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AGENDA ITEM 4

Draft Report for Landlord Services Review
Introduction

Barking & Dagenham is committed to ensuring the best possible services
are provided for its residents, and recognises that Housing plays a key
part in people’s lives. With that in mind a review was undertaken of the
Landlord Services function, where the aim is to be a 2 star service in
2004 and 3 stars (excellent) in 2006. Our vision for the service is to be
recognised as the best public Housing provider within the Thames
Gateway. We will do this by:

e Empowering our residents through Community Housing Partnerships
and the Tenants Compact;

¢ Placing community regeneration at the heart of our strategic

investment decisions;

Valuing and respecting the diversity of our customers;

Being loyal to our residents, the Council and Barking and Dagenham;

Recognising and rewarding the loyalty of our staff;

Encouraging innovation to deliver better housing solutions;

Being professional but enjoying doing our job;

Embracing the Housing Futures project;

Being flexible and fit to take on new challenges;

Doing all the above working with our partners.

Our performance has improved rapidly over the last few years, and
continues to improve based on Performance Indicators (PIs) and tenants
surveys. We have instigated new schemes to improve security and
cleanliness on estates by introducing concierge schemes on more of our
estates and an extended caretaking and cleaning service. These are the
areas that tenants tell us are important.

Starting from a low base on tenant involvement we have set up 6
Community Housing Partnerships (CHPs) with agreed proposals to
develop them further. The setting up and training of Board members has
been seen as good practise by other bodies and a number have adopted
our processes for their own organisations. Decision making and budget
spending, particularly on security issues have been devolved, and the
recent independent survey by Pathways and the audit by our external
auditors all give positive feedback on the actions taken.

As a result of the review we are confident that this is a good service,
based on our self assessment against the CPA housing criteria, and the
implementation of the Improvement Plan means we are confident we can
demonstrate 2 stars by the inspection rising to 3 stars in 2006.
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1.5

1.6

1.7

2.1

Our plans are robust, and we have a track record on delivering
improvements. This can be seen in the improved rating for the Repairs
service; the fact that the Housing Strategy and Business Plan have been
judged as Fit for Purpose; our use of the Balanced Scorecard as a
service planning and monitoring tool has been widely acclaimed; we
have examples of good practise in the setting up of the CHPs and our
Project Plan for the Housing Futures Option Appraisal has been agreed
by the Office of the Deputy Prime Minister (ODPM)

Our Improvement Plan is geared to achieving 2 stars in 2004 and 3 stars
in 2006. We have identified the following key areas to focus on as these
are the areas that make a real difference to the tenants

e Caretaking — embedding the new scheme and evaluating it

e Concierge — rolling out project plans and reviewing consultation and
service charges

¢ Implementing project plan to achieve PSA target of 25 day turnround
on voids

e Setting a vision for the future of the rents service that meets future
needs — e.g good collection rates; dealing with “write offs”

e Action plans to improve tenant empowerment and involving more
Members in CHPs

¢ Implement the restructure of Landlord Services to deliver improved
services

e Strengthen and develop links between Housing Services and
Customer First

e Complete Equalities & Diversity Impact Assessments in 2004/5

For each of the above areas there is a plan with designated leads and
timescales supporting the Improvement Plan.

Background

The future of the Council’s housing stock will be appraised as part of a
30-year strategy. The Council will respond to the proposal in the
Sustainable Communities Plan that the condition of the stock is improved
to the Decent Homes Standard (DHS) by 2010. To achieve the level of
regeneration desired by the Borough, the Council has agreed a Decent
Homes Plus standard that goes beyond the DHS. This extended
standard includes, for example, improving estate management including
security, hygiene and caretaking, as well as tenant empowerment. The
aim is to drive up standards of liveability under the banner ‘Housing
Futures’.
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2.2

2.3

2.4

2.5

2.6

The Housing Futures programme will be investigating housing needs and
its main aims will be to inform the Council’s assessment of housing,
including:-

¢ Providing reliable and comprehensive information on the current and
future housing needs, preferences and aspirations of existing and
potential households.

e Determining the needs of various household groups, including BME
households, young people, the homeless and those in need of
supported housing

e To inform and support the Council’s housing strategy and planning
policies

e To further link with the sub-regional and key worker housing needs.

Barking & Dagenham is currently, through its Housing Futures project,
undertaking the option appraisal of its housing stock in order to meet the
decency standard. This work will be informed by the review of Landlord
Services, to ensure that all options are available to the Council and its
tenants. This means ensuring that the existing service is of overall high
quality with plans to improve further.

The Landlord Services division provides maintenance and management
services for approximately 23,500 properties within the housing revenue
account. Services include:

e day to day estate management functions including tenancy sign ups,
property inspections, enforcing tenancy conditions and dealing with
complaints and enquiries

¢ void control, repairs and maintenance (since May 2003, the repair
service has been provided in partnership with Thames Accord)

¢ right to buy and leasehold services

e tenant empowerment and participation

270 staff are employed by Landlord Services and the estimated budget
for 2004/05 is £11.7 million.

Rent collection is carried out by a team in the Revenue Services division
of the Finance Department. This is an historic arrangement which has
worked well for the Council, providing an efficient, cost-effective service.
It is recognised, however, that there are some weaknesses in this
arrangement, particularly relating to communications between teams.
Working practices have been reviewed and Members are considering a
report on future structure and location of the service in summer 2004.
The service costs £1.65 million.
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2.7

2.8

3.1

3.2

In 1997 the management of the stock was tendered under CCT
regulations, and the contracts won in house, and has been managed
through 7 contract areas from 3 area offices.

Members agreed in principle in 2000 that housing services should be
localised, and in October 2001 the Executive agreed that management of
the council’s housing stock should be through 6 Community Housing
Partnerships (CHPs), coterminous with Community Forums. CHPs form
the basis for consulting tenants, leaseholders and other stakeholders and
for managing the Council’s stock. CHPs began operating in April 2003.

The Council’s Context

The Community Strategy (Building Communities: Transforming Lives)
provides a clear framework to make Barking and Dagenham a place
where people feel proud to live, work and spend leisure time. It sets out
the areas for improvement that local residents and service providers
have told us they would wish to see. These are reflected in the extensive
consultation on the 2020 vision for the borough and further consultation
that has been undertaken on the development of various strategies,
including the Housing Policy commission, which also informed the
Community Strategy.

Our vision is based upon the recognition that housing is more than just
“bricks and mortar”. It impacts upon quality of life, health, education and
the wider social and economic regeneration of the Borough. In this
context, it should play a key strategic role in driving forward Barking and
Dagenham’s 2020 Vision and community priorities.

Housing Outcomes from the Community Strategy

A range of both affordable and aspirational high quality private and social
housing that will contribute to building sustainable communities.

All partners will achieve this by

Supporting improvements in resident’s quality of life by implementing
decent homes standard in exiting provision and new developments.
Ensuring equal access to excellent services

Providing a better quality and range of housing for all in terms of tenure
and size.

Having a range of affordable social housing that meets the decency
standard.

Empowering local Community Hosing Partnerships to have a
significant impact on decisions about their housing.
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3.3

3.4

3.5

3.6

The review of Housing Management within Landlord Services relates to
service delivery to those who historically have been the most vulnerable
in one of the most deprived boroughs in the country (26" in the Indices of
Deprivation 2004 ) Improving service performance helps to improve the
quality of life for the most deprived, which is also part of the sustainable
Communities Plan and the Community Strategy. 2 Neighbourhood
Management Co-ordinators work within the Landlord Services area, and
directly with Members, residents and colleagues on housing estates.

Barking & Dagenham is changing rapidly; in terms of educational
attainment; cost and quality of private housing; use of partnerships and in
the make up of the population.

