body will be charity 

trustees, although they may not be called trustees.  Charity trustees may act 
on the majority view.  They are responsible for all decisions relating to the 
investment, use and expenditure of trust property.  If there are legal trustees, 
the charity trustees direct them how to act.  If there are no charity trustees, 
then the legal trustees have these responsibilities. 

 
4. Local authorities and some banking companies may be single trustees.  They 

take the place of legal trustees.   
 
5. Trustees owe their trust a duty of the ‘utmost faith’.  This means that as a 

trustee, you must act at all times (and not only in trust meetings) in the best 
interests of the people or purpose for which the trust exists.  It also means 
that, as a trustee you must: 

 
 Not put yourself in a position where you have a conflict of interest with the 

trust. 
 

 Never profit from your trust (you are not allowed to receive payment from 
the trust, except for strict reimbursement of expenditure for e.g., travel, 
either for your time or for any goods or services which you, or your 
business, may provide, although there are limited exceptions for 
professional services). 

 

 Act only within your powers as a trustee (which will depend in part on the 
constitution and rules of the trust). 

 

 Never act dishonestly or fraudulently. 
 

 Attend meetings of trustees: it is not essential to attend every meeting, 
provided that you attend most of them and take care to keep yourself 
informed of trust business at all times.  
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6. If you have a conflict of interest with the trust, it may not be enough to 
withdraw from meetings in which the conflict arises, because legal trustees 
must act unanimously.  Trustees’ responsibility is collective and personal.  
Before taking up your appointment you should clarify what obligations you 
have to declare interests at meetings of trustees.  In general, you should not 
put yourself in a position where you will have a conflict of interest with your 
trust.  This may mean that you have to resign either from the conflicting 
interest or as trustee.  If you are in any doubt, you should consult the 
Assistant Director (Governance). 

 

7. The main accounting and financial responsibilities of trustees are:- 
 

 To ensure that all actions taken by the trust are in accordance with its 
constitution of trust deed. 

 

 To safeguard trust property, to invest it prudently and to take professional 
advice where appropriate. 

 

 To ensure that accurate and detailed accounting records are kept. 
 

 To make sure that you understand the accounts and that suitably 
qualified accountants and auditors are employed by the trust. 

 

 To approve regular accounts for the trust. 
 

 If the trust is charitable, to make sure that the accounts are audited or 
inspected and registered with the appropriate registrar. 

 

8. You should act to preserve confidentiality on any discussions or business 
that is confidential to the trust.  This may include commercial matters and 
staffing issues.  Since your duty as a trustee is solely to the trust, you have 
no duty to report back to the Council. 

 

9. As a trustee you have a personal responsibility to the trust.  The Council can 
not indemnity or insure you against any liability arising from trusteeship. 

 

10. A trust may be able to purchase insurance on behalf of its trustees, 
indemnifying them against some liabilities.  Such insurance can not, by law, 
cover all the trustees’ potential liabilities.  This may require an amendment of 
the trust’s constitution or Trust Deed and charities will need to consult the 
Charity Commissioners. 

 

11. Because the duty of a trustee is the highest in the English law (utmost good 
faith) a trustee is likely to be held responsible for any breach of trust arising 
from the neglect of trust business.  As a trustee you are required to act with 
the same competence as might be expected of any other person, and with any 
special competence that you may possess.  If you e.g., a solicitor, an 
accountant or businessman, you will be expected to show the same degree of 
ability as any other reasonably competent person with the same qualifications. 
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12. Since there is no registrar for trusts, they are, when necessary, regulated by 
the courts.  If it appears to the court that you, as a trustee, are personally 
liable for any breach of trust, but that you have acted honestly and 
reasonably and ought fairly to be excused, then the court may not required 
any payment from you. 



Page 204 of 297

  

V. 0.1 May  2013     Policy Implemented xxxxxxx                     Review date xxxxxxx     24 

 

 

APPENDIX 5 
 

RELATIONSHIP STATEMENT CHECKLIST 
FOR APPOINTMENTS 

 
Member/Officer 
 
1. Name of Outside Body:      ____________________________________ 
 
 
2. Registered Number (if any): ____________________________________ 
  
3. Companies No:                ____________________________________ 
 
 Charity Registration No:  _____________________________________ 
   
 Communication Address  
 Outside Body                    _____________________________________ 
 
  _____________________________________ 
 
  _____________________________________ 
 
 Postcode:                         _____________________________________  
  
 Telephone and Fax No:     _____________________________________ 
                                                  
4. Registered Office Address:  
 (Companies only)         _____________________________________ 
                                                       

 _____________________________________ 
                                                       

 _____________________________________ 
 
         Postcode:    _____________________________________ 
 
 Telephone and Fax No:   _____________________________________ 
 
                                                        
5. Status of Outside Body: _____________________________________ 
 
 
6. Is the Outside Body a                   Yes                              No           
 Registered Charity?             
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7. Appointment Details:  _________________________________________ 
 
 
8. Relationship between the local authority and the Outside Body: 
 
 Funder:           Working in partnership:           Other please specify:         
 
       _________________________ 
 
9. Purpose of Appointment: 
 
 Director:                                Appointee (if not a member or officer): 
 
 Trustee:                                Independent Member: 
 
 Adviser:                                Member of Management Body: 
 
 Observer:                             Representative of the Council:  
 
 
10. Date of Appointment:__________________________________________ 
 
 
11. Date Appointment Notified  
 to Outside Body:__________________________________________ 
 
 
12. Date appointment notified to, and copy of the outside body’s government 

instrument supplied, to: 
 
 Members’ Services:  Date:____________________________ 
 
 Departmental Personnel:  Date:____________________________ 
 
 
13. (For appointees other than officers) 
 
 Name of supporting/contact officer:  ______________________________ 
 
 Telephone No: _____________________________________ 
 
 
14. Date appointment notified  
 to managing committee of 
 Outside Body:__________________________________________ 
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15. Company Directors Only 
 
 Confirm details as registered at Companies House: 
 
 ___________________________________________________________ 

  
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 
16. Period of Service: _________________________(months/years) 
 
17. Date of Termination: _____________________________________ 
 
18. Procedure for re-election, re-appointment or resignation: 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 

JOB DESCRIPTION AND RECIPROCATION 
 

19. Duties and responsibilities of the appointee: 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
20. Any special skills, knowledge or experience which you have held yourself out 

to have: 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
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20. Liability and indemnity cover to be provided by: 
 (Details: name of insurer, policy and receipt for latest premium payment to be 

supplied) 
 ___________________________________________________________ 
 
 ___________________________________________________________ 
  
 ___________________________________________________________ 
21. Ordinary frequency of meetings: 
 
 Monthly:              Six weekly:        Bi-monthly:             Quarterly: 
 
 Other:                     (please specify) 

____________________________________ 
 

22. Attendance requirements: _____________________________________ 
 
  _____________________________________ 
 

  _____________________________________ 
 
23. Date(s) of induction training and details of any other training received: 
 

  

  

  
 

REPORTING ARRANGEMENTS 
 

24. Nature and frequency of any formal reporting arrangements to the Council: 
 
 Annual report to a Council: 
 
 Verbal report to a Council: 
 
 Member’s quarterly report: 
 
 Written report to line manager:  Verbal report to line manager: 
 
 

25. Resources to be made available by the Council: 
 
 Time to attend meetings:     Travel expenses: 
 
 Resources: (paper and other materials)   Out of pocket: 

expenses: 
  
 Relevant and/or identified training: 
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26. Resources to be made available by Outside Body: 
 
 Travel expenses: 
 
 Out of pocket expenses: 
 
 Information about the body’s affairs 
 and all meetings of the management 
 committee: 
 
 Resources: (paper and other materials) 
 
 Liability and indemnity insurance: 
 
 Expert financial and legal advice: 
 
 Relevant and/or identified training: 
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APPENDIX 6 
 

FINANCIAL AND MANAGEMENT 
CHECKLIST 

 
In any independent body, consideration of its management and financial officers is 
critical.  Any person appointed to outside bodies should ensure the following are in 
place:- 
 
(a) Body is properly constituted. 
 
(b) Directors are responsible individuals. 
 
(c) Appropriate Directors liability insurance been arranged?   
 
(d) Proper arrangements have been put in place to manage the organisation 

e.g., 
 

- Secretary appointed. 
- Auditors appointed. 
- Bankers appointed. 
- Financial and technical advisers appointed. 
- Standing orders and financial regulations formulated. 
- Regular financial and other statements submitted to the Board. 
 

(e) The organisation has a viable business plan which is regularly reviewed. 
 
(f) Who are the employees?  Are their terms and conditions inappropriate? 
 
(g) Suitable arrangements are in place for day-to-day management of affairs but 

key/major decisions only taken by Board or group of Directors. 
 
(h) Who has taken responsibility for preparing the Directors report? 
 
(i) It should be established that sound arrangements are in place for letting and 

managing contracts:- 
 

- Public sector tender procedure. 
 
- Professional advisers appointed. 
 
- Professional contract manager appointed. 
 
- Appropriate long term interest in land secured before letting any 

building contract.  
 
- Any restrictions on the property/assets of the company addressed? 

 
(j) There is a need for the appointed person to be alert to the warning signs of a 

problem:- 



Page 210 of 297

  

V. 0.1 May  2013     Policy Implemented xxxxxxx                     Review date xxxxxxx     30 

 

 

 
- Operating losses over the medium term. 
 
- Significant overdue debts. 
 
- Future income is not predictable. 
 
- Dependence on short-term finance for medium term cash-flows. 
 
- Shortage of working capital. 
 
- Little liquidity. 
 
- High or increasing debt. 
 
- Under capitalisation, in particular a deficiency on share capital and 

reserves. 
 
- Inter-group guarantees indicating a dependence on a holding 

company. 
 
- Major contingent liabilities. 
 

