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1. PERIOD OF CONTINUOUS EMPLOYMENT:

If you have previous continuous service with an organisation covered by the 
Redundancy Payments (Continuity of Employment in Local Government etc) 
(Modification) Order 1999 (SI 1999/2277) (which covers local authorities and 
related bodies) this will be included in calculating your entitlement to:

- a redundancy payment
- sickness allowance
- annual leave
- maternity leave

With the exception of redundancy entitlement, the above will also apply if, prior 
to joining the Council, you left such an organisation covered by the above 
Orders for maternity reasons within the last 8 years and have not been in 
permanent full-time paid employment since.  The 8 year time limit does not 
apply in the latter circumstances for the calculation of annual leave entitlement.

If you are an employee who was TUPE transferred to an organisation not 
covered by the above mentioned Redundancy Payments (Continuity of 
Employment in Local Government etc) (Modification) Order 1999 but you 
voluntarily returned to Local Government service, without any break between 
employments, all previous continuous service will be recognised for the 
purposes of calculation of entitlements to annual leave, occupational maternity 
leave and pay, and occupational sick pay.  This is subject to the return to 
service being within five years of the original transfer.

If you have not already done so, it is very important that you notify People 
Services of any previous service you consider may come within the scope of this 
paragraph.

2. NOTICE
2.1. By Employee

The minimum period of notice of termination of employment which you are 
required to give the Council is one calendar month unless the grade for your 
post includes the grades OPS5/PTC up to Head of Service in which case a 
minimum of two calendar months notice is required.  Heads of Service and 
above are required to give a minimum of three months notice.

2.2. By the Council
The minimum period of notice to which you are entitled (with the exception of 
(instant) dismissal for gross misconduct) is as follows:-

Period of Continuous Employment Minimum Notice

4 weeks or more but less than 2 years 1 week

2 years or more but less than 12 
years

1 week for each year of continuous 
employment

12 years or more 12 weeks
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3. REMUNERATION

3.1. Salary and Payment 

Unless stated otherwise, your commencing salary is based on the Worcester City 
Council pay spine (which is linked for annual pay bargaining purposes to the NJC 
National Joint Council for Local Government Services pay spine).

Any future changes will be notified to you either by letter or via your payslip.

Payment is made by credit transfer normally on the 21st of each month.  
Employees commencing or leaving the Council’s service part way through a 
month are entitled to pro rata pay, based on their actual working days for the 
part month worked.  (Bank Holidays will be included if they fall on a normal 
working day).

3.2. Incremental Progression

Subject to satisfactory service your salary will increase within the range 
mentioned in your offer letter by annual increments up to either the maximum 
of the grade or to any progression bar point stated in the offer, if applicable.   

If your start date is between 1st April and 30th September inclusive an increment 
would normally be due on the following 1st April subject to the maximum of the 
grade and performance review. If your start date is between 1st October and 
31st March inclusive an increment would normally be due 6 months afterwards 
subject to the maximum of the grade and performance review. Any subsequent 
increments will be paid annually on 1st April. 

3.3.Additional Payments 
(allowances, shift allowances, enhanced pay, night or weekend work etc.)

It should be noted that no entitlement to additional payments arises in the case 
of employees paid on or above SCP 32.  If you are paid at or above this level 
your grade is fully inclusive and you are not entitled to any additional payments.

3.3.1. ‘Catch up’ - REFUSE ONLY Collectors & Drivers (Refuse & Trade)

You will be contractually required to make yourself available (unless you are 
absent on sick leave or annual leave), for a maximum of 20 days over any two 
year period, to undertake additional hours to ‘catch up’ on collections following 
Christmas, Easter, other public holidays and periods where severe weather has 
prevented ordinary collection.  In return for this contractual commitment, in 
addition to overtime pay, a payment of £240 per annum, to be paid monthly, will 
be made.

3.3.2. Training Arrangements (For refuse collectors working Tue to Fri only)

As employees will not be working on Mondays they will occasionally be required to 
attend training sessions on those days; plain time will be paid for the hours 
attended.
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No employee shall refuse to attend training sessions without sufficient reason.  
Management has a responsibility to train and the workforce has a responsibility to 
participate in training.

3.4. Overtime (Work in excess of 37 hours per week)

3.4.1. Employees paid below SCP32

All overtime must be authorised by management.  Any overtime exceeding 30 
minutes on any one day will be paid at the rate of time and a half for work on a 
Sunday, bank holiday or fixed extra-statutory day and at plain time for work at 
any other time.  Overtime claims are aggregated, normally on a four weekly or 
monthly basis and only complete half hours paid.

In the case of part time employees, the above provisions do not apply until 37 
hours have been worked in the particular week.