Since the census in 1991, the BME population has increased from 7% to
just over 14%, particularly in the south of the borough, and this will
continue with government plans to give leave to remain for asylum
seekers. This has very real impacts both on our housing, health and
social care provision, and is a factor in our review of housing services.
Impact Assessments of all council policies are part of the corporate
equalities and diversity policy and included in the workplan for 2004.
Access to existing services, and the nature of future services are an
integral part of our vision for the future, and are also very much part of
the council wide Customer First initiative, with which the housing service
is working, firstly on initial contact and accessibility to our local offices.

The Council has a clear framework for linking in to the Community

Strategy through its service and financial plan — the Balanced Scorecard,
and the following diagram shows how this works in practice.
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3.7 The strategic view for the Housing Service is contained in the Balanced
Scorecards (BSCs) for Housing Strategy and Landlord Services. In
addition the percentage of homes that meet the decency standard is a
key performance indicator in the Council’s overall scorecard, and links to
the Regeneration BSC as well.

3.8 All plans work towards delivering the community strategy and the 7
Community Priorities of:

Promoting equal opportunities and celebrating diversity

Better education and learning for all

Developing rights and responsibilities with the local community
Improving health, housing and social care

Making Barking and Dagenham cleaner, greener and safer
Raising general pride in the borough

Regenerating the local economy
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4.1

4.2

4.3

4.4

Boundaries and Scope

Landlord Services has not been subject to formal external assessment,
with the exception of repairs, which was reviewed and inspected in 2001,
when the assessment was 0 star but with excellent prospects for
improvement. It was re-inspected in 2003 and the assessment was 1 star
with promising prospects for improvement. This improvement was
reflected in an improved score in the housing component of the
Comprehensive Performance Assessment (CPA).

We used the CPA service criteria for Housing as the basis for the review
as this appeared to be the favoured format for inspections, a view
confirmed in the consultation from the Audit Commission on future
inspections, and at our meeting with the Lead Inspector in February
2004.

Under the Housing criteria in the CPA there are 3 distinct areas:

e Strategy & Enabling which includes Housing Strategy, Supporting
People and Homelessness.

e Community Housing Services, which includes Choice Based
Lettings, Housing Needs and Advice and Private Sector Housing.

e Housing Management, which includes the HRA Business Plan,
tenant consultation and participation, tenancy management, rent
collection, estate management, sheltered housing and repairs and
maintenance including decent homes, capital works and responsive
repairs.

We have focused on the services covered by the Housing Management
section of the CPA assessment process. This was on the basis that:

- our housing strategy had achieved ‘fit for purpose’

- private sector housing had previously been reviewed and inspected

- performance against the two BVPIs relating to Community Housing
Services is improving

- there was a new homeless strategy, which had been praised by
Shelter, and

- housing needs and advice services were in the process of being
reviewed and re-sited in the Housing Strategy division to further
separate the strategic and operational roles of landlord services

- a review of the council’s sheltered housing services is being
undertaken and is due to report later this year. This review is being
done separately as it is being carried out jointly with Social Services
and other stakeholders, but the findings will feed into the improvement
plan from this review and the Housing Futures project.

Page 7



4.5

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

Following discussion with the Lead Housing Inspector, it was agreed that
the review would focus on:

tenant participation

estate and tenancy management
rent collection

a 'light touch’ re-inspection of repairs

Our Approach

The review was led by a Steering Group, chaired by the Head of
Landlord Services and comprising senior managers, the Executive
Member with portfolio for Housing, a trade union representative and
support officers.

The Steering group were supported by four working groups covering
each of the areas under review. Staff had input through the various
working groups.

A ‘Critical Friend Group’ comprising Members, staff and residents, was
also set up to act as a sounding board throughout the process.

The review began with an objective assessment of each service area
against the CPA service criteria, and the gap analysis is attached as
Appendix I. All areas identified as a gap are in the Improvement Plan.

Best practice examples were explored through Audit Commission
reports, Housemark case studies and organisations such as HQN and
BV & Quality Forum.

Information from these exercises and performance information on
services provided the basis on which existing services were measured
and challenged and the improvement plan developed. The plan has
been consulted on with all CHP Boards and Members were briefed on
the review as part of the Housing and Health briefing in February 2004,
which 19 Members attended.

Staff were kept informed and giving the opportunity to input to the review
and the improvement plan through a series of all staff briefings in
February and May 2004.

In line with good practice, a risk assessment was also carried out.
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6.1

6.2

6.3

6.3.1

6.3.2

6.3.3

6.3.4

The 4 C's

Prior to a best value housing inspection a Council, among other things,
would have to demonstrate the application of the 4 ‘C’s :

e challenging why and how a service is being provided

e comparing their performance with others

e embracing fair competition as a means of securing efficient and
effective services; and

e consulting local people, customers and other stakeholders.

As described earlier in this paper the housing service has undergone an
assessment using the CPA criteria. This assessment followed the
principles of Best Value, but was a different approach to that taken with
other reviews. Therefore, it was felt appropriate to demonstrate that the
application of the 4 ‘C’s had been robust and show how they have been
mainstreamed in to the day to day working methods of the department.

Challenge

In 2001 the Housing Policy Commission provided a wide-ranging
challenge to housing in the borough in its broadest sense.

The department is constantly challenging the way that it operates by
reviewing the way:

services are provided

services are procured

customers and other stakeholders are engaged

it responds to local, regional and national agenda

On an ongoing basis, performance is challenged by Members through
the Scrutiny Management Board and Corporate Monitoring Group. In
addition, the Executive receives quarterly reports on key performance
indicators.

The growth of tenant and resident empowerment through the
development of Community Housing Partnership’s (CHP’s) has proved a
strong vehicle for allowing customers to question, and challenge the way
the Council provides its services.

Case Study-

Strong representation from the tenants in Ibscott Close persuaded the
Executive to ring-fence proceeds from the sale of an underused car park on
the estate. The money has been used to fund improvements on the estate
and additional funding has been drawn in from London Riverside to finance
additional environmental improvements.
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6.3.5 The objectives of the CHPs have been reviewed 12 months after their
introduction by the Council’s auditors Price Waterhouse Coopers, and
their audit report and recommendations have been included in the
Improvement Plan. A survey was also undertaken in April 2004, by
Pathways, of CHP Boards, Members, Tenants & Residents Associations,
officers and tenants who attended CHP meetings which will ensure an
objective view is taken.

6.3.6 The use of a Critical Friend Group in the Repairs review was found to be
very helpful and we have repeated this on the Landlord Services review,
as well as the use of external consultants on specific pieces of work such
as the caretaking review and the capital works division.

6.3.7 Stakeholders and partners are now more involved in the development
and planning of services and initiatives. Traditional methods of working
are therefore challenged and discussed by such agencies as the police,
Registered Social Landlords (RSLs) and local community groups. An
example of this is the work that has taken place with the police in relation
to hate crime and in particular racism and domestic violence. A housing
officer spends 2 days per week based at the local police station
supporting joint working in this area. In addition to this work the same
housing officer works 1 day a week in the police intelligence unit.

Case example

The police have responded to anti-social behaviour issues at Marks Gate
by increasing their presence in the area and extending operating hours at
the local police station.

6.3.8 Staff are also encouraged to play an active role in challenging the way
the services are developed. Staffworking/focus groups are given specific
subject areas to explore new ways or working.

Case example

Review of the capital works service by MACE® used staff workshops to
explore shared objectives, which are then transformed into action plans. Such
an approach ensures ownership and commitment to improvements in service
delivery.

6.4 Consultation

6.4.1 The department has a strong tradition in consulting stakeholders. This
can be demonstrated using the following examples:

! External consultants engaged to review capital works division

10
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Table 1

CHP’s

Are used as the main consultative
body on subjects that effect local
housing issues. Currently reviewing
scope of Housing Management
works. CHPs also determine local
investment plans to enhance security
provision.

Road shows

When promoting public interest in
CHP’s a number of road shows were
held in strategic locations around the
borough. The public was encouraged
to engage with staff and become
involved in community governance.