 None of these indications are ever conclusive, however, and you should look 
carefully at the positive aspects of a company as well, for example, the value 
of its assets and strength of its management. 
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   Agenda Item No:  8 
 

Wolverhampton City Council   OPEN INFORMATION ITEM 

 
Committee / Panel  CONFIDENT CAPABLE COUNCIL SCRUTINY PANEL 

         
Date: 20 JUNE 2013 

 
Originating Service Group(s) CHIEF EXECUTIVE/DELIVERY 

 
Contact Officer(s)/  S WARREN  L LATHBURY D GARNER  
Telephone Number(s) 4000           5024                      5053  
 
Title/Subject Matter INTRODUCTION OF INDIVIDUAL ELECTORAL 

REGISTRATION (IER) 

 

 
RECOMMENDATION 
 
That the Panel consider the information report submitted to Cabinet on 22 May 2013 
and comment on it, agreeing to receive a further report following the publication of 
secondary legislation. 
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INTRODUCTION OF INDIVIDUAL ELECTORAL REGISTRATION (IER) 
 
1. Purpose of Report 
 
1.1 This report updates the Cabinet on the progress with the move to Individual 

Electoral Registration in 2014.  It provides details of the current proposals for 
registration processes for local authorities and proposals for funding the 
transition stage.  Some of these processes are awaiting Secondary legislation 
and may change. 

 
2. Background 
 
2.1 The Electoral Registration and Administration Bill 2013 received Royal Assent 

on 31 January 2013. 
 
2.2 The Cabinet Office has been working with the IER Implementation Panel to 

look at the practicalities of the implementation.  An expert panel was appointed 
by the Cabinet Office approximately two years ago to help shape the process 
for IER and ensure practical issues are not overlooked.  The panel consists of 
a number of experienced electoral administrators and electoral registration 
officers.  

  
2.3 A simple timetable of IER events for the next two years is set out at Appendix 

1, and a copy of detailed information relating to the process is set out at 
Appendix 2. 

 
3. IER Transition and Process 
 
3.1 Individual Electoral Registration (IER) is where electors will be required to 

register individually rather than by household.  During transition we will try to 
match all existing electors with information held by the Department for Work 
and Pensions (DWP) on its Customer Information System.  If the information is 
matched the entry on the register will be confirmed and the elector will be told 
that they need to take no further action.  It is anticipated that around 80% of 
electors will be confirmed this way based on evidence from pilots conducted 
during 2011 and 2012.  After a dry run exercise has been conducted in July 
this year the authority will have a better understanding of the level of match 
that is likely to be achieved. 

 
3.2 In summer 2014, the Electoral Registration Officer (ERO) will individually invite 

people who have not been confirmed, together with any other person the ERO 
may think is eligible, to register under the new system.  Where the ERO does 
not hold any information on residents for a property or there is some doubt 
about who lives at an address a Household Enquiry Form (HEF) will be sent to 
obtain details of all people living at an address and then individual invites will 
be sent. 

3.3 ERO’s are required to conduct an annual canvass of all households within a 
borough to update the Electoral Register for publication on the 1st working day 
of December each year. In order to ensure that the register is as accurate as 
possible prior to the confirmation exercise being carried out in July 2014, the 
annual canvass will this year will take place from October 2013 with the 
register republished on 17 February 2014. 
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3.4 One of the main changes being introduced under IER is the facility for electors 

to able to register online as well as by submitting a form to the ERO.  
 
3.5 Preparations March – August 2013 

Detailed below is the planned preparative work: 
 

 Review and implement guidance from the Electoral Commission and 
Cabinet Office. 

 Liaison with Electoral Management Software (EMS) supplier to ensure 
system enhancements are carried out to enable IER that the necessary 
enhancements are in place for the confirmation dry run in July 2013. 

 Work with Cabinet Office and supplier to ensure connectivity to Digital 
Services. 

 Report on going progress on implementation activity to Cabinet Office 

 Work with Cabinet Office, Regional Development Managers and County 
leads to flag any issues around implementation. 

 Conduct ‘dry run’ confirmation exercise to ensure functionality of systems 
and connections with IER Digital Service. 

 Work with internal teams such as ICT and Communications and, where 
appropriate, working with other authorities across the county, to deliver the 
change. 

 
3.6 IT infrastructure and management process:  Guidance will be issued by the 

Cabinet Office and there is an ‘effectiveness monitoring mechanism’ which will 
focus on: 

 

 IT hardware and software roll out. 

 Resources, capability and capacity. 

 Wider business engagement, including business support and customer 
services. 

 Supplier engagement, including EMS and print suppliers. 

 Funding. 
 

3.7 The effectiveness monitoring mechanism is going to be used to assess 
implementation progress on IER activities from April 2013 and from the overall 
readiness assessment in November 2013. 

 
3.8 Training:  The Cabinet Office will be responsible for ensuring that electoral 

administration staff are fully trained to manage the transition to IER.  As part of 
this Cabinet Office is currently assessing the training requirement and the 
options for how this is best met.  Training is scheduled to take place between 
January and March 2014 

 
3.9 Refining Plans September 2013 to June 2014:  The ERO will be required to 

develop a single integrated public engagement strategy for the local authority, 
building on our plans for successful transition including: 

 

 Identifying new electors. 

 Publishing the revised register. 

 Identifying target audiences using local public engagement activity. 
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 Developing public awareness and registration contact methods. 

 Ensuring necessary connectivity’s and packages are in place as per 
Cabinet Office requirements. 

 
3.10 The Electoral Commission will provide implementation guidance from 

September 2013 which will include a set of messages from the Electoral 
Commission for EROs to use in communication with the public.  This will have 
been developed through testing with the public to ensure they are effective in 
encouraging people to take the required action and clear in conveying 
information about IER.  They will include messages to use in local public 
awareness advertising, messages to use during the write-out and lines that 
can be used in response to queries from the public. 

 
3.11 Other guidance that will be provided at the time will provide support to EROs 

on the activities which need to be undertaken from July 2014 until the May 
2015 polls which will include: 

 

 Planning for and administering the proposed check of existing entries on 
electoral registers against the DWP database from June 2014 onwards, 
and the process for retaining confirmed entries on the register. 

 Planning for following up those electors who have not been confirmed, 
including implementing our engagement strategy to most effectively target 
these electors. 

 Planning for and administering the process for issuing individual invitations 
to register and household enquiry forms including undertaking follow up 
activity to elicit response during autumn 2014. 

 Determining new applications this will require more detailed guidance to 
reflect the guidance of the Secretary of State. 

 Planning for and administering additional registration activity in the spring 
of 2015. 

 
3.12 The Electoral Commission will be developing performance standards to 

support EROs by identifying the behaviours necessary for the effective 
preparation for and implementation of IER. 

 
4. Funding  
 
4.1 The Government has committed £108.3 million to fund the transition to IER 

and has committed to funding any additional costs of IER post-transition. 
 
4.2 The Government has stated that they propose to distribute the funding 

throughout the year, rather than with the rest of the annual formula grant.  This 
will be by grants under Section 31 of the Local Government Act 2003.  In 
England and Wales Section 31 grant is intended to be supplementary funding 
to cover only the net additional cost of the new responsibilities arising from the 
Electoral Registration and Administration Bill and that consequently it is not 
intended solely to replace the usual level of funding of registration to meet the 
duties arising from the Representation of the People Act 1983 (as amended) 
which it is intended will be met from local authority budgets in the usual way. It 
is anticipated that payment will be paid by upfront grants.  
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4.3 Section 151 Officers were asked to sign a “declaration” to give assurance that 
the division of responsibility for funding the new duties under the Electoral 
Registration and Administration Bill is fully understood, given the additional net 
costs will be met by Cabinet Office, but current funding in formula grant will 
need to be used to meet the current level of costs. This declaration will 
therefore enable Cabinet Office to effectively decrease audit burdens, by 
providing 70% of canvass funding for the transitional year of 2014/15 as an 
upfront grant and only retaining 30% for release later in the year. 

 
4.4 Detailed below are the current funding proposals: 
 

 
 
4.5 Initial funding details issued 26 March 2013 are as follows: 
 

 £6,254.83 to cover additional costs of change, including, but not limited 
to, change management, IT testing, engagement with the Cabinet Office 
and attendance at workshops during the transition. 

 

 £3,948.28 to cover cost of confirmation dry run in July 2013. 
 
5. Conclusion 
 
5.1 The final detail of this area of work is not yet set but the Council now has an 

overall understanding of the work which will be required to ensure successful 
implementation of this change. 

 
5.2 A communications strategy will be developed that supports the national 

campaign. 



Page 216 of 297

 

 

 
6. Financial Implications 
 
6.1 The transition from the current household registration system for electors to 

Individual Electoral Registration (IER) is the most significant change to our 
system of electoral registration for many years.  The Government has 
announced that it is committed to funding the full cost of the transition to IER, 
over and above the current cost of electoral registration.  This will be through a 
range of grants underpinned by various funding formulas as detailed in 
Section 4.  The grants will be paid either up front or retrospectively. The actual 
costs incurred and funding received will be detailed in future reports to 
councillors. [GE/08052013/A] 

 
7. Legal Implications 
 
7.1 There are no direct legal implications arising from this report.  [MW/02052013/K] 
 
8. Equal Opportunities Implications 
 
8.1 An equality analysis will be conducted and typically unregistered groups will be 

identified and targeted as part of the public awareness strategy being 
produced by the Electoral Commission and the Council’s Electoral 
Registration Services. 

9. Environmental Implications 
 
9.1 There are no direct environmental implications to this report. 
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Appendix 1 
 

Timetable of Events for Individual Electoral Registration 
 

Year Months Event/Process Comments 
2013 Jan - Feb Postal Vote Identifier Refresh Annual process to write to all postal 

voters whose identifier is 5 years old. 
2013  March Grant allocations made by Cabinet 

Office (CO) for first year of 
transitional activity (2013-14).  

 

2013  April Electoral Commission (EC) to start 
formal consultation with EROs, 
electoral services managers and 
other interested local authority staff 
and key stakeholders on a revised 
performance standards framework 
for the transition to IER  

 

2013  April Grant monies to be paid to EROs 
by CO 

 

2013  From April  CO to commence monitoring of 
ERO progress with implementation 
preparation activities  

Start of monthly monitoring, reports 
submitted every month to CO 

2013  April – June Roll-out and testing of EMS 
enhancements to support the 
confirmation dry-run  

Election Management System (EMS) 
changes from suppliers 

2013  June EC to issue guidance on planning 
for the transition  

 

2013 Jul - Aug A ‘dry-run’ of data-matching 
process to test the IT and process 
within each LA and draw out 
learning points, supported by CO 

This is to establish the percentage 
match rate that could be achieved 
matching electors who are already 
registered. 