3.4.2. Employees paid SCP32 and above

Your grade is fully inclusive and you are not normally entitled to overtime 
payments.  However in the certain limited circumstances set out in the local 
conditions of service mentioned in sub paragraph 8.3 (generally call-outs, 
evening meetings and maintenance of essential services) overtime payments or 
(plain) time off in lieu may be granted.

3.5. Work on a Bank or Public Holiday

Where such working is reflected in the grade for your post or you are paid on 
SCP 32 or above, there is normally no entitlement to payment or time off in lieu.  

In other cases, in addition to the normal pay for that day, payment will be at 
half plain time for all time worked within an employee’s normal working hours.  
*At a later date time off with pay shall be allowed as follows:

When time worked is less than four hours half day off

When the time worked is four hours or more full day off

*In some service areas, it may be necessary to pay employees the equivalent 
hours at plain time instead of allowing time off due to service needs.

Work on that day outside such normal hours is paid for as overtime at time and 
a half in complete recompense.

4. HOURS OF WORK

4.1. Flexible Working Hours 
(including flexi-leave) – where applicable

Subject to the needs of the service, flexible working hours are operated in 
accordance with the Flex-Time Working Procedure. The Scheme is applicable to 
all relevant employees subject to the needs of the service.



Employment Contract v1.9 June 2018 6

4.2. Relationship to Statutory Sick Pay

The days on which you are required to work as set out in your offer 
letter/contract form the agreed "qualifying days" for the purpose of Statutory 
Sick Pay.

4.3. Working Time Regulations 1998 and Multiple Employment

If you take up additional employment with another employer you should inform 
your Line Manager.  This is so we can meet our obligations under the Working 
Time Regulations 1998 and take account of your health and safety.

5. HOLIDAYS

5.1. Annual Leave

The Council operates an individual leave year system.  The individual leave year 
runs from the beginning of the month an individual joined the Council. 

Continuous Length of Service No. of Days
(from 1 April 2013)

0-5 years 25

5+ years 30

The above entitlement is based on a standard 7.4 hour day and is pro-rata for 
part time employees or those with a non-standard working day.   

Employees commencing or leaving the Council’s service during the year are 
entitled to proportionate leave based on completed service during the year 
calculated on working days rounded down to the nearest half day.  

Employees are expected to take their annual leave entitlement before their 
employment terminates.  However, if they are prevented from doing so, in 
exceptional circumstances by the pressures of work, employees will be entitled to 
payment in lieu for any untaken leave.  In the event of the Council terminating 
the contract with notice any outstanding holiday entitlements will run 
concurrently with the notice period.

The value of any leave taken in excess of entitlement must be repaid and this will 
be deducted from any moneys due to the employee including outstanding salary 
payments or refund of pension contributions.

The City Council reserves the right to declare, no less than six months in advance, 
that all or part of its service will close for an additional day at Christmas / New 
Year, in which case one day will be deducted from affected employees’ annual 
leave entitlement for the relevant year.  
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Taking leave is part of maintaining a healthy work life balance and we would like all 
our employees to take their full entitlement each year.  On rare occasions where 
this has not been possible, up to five days annual leave (pro rata for part time 
employees) may be carried over to the end of the first quarter of the individual 
leave year, for example for a leave year commencing on 1 June 2015 up to 5 
days annual leave not taken by 31 May 2016 may be carried forward for up to 
three months until the end of August 2016, subject to the needs of the service 
and the approval of the Head of Service or their delegated line manager.

Up to five days leave (pro rata for part time employees) may be brought forward 
from the new leave year to be used in an emergency, subject to the needs of the 
service and the approval of the appropriate line manager. 

All leave must be authorised by management giving as much notice as possible.

5.2. Bank, Public and Fixed Holidays

In accordance with the collective agreement effective from 1st April 2013, 
employees are entitled to one additional fixed day over and above their annual 
leave entitlement stated in 5.1 above.   This fixed day is to be taken normally 
around Christmas as per the Service Requirements. Where an employee is 
required by the Council to work over this period, they may take this fixed day 
on a mutually convenient alternative date as soon as possible after this date.  

All of these days may be rearranged by management in the light of the needs of 
the service, particularly where the service does not conform to a Monday to 
Friday working arrangement.

Details of particular arrangements made for each holiday will be notified either 
by each Service Area, on a sectional basis or to each individual employee.

The above assumes that a five day week is worked - in the case of part time 
employees working less than five days per week a pro rata entitlement would 
apply, i.e. 1/5th of the normal weekly working hours for every such days holiday, 
irrespective of the number of hours that would otherwise have been worked on 
that day.

Please refer to sub paragraph 3.5 regarding work on a bank holiday etc.