Telephone surveys

The housing repairs service conduct
regular customer surveys to gauge
levels of satisfaction. The Housing
Office for CHP areas 5&6 also
undertake regular surveys to assess
satisfaction with reception facilities.

Tenant Surveys

Annual tenant surveys are planned to
complement the three yearly Status
survey. A similar survey has been
carried out with Leaseholders.
Tenants are surveyed as part of the
tenancy audit process and there is a
rolling satisfaction survey (currently
under review).

Specific schemes

The department has a good record of
consulting stakeholders on specific
initiatives. Tenants and residents
have been extensively consulted on
the possibility of introducing security
measures such as concierge
schemes on flatted estates
throughout the borough. Extensive
consultation also took place on the
regeneration of the Clevelands,
Bloomfield and Wakerings estate.
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Housing Strategy Conference The Council consulted on the

formulation of its housing strategy by
holding a conference, which involved
members of the public. A similar
event is planned for the autumn.

Selection of Council contractors Council tenants played a role in the
and staff selection of the service provider for

the out sourced housing repairs
service and the ITA.

Council tenants and lessees trained
and take part in selection and
recruitment panels for staff

Staff focus groups Local housing office staff were

encouraged by the use of focus
groups to assist in developing local
staffing structures to deliver local
CHP services.

Regular all-staff briefings are a well
established mechanism for informing
and consulting staff in Landlord
Services.

6.5

6.5.1

Compare

The housing service can demonstrate its longstanding commitment and
use of comparison in a number of ways.

Barking and Dagenham was a founder member of the East London
Benchmarking Organisation (ELBO), a consortium of Registered Social
Landlords and local authorities who worked together to compare aspects
of their service delivery through process benchmarking. ELBO was
formed in the early days of Best Value to address the need for
comparative data. The work of the consortium was supported by Arthur
Andersen who were able to bring data on private sector processes and
best practice to the project. The ELBO project concluded in March 2003,
but the following table illustrates some of the ways now used to
benchmark and compare our services.

12
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Table 2

Detail

Learning Points/Outcome

External
benchmarking
through Housemark

The department is an
active contributor to the
Housemark
benchmarking
organisation. We
regularly attend the
London Benchmarking
Club

Provides valuable cost
comparisons

Information exchange
through club on e.g. rents
new void benchmarking
forum

Housemark website
extensively used for
research/exchange of good
practice

Organisational
Research
Corporation mystery
shopping

Spin off from London
Benchmarking club with
15 other housing
organisations.
Professional
researchers undertake
regular mystery shops
to test agreed services.
Outcomes then
benchmarked.

provides objective
assessment of services
results regularly reported to
CHP boards

actions taken to address
areas giving cause for
concern

Learning from high
performers

Visits by staff, members
and residents to high
performing/beacon
sites.

Regular review of Audit
Commission reports

best practice benchmarking
with Barnsley and Oldham
in relation to capital works
and procurement

Lessons on motivational
management from Unipart
plc

best practice at Cardiff and
Lewisham informed our
plans for contact centre
visits to concierge schemes
to inform procurement
options for concierge
schemes

review of 3* inspection
reports used in gap analysis

Process mapping

Work with ELBO during
repairs review

Expertise gained has since
been applied in other areas
such as voids and tenancy
audits.
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6.5.2 The benchmarking and comparison work is used to identify where we
need to make improvements to service delivery, or to identify poor
performance.

6.6 Compete

6.6.1 Through challenging the way services are provided, and consulting our
customers and stakeholders, the service has experienced degrees of
competition for the services that we provide. It can be said that the
service currently benefits from a mixed provision in relation to in - house
and external providers.

6.6.2 Some examples of the services that have been exposed to external
provision are detailed below:

Table 3

Service Area Provider Type of agency

Repairs Service Thames Accord Private Sector

Shape Up for homes Various contractors Private Sector

MRA work Various contractors Private Sector

Use of Consultants to MACE Private Sector

support change
management in capital
works division

Capital Works Project Schal International Private Sector
Management

Trickle transfer Stort Valley Partnership with RSL
Concierge— construction | Various contractors Private sector

(staffing element of
schemes will also be

tendered)

Estate Management — Mixture of in-house and | Leisure & Environmental
security patrols external provision Services/Private sector
6.6.3 The current estate management division is the product of a previous

6.6.4

successful in-house bid made under the compulsory competitive
tendering regime. Future plans for externalisation of this element of the
service will be determined by the outcome of the Housing Futures
exercise. Itis likely that the outcome will not be a single solution for the
entire stock, but rather a combination of options.

The stock options appraised will be undertaken as part of the Housing
Futures programme, as outlined in paragraph 1.3. It will be based on the
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6.6.5

7.1

7.2

7.3

7.4

7.5

stock condition survey and the objective of meeting the Decent Homes
Standard.

The process will be robust and meet the requirements set out by the
Office of the Deputy Prime Minister. The final report detailing the
findings will be completed by April 2005.

Are the service aims clear and challenging?

The Council’s strategic planning is informed by the seven community
priorities and the 2020 Vision. Section 2 sets out the links and describes
the framework to deliver the Community Strategy.

In recognition of the role housing will play in driving forward the 2020
Vision and the community priorities, a Housing Policy Commission was
established and developed the following vision for housing:

‘A decent home and living environment for everyone, supporting the
Borough’s economic and social regeneration’ This vision is being
achieved through measurable improvements in the quality, choice and
availability of housing opportunities across all tenures within the
Borough. The improvements are:

o Affordable and easy access

e Addressing social exclusion and empowering communities

e Creating a high quality environment that people will want to live, play
and work in.

The points above form the basis of our 2003/06 Housing Strategy. The
strategy identifies the following priorities:

¢ Building balanced and sustainable communities
e Improving housing standards across all sectors; and
e Strategic partnering and procurement.

There are a number of tangible examples of where landlord service
priorities are linked to the bigger housing strategy and corporate ones.
Some examples are:

¢ the percentage of homes meeting the decency standard is one of the
strategic measures in the Council’s balanced scorecard

e Community Housing Partnerships show strong links to the community
priority Developing Rights and Responsibilities with the Local
Community.
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e The delegation of £2.75 million to CHPs for security measures which
is linked to the Cleaner, Greener and Safer community priority, as is
the developing Anti Social Behaviour work.

e Local tenants are actively involved in estate inspections which is
linked to the housing vision of addressing social exclusion,
empowering communities and Raising General Pride in the Borough

e Large scale estate regeneration through refurbishment and
redevelopment work which is linked to the Housing Strategy priority
improving housing standards across all sectors and Regenerating the
Local Economy.

7.6 The service also works to a number of service standards and targets,
which are published and reported to the Community Housing Partnership
boards on a regular basis.

7.7 The aims of the service are clear and challenging and support the
corporate and departmental aims, through the BSC for the service, which
help deliver the Community Strategy.

8. How Good is the Service?

8.1 The past few years have seen the introduction of many changes,
improved performance management systems and results. Many positive
practice points from excellent authorities are in operation here.

Case study:

We have extensively used IT to improve our performance and support our
monitoring systems. The bespoke Estate Management Computer System
was an early example of workflow software and provides an excellent way of
managing and monitoring workloads.

More recently we have introduced hand-held computers to be used in void
inspections.

8.2 We have embraced Best Value and, as illustrated above, mainstreamed
the 4 C’s and done much to address the key points in the CPA
assessment criteria for housing services.

8.3 The Council is striving for excellence and aiming to be a minimum of 2*
by end 2004, 3* by 2006. The information provided in Appendix | shows

that we can already demonstrate many of the features of an excellent
housing service.