2013  September Guidance and performance 
standards on the activities EROs 
will need to undertake from July 
2014 until the May 2015 polls 
available from the EC 
Guidance on IT infrastructure 
available from the CO  

Documents and Guidance Issued 

2013 Sept - Oct Potential reschedule of 2014 Postal 
Vote Identifier refresh 

 

2013 - 2014  Oct - Feb EROs to conduct delayed 2013 
canvass  

 

2013  November EROs assessed for readiness to go 
live by the CO.  

Final assessment 

2014 Jan/Feb Send out and chase return of UC1 
forms 

Electors from European countries 
that wish to vote at the European 
Election in the UK are required to 
complete a UC1 form. 

2014  17 Feb  Publication of revised register  

2014  1 May (date 
to be 
confirmed)  

Local elections in parts of England 
(if not moved to be combined with 
the poll at the European 
Parliamentary elections)  

Local elections are scheduled for 1 
May  

2014  22 May 
(date to be 
confirmed)  

European Parliamentary elections 
(EC undertaking awareness 
campaign to encourage 
registration) 

European elections will take place 
on 22 May 2014 TBC 
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2014  10 June  IER goes live; new applicants will 
be registered under IER.  
 

EC Public awareness campaign 
goes live across England in time to 
support the write-out and other 
registration activity undertaken by 
EROs 

2014 July – Sept Confirmation of existing electors 
with DWP database to enable 
registration under IER 

EROs write-out to those on the final 
pre-IER register to assure them that 
they are confirmed as registered 
under the new system, or to invite 
them to supply their personal 
identifiers  

2014 July  Verification of electors for 
registration under IER 

This is part of the daily process 
when handling IER registration forms 

2014 Sept - Oct Postal Vote Identifier refresh Annual process to write to all postal 
voters whose identifier is 5 years old. 

2014 Sept – Nov Send out and chase household 
enquiry forms (HEF) 

These forms are to establish who 
resides at a property so IER forms 
can be sent 

2014 Sept Send out and chase IER forms This is the start of a continual daily 
process 

2014/2015 Nov – Jan Carry over process Establish where electors have not 
responded are they still resident and 
should be carried over  

2014  By 1 
December 

Publication of the revised register   

2015  April Registration deadline for voting in 
the upcoming elections  

 

2015  7 May UK Parliamentary general election 
and English local elections  

 

2015 Jul – Aug Send out HEF forms to all 
properties 

This will confirm the details of who is 
currently registered and indentify 
new electors. 

2015  July – Nov Household canvass   

2015  August Deadline for Government to lay an 
Order before Parliament that 
transition will conclude in 2015.  

If no Order is laid, transition will 
extend to 2016. 

2015  November EC public awareness activity  Across England in the run-up to the 
end of the 2015 annual canvass this 
activity will inform people that they 
need to register or submit personal 
identifiers to remain registered. 

2015 Nov Delete all 2014 carry forwards  Individuals carried forward from 1 
December 2014 register and not 
submitted personal identifiers or not 
successfully passed through 
confirmation data match will be 
removed from the register (or 2016 if 
government does not utilise power to 
complete transition in 2015). 

2015  By 1 
December 

IER register published   
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Preparing for Individual  
Registration (IER) 

David Garner 

Senior Elections & Electoral Registration Officer 

Based on Information, slides and documents 
produced by the Cabinet Office (CO) and  

Association of Electoral Administrators (AEA) 

Appendix 2 
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Our Aim  

• To inform Members of the progress made by 
Electoral Registration Transformation Programme 
(ERTP), Cabinet Office (CO) and WCC ERO 
 

• CO provided detailed insight into there decisions 
regarding the IER process and transition  
 

• CO provided information for electoral 
administrators and ERO’s to begin planning for 
the transition and adoption of IER 
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Update on Legislation 

• The Electoral Registration and Administration Act 
2013 received Royal Assent on 31 January 2013 
The Act sets out the terms for the transition to 
Individual Electoral Registration which the 
Government is committed to introducing next 
year, in 2014. The Act will require Electoral 
Registration Officers to take a number of steps 
over the coming year to prepare for the 
implementation. 

• Secondary legislation is currently being consulted 
on  and will add the working detail to the Act  
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Key Drivers for Change 

Tackle electoral fraud and improve the 
integrity of the electoral register 
 
Take steps to improve the completeness and 
accuracy of the electoral register 
 
More efficient delivery of electoral 
registration 
 
Improve public satisfaction in electoral 
registration 
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What is IER? 

• All electors must register individually from 2014 and have 
their  application verified before being added to the 
register 

•  People must provide name, address, National Insurance 
Number and date of birth. These are cross checked with 
DWP before names are added to the register 

•  Confirmation of existing electors on the register where 
details match with those held by DWP. Those not matched 
will be invited, reminded in 2014 and 2015 and have until 
December 2015 to register under new system 

•  Requirement for signature dropped –opening the way for 
online registration. Online applications accepted across GB 
from 2014 
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General Issues 

• Registration under IER will be required if sent 
an invitation to register 

• Current penalty for failure to respond to 
household canvass (HEF) will apply 

• Individuals who do not respond to an 
invitation to register may be issued with a Civil 
Penalty Notice “CPN” 
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Data Matching Pilots 
Wolverhampton CC was involved with Pilot Schemes 

• 2011 Data Matching Pilot using data from 

– Department for Work and Pensions (all Electors) 

– HM Revenues and Customs (all Electors) 

– Department for Business, Innovation and Skills (Students) 

Results showed that data matching could be used as tool 
to prove that electors could be confirmed, although results 
were difficult to quantify. 
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Data Matching 

• The 2011 Pilot Schemes matched with data from 
public authorities: 
– Department for Work and Pensions 

– Department for Transport 

– Department for Education 

– HM Revenues and Customs 

– Department for Business, Innovation and Skills 

– Ministry of Defence 
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Data Matching Pilot 
• More targeted pilot carried out in 2012 in order to quantify the 

numbers of electors that could be carried forward to the new IER 
system 

• 2012 Data Matching Pilot used pre and Post canvass data from 

– Department for Work and Pensions (all Electors) 

– HM Revenues and Customs (all Electors) 

– The results showed that 80.45% (143385) of Wolverhampton 
Electors (178230) could be confirmed and would not need to 
go through the initial IER process 

– The match rate per ward varied between 65.5% and 87.5% 

– Elected Members: of 58 registered to vote 77.5% (45) would 
be confirmed. 22.5% (13) would have to use the Initial IER 
process to confirm registration in 2014 



Page 228 of 297

Data Matching Pilot 
Electoral Commission Report (1) 

Demographic and electoral registration information 
• Demographic information 

• Population (16+) 200,047 - 

• Attainers (16-17 year olds) 6,705 - 

• Population aged 18-29 17.1%  

• BME population 34.9%  

• Full-time students 5.5%  

• Private renters 13.2%  

• Estimated population mobility 12.8%  

• Resident in the UK for less than 2 years 1.7% 

• Electoral registration data (2012 canvass) 

• Local government register entries (October 2012) 178,287 

• Canvass return rate 88.5% 

• Proportion of electors retained 2.8% 

• Proportion of electors carried forward 7.0% 
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Data Matching Pilot 
Electoral Commission Report (2) 

Match results 
Overall match rates Green Amber Red 

Pre-canvass 78.2% 3.0% 18.8% 

Post-canvass 80.4% 3.2% 16.4% 

 

Attainers (16-17 year olds) Green Amber Red 

Pre-canvass 82.7% 3.7% 13.5% 

Post-canvass 83.8% 4.7% 11.5% 

 

Postal voters Green Amber Red 

Pre-canvass 82.2%  2.7%  15.1%  

Post-canvass 84.2%  2.8%  13.0%  

 

Ward-level variation (Pre Canvass) Green Amber Red 

Highest ward Wednesfield North 85.5%  2.2%  12.3%  

Lowest ward St. Peters 59.9%  4.0%  36.1%  
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Data Matching Pilot 
Electoral Commission Report (3) 

Summary 
• Wolverhampton’s green match rates are higher than the pilot average.  
• They appear to be reliable matches, with nearly 97% of pre-canvass green 

matches still green on the post-canvass register (the pilot total was 
95.4%). 

• Wolverhampton received a high green match rate despite not using UPRNs 
on their electoral register.  

• The results for Wolverhampton indicate that the address matching 
algorithm works well. 

• Wolverhampton’s ward-level match rates show strong negative 
correlations with the young adult population and population mobility: 
wards with higher levels of population mobility and young adults tend to 
have lower match rates. 

• In addition, Wolverhampton is the only authority where a higher BME 
population and population resident in the UK for less than two years show 
strong negative correlations with match rates. That is, wards with a higher 
BME population or population resident in the UK for under two years tend 
to have lower match rates. 
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Ward Data Match Results 
Post-canvass register  match to DWP

178230 53980 9043 9066 8496 9153 8157 10065
No Records 

sent (people)

143385 80.45% 43950 81.42% 7464 82.54% 7734 85.31% 6387 75.18% 7592 82.95% 6474 79.37% 8299 82.45%
No people 

matched 

(green)

61702 8296 9425 8213 10017 7440 9249 9062
No Records 

sent (people)

47651 77.23% 6175 74.43% 8023 85.12% 5711 69.54% 8051 80.37% 4874 65.51% 7438 80.42% 7379 81.43%
No people 

matched 

(green)

62549 9063 9401 9042 8665 9064 8648 8666
No Records 

sent (people)

51789 82.80% 7728 85.27% 7639 81.26% 7678 84.91% 6366 73.47% 7547 83.26% 7568 87.51% 7259 83.76%
No people 

matched 

(green)

Ettingshall Spring Vale

W-ton SW

W-ton NE

W-ton Whole W-ton SE Bilston E Bilston N Blakenhall East Park

Wednesfield S

Graiseley Merry Hill Park Penn St Peters Tettenhall R Tettenhall W

Bushbury N Bushbury S&LH Fallings Park Heath Town Oxley Wednesfield N
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Data Mining Pilot 
• 2013 Data Mining Pilot to test other databases to see if 

they could identify missing electors from the electoral 
register 

– Improve registration rates among home movers.  The 
objective will be to add recent home movers to the 
electoral register using data from DWP and/or Royal Mail. 
This work took place at the end of April and early May 
2013.  