JOB SHARE EMPLOYEES ONLY

In the case of job-share posts, these holidays are shared by the postholders on 
a pro rata basis relative to the number of hours normally worked, irrespective of 
when the actual bank holiday etc. occurs.  You are therefore entitled 1/5th of 
your normal weekly hours for each bank, public and Fixed holiday.  In the case 
of Fixed days 1/5th of your normal weekly hours will be added to your annual 
leave entitlement for each Fixed day.  Actual days and/or times to be taken off 
will therefore be subject to management’s discretion bearing in mind the needs 
of the service and the timing of the holidays as outlined above.

Depending on when the holidays occur in relation to your normal working days 
this may result in you having to work different (extra) hours possibly on other 
days to make up for excess bank holiday etc. leave taken.
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5.3. Payment for Holidays

a) You will receive your normal basic pay for all authorised annual or bank 
holiday etc. leave.  Employees who receive regular payments for working 
arrangements other than normal office hours will be entitled to such 
payments during such leave but excluding casual overtime or casual standby 
payments.  See paragraph 3.5 regarding work on bank holidays etc.

b) In the case of part time employees credit in respect of bank, public and fixed 
holidays is made at the rate of 1/5th of the normal weekly working hours for 
every such days holiday, irrespective of the number of hours that would 
otherwise have been worked on the day in question.

5.4. Maternity leave and Holiday Entitlement 
(please also see paragraph 5.1)

Maternity leave (including authorised unpaid maternity leave) up to a maximum 
of 52 weeks' duration is regarded as service for the purpose of calculating an 
employee's entitlement to annual leave after five years' continuous service.  
Maternity leave (including authorised unpaid maternity leave) up to a maximum 
of 52 weeks' duration does not affect the amount of an employee's annual leave 
entitlement in the leave year(s) in which maternity leave falls.

6. SICKNESS ABSENCE

6.1. Sick Pay

Subject to the maximum periods that an employee qualifies for sick pay in 
accordance with service provisions set out in the national agreement, 
contractual pay will be paid at the rate of 90% of normal contractual salary, 
inclusive of Statutory Sick Pay (for any period defined as full pay in the national 
agreement).  Periods of half pay thereafter will be as set out in the national 
agreement and so Statutory Sick Pay will be paid in addition to half pay. 

6.2. General 

Your obligations during any absence due to sickness or injury are set out in the 
the Sickness Absence Management Policy and Procedure and supplemented by 
guidance on the Intranet.

6.2.1. D.W.P. Benefits

a) Where any incapacity, injury or equivalent benefit is payable by the 
Department of Works and Pensions, you must:

i. Claim the benefit;

ii. Notify your Line Manager immediately of the amount you are receiving (or 
any change therein) by the submission of the appropriate statement 
enclosed with the payment of the benefit.  Failure to submit this document 
will result in delay or loss of Council sick pay.

b) When you have claimed certain state benefits (generally incapacity, maternity 
and unemployment benefits) the Department of Works and Pensions will issue 
a letter stating that you are excluded from the Statutory Sick Pay Scheme and 
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how long the exclusion lasts.  This letter must be forwarded to your Line 
Manager immediately.

6.2.2. Working During Absences

You should not undertake any work – paid or otherwise – during your absence 
unless this is agreed by the relevant Corporate Director and your Head of 
Service.  If therapeutic work is recommended the Council should be informed 
and will provide it where possible.

6.2.3. General

If an employee abuses the sickness scheme or is absent on account of sickness 
due or attributable to deliberate conduct prejudicial to recovery or the 
employee’s own misconduct or neglect or active participation in professional 
sport or injury while working in the employee’s own time on their own account 
or for private gain or for another employer sick pay may be suspended and 
disciplinary action may be invoked.

7. MATERNITY RIGHTS 
(please also see paragraphs 5.1 and 5.4)

An employee must tell their employer by the end of the 15th weeks before the 
expected week of childbirth:

 that she is pregnant

 the expected week of childbirth, by means of a medical certificate if 
requested

 the date she intends to start maternity leave. This can normally be any date 
which is no earlier that the beginning of the 11th week before the expected 
week of childbirth up to the birth. It is best to advise the employer as soon 
as possible.

Details of rights to maternity leave and pay are to be found in the Council’s 
Maternity Policy.

8. TERMS AND CONDITIONS OF EMPLOYMENT

8.1. General

Your terms and conditions of employment are covered by existing collective 
agreements negotiated and agreed with a specified trade union or unions (see 
paragraph 9 below) recognised by this authority for collective bargaining 
purposes in respect of the employment group to which you belong.