8.4 Landlord Services now has a well established performance management
system centred on the balanced scorecard and complemented by

16
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monthly monitoring of a range of local performance indicators (PIs)
broken down by CHP area. Managers are accountable to the CHP
boards who receive regular reports on performance against a wide range
of Pls

8.5 Performance against most local Pls is improving, for example:
efforts to reduce the number of unauthorised occupants are paying off
estate management service requests are being actioned and closed
more quickly
improvement in telephone answering times
continuous improvements against a range of repairs Pls
8.6 The table below sets out performance against the BVPIs relevant to the
service areas covered by this review.
2001/02 |quartile |quartile LON [2002/03 |quartile |quartile LON |2003/04
63| SAP rating 58 middle |top 59 middle |middle 60
66a|Rent collection 96.67 \middle |top 97.96 | middle |top 97.74
68|Relet time 60|bottom  |bottom 42 middle |middle a7
72|Urgent repairs on time 85% bottom  |bottom 89.10% middle |middle 95.20%
73| Time for non-urgent repairs 11.55 top top 8.59|top top 7.45
74a|Overall satisfaction - all 67% 67 bottom |middle 65
74b|Overall satisfaction - non-BME 46 bottom |bottom 58
74c|Overall satisfaction - BME 69 bottom |middle 66
75a|Satisfaction with participation 46% bottom |middle 46 |bottom |middle 50
—all
75b | Satisfaction with participation - 52
non-BME
75c|Satisfaction with participation 50
- BME
164 Meeting CRE code yes top top yes top top yes
184|Proportion of homes non- 60.20% bottom |middle 54.83%
a|decent (48.84% at
1/4/2004)
185|Repair appointments 87.88% top middle 93.60%
8.7 Performance in most areas is improving, particularly in those areas
relating to repairs. Performance around tenant satisfaction and relet
times has been less successful and we have developed action plans to
address these areas and deliver the required step change in
performance.
8.8 The CPA housing service score for 2003 improved from 2 to 3, compared

with a London average of 2.6. This improvement puts us in a group of
only 46 Councils who scored 3, including high performers such as
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8.9

8.10

8.11

8.11.1

8.11.2

Camden. The housing management sub-score improved from 1.8 in
2002 to 2.4 in 2003.

Housemark 2002/03 data shows that management cost per property had
increased by £19 from the previous year, but at £340 per property is still
well below the lowest cost quartile of £382. More information from
Housemark report shows that, although among the most cost efficient,
services are of good quality.

Detailed findings for each of the four service areas are appended at |, but
an overview is set out below.

Community Housing Partnerships

Community Housing Partnerships have been developed as the principal
means of empowering tenants and residents and involving them in the
decisions that affect their lives. They have come a long way in their first
year of operation. Other authorities have visited to learn from us, and a
beacon bid under Round 6 will be made.

boards established and meeting regularly

training for board members to equip them for the role

making decisions on investment priorities

participating in recruitment of staff/contractors/ITA

boards regularly monitoring performance and receiving comparative
data

¢ independent agencies involved in reviewing CHPs to ensure an
objective view

CHPs are now well established and have started to deliver tangible
benefits. At the end of the first year Pathways conducted an
independent ‘healthcheck’ which showed that 71% of respondents
considered that CHP meetings were effective and more than half said
that CHP boards had made a difference in their area.

Case study

London Borough of Enfield visited us to see how CHPs are working. They
have now instituted three CHPs in their borough based on our model.

8.11.3

The Healthcheck also highlighted some weaknesses in the system,
particularly around communications. The improvement plan addresses
these and the recommendations made by PriceWaterhouse Coopers in
their management letter and subsequent review of partnership working.
It sets out how we will:
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8.12

8.12.1

8.12.2

e Work to bring CHP board members closer to their ‘constituents’,
especially bringing together CHP boards/TRAs

¢ Implement a new structure for Landlord Services that will

e Merge TP/CHP development teams to support above

e Place CHP support officers with departmental committee officers to
improve professionalism of meeting administration and facilitate links
with committees/forums and between CHPs

¢ Redefine Community Housing Manager (CHM) posts to strengthen
their accountability to CHP boards for all Landlord Services and
empower them to act as tenants’ advocates for other services

e Strengthen performance management by creating a dedicated
business services team

e Further empower tenants through Housing Futures work and training
plans

e Review and update the Tenant Participation compact with full resident
involvement

e Broaden range of communication/consultation with residents

e Strengthen tenant involvement in setting service standards/priorities
and managing performance

e Agree a set of performance indicators to monitor the success of CHPs

Our Housing Stock

Our Housing Strategy and Business Plan were rated ‘fit for purpose’ and
the Housing Futures project has been established to carry out a full
option appraisal for meeting and going beyond the Decent Homes
standard. In the meantime we have developed an interim plan for
investment and appointed MACE to work in partnership with us to ensure
good project management, value for money and full capital spend are
achieved.

Over the past few years much work has been done to address the legacy
of underinvestment in our stock and there has been a steady increase in
the number of homes meeting the decency standard. Our performance
shows that we are prepared to explore all options to secure
improvements to housing. We have adopted a range of solutions to
tackle problems:

¢ almost 20,000 houses and low rise flats have been improved through
‘Shape Up’ — an improvement programme that provided central
heating, loft insulation, new windows and doors and
repairs/replacement to roofs and rendering.

e around 500 sub-standard homes have been transferred to a housing
association through our ‘trickle transfer’ programme. Under this
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8.12.3

8.12.4

scheme the homes were renovated using social housing grant and we
retained 100% nomination rights A local housing company, the
Barking and Dagenham Housing Association, for this stock has
recently been set up.

o three tower blocks of large panel system (LPS) design with
longstanding problems with water ingress were demolished. The land
was sold and is providing a mix of private and affordable housing.

e 3 further LPS blocks in poor condition were also prioritised and have
just been demolished. The land has been sold to provide a mix of
private, social rented and intermediate tenure homes, including 8 units
of self-build. The second phase of the development will also include a
new GP surgery.

e service charges have been introduced to fund security works such as
concierge schemes

The repair service was re-inspected in February 2003 and was judged to
have improved. Since then there have been further improvements as the
partnership with Thames Accord has progressed:

¢ Pondfield House open and call centre hours extended

¢ Number of appointments made & kept improved (92.8% compared to
88% in 2002/03)

¢ No. of right to repair jobs on target improved — up to 95.6% from 85%

in 2001/02

Annual gas servicing rigorously pursued

reduction in number of emergency repairs to 16%

Range of customer satisfaction monitoring arrangements in place

customer satisfaction improved — 82.5% from 80.7% in 2002/03

performance monitored against range of Pls and report to CHPs

leaflet produced

Growth in business

Pending the outcome of Housing Futures project, work is in hand to
deliver agreed interim planned maintenance programme and further
improve the repairs service through delivery of the repairs improvement
plan. Key issues will be to:

e improve void turnaround times to meet challenging PSA target of 25
days by 2006

e undertake stock condition survey (update due June 2004)

e develop IT system to update/manage information

¢ Introduce quality assurance procedure for repairs
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¢ define and publish void standard
¢ strengthen the client role
e improve communications/consultation with residents

8.13 Clean, Safe and Attractive Living Environment

8.13.1 As well as improvements to the stock, we have done much to enhance
people’s living environment through initiatives on cleanliness and safety.
The effectiveness of our estate management service is demonstrated
through measures such as:

a new caretaking/cleaning service including specialist teams
concierge schemes funded through service charges

a proactive stance on ASB

revised conditions of tenancy

a rolling tenancy audit

work with tenants to review service priorities

performance management reports to CHPs

top quartile management costs (cheapest)

involving residents in estate inspections

neighbourhood management co-ordination projects

effective working arrangements with other agencies e.g. police
Streetwarden scheme targeted at certain areas of the borough
establishing Housing Support officers to help tenants access benefits
devolving £2.75 million security budget to CHPs

dedicated leasehold management service

good performance on rent collection — at 97.7 among the top
performing boroughs (3™ highest in London in 2002/03)

range of ways to pay

¢ joint working to prevent arrears/debt co-ordinator post

plan developed in response to BFI report

Case study:

The Council has a history of dealing with contamination issues due to the industrial
heritage of the Borough. Housing & Health is managing investigations that will
ultimately effect environmental improvements and safeguard residents’ health on
Harts Lane, Whiting Avenue and Thames View estates.