– Improving registration rates among students.  The 
objective will be to add students to the electoral register 
using data from DWP, DfE and the Student Loans Company. 
This work took place at the end of April and early May 
2013.  
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Delayed 2013 Canvass  

• This canvass has been planned to take place 
from 01 October 2013 to 17 February 2014  

• This is to ensure that there is as short a time 
period as possible between the end of the 
canvass and the beginning of the confirmation 
period in July 2014  

• This will ensure that the register is as 
complete as possible.  
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The IER Digital Service  
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IT Roll out 2013  
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Summary of Funding Proposals  
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Funding: How will it be paid for? 

• All additional costs arising from IER will be met 

•  Direct payment under Section 31 of the Local 
Government Act 2003 

• CO will confirm the amount each local authority 
will receive in March 2013, when the amounts 
Wolverhampton CC will receive will be 
announced  

• Final funding amounts for 2013/2014 will be 
determined following the confirmation dry run 
later this year 
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Funding: How will it be paid for? 

• Activities which will create additional costs will be 
met by top up funding to ensure that there are 
no net additional costs 

•  MfPCR  - particularly keen to ensure that funds 
allocated to each local authority will be used for 
the additional activity needed to support the 
transition and not used to make up shortfalls in 
funding for electoral registration 

•  Upfront  top up ‘formulaic grants’ and 
retrospective  ‘justification led’ grants 
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ERO Readiness  

• Every ERO must be fully prepared to implement IER  
• Cabinet Office (CO) is recruiting a network of Delivery Managers to 

help prepare and support EROs across GB to successfully deliver IER  
• CO approach will also include a network of Chief Executives to drive 

senior level engagement across GB  
• Work is ongoing on a framework to monitor ERO readiness, which 

will include a preparation plan and checklists to specify preparatory 
activities EROs will carry out from April 2013  

• The checklists will allow CO to assess readiness against the 
preparation plan and direct support to those EROs who may need 
help to get back on track  

• To reduce the burden on EROs, we are looking at several convenient 
options, including a web portal, which we would also use for key 
messages  
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The Process Maps  

• The process maps in this presentation are the result of 
ERTP’s collaboration with electoral officers on 
secondment to Cabinet Office and in consultation with 
the AEA and EC  

• They illustrate the work you will have to carry out 
during the transition to IER  

• The team have worked through the proposed 
legislation to work out how best to turn the purpose of 
maintaining the completeness and accuracy of the 
register under IER a reality  

• At this stage these maps are not definitive or 
prescriptive; but they should act as a planning guide  
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The Process Maps  

• CO understand that local circumstances require 
local responses, so these processes  will be used 
to help guide the ERO in planning how IER will 
look for WCC 

• The maps are thorough and detailed, and some 
aspects may look familiar  

• CO have added extra layers of assurance to the 
already thorough journey by which ERO’s 
currently confirm the identity and eligibility of 
the elector.  
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ERO Work schedule: 2013  

Data 
Mining 

Pilot 
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ERO Work schedule: 2014  
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ERO IER Preparations 
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Process for confirmed elector: Spring 
2014 
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Process for unconfirmed elector: 
Spring 2014  
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Elector last registered in 2012, 
provides incomplete form  
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Empty Property non-responder  
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HEF Response – IER non response  
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HEF Response, but no IER response  
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Annual Canvass 2015  
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ERO Work schedule: 2015  
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ERO Work schedule: 2016  
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 CO & the ERO have shared these with you to 
enable you to begin to see the planning and 
work the introduction of IER entails  

 Please bear in mind that some elements of 
these processes are subject to change as the 
secondary legislation has not yet passed 
through Parliament 
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Process Maps 

• Turning the policy into reality  

• ERO’s have enough time and must make best 
use of it to prepare  

• If ERO’s need help, structures will be in place 
to provide that help from CO 

• It is crucial that ERO’s start the dialogue, this is 
part of that process. 
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Agenda Item:  9 
 
Wolverhampton City Council    OPEN DECISION ITEM  
 
Confident, Capable Council Scrutiny Panel 
 
Originating Service Group(s) OFFICE OF THE CHIEF EXECUTIVE  Date 20 JUNE 2013 
 
Contact Officer(s) CHARLOTTE JOHNS  
Telephone Number(s) 4240 
 
Title PORTFOLIO PERFORMANCE MEASURES - 2012/13 QUARTER 4 
 
 

RECOMMENDATION 
 
That the Panel agree to receive future performance reports quarterly and to consider any 
performance issues referred to them by the Cabinet (Performance Management) Panel. 
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1 Purpose of Report 
1.1 To inform the Scrutiny Panel about the performance reporting process and performance 

measures used for the portfolios of each Cabinet Member, and the current level of 
performance. 

2 Background 
2.1 During the previous municipal year, a set of performance measures had been identified 

for the services within each Cabinet portfolio, by discussion between the Cabinet 
Member and the relevant senior managers. These were collated into a regular quarterly 
report, although not all measures were updated every quarter - some are only measured 
annually, for example. 

2.2 A report reflecting performance at Quarter 3 (2011/12) was considered at the Cabinet 
(Performance Management) Panel on 25 February 2013. Following feedback from that 
meeting, the format and content of the report was further developed. 

2.3 The Quarter 4 report, reflecting the revised format, was considered at the Cabinet 
(Performance Management) Panel on 23 May 2013, and is attached. In this report each 
measure, where reported, is classified as Red, Amber or Green (RAG), and the 
measures classified as Red are shown separately in an "exception report", shown as 
Appendix A. 

2.4 The Cabinet Panel discussed performance against each of the Red measures, and 
where relevant the improvement action being taken. No issues were referred to Scrutiny 
for further consideration at this stage. 

3 Financial Implications 
3.1 Some of the performance measures reported incorporate financial information, but there 

are no direct financial implications arising from this report. [GE/06062013/I] 

4 Legal Implications 
4.1 There are no direct legal implications arising from this report.  [FD/10062013/I] 

5 Equal Opportunities Implications 
5.1 Some performance measures relate to services and outcomes for vulnerable groups 

within the community. There are however no specific equal opportunities implications 
arising from this report.    

6 Environmental Implications 
6.1 Some performance measures relate to services and outcomes with implications for the 

local environment. There are however no specific environmental implications arising from 
this report. 
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APPENDIX A 
CABINET PORTFOLIO MEASURES REPORT  

 Performance is on track or exceeding target  
Performance on this measure is of concern, 
management action may become necessary  Under-performing / Requires attention 

 Not applicable ? Not due to be reported (CP) Also part of the Corporate Plan 

 Better to be high  Better to be low   
Page 3  

 

Under-Performing Exception Report 
 
Monthly Reported Measures 
 
 Average wait time before a call is answered by a City Direct Agent 

 April 
2012 

May 
2012 

June 
2012 

July 
2012 

August 
2012 

September 
2012 

October 
2012 

November 
2012 

December 
2012 

January 
2013 

February 
2013 

March 
2013 

Period 83 
seconds 

32 
seconds 

50 
seconds 

42 
seconds 

44 
seconds 

38 
seconds 

42 
seconds 

39 
seconds 

36 
seconds 

50 
seconds 

73 
seconds 

136 
seconds 

Cumulative 83 
seconds 

56 
seconds 

54 
seconds 

51 
seconds 

50 
seconds 

48 
seconds 

47 
seconds 

46 
seconds 

45 
seconds 

46 
seconds 

48 
seconds 

55 
seconds 

 

 
 
 
 
 
Under-Performing Exception Report 

Latest Commentary 
 
Wait times were significantly impacted in the last month of the 
Year due to Benefit reforms which impacted on Housing 
Benefits and also Council tax benefits increasing call wait 
times as a result for March. 

 Current RAG Rating: 
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Monthly Reported Measures 
 
 Percentage of FOI requests responded to within statutory timescales 

 April 
2012 

May 
2012 

June 
2012 

July 
2012 

August 
2012 

September 
2012 

October 
2012 

November 
2012 

December 
2012 

January 
2013 

February 
2013 

March 
2013 

Period 65.2% 62.0% 43.3% 47.3% 55.4% 46.3% 44.8% 56.5% 61.9% 60.5% 57.3% 68.0% 
Cumulative 65.2% 63.6% 57.5% 54.3% 54.5% 53.4% 52.2% 52.7% 53.3% 54.1% 54.5% 55.7% 

 

  
 
 
 
 
 
 
Under-Performing Exception Report 

Latest Commentary 
Responding to FOI in a timely manner, (i.e. within the 
statutory framework of 20 working days) continues to present 
challenges for the corporate team. An interim solution for 
tracking FOIs was implemented in April 2013 which is 
anticipated to markedly improve the response rate.   
 
The Systems Thinking pilot intervention continues to produce 
encouraging outcomes with the current interim figure already 
higher than that reported in December (61.9% - final figure); 
however performance is significantly lower than it should be. 
The central team has been one FTE officer down since 25 
February which has impacted the function. 

 Current RAG Rating: 
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Quarterly Reported Measures 
 
 Maternal smoking prevalence 

 Qtr 1 
2010/11 

Qtr 2 
2010/11 

Qtr 3 
2010/11 

Qtr 4 
2010/11 

Qtr 1 
2011/12 

Qtr 2 
2011/12 

Qtr 3 
2011/12 

Qtr 4 
2011/12 

Qtr 1 
2012/13 

Qtr 2 
2012/13 

Qtr 3 
2012/13 

Qtr 4 
2012/13 

Period 
Data not 

yet 
available

Data not 
yet 

available 

Data not 
yet 

available
19.19% 

Data not 
yet 

available

Data not 
yet 

available 

Data not 
yet 

available 
19.60% 18.29% 16.90% 21.40% 

Data not 
yet 

available 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Under-Performing Exception Report 

Latest Commentary 
 

Data can vary quarter to quarter due to cohort effects, 
however 21.4 is an increase of 4.5 percentage points. This is 
going to be monitored closely to determine whether there is a 
sustained increase. 