During your employment with the Council your terms and conditions of 
employment will be in accordance with collective agreements negotiated from 
time to time by the National Joint Council for Local Government Services set out 
in the Scheme of Conditions of Service (commonly known as the Green Book) as 
supplemented by local collective agreements reached with trade unions 
recognised by the Council and by the rules of the Council.
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8.2. National Conditions of Service

The Scheme of Conditions of Service (the 'Green Book' mentioned above) 
currently covers:

Part 1   Principles
Part 2   Key National Provisions
Part 3   Other National Provisions
Part 4   Joint Advice

Specific details of the above that are required to be notified to you individually 
are set out in this statement.

8.3. Local Collective Agreements & Policies

1.1.1. Collective agreement to modify the terms & conditions of employment 
upon which all staff of Worcester City Council are employed (dated 
November 2012)  

1.1.2. Local Conditions of Service (Supplementing the National Agreement) – 
Single Status.

8.3.1. You are required to comply with the Council’s policies and procedures, 
details of which are available on the People Services section of the 
Intranet, or via your line manager or People Services Department.  

8.4. Changes to Terms and Conditions of Employment

From time to time variations in your terms and conditions of employment will 
result from negotiations and agreement with the specified union or unions and 
these will be separately notified to you or otherwise incorporated in the 
documents to which you have reference.  The Authority undertakes to ensure 
that future changes in these terms will be entered in these documents, or 
otherwise recorded for you to refer to, within one month of the change.

9. MEMBERSHIP OF A TRADE UNION

This authority, as your employer, supports the system of collective bargaining in 
every way and believes in the principle of solving industrial relations problems 
by discussion and agreement.  For practical purposes, this can only be 
conducted by representatives of the employers and of the employees.  If 
collective bargaining of this kind is to continue and improve for the benefit of 
both, it is essential that the employees' organisations should be fully 
representative.  Your Authority is associated with other local authorities 
represented on the national and provincial councils dealing with local authorities' 
services.  It is equally sensible for you too, to be in membership of a trade union 
representing you on the appropriate negotiating body and you are encouraged 
to do so.

You have the right to join a trade union and to take part in its activities.  Details 
of the specified trade unions on the appropriate negotiating body are available 
for you to refer to in the national agreement mentioned in paragraph 8.

10. PENSIONS

Employees automatically become members of the Council's Contributory Pension 
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Scheme unless they notify People Services, in writing, that they wish to opt out.  
Employees may opt out at any time and make other arrangements (i.e. Personal 
Pension, State Earnings Related Pension Scheme) if they should so wish.  
Contributions, reckonable service and all rights and entitlements to benefits will 
be determined by reference to the relevant Acts, Regulations as amended, 
Conditions of Service and decisions of this Council.  An explanatory guide is 
available for reference on the Intranet under People Services.

11.  PROBATION

The probationary period allows both the employee and line manager to 
determine suitability for the role.

The appointment of every new employee is subject to:

a) a probationary period of up to six months and

b) a satisfactory report by the Head of Service (or their delegated line 
manager), and

c) attendance on mandatory training, completion of Induction, and relevant e-
learning modules.

Until these courses have been attended your probationary period will not be 
confirmed. You will remain on probation until you receive confirmation that you 
have successfully passed your probationary period.  The probationary period 
may be extended to help develop and attain required levels of  performance.  
This is normally extended by 3 months, with a maximum length of a 12 month 
probation.

12. OTHER CONDITIONS OF EMPLOYMENT

12.1.  General Data Protection Regulations (GDPR)

The Council will process employees’ data in accordance with General Data 
Protection Regulations requirements. 

12.2.Audit Commission’s Data Matching Exercise

The Audit Commission has instructed the Council to provide its payroll system 
data to them for the purposes of a national data matching exercise to prevent 
and detect fraud relating to state benefits and awards.

12.3.  Performance and Development Review (PDR)

The Council has given a commitment to develop a quality workforce and believes 
that every employee should have an equal opportunity to receive appropriate 
training and development to carry out their job and to further their career 
development opportunities.  A PDR will set and review your performance, 
specifically measuring how well you demonstrate the required competencies at 
your level and how successful you have been at achieving agreed 
objectives/standards. Through the PDR process employees can be recognised on 
achieving excellence and influence the development of service plans.  The 
process also enables the Council to harness the talent of all its employees 
through individual training requirements.

Commented [CS1]:  Isn’t it a line manager, via 
probationary review?



Employment Contract v1.9 June 2018 12

All employees are required to participate in an annual performance and 
development review.

12.4.  Official Conduct (for those posts subject to a disclosure check)

Employees will maintain conduct of the highest standard such that public 
confidence in their integrity is sustained.  Therefore, if, during your 
employment, you receive a conviction, caution or bind-over, you must declare 
this to your manager at the earliest possible stage.  

Such information will be treated sensitively and its relevance, nature and your 
length of service will be taken into account when deciding what action, if any, 
needs to be taken, but failure to declare could result in disciplinary action being 
taken against you.  