The unusual step of choosing management staff from Housing to run these
environmental projects and buying specialist input during procurement has allowed
LBBD to commission these complex and important studies on a reduced programme.
Our initiative of employing and working with a dedicated Managing Agent has led to
the successful delivery of these projects and cost savings. The team won a
procurement award from the London Contract and Supplies Group.
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8.13.2 A range of initiatives have been introduced in support of the community
priority to make the borough cleaner, greener and safer. A high quality
management service is provided at low cost, but there are plans to
improve still further:

8.14

8.14.1

increase tenant involvement in setting service standards and priorities
and monitoring performance

improve management information through IT development
review information for tenants and publicity for launch of
services/projects

review and update management manual

strengthen joint working protocols with social services and other
agencies

continue roll-out of concierge schemes

develop initiatives in response to issues raised by tenants e.g.
abandoned vehicles

improve customer satisfaction

better communication with tenants

procedures around former tenant arrears

continue to implement BFI improvement plan

Access to Services

The Customer First improvement plan is being implemented and much
has already been done in Landlord Services to improve access to
services for everyone. Examples include:

Customer First influenced our plans for venues for CHP offices
ORCI mystery shopper benchmarking

audit of reception areas/improvements in response
update of website — LBBD rated in top 10

information offered in range languages/formats

TIS contract/ language line

introduction of impact assessments

services available online

Equalities and diversity pack produced for tenant reps
BV75 shows no significant difference for BME groups
officer designated to work with minority groups
outreach work with groups perceived as hard to reach
started to build ‘profile’ of our tenants
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Case Study:

A recent survey of visitors to the housing office at Becontree reported very
favourable findings —98% of respondents were satisfied with the service given.

8.14.2 Much progress made in this area, but still plans to progress further

9.1

9.2

9.3

9.4

customer first delivery plan (call centre etc.)

further improve range of services available electronically
continue impact assessments and audit regularly

implement plans for further work with hard to reach groups
work with the Primary Care Trust (PCT) on identifying Health
Inequalities and how the service can alleviate these.

Key improvements

The Improvement Plan appended at Il is based upon the key outcomes
in the CPA Housing criteria, and focuses on the following:

¢ Providing effective tenancy management.

Developing effective arrangements for tenant consultation and
participation.

Maximising collection of rent due.

Improving repairs and maintenance services to residents.
Resident involvement in planning and management of repairs.
Tenant and resident involvement and access to repairs service.
Reduce responsive/indirect costs for repairs.

Access and customer care around capital improvements.

The plan contains our proposals, along with clear, challenging targets for
delivering improvements in key areas such as further development of
CHPs, improving tenant satisfaction and reducing void turn-round times
to meet the agreed PSA target.

The Improvement Plan includes recommendations from the Repairs BV
re-inspection in 2003, the recommendations from the BFI inspection in
2004, which apply to the rents service and cross reference to the
Customer First action plan.

The Improvement Plan is a key part of the Balanced Scorecard for the
Landlord Service, and will be monitored both within the department and
by the Corporate Monitoring Group, chaired by the Deputy Leader with
the Chair of the Scrutiny Management Board. The scorecard is the focus
for the personal performance management of the head of service that is
undertaken by Members. Objectives and performance targets are
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cascaded down to all staff through the appraisal system. This is now
well embedded and in recognition the department was awarded Investors
in People status in 2003.

Case study:

In a bid to counteract the difficulty in attracting high quality, well educated

d candidates from the Black and Minority Ethnic community the department is in

1 partnership with the Positive action Training Highway (PATH). The scheme has
been operating successfully for a couple of years and we were pleased to receive
the National Outstanding Contribution Award this year.

MTTTPTTTTICTIIAUIUTT UT T TTUAITS MMTITPTUVTTTITTTTU PTAarT

¢ channelling resources into priority areas. The progress the council
has made in the field of equalities and diversity is evidence that this
approach works. At one time we were well behind other authorities,
but since establishing a central equalities and diversity team with
representatives in all service departments we have forged ahead with
policy developments and introduced a range of innovative, highly
acclaimed projects such as the ‘Shifting Perceptions’ videos. PWC
reported in their management letter that the Council had met most of
the targets in its Race Equality Scheme action plan.

e seeking external advice and expertise. There are a number of
examples of this including the consultants working with us to deliver
change management programmes in areas such as Customer First
and capital works.

10. Option Appraisal
10.1  What are the options?

10.1.1 Best Value practice sets out 7 potential options for the future of the
service. The table overleaf sets out each of the options and the
circumstances where they would be appropriate.

10.1.2 For the purpose of this report ‘Housing management’ as listed in the
table includes both estate and tenancy management and tenant
participation functions as in practice these would be likely to be
packaged together in any contractual arrangement.

10.1.3 Whilst it is not yet possible to carry out a full Options Appraisal before
Housing Futures’ recommendations are available in February 2005, this
report does detail the various options that could apply once a conclusion
is reached. In the meantime this review recommends positive
developments within the Improvement Plan in order that the Council can
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demonstrate good, cost effective management and that no options for
Housing Futures have been discarded prematurely.

10.1.4 The outcome of Housing Futures is likely to be a combination of solutions
using developers, RSLs and the Council. These could be estate or even
block based, and this appraisal will also feed in to the option matrix being
completed for Housing Futures.

10.1.5 Itis important to note that the Council’s policy on option appraisals is that
no option will be discounted, as decisions will be based upon quality and
cost as well as looking at implications for all of the Community Priorities,
not just the service under review. The Council has also recently carried
out a Best Value review of procurement which endorsed this view.

Option

Applicable to Comments

Only applies if:

e service reasonable
Market Testing with good prospects
(competitive tender | Housing management for improvement
with an in-house Rents e Council can meet any
bid) capital expenditure

required

Applies where:

L e existing service is
Externalisation 9

(competitive tender | Housing Management weda}k/poor

with no in-house Rents andior :

bid) Repairs . con&dgrable caplltal
expenditure required
that cannot be met by
Council

Public Private Housing management Applies where

Partnership Rents considerable capital

(partnership Repairs expenditure required that

between public and cannot be met by Council

private sectors

following a

competitive tender)
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Restructuring the
in-house service
(in-house team
continues to provide

Housing management
Rents

Applies where:

e existing service is
excellent and cost
effective

service) Repairs e Council can meet any
capital expenditure
required

Renegotiations

with existing

provider Applies where external

(where service , provider delivering good

Repairs

already contracted
out)

service and the contract
permits

Joint
commissioning/
delivery

(join with another
organisation to
jointly provide or
procure services)

Housing management
Rents

Could involve providing
cross border services for
other authorities — such
as caretaking or jointly
procuring services of
similar need.

Cease all or part of

Housing management

the service Would only apply if all
Rents
. stock sold/transferred
Repairs
11. Conclusion
11.1  Whatever the outcome of the Housing Futures project, it is clear that

11.2

11.3

tenants need and deserve the best and most cost effective service that
meets their needs. The actions outlined in paragraph 1.6 will get us to a
2 star service in 2004 rising to 3 star in 2006. This will ensure that the
full range of options to achieve the decent homes standard are available
to the Council.

This report contains many examples of positive practice that serve to
illustrate the quality of existing services and the council’s capacity and
determination to achieve excellence.

Decent Homes is in line with our vision that the housing service is about
more than bricks and mortar. It enables our residents to achieve their full

potential, and our intention in reviewing our service has been about
ensuring that we can consider the widest options available for our
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residents when completing the Housing Futures option appraisal, the
ultimate conclusion to this review.