 Current RAG Rating: 

 
 

 
Not appropriate to graph, due to change in collection frequency 
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Quarterly Reported Measures 
 
 
 Cardiovascular disease admissions (under 75’s) 

 Qtr 1 
2010/11 

Qtr 2 
2010/11 

Qtr 3 
2010/11 

Qtr 4 
2010/11 

Qtr 1 
2011/12 

Qtr 2 
2011/12 

Qtr 3 
2011/12 

Qtr 4 
2011/12 

Qtr 1 
2012/13 

Qtr 2 
2012/13 

Qtr 3 
2012/13 

Qtr 4 
2012/13 

Period 1167 1084 1060 1022 995 999 955 984 1058 1059 1086 
Data not 

yet 
available 

 
 
 
 
 
 
 
 
 
 
 
 
Summary of Portfolio performance measures 

Latest Commentary 
 

Latest quarter shows a small increase in the annual number 
of cardiovascular (CVD) admissions. Longer term trend is still 
downwards. Public Health continues to monitor and work with 
the Clinical Commissioning Group in relation to optimal 
management of CVD patients. 

 Current RAG Rating: 
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Portfolio 

Number of Measures/Milestones 

 
On track or 
exceeding 

 
Of  concern 

 
Under-performing 

 
Not applicable 

? 

Not due to be 
reported 

No.  % No.  % No.  % No.  % No.  % 

Leader  33%  33%  0%  0% ? 33% 

Economic Regeneration & Prosperity 77%   15%  0%  8%  0% 

Children & Families  50%   33%  0%  0% ? 17% 

Adult Services  40%  20%  0%   40%  0% 

Resources  0%  25%  0%  50% ? 25% 

Leisure & Communities  40%   20%  0%  10% ??? 30% 

Schools, Skills & Learning  67%   33%  0%  0%  0% 

City Services  60%  20%  20%  0%  0% 

Health & Well Being  22%  0%   22%  0% ????? 56% 

Governance & Performance  25%  0%  25%  0% ? 50% 

TOTAL 30 45% 12 18% 4 6% 7 11% 12 18% 
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Leader (Cllr Lawrence) 
 
Monthly Reported Measures 

Measure  Previous 
Performance  

Latest 
Performanc

e 
Target / Aim Performance Commentary RAG 

Status 

% Major projects and programmes 
rated as “green” (CP) 

Feb 2013 
 

46% 

Mar 2013 
 

63% 
 

In March there are 15 projects rated as green out of 24 projects. This 
works out to 63% of projects which are green. Last month there were 
12 out of 26 projects which were green which worked out as 46%. 
Therefore this month there is 17% increase of projects rated as green. 

 

Number of views of data pages on 
the LIS website 

 
Feb 2013 

 
7640 

Mar 2013 
 

5146 
 

Usage increased significantly in January (6,786, +1,729 page views 
since December) and February (7,640, +2,493 page views since
December).  However, page views in March have dropped back down 
to the 5,147.   
 
The increases in January and February may be attributed to 2011
Census releases which were widely publicised. At its peak in February
the site received 1,534 visits by 973 unique visitors.  Need to ensure 
we continue to publicise the LIS to sustain and increase usage. 

 

 
2014 Reported Measures 

Measure  Previous 
Performance 

Latest 
Performanc

e 

 
Target / Aim Performance Commentary RAG 

Status 

Percentage of residents satisfied 
with the way the Council runs things  

No survey 
carried out n/a  

This measure will be reported as part of the 2014 Residents Survey. 
Therefore, no data is currently available. ? 
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Economic Regeneration and Prosperity (Cllr. Bilson) 
 
Monthly Reported Measures 

Measure  Previous 
Performance  

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

JSA Claimant Count 
Feb 2013 

 
8.0% 

Mar 2013 
 

7.9% 
 

Wolverhampton claimant count has remained fairly stable in the 
years following the onset of recession 3 years ago.  This picture is 
mirrored by our local neighbours in the Black Country.  There are 
some encouraging signs in terms of the level of available jobs 
within the City, but more work needs to be done to maximise these 
opportunities for residents of the City. 

 

 
Quarterly Reported Measures 

Measure  Previous 
Performance  

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of Businesses Assisted 
Qtr 3 2012/13 

 
134  

Qtr 4 2012/13 
 

29 
 

This is the first full quarter of data being populated onto tractivity.  
There has been a reduction in the business assists from the 
previous quarter, where data included historical information used 
for populating the system initially. 
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Measure  Previous 
Performance  

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of businesses assisted to 
create well-paid employment 
opportunities and/or in-work training 
and development 

2011/12 Year 
End Outturn 

 
2757  

apprenticeship 
starts for 

Wolverhampto
n residents, 

with 
2109 vacancies 

for 
Wolverhampto
n companies. 

Aug - Oct 
2012 

 
628 

apprenticeship 
starts for 

Wolverhampto
n residents, 

with 137 
vacancies 

posted on the 
national 

apprenticeship 
website by 

NAS. 

 

We are actively working with companies in high value sectors that 
we expect to create well paid employment, such as advanced 
manufacturing and business services.  Employment growth that we 
see in these areas will be added to the performance reporting 
process. 
 
Work is developing with assisting companies with in-work training 
and development, such as apprenticeships, via the Schools, skills 
and learning team. 

 

Number of hectares with business 
interests being progressed in North 
Wolverhampton sites in the Black 
Country Enterprise Zone 

Qtr 3 2012/13 
 

See breakdown 
in commentary 

Qtr 4 2012/13 
 

No change 
from Q3 report, 
see breakdown 
in commentary 

 
7.1 hectares of land Developed.  (Moog 4.5 hectares, Eurofins 2.6 
hectares) 12 Hectares under construction at the JLR site - due for 
completion in spring 2014.  Occupier interest on 5.4 hectares at the 
rear of HS Marstons on Wobaston road.  Interest for phase 2 of I54 
which could utilise a further 15 hectares of land. 
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Measure  Previous 
Performance  

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

£s of external funding secured for 
the City Strategy priorities (CP) 

2011/12 Year 
End Outturn 

 
Not measured 

 
2012/13 Year 
End Outturn 

 
See breakdown 
in commentary 

 

Funding secured for City Strategy priorities in 2012/13 includes: 
• Employer Ownership of Skills - Black Country Enterprise 

Zone Skills Plan - £100k 
• Echoes – Wolverhampton Art Gallery – £600k  
• UK Commission for Employment & Skills - Skills Factory - 

£1m (Black Country) 
• ERDF Technical Assistance - £344k (Black Country),  
• ERDF Investing in the City Region - Visitor Economy 

Strand - £100k  
• ERDF Nov 2011 - Jan 2015 Neighbourhood Employment & 

Skills Service - £592k 
• Lottery Financial Inclusion Fund - £569k 
• ERDF Black Country Property Investment Programme - 

£8m (Black Country) 
• Government High Street Fund - £100k 
• Portas Pilot - £100K 

 
Project for Black country GOLD project to the value of £2M, is at full 
appraisal stage.  This project aims to stimulate growth for SME's 
with projects that will realise new jobs, increased growth and 
competitiveness for companies within the Black Country. 

 

Number of followers of the corporate 
Facebook page (CP) 

Qtr 3 2012/13 
Cumulative 

 
14,756  

2012/13 Year 
End Outturn 

 
26,982 

 

We've seen a dramatic rise in the number of Facebook likes and 
Twitter followers during the last period, primarily because of the 
coverage we gave through both mediums of the council's response 
to the harsh winter weather experienced in January.  Posting 
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Measure  Previous 
Performance  

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of followers of the corporate 
Twitter page (CP) 

Qtr 3 2012/13 
Cumulative 

 
4,100 

2012/13 Year 
End Outturn 

 
4,954 

 

updates about disruptions to services and school closures proved 
particularly useful to customers and has only served to underline 
the importance of social media as a tool to communicate with 
customers.  
 
Doing so has prompted numerous positive comments from our 
followers, particularly about Wolverhampton Today, as well as 
many congratulatory messages for the efforts of staff across the 
council who kept services moving during this time. These have 
been shared with the teams involved. We also continued our policy 
of posting more irreverent posts about everyday life in 
Wolverhampton - not simply information relating to the city council - 
which have proved popular, prompted much debate and increased 
our reach and number of followers accordingly 

 

 
Milestones 

Milestone Performance Commentary  RAG 
Status 

City brand and marketing plan agreed with partners and fully 
resourced No commentary or RAG rating has been provided for this milestone 

 

Produce delivery options for the regeneration of Bilston Urban 
Village by March 2013 

The delivery and funding strategy has now been endorsed by Cabinet at its meeting of 10 
April and was reviewed by Sustainable Communities Scrutiny Panel on 16 April  

Produce delivery options for the regeneration of Heath Town by 
February 2013 

The Heath Town Plan is nearly complete. It will be finalised and consulted on, with it due to 
Cabinet in September.  
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Milestone Performance Commentary  RAG 
Status 

Develop co-ordinated approach to improving the City Centre and 
surrounding areas by September 2012 

Following the launch of the City Centre Prospectus in July 2012 which set out the strategic 
priorities for the city centre, significant progress has been made in taking delivery of those 
priorities forward by :- 
 

1. Working with Mander Investments to advance plans for a refurbishment/extension 
of the Mander Centre; 
 

2. Establishing steering/working group arrangements for the Interchange scheme, 
progressing the design for a new station and refurbished/extended multi-storey car 
park and submitting an RGF4 bid for funding: 
 
 

3. Receiving expressions of interest from developers for Westside and taking forward 
specific development proposals in Westside 1, including the Youth Zone. 
 

4. Progressing proposals for transport and movement improvements with Cabinet 
approval now secured to a £5m capital investment. 

 

Commence implementation of Transportation Actions within 
Prospectus through the 12/13 Capital Programmes by March 2013 

There are several aspects to the Measure as set out below: 
 

1. Implementation of pedestrian area enhancements and signage 1st phase by March 
2013 - Initiative delayed pending outcome on City Centre consultation and impact 
on final works programme.   
 

2. Implementation of Transportation Actions within Prospectus [Implementation of 
Transportation Actions within Prospectus through the 12/13 Capital Programme by 
March 2013] - Capital programme delivered as Cabinet Approval 

 
3. Public Realm & movement proposals in the City Centre - Consultation undertaken 

from 6th November to 25th January.  Approved by Cabinet 5th March with 
amendments to scheme as a result of consultation.  Commence scheme summer 
2013 - 24 month build programme. 
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Milestone Performance Commentary  RAG 
Status 

Develop partnership arrangements between the council, housing 
developers & RSL's - explore good practise models for building 
new housing, review land availability & promote offer to developers 
by March 2013 

The work on developing new models for new housing delivery and the exploration of good 
practice is on-going.  
 
The Land Review is also nearly complete. We would anticipate a report to Pre Scrutiny on 
27 June and then Cabinet on 24 July with papers to SEB and E&EMT before then. 
Tenders are due back on 22 April for Thompson Avenue where we have used the HCA's 
Delivery Partner Panel as an innovative approach. 
 
We have explored the possibility of purchasing new housing straight from a developer and 
will be agreeing to purchase 90 new homes from Persimmon at Showell Road after 
agreement from Cabinet on 10 April. 
 
We meet with developers and Registered Providers fairly regularly to promote our "offer". 
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Children and Families (Cllr Constable) 
 
Monthly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performanc

e 
Target / Aim Performance Commentary RAG 

Status 

Number of Common Assessment 
Framework (CAF) notifications 
received 

Feb 2013 
 

88 

Mar 2013 
 

72 

77 per month 
by the end of 

the year 

Data trends continue to evidence that agencies are maintaining the 
use of CAFs and starting to embed the use of CAFs within their 
assessment processes. 
 
The average number of CAFs received each month in 2012/13 is 75 
which is a 12% increase on last year’s performance although falls 
slightly short of the target. 
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Measure  Previous 
Performance 

Latest 
Performanc

e 
Target / Aim Performance Commentary RAG 

Status 

Number of children starting to be 
looked after (CP) 

Feb 2013 
 

26 

Mar 2013 
 

15 
 

An action plan has been developed in order to target the reduction of 
Looked After Children which will impact on the savings targets 
associated with this population. This has been approved by SEB and 
the budget working party. 
 
Strategies have been developed to reduce Looked After Children 
(LAC) from a number of angles, these include: 
 

• Early intervention and prevention, in order to reduce the 
number of children becoming looked after. 

• Speeding up adoption and other forms of permanency. 
• Deal with existing Looked After Children more effectively 

though the LAC Commissioning Strategy and other specific 
projects in order to ensure they are placed in effective, but 
cost efficient placements that meet their needs and promote 
improved outcomes and stability. 

 
The rate of children entering care generally is beginning to slow as a 
result of the implementation of the action plan, however, a number of 
very large sibling groups entering care in December and February has 
inflated the total number of starts for the year to 238. 
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Measure  Previous 
Performance 

Latest 
Performanc

e 
Target / Aim Performance Commentary RAG 

Status 

Children adopted who move in with 
their adoptive family within 21 
months of entering care (CP) 

Feb 2013 
 

33% 

Mar 2013 
 

75% 
 

The Year To Date figure is 33% (Of 36 adoptions, 12 were placed 
within 21 months). Therefore, YTD performance is below 2011/12 out-
turn. However, small numbers make results volatile. 
 
This indicator looks at when a child is placed for adoption in relation to 
when they entered care. However Wolverhampton has a relatively 
large number of children who are adopted by their foster families. This 
enables the child to remain in a family environment in which they feel 
safe and secure but means that they have lived with their adoptive 
family for some time before they are officially placed for adoption. If 
the indicator is adjusted to take this into account, the average number 
of days between a child entering care and being placed for adoption 
falls from 876 to 412 and this indicator increases to 72% (of 36 
adoptions, 26 moved in with their adoptive family within 21 months).  
 
Past delays and the challenges of placing individual children are likely 
to make it difficult to show improvements in the indicator. However, 
adoption has increased significantly this year with 36 children adopted 
in 2012/13 compared with just 20 in 2011/12 – this represents an 80% 
increase. The target number of adoptions for 2013/14 is even more 
ambitious. 
 
Wolverhampton also continues to pursue and improve performance of 
adoption for ‘hard to place children’ with 11% of those adopted aged 
over 5 (compared with just 7% in previous years and an England 
average of 7%) and 24% of black and minority ethnic children leaving 
care via adoption compared with an England average of 6%.  
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Measure  Previous 
Performance 

Latest 
Performanc

e 
Target / Aim Performance Commentary RAG 

Status 

Statutory visits for Child Protection 
within six weeks 

Feb 2013 
 

96% 

Mar 2013 
 

81% 
100% 

The lower performance in March is due to the highest number of visits 
carried out compared with other months in the year.  
 
The overall performance result for the year is 93%. While lower than 
the very ambitious target, performance is above the 2011/12 out-turn 
and compares well with other authorities. 
 

 

 
Annually Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance 

 
Target/ Aim Performance Commentary RAG 

Status 

Early years – Points score in 
Foundation Stage Profile 

2010/11 Year 
End Outturn 

 
52% 

 

2011/12 Year 
End Outturn 

 
58% 

 

36% 

Performance has increased during 2011/12 due to a number of factors 
including (but not limited to): The identification of lowest achieving 25 
schools; for targeted support within Nursery and Reception Classes; 
Data systems developed with SIMS team to enable practitioners to 
interrogate and utilize assessment to inform curriculum development. 
Training has been provided for practitioners looking at individual scale 
point analysis 
 
However, a number of improvements are still required in order to 
increase performance further. These include: Working with middle and 
senior leaders in supporting the Foundation Stage and monitoring 
quality of teaching; Transitions from nursery in to reception and a 
consistent, moderated approach to monitoring progress of children at 
nursery age ensuring better foundation for starting reception 

 

Number of targeted troubled families 
receiving intervention who are 
eligible for central government 
payment by results (CP) 

Not measured Not measured Not measured It is not possible to measures this indicator until 2013/14 ? 
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Adult Services (Cllr S Evans) 
 
Monthly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Proportion of service users using 
reablement/rehabilitation services 
(CP) 

Feb 2013 
 

17% 

Mar 2013 
 

21% 
25% 

Local performance indicator to show extent of 
reablement/rehabilitation work.  
 
Although the year-end result has fallen slightly short of target, there 
has been a significant improvement on the 2011-12 out-turn. 
 
There have been increases in referrals to reablement as a result of 
changes in the assessment pathway and HARP has been expanded 
to accept these referrals

 

Proportion of people using 
reablement/rehabilitation services 
requiring no ongoing support 

Feb 2013 
 

66% 

Mar 2013 
 

64% 
75% 

Local performance indicator to show the primary success rate of 
reablement/rehabilitation work. 
 
Year end results are below the 2011/12 out-turn, however, in the 
previous reablement process, people were selected and referred into 
reablement based on strict criteria designed to maximise the success 
of the intervention. With the introduction of the new process and the 
increase in resources within the reablement team, reablement is now 
being offered to a wider group of service users with more complex 
needs. This means that while their needs may reduce as a result of 
reablement, they are more likely to need ongoing support. 
 
Given this change is process and criteria for reablement, the target, 
which was set before the changes is no longer applicable and has 
been removed. 
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Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of people using telecare 
Feb 2013 

 
666 

Mar 2013 
 

677 
700 

Local performance indicator to show the extent of take-up of telecare. 
 
Year end result shows a continued increase on the 2011/12 out-turn 
and is just 3% short of the target. 
 
The number of people in receipt of Telecare continues to rise and is 
moving towards the target. There is a renewed focus on the provision 
of Telecare and a strategy to increase take up further is currently in 
development. 

 

Proportion of adults with learning 
disabilities in paid employment 

Feb 2013 
 

2.4% 

Mar 2013 
 

Not yet 
available 

5% 

 
This indicator relates to adults with learning disabilities who receive 
adult social care support and therefore have quite a high level of 
disability.  
 
There is an exercise taking place to ensure that all eligible people are 
being counted in this indicator. Year-end figures will not be available 
until this is complete. Processes are being put in place to ensure that 
this indicator can be accurately measured in year going forward. 
 
Job Carving has been developed and piloted in the Local Authority 
and has led to some small increases. However, these have not 
impacted on reported performance. 
 
There is a major review of Learning Disability day services currently 
being undertaken including looking at the support that is available to 
help people with Learning Disabilities get into employment. 
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Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Proportion of people using social 
care who receive self-directed 
support, and those receiving direct 
payments 

Feb 2013 
 

48% 

Mar 2013 
 

64% 
60% 

Performance continues to be impacted by the reduction in carer one-
off direct payment which were included in last year’s results. There are 
also an increasing number of clients that are included in the indicator 
due to the national definition but who cannot be offered Direct 
Payments or Self-Directed Support as they are no longer in receipt of 
services. 
 
Work has been undertaken with managers to ensure that we are 
maximising the number of eligible clients in receipt of Self-directed 
support and direct payments and to address any process issues that 
may be impacting negatively on performance which has resulted in a 
significant increase in the number of service users being able exercise 
choice and control over when and how their social care needs are met 
and means the local target for this year has been met. 
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Resources (Cllr Johnson) 
 
Quarterly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Time to process new benefit claims 
& changes of circumstance 

March 2012 
 

9.5 days 

March 2013 
 

12 days  

20 days or 
less No commentary or RAG rating has been provided for this measure 

  

% of corporate spend aggregated 
through framework agreements, 
corporate contracts and 
collaboration with other public sector 
organisations  

Not measured  
March 2013 

 
76.0% 

90% 

 
The level of robust information presently available through the systems 
within the Council makes it impossible to accurately track the level of 
spend aggregated through the contract types listed. The reported 
figure has been calculated using all information that is presently 
available within the existing systems; this is by no means a 
comprehensive dataset and accordingly should carry a caveat. 
 