Appendices:

| — Gap analysis
Il — Improvement Plan & Glossary

Page 27

27



This page is intentionally left blank

Page 28



Improvement Plan Landlord Services
Glossary of Terms

ABC Anti Social Behaviour Contract

ASBO Anti Social Behaviour Order

BFI Benefits Fraud Inspectorate

BVI Best Value Inspectors

CAB Citizens Advice Bureau

CHPs Community Housing Partnerships
CMG Corporate Monitoring Group

DDA Disability Discrimination Act

E&D Equalities and Diversity

EM Estate Management

EMCS Estate Management Computer System
FTA Former Tenants Arrears

MACE Project Management Company

MCIL More Choice in Lettings — (New allocations policy)
MRA Major Repairs Allowance

NCS Neighbourhood Cleaning Staff

ODPM Office of Deputy Prime Minister
Pathways Housing and tenant participation consultants
PDPs Personal Development Plans

Pl Performance Indicator

PSA Public Sector Agreement

PWC Price Waterhouse Coppers ( Auditors)
SLA Service Level Agreement

Spotlight Tenant and Residents magazine
Thames Accord Service providers for repairs and maintenance
TP Tenant Participation team

TRAs Tenants and Residents Associations
Void Empty council property
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1. Introduction

This procedure follows the guidance contained within the ACAS Code of Practice for
Disciplinary and Grievance Procedures (September 2000). It's purpose is to enable
staff to raise issues with management about their work, including decisions taken by
managers or the actions of their colleagues that may affect them.

The procedure is not intended to punish staff, but to try and resolve any grievances as
quickly and as fairly as possible, at the lowest appropriate level in the organisation and
to avoid minor issues developing into more serious matters.

2. General

The procedure applies to all staff employed directly by the Council and is commended
to schools as “Best Practice”.

Grievances should be progressed incrementally starting with the line manager (or if the
grievance concerns them, the next senior manager). Grievances at the Formal Stage 2
will be considered by the Director or Head of Service with the authority to deal with
issues at that stage.

The Departmental Human Resources Service will support and advise managers
through the procedure as appropriate. They will also monitor the process to ensure that
all grievance issues are dealt with fairly and consistently in accordance with the
procedure, employment legislation, best practice, equalities and diversity.

Staff are entitled to be represented by a trade union representative or a work colleague
at any stage of the formal procedure.

Note: There is a separate procedure for dealing with grievances of a sensitive sexual or
racial nature or harassment, etc and also, for raising concerns as to any wrongdoings in
the workplace e.g. fraud or corruption, unlawful acts or dangers to health and safety,
etc (whistle-blowing). Such matters should be dealt with under either The Dealing with
Bullying and Harassment at Work or Whistle-blowing Procedures, as appropriate.

3. Informal Procedure

It is in everyone’s interest for routine complaints to be dealt with on an informal basis,
through discussion between the member of staff and their line manager wherever
possible. This should allow for a speedy resolution of the problem in most cases. Both

managers and staff may find it useful to keep written notes of informal discussions.

When grievances cannot be resolved informally, they should be dealt with under the
formal procedure.
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4. Formal Procedure.

Managers must seek advice from the Departmental Human Resources Service when
grievances are raised under the formal procedure.

If the manager fails to respond within the specified timescale (or the agreed date if this
has been extended) at formal Stages 1 and 2, the member of staff may progress the
grievance to the next stage. In this situation, the manager/panel considering the
grievance will not have the option of referring the matter back to the previous stage.

As best practice, full notes must be taken of all meetings under formal Stages 1 and 2
of the procedure and these should be made available to the member of staff. If the
member of staff disagrees with the notes of the meeting they can ask for their version to
be attached.

Formal Stage 1

Where the grievance cannot be dealt with informally, staff should write to their
manager using the pro-forma at 4.2 (or where the grievance concerns the line
manager, the next senior manager in the department). They should outline clearly
the reason for the grievance with details of any events/actions (including dates, times
and any witnesses), that triggered the complaint and how they would like it resolved.

The manager should reply to the grievance in writing within 10 working days of it
being received and arrange a meeting. If it is not possible to respond within 10
working days, the manager must write to the member of staff to explain the reason
for the delay and give an indication of when a response will be expected. The
Manager will be allowed a further 10 working days (i.e. up to a maximum 20 working
days from the date the grievance was received).

If the member of staff is either dissatisfied with the outcome or they do not receive a
response within 5 working days, (or the agreed date if this has been extended), they
will be entitled to progress to Stage 2 of the Procedure.

Formal Stage 2
If staff are dissatisfied with the outcome at Stage 1, they should write to the Director
or Head of Service (using the pro-forma at 4.2), within 10 working days of receipt of
the decision, setting out the grievance along with details of any events/actions that
triggered the complaint and the reason(s) they do not agree with the response at the
previous stage.

The Director or Head of Service will contact the member of staff within 10 working
days of receipt of the written statement to arrange a meeting to discuss the
grievance. If this is not possible, they must write to the member of staff to explain the
reason for the delay, and give an indication of when they will meet. The Director or
Head of Service will be allowed a further 10 working days (i.e. up to a maximum 20
working days from the date the grievance was received).

The Director or Head of Service will notify the member of staff of the outcome in
writing within 5 working days of the meeting, although this timescale may be
extended (for a further maximum 10 working days) when there is a need to interview
witnesses, etc.

If the member of staff is either dissatisfied with the outcome, or they do not receive a

response within 5 working days (or the agreed date if this has been extended), they
will be entitled to progress to Stage 3 of the procedure.
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Formal Stage 3

If staff are dissatisfied with the outcome of Stage 2 they should write to the Head of
Organisational Development and Employee Relations (using the pro-forma at 4.2)
within 10 working days of receipt of the decision, setting out their grievance along
with an explanation of why they consider the Director or Head of Services’ response
unsatisfactory. A Personnel Board (Members appeal hearing) will then be arranged
to consider the matter.

The Head of Organisational Development and Employee Relations’ representative is
responsible for arranging the Personnel Board and will attend in an advisory
capacity. The Personnel Board will be arranged as soon as possible although due to
the formality of this stage it is unlikely to be convened as quickly as meetings in the
previous stages.

The member of staff will be formally notified in writing of the arrangements for the
Personnel Board including their right to produce documentation and to be
represented, etc subject to the following:

i) No new evidence i.e. evidence that was not raised and entered previously at
Stage 2, can be presented.

Where a member of staff has new evidence they wish to be considered they must
write to their Departmental Head of Human Resources: -

e Detailing the nature and relevance of the new evidence
e Explaining why this was not raised previously

The Departmental Head of Human Resources in conjunction with the Director or
Head of Service will then make a decision as to whether to admit the new evidence
and if so, at what stage of the process i.e.

e To refer this back to the director of head of service at Stage 2, or
e To proceed to Stage 3

i) The member of staff is responsible for arranging their witnesses and notifying
them of the time and date of the meeting.

The Personnel Board’s decision will be confirmed in writing within 10 working days of
the Hearing. This is the final stage; there is no further right to appeal.
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4.1 Grievance Procedure - Flowchart.

Informal Procedure

Grievance

v

Try to resolve issue informally
in discussion with line
manager and member of staff

v

Formal Procedure

Stage 1

Member of staff writes to their manager outlining the grievance (or next
senior manager if the grievance concerns the line manager). If the
grievance is of a sensitive sexual or racial nature or concerns allegations
of harassment, staff should follow the guidelines in the “Bullying and
Harassment Policy and Procedure” by writing to their Director or Head of
Service, HR service, Welfare Officer or Head of Organisational
Development and Employee Relations. For raising concerns as to any
wrong-doings in the workplace e.g. fraud or corruption they should follow

the whistle-blowing procedures

A 4
Manager responds within 5 days.

v

Outcome >

Matter resolved; no
further action.

v

Stage 2

Member of staff writes to their Director or Head of
Service within 10 working days of receipt of stage 1
decision, outlining their grievance and why they are

not satisfied with the outcome.

v

Director or Head of Service will meet with member of staff
to discuss Grievance and respond within 5 days of

v

Outcome.
|

———»

Matter resolved; no
further action.