The new contracts database is now being populated, which will allow 
effective monitoring of this performance indicator. 

 

% of corporate spend including 
grants, placed with small / medium 
sized enterprises and the third sector 

Not measured 
March 2013 

 
44.0% 

50% 

Whilst the baseline figure is not far from the national average for Local 
Authorities, the Council should make efforts to increase the level of 
engagement with these sectors of the economy through a more 
proactive campaign informing the potential marketplace of all 
opportunities. This will be delivered through the implementation of the 
revised Procurement Strategy and Code during the first three months 
of 2013. 
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2014 Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

% of residents who believe the 
Council provides value for money 
(CP) 

2011 
 

42% 

Survey due to 
carried out in 

2014 
 

This measure will be reported as part of the 2014 Residents Survey. 
Therefore, no data is currently available. ? 
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Leisure and Communities (Cllr Mattu) 
 
Quarterly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of volunteers and volunteer 
hours supported 
 
 

Q3 2012/13 
 

LNP: 
1,482 

Volunteers 
5,664 

Volunteer 
Hours 

 
WAVE: 
2,534 

Volunteer 
Hours 

2012/13 Year 
End Outturn 

 
LNP: 
1,907 

Volunteers 
15,725 

Volunteer 
Hours 

 
WAVE: 
11,382 

Volunteer 
Hours 

Volunteers – 
1,000 (to 

include those 
engaged in LNP 

activity) 
Volunteer hours 

– 1,500 ( to 
include 

engagement 
through LNP 

activity/meetings 
and projects) 

 
WAVE – 7,000 
volunteer hours 

Local Neighbourhood Partnerships (LNP): The original targets have 
been substantially surpassed as a result of intensive activity on a 
number of specific activities including Neighbourhood Planning.  
 
WAVE: Cultural Arts and Heritage the volunteering programme has 
exceeded the target of 7,000 with an actual 11,382 hours volunteer 
hours given. This is due to the appointment of a Volunteer 
Coordinator who has managed the programme ensuring that the 
skills of volunteers are used effectively and that there are 
opportunities for volunteers to gain new skills.  12 Volunteers have 
gained employment about 10% of the volunteer workforce which is a 
remarkable achievement; not all volunteers are looking to gain 
employment but for those that are, volunteering with WAVE provides 
transferable skills and rebuilds the confidence of those who may 
have been long term unemployed.  Volunteers have been 
signposted to apprenticeships and to further training and have taken 
part in European cultural exchanges. 8 volunteers with profound 
disabilities are currently working with the organisation with the 
support of another volunteer.  They are undertaking really valuable 
work such as shredding and producing bar charts for performance 
monitoring.  Two volunteers with disabilities for whom the 
programme provides important socialising opportunities to counter 
isolation won long service volunteering awards in 2012.The service 
won the National Archives Volunteer Award 2012 for the Taking 
Account of our Past project to catalogue the Smith Son and Wilkie 
Archive.  The service has been awarded further funding from the 
Arts Council to continue the Volunteer Development Officer post 
until 31 March 2015. 
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Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of people actively 
participating in LNP and 
neighbourhood services activity 
(CP) 

Q3 2012/13 
  

2,603 

2012/13 Year 
End Outturn 

   
6,981 

individual 
cases of active 
participation in 

LNP and 
neighbourhood 

activity 

1000 

The original targets have been substantially surpassed as a result of 
intensive activity on a number of specific activities including 
Neighbourhood Planning. It should be noted that the measures need 
refinement for 2013/14 as volunteering and active participation in 
the LNP involves some duplication and needs to be combined in a 
single measure in the forthcoming year. It should be noted that due 
to the nature of the measure this involves a count of individual 
counts of participation which may reflect one individual being 
involved a number of times. 

 

Number of library users (borrowers 
and PC Users) 

Q3 2012/13 
  

69,528 
(Borrowers) 

145,605 
(PC Hours) 

Q4 2012/13 
 

55,378 
(Borrowers) 

45,536 
(PC 

Reservations) 
37,427 (PC 

Hours) 

 

The number of active borrowers is subject to seasonal trends and is 
therefore lower than the Q3 figure. Similarly, although the number of 
active borrowers is lower than last year, the 2011/12 figure was 
exceptionally high and the current number is still substantially higher 
than the average for 2004/05–2010/11 of 48,100.  
 
At 145,032 hours in total, the usage of PCs in libraries in 2012/13 is 
broadly comparable with 2011/12. 

 

Overall total recorded crime (CP) 

2011/12 Year 
End Outturn 

 
18,092 Crimes

2012/13 Year 
End Outturn 

 
16,602 Crimes

8.24% 
reduction 

6% reduction on 
2011/12  

Quarter 4 (Jan - March) has seen a continued reduction in total 
recorded crime, with 507 fewer crimes compared with Q3 which 
translates to a reduction of 11.7%. Overall performance for 2012/13 
has exceeded the 6% target set, achieving a reduction of 8.24%, 
resulting in 1,490 fewer crimes over the year compared with figures 
for 2011/12. 
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Annually Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of visitors to cultural 
attractions and entertainment 
venues (CP) 

2011/12 Year 
End Outturn 

 
256,784 

2012/13 Year 
End Outturn 

 
278,604 

visitors to 
sites 

 
(Q1 66,489) 
(Q2 92,252) 
(Q3 59,929)  
(Q4 59,934) 

 
Plus 11,204 
visitors to 
exhibitions 

that the 
service 

organised and 
toured to 

other venues. 
 

total 289,808 

290,000 

Poor weather and a reduction in staffing levels contributed to the 
failure of the service to meet the target, which was an increase on 
previous year's figures.  At Bantock, the summer season was affected 
by poor weather; and the snow in Q4 impacted on visitor figures at all 
sites.  The Gallery was affected by the reduced footfall in the city 
centre as a result of the economic downturn.   
 
Virtual users of the service to www.blackcountryhistory.org are up 
significantly 232,865 (target 120,000) and the number of visitor 
enquiries answered by staff at the information point at 14,318 
exceeded the target based on the previous year's figures of 9,000.  
The visitor information service is gaining a considerable reputation for 
its professionalism and thorough response to visitors' requests.  A total 
of 76 items from the collections have been loaned to exhibitions five of 
which have been abroad. 
 
The service in Q4 attended two group travel shows and a campaign 
funded by the Arts Council has promoted the cultural offer of the city to 
audiences along the M54 corridor.  We hope that this will encourage 
visits to the city in the coming months. 
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Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Level of adult activity – active people 
survey (CP) 

2009/11 Year 
End Outturn 

 
20.7% 

2010/12 Year 
End Outturn 

 
21.9% 

21.6% 

The Active People Survey 6 data has shown that we have exceeded 
our proposed target to maintain 21.6% during 2012/13 by achieving 
21.9%.   
 
This is not necessarily due to specific work we have done, but a legacy 
of work in Sport and Physical activity that has taken place over the last 
5 years.  Examples of this include: 

• PCT investment into capital projects across the City; 
• the opening of the Bert Williams Leisure Centre; and, 
• lottery investment from Sport England into the Healthy 

Lifestyles Legacy programme.   
 
We hope that with continued investment into sport and physical activity 
through projects and initiatives highlighted within the Sport 
Development and Investment Strategy, participation will continue to 
improve. 

 

Value of external funds generated by 
funded organisations 

2010/11 Year 
End Outturn 

 
£14.25M  

2011/12 Year 
End Outturn 
 

£12.38 
 

The cohort of 40 mainline funded Voluntary & Community Sector  
(V&CS) organisations report that the economic climate is impacting 
upon their ability to generate income from external sources. 
 
The closure of Working Neighbourhoods Fund on 31/3/11 saw funding 
of voluntary and community sector projects in Wolverhampton reduce 
by £2.7M.  
Year on year the level of income from sources other than mainline 
Council funding has fallen by 13.1%. 
 
Following comments at Cabinet (Performance Management) Panel in 
February 2013, eight of our statistical neighbours were contacted 
regarding the impact of the economic climate on V&CS funding in their 
areas.  However none were able to provide comparable data. 
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2014 Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

% residents who feel safe during the 
day (CP) 

2011 
 

77% 

Survey due to 
be carried out 

in 2014 
 

This measure will be reported as part of the 2014 Residents Survey. 
Therefore, no data is currently available. ? 

% of residents who feel safe after 
dark (CP) 

2011 
 

39% 

Survey due to 
be carried out 

in 2014 
 

This measure will be reported as part of the 2014 Residents Survey. 
Therefore, no data is currently available. ? 

% who have given unpaid help at 
least once per month in the last 12 
months (CP) 

2011 
 

19% 

Survey due to 
be carried out 

in 2014 
 

This measure will be reported as part of the 2014 Residents Survey. 
Therefore, no data is currently available. ? 
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Schools, Skills and Learning (Cllr Page) 
 
Quarterly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Number of schools in a category of 
concern 

Sept 2012 
 

3 schools 

March 2013 
 

5 schools 
0 

There are 5 schools in a category of concern as of March 2013: 
• Holy Rosary Catholic Primary School placed in Special Measures 

(Inspected March 2012) 
• Woden Primary School placed in Special Measures (Inspected 

March 2012) 
• St Jude’s Primary placed in Special Measures (Inspected November 

2012) 
• Berrybrook Primary School placed in Special Measures (Inspected 

December 2012) 
• St Albans Primary School placed in Special Measures. 

(Inspected February 2013) 
 

Ofsted categories of concern have been revised and the descriptions 
for those schools judged to be inadequate are: 
• A school that has serious weaknesses is inadequate overall and 

requires significant improvement but leadership and management 
are judged to be grade 3 or better.  

• A school that requires special measures is one where the school 
is failing to give its pupils an acceptable standard of education and 
the school’s leaders, managers or governors have not 
demonstrated that they have the capacity to secure the necessary 
improvement in the school. 

 
The introduction of Local Authority inspections are expected to 
support the promotion of high standards. 