Stage 3

v

Member of staff writes to the Head of Organisational
Development and Employee Relations within10
working days of receipt of Stage 2 decision, outlining
their grievance and why they are not satisfied with the
outcome.

v

A Personnel Board will convene to hear the
Grievance. (Appeal to Members)

v

The member of staff will be notified of the outcome
in writing within 10 working days of the Personnel
Board.

This is the final stage; there is no further right to
appeal.
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4.2. Grievance Pro-forma
Grievance Form

Section 1. Employee Details

NP2 1 1= ContaCt NO: ..o v
POSt: o e LOCALION
Department ..........ccccoeeiiviiiiiieeneen.. SECHON/SEIVICE ...

Section 2: Employee Representative Details

Please detail the name of your representative. (You are entitled to be represented by a
trade union representative or a work colleague at any stage of the formal procedure).

NP2 1< ContaCt NO: v

Section 3: Grievance/Appeal

Please detail your grievance overleaf giving full details of dates, incidents, parties
involved, witnesses, circumstances, etc. Additionally, where possible, please ensure
that you include or reference the following specific details:

e The date that this issue commenced
e Whether this is a one-off issue, or part of a sequence of events

e Which policies, procedures or employment terms do you believe have been
breached

e What action/steps you have taken to resolve the issue, when and who with?

e Copies of any relevant documentary information
Note: No new evidence i.e. evidence that was not raised and entered previously
at Stage 1 or 2 can be presented (Please see page 5 for details)

e What you are looking for as a satisfactory outcome

Please note that the procedure is not intended to punish staff, but to try and
resolve any grievances as quickly and as fairly as possible, at the lowest
appropriate level in the organisation and to avoid minor issues developing into
more serious matters. It is not to be used to pursue petty or malicious complaints
and to do so may be considered a disciplinary matter.

Appeals
Where you are appealing against the outcome at Stage 1 or 2 of the procedure, please

ensure that you detail the specific reason(s) why you are dissatisfied with the
manager’s response.
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2/2

A)Please state your grievance (and reasons for appealing against the outcome at
Stage 1 or 2 of the procedure as appropriate):

(Please continue onto a separate sheet if necessary)

B) Please state what you are seeking as a satisfactory outcome to your grievance

Name (Please Print):
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5. Guidance for Managers

General

The Grievance Procedure is intended to resolve any work place issues that arise as
quickly and as fairly as possible and at the lowest possible level in the organisation.

Managers and staff are expected to try and resolve issues as they arise and only if this
is not possible, should they resort to the formal stages of the procedure. Staff also need
to be realistic about their expectations as to how to grievances should be resolved,
especially when there may be genuine misunderstandings or differences of opinion.

Staff should not use the procedure to pursue frivolous/vexatious matters, or to frustrate
legitimate management action or instructions and to do so could lead to disciplinary
action.

Grievance Procedure

The Procedure (which is recommended to schools as “Best Practice”), is available to all
Council staff who have problems or concerns as to their work, except in the following
circumstances: -

e A matter over which the Council has no control as to its statutory duties as an
employer.

¢ Where the relevant member of staff has left the Council’s employment unless it is
raised within 3 months of their termination date.

e To delay proceedings once the member of staff has been notified of any formal
investigation or hearing under the Disciplinary, Capability or Grievance procedure,
etc.

e To restart the procedure within 12 months of the completion of action in respect of
the same or a similar grievance (unless agreed recommendations have been
broken or ignored).

e Any issues for which there is a separate appeal procedure e.g. grading,
disciplinary or redundancy.

e Any personal matter not directly related to the member of staff's employment or
conditions of service over which The Council has no control.

e Complaints about the Council’s statutory responsibilities as an employer.

e Collective disputes or matters, which are properly the subject of collective
bargaining between the Council and trade unions, e.g., pay issues.

e To pursue petty or malicious complaints (To do so may be considered a
disciplinary matter)
Conciliation
There are occasions where the airing of a grievance with an ‘outside party’ (eg.

someone from another department or outside the Council) present may help to resolve
the matter before it reaches the formal stages.
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This is completely voluntary and requires the agreement of the member of staff, the
person(s) against whom the grievance has been raised and a senior manager with no
prior involvement. If either party would like to try to resolve the grievance through
conciliation, they should contact their Departmental Human Resources Service.

Investigating Grievances

Grievances should be investigated by the relevant line manager or senior officer as
appropriate, provided they have not been directly/indirectly involved with the case i.e.
they are not the person subject to the grievance, a witness, or have had any
involvement that may bring into question the integrity of the process.

The manager will decide the appropriate way to investigate complaints, in accordance
with the circumstances of the case and consultation with the member of staff. This may
involve separate or joint discussion, consideration of written submissions by either side,
qguestioning of background facts, interviewing witnesses and commissioning reports,
etc. A copy of the notes of meetings should be given to the staff concerned.

Both parties should be allowed to produce copies of documentation they consider
relevant, but secret recordings of meetings or telephone conversations will not be
regarded as admissible evidence. Witnesses must be informed that they may be
required to attend at any hearing and that their statements, which should be signed and
dated, will be made available to the other party.

If the grievance concerns staff from another department, the manager may ask that
department to investigate the matter and provide them with a written response. If during
the course of the investigation it is found that a disciplinary offence may have been
committed, any further action should be taken in accordance with that procedure.

Possible outcomes at the formal stages include:

Training

Action under Disciplinary Procedure
Mediation

Suspension

Temporary relocation

Transfer

Managers may find the suggested letters detailed in Appendix 2 helpful when
arranging meetings, etc during the formal stages of the procedure.

Note: Managers must keep the staff involved informed as to the process of the
grievance during the formal stages. In some cases, it may be necessary to temporarily
remove one or both parties to other duties for the duration of the investigation. (After
first discussing this with the aggrieved person)

Staff Representation
ACAS recommends that most complaints are best resolved informally and that the first

stage should allow the line manager to try and resolve the grievance without the
involvement of any representative.
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Staff have a statutory right to be accompanied at a grievance hearing by a single
companion who is either a fellow worker or a full time or lay trade union official. This will
apply to all meetings under the formal stages.

Records

Records should be kept detailing the nature of the grievance, the management
response, as well as any action taken and the reasons for this. Records should be
confidential and kept in accordance with the requirements of the procedure and the
Data Protection Act 1998. The employee should receive copies of any meeting records
although in certain circumstances e.g. the protection of a witness, some information
may be withheld.

Advice

Any concerns as to the interpretation of the procedure must be referred to your
Departmental Human Resources Service. If in doubt take advice.
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Appendix |
Draft letter acknowledging receipt of grievance

Personal
NAME AND ADDRESS

Dear Mr/s
Re: Grievance Procedure - Formal Stage (DETAIL STAGE)

I am writing to acknowledge receipt of your letter of (DETAIL DATE OF GRIEVANCE) detailing
your grievance and to invite you to attend a meeting at;

(DETAIL THE DATE OF THE MEETING)

The purpose of the meeting is to discuss your grievance. You are welcome to be accompanied
by either a trade union representative or work colleague and to bring along any documentation
that you wish to be considered as well as details of potential withesses it may be helpful to see
later.

If you wish to invite any witnesses or bring any paperwork/evidence to this meeting could you
inform me of their name(s) and send me the relevant documents no later then 3 working days
before our meeting (please do not bring along witnesses to the meeting unless you have
informed me beforehand).

Please can you complete and return the attached copy of this letter after you have signed and
dated the endorsement to advise of your attendance at the time detailed

Yours sincerely

(Manager/Director/Head of Service)
Cc: HR, Director or Head of Service
Endorsement

| have received the original of this letter and will/will not* be attending the meeting as detailed.