 



Page 290 of 297

APPENDIX B 
CABINET PORTFOLIO MEASURES REPORT  

 Performance is on track or exceeding target  
Performance on this measure is of concern, 
management action may become necessary  Under-performing / Requires attention 

 Not applicable ? Not due to be reported (CP) Also part of the Corporate Plan 

 Better to be high  Better to be low   
Page 30  

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

100% of SSL targets achieved each 
quarter in line with the agreed profile 

 
Q3 2012/13 

 
81% of 
2012/13 
savings 
targets 

delivered 
 

2012/13 Year 
End Outturn 

 
Target will be 
met in full by 
31st March 

2013 

100%  

As at the end of December 2012, recurrent savings of £1.468M had 
been delivered by the service, representing some 81% of the total 
savings target for Schools, Skills and Learning for the financial year 
2012/13. 
 
Review – savings previously identified and achieved have been 
credited against prior year savings targets, as confirmed by Strategic 
Finance 25/10/2012.  
 

 

Number of apprenticeship starts by 
Wolverhampton residents 

Figure to Aug 
2012 

 
1550 

 

Aug  - Oct 
2012 

 
16-18 year 
olds = 177 

19-24 = 202 
Total 379 

n/a 
As predicted due to the demise of JML Dolman 16- 18 starts are 
down significantly. Nationally there has been a 10% decline in 16-18 
starts partially due to higher quality criteria  

Number of learners engaged on 
learning programmes from 
disadvantaged areas 

2011/12 
Academic 
Year End 
Outturn 

 
46% 

2012/13 
Academic 

Year to Date 
 

45% 

50% 

As at 13/03/13, halfway through the Service’s third quarter, the 
percentage of learners from the 10 wards remained steady at 45%. 
However, enrolments stood at 47%, showing that some learners are 
encouragingly taking more than one course.   
 
There are still 4 ½ months until the end of the Service’s academic 
year. The Service will continue to enrol learners in partnership with 
third sector organisations in the targeted wards. 
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Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

80% buy back of schools & pupil 
services achieved 

Q3 2012/13 
 

See 
breakdown in 
commentary 

Q4 2012/13 
 

See 
breakdown in 
commentary 

80% 

Governor Clerking - 92%; Governor Training - 97%; Schools' Finance 
- 90.7%; HR PACT - 96%; HR Advisory - 97%; Key Holding - 48%; 
Lettings - 39%; H & S Training - 78%; Sites - 69%; Supply 
Caretakers - 64%; H & S Consult - 72%; Asset Mgt - 50%; SIMS - 
100%; Data Mgt Primary -  75%; Data Mgt Special  - 43%; Data Mgt - 
PRUs -  75% 
 
The buyback of figures are currently being received and collated. 
 
The % buyback will be reported at next Q1 Report 

 

SSL expenditure is within with 
Council Approved Budget Resources 

Q3 2012/13 
 

0.3% 
Overspend  

2012/13 Year 
End Outturn 

 
Forecast to be 
within budget 

Within budget 
of £28.913M 

The forecast overspend previously reported has been compensated 
for by identifying savings across the service to ensure that the outturn 
at the end of the financial year will be within the service’s approved 
revenue budget of £28.913M 
 
Measure as reported to Cabinet (Resources) Panel on 12 February 
2013. 
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City Services (Cllr Reynolds) 
 
Monthly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Occupancy level of Bilston Retail 
Market 

Feb 2013 
 

100% 

Mar 2013 
 

100% 
100% 

Bilston Market is a popular market with average daily footfall levels 
reaching figures of 9000.  Demand for Indoor Market stalls is 
constant, the Market Service have approximately 18 applications for 
a vacant stall in Bilston Indoor Market.  The Service receives daily 
enquiries from traders requiring a stall on Bilston Indoor 
Market.  Recently a stall became available and a new trader started 
trading within 1 week.  Bilston Market benefits from free customer car 
parking, the bus and metro stations are located next to the market 
and only a short walking distance from the Town Centre.           
 
Incentive packages are being promoted as part of the 
Communications Plan 2012/13. 

 

Occupancy level of Wolverhampton 
Retail Market 

Feb 2013 
 

68.2% 

Mar 2013 
 

72.7% 
65% 

 
Traders have terminated their licence due to trader incentive 
packages coming to an end during December 2012.  
 
4 applications have been received during March and are currently 
being processed.  Incentive packages are being advertised and 
promoted as part of the 2012/13 Communications Plan. 

 

Average wait time before a call is 
answered by a City Direct Agent 

Feb 2013 
 

73 seconds 

Mar 2013 
 

136 seconds 

Less than 60 
seconds 

Wait times were significantly impacted in the last month of the Year 
due to Benefit reforms which impacted on Housing Benefits and also 
Council tax benefits increasing call wait times as a result for March 
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Quarterly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

% household waste recycled and 
composted 

Q3 2012/13  
Cumulative 

 
51.87% 

2012/13 Year 
End Outturn 

 
49.00% 

(estimated)  

45.24% The final figures for recycling and composting collection services are 
still being validated. The projected year-end recycling performance 
rate is expected to exceed the 45.24% target.  

 
Trimester Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

% of relevant land and highways 
assessed as having deposits of litter 

Tranche 2 
2012/13 

Cumulative 
 

5.35%  

2012/13 Year 
End Outturn 

 
5.48%  

3% 

The score for the 2012/13 year is 5.48%. The previous year recorded 
the council's best ever result with a score of 3% and it was not 
expected to maintain this. We would however have expected a score 
around 4.5% (the average score - based on the 3 years prior to last 
year’s exceptional score). Using the detailed scores from the 9 land 
classifications, operational measures are to be put into place to 
address littering issues and route optimisation implemented. 
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Health and Well Being (Cllr Samuels) 
 
Quarterly Reported Measures 
 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Maternal smoking prevalence 

September 
2012 

 
19.6% 

December 
2012 

 
21.4 

 

 
Data can vary quarter to quarter due to cohort effects, however 21.4 
is an increase of 4.5 percentage points. This is going to be monitored 
closely to determine whether there is a sustained increase.  

Alcohol related admissions (per 
100,000) 

September 
2012 

 
735 

December 
2012 

 
718 

 

Latest quarter shows a slight decrease in the annual number of 
alcohol admissions. Indicator rebased on 22/01/13 due to error in 
query. Longer term trend show an increasing number. The new 
recovery focussed Alcohol & Drugs service commenced on 1st April 

 

Measles Mumps and Rubella (MMR) 
uptake at 2 years 

September 
2012 

 
90% 

December 
2012 

 
92.8 

 
Q3 data shows a fall in the coverage uptake, rates are still slowly 
recovering from historic lows as a result of the negative media 
coverage in the early 2000's as a result of the Wakefield study. The 
current measles outbreaks across England & Wales should have a 
positive impact on MMR uptake rates. This needs to be encouraged 
by the new Public Health system. 

 

Cardiovascular (CVD) disease 
admissions (under 75’s) 

September 
2012 

 
984 

December 
2012 

 
1086 

 

 
Latest quarter shows a small increase in the annual number of 
cardiovascular  admissions. Longer term trend is still downwards. 
Public Health continues to monitor and work with the Clinical 
Commissioning Group in relation to optimal management of CVD 
patients. 
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Annually Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

Life expectancy at birth - Males 

2008/10 Year 
End Outturn 

 
M - 76.7 

Data expected to 
be available by 

June 2013  
As data for this measure not yet currently available. No performance 
commentary or RAG Rating can be supplied at present. ? 

Life expectancy at birth - Females 

2008/10 Year 
End Outturn  

 
F – 80.8  

Data expected to 
be available by 

June 2013  As data for this measure not yet currently available. No performance 
commentary or RAG Rating can be supplied at present. ? 

Alcohol related mortality rate (per 
100,000) 

2008/10 Year 
End Outturn 

 
19.3% 

Data expected to 
be available by 

June 2013  
As data for this measure not yet currently available. No performance 
commentary or RAG Rating can be supplied at present. ? 

Infant mortality rate (per 1,000) 
2009/11 Year 
End Outturn 

7.3 

Data expected to 
be available by 

June 2013  
As data for this measure not yet currently available. No performance 
commentary or RAG Rating can be supplied at present. ? 

Cardiovascular disease mortality 
rate (under 75’s) (per 100,000) 

2008/10 Year 
End Outturn  

85 

Data expected to 
be available by 

June 2013  As data for this measure not yet currently available. No performance 
commentary or RAG Rating can be supplied at present. ? 
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Governance and Performance (Cllr Sweet) 
 
Monthly Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

% of FOI requests responded to 
within statutory timescales 

Feb 2013 
 

59% 

 
 
 
 

Mar 2013 
 

68% (interim) 
 

Finalised data 
expected to be 

available by 
30/04/13 

100% 

Responding to FOI in a timely manner, (i.e. within the statutory 
framework of 20 working days) continues to present challenges for 
the corporate team. An interim solution for tracking FOIs was 
implemented in April 2013 which is anticipated to markedly improve 
the response rate.   
 
The Systems Thinking pilot intervention continues to produce 
encouraging outcomes with the current interim figure already higher 
than that reported in December (61.9% - final figure); however 
performance is significantly lower than it should be. The central team 
has been one FTE officer down since 25 February which has 
impacted the function. 

 

 
2014 Reported Measures 

Measure  Previous 
Performance 

Latest 
Performance Target / Aim Performance Commentary RAG 

Status 

% of residents who feel informed 
about Council performance (CP) 

2011 
 

47% 

Survey due to 
be carried out 

in 2014 
 

This measure will be reported as part of the 2014 Residents Survey. 
Therefore, no data is currently available.    ? 
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Milestones 

Milestone Performance Commentary  RAG 
Status 

HR Service Desk goes live  
No commentary or RAG rating has been provided for this measure  

Delivery of HR policy Framework 

Phase 2 policies were approved at 12.03.13 as planned. All Phase 1 and 2 policies 
implemented with effect from 01.04.2013.  
 
Phase 3 policies are being reviewed. Phases 3 and 4 being rolled together with target 
approval date in June 2013. Phases 3 and 4 to include flexible working, 
maternity/paternity/adoption/fostering, working time, leave and holiday, behaviour standards 
and codes of conduct 
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