SIGNEA: ..ot eeeenes Date: ...
* |f your chosen trade union representative or work colleague cannot attend at the time

specified, you may offer an alternative date as long as it is reasonable and falls within 5 working
days of that detailed in this letter.
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Appendix Il
Draft letter to staff (complained about) with arrangements for a meeting

Personal

NAME AND ADDRESS
Dear Mr/s

Re: Grievance Procedure

I am writing to notify you that | have received a complaint concerning (BRIEFLY OUTLINE
NATURE OF GRIEVANCE) as detailed attached.

| am carrying out an investigation, in accordance with formal stage (DETAIL STAGE) of the
procedure, and as part of this process | would like to meet with you to discuss the grievance, at;

(DETAIL THE DATE OF THE MEETING)

The purpose of the meeting is to give you the opportunity to respond to the allegations.

You are entitled to be accompanied by either a trade union representative or work colleague
and to bring along any documentation that you wish to be considered as well as details of
potential witnesses it may be helpful to see later. (Please do not bring along witnesses to the
meeting unless you have informed me beforehand). | have enclosed a copy of the grievance
procedure for your information.

Please can you complete and return the attached copy of this letter after you have signed and
dated the endorsement to advise of your attendance at the time detailed.

Yours sincerely

(Manager/Director/Head of Service)

Cc. Departmental Human Resources Service
Director/Head of Service

Endorsement

| have received the original of this letter and will/will not* be attending the meeting as detailed.

SIGNEA: ..o Date: ..o
* If your chosen trade union representative or work colleague cannot attend at the time

specified, you can offer an alternative date as long as it is reasonable and falls within 5 working
days of that detailed in this letter.
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Appendix llI
Draft letter to potential witnesses

Personal
NAME AND ADDRESS

Dear Mr/s

| am carrying out an investigation into a grievance raised by (ENTER NAME), and your name
has been put forward as a potential witness.

I think it would be helpful to meet with you to discuss the grievance and whether there is any
additional information you can provide to clarify the situation and help me with my investigation.
In view of this, please can we arrange to meet at;

(DETAIL THE DATE OF THE MEETING)

If you are unable to attend at this time, can you telephone me so we can make alternative
arrangements to meet.

You are welcome to be accompanied at the meeting if you wish, by either a work colleague or a
trade union representative.

Yours sincerely

(Manager/Director/Head of Service)

cc: Departmental Human Resources Service
Director or Head of Service
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Appendix IV
Draft Outcome letter - Formal Stage 1 and 2.

Personal
NAME AND ADDRESS

Dear Mr/s
Re: Grievance Procedure - Stage (DETAIL STAGE)

| am writing to inform you of the outcome at formal stage (DETAIL STAGE) of the Procedure in
relation to your grievance concerning (DETAIL NAME OR COMPLAINT).

After considering the matter and all the evidence provided, my decision and recommendations
are as follows (DETAIL FINDINGS AND RECOMMENDATIONS WHERE APPROPRIATE AND
THE SPECIFIC REASONS FOR THE DECISION).

You have the right to appeal to the next stage of the procedure and if you wish to do so, you
must notify (ENTER NAME OF RELEVANT CHIEF OFFICER) in writing within 10 working days
setting out the detail of the grievance, and why the attempts to resolve it have been
unsatisfactory. If an appeal has not been received within the specified deadline the grievance
will be deemed to have been withdrawn.

Finally, | have enclosed a copy of the notes of the meeting of (DATE OF MEETING) for your
information and retention.

Yours sincerely

(Manager/Director/Head of Service)

Cc. Departmental Human Resources Service
Director or Head of Service
Staff subject of the grievance (as appropriate)
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Appendix 3
Grievance Procedure

Guidance to Staff
General

The Grievance Procedure is intended to resolve any issues that arise at work, as
quickly and as fairly as possible and at the lowest appropriate level i.e. with your
colleagues or line manager/supervisor.

You are expected to try and resolve any grievances as they arise with your line
manager/supervisor, and only where that is not possible is there access to the formal
stages of the Grievance Procedure. You should be realistic in what you expect the
outcome of a grievance to be, especially where there may be genuine
misunderstandings or differences of opinion.

If the grievance concerns your line manager, you should contact your next senior
manager. If the grievance is of either a sensitive, sexual or racial nature or concerns
allegations of harassment, you should follow the guidance contained within the “Dealing
with Bullying and Harassment Policy and Procedure”. Alternatively, you may progress
the matter by writing to your Director or Head of Service or contacting your
Departmental Human Resources Service, the Staff Welfare Officer or the Head of
Organisational Development and Employee Relations. The process to be followed is
detailed in the attached flowchart (Appendix 6.1)

Note: There is a separate procedure for dealing with grievances of a sensitive sexual or
racial nature or harassment, etc and also, for raising concerns as to any wrongdoings in
the workplace e.g. fraud or corruption, unlawful acts or dangers to health and safety,
etc (whistle-blowing). Such matters should be dealt with under either The Dealing with
Bullying and Harassment at Work or Whistle-blowing Procedures, as appropriate.

If you require any advice or are unclear as to the process you should contact your
Departmental Human Resources Service.

Grievance matters

The Grievance Procedure is available to all staff who have problems or concerns as to
their work except in the following circumstances:

A matter over which the Council has no control.

e If you have left the Council’'s employment, unless it is raised within 3 months of
your termination date.

e To delay proceedings of any formal investigations or hearings under the
Council’'s formal Procedures (e.g. disciplinary, capability, etc).

e To restart within 12 months of the completion of the procedure in respect of a
similar Grievance. (Unless agreed recommendations have been broken or
ignored).

e A grading, disciplinary or redundancy issue. (There are separate procedures for
these).

If the grievance is about a personal matter and not a work issue.

e Complaints about the Council’s statutory responsibility.
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Conciliation

There may be occasions where discussing the grievance with someone other then your
line manager (e.g. someone from another department or outside the Council) may
resolve the matter before it reaches the formal procedure, if this is the case, your line
manager will ask for your agreement and arrange a meeting date.

Right to be represented.

You have the right to be represented at each stage of the formal grievance procedure
by a work colleague, or a trade union representative.

Process

To initiate any stage under the formal procedure you must write to the appropriate
manager/senior manager using the pro-forma attached, and outline clearly the reason
for your grievance with details of any events/actions (dates, times and any witnesses
should also be included) that triggered the complaint and how you would like this
resolved.

The manager will decide the appropriate way to investigate your complaint, in
accordance with the circumstances of the case and in consultation with you. This may
involve separate or joint discussion, consideration of written submissions by either side,
guestioning of background facts, interviewing witnesses and commissioning reports,
etc. A copy of the notes of meetings should be given to you.

Possible outcomes at the formal stages may include:

Mediation.

Training.

Action through the Disciplinary Procedure.
Transfer.

Suspension.

Temporary Redeployment.

If you are requesting action under Stages 2 or 3 of the formal procedure, you should
also explain the specific reason(s) why you do not agree with the outcome of the
previous stage.

Note: The procedure is not to be used to pursue petty or malicious complaints and to
do so may be considered a disciplinary matter.

Complaints against staff

If a grievance is taken out against you, your manager will meet with you in order to
discuss the matter and to hear your version of events or response to any allegations.
(You are entitled to be accompanied at any meetings under the formal stages of
procedure by a work colleague or a trade union representative at the meeting).

Your manager will notify you of the outcome of the investigation and may arrange a

further meeting with those concerned to explain their findings and recommendations.
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Appendix |

Informal Procedure

Grievance Flowchart.
Guidance for Staff

Grievance.

v

Try to resolve issue formally in
discussion with your line manager.

v

Formal Procedure

Stage 1

Write to your manager outlining grievance. If the grievance is of
a sensitive, sexual or racial nature or concerns allegations of
harassment, you should follow the guidelines in the “Dealing

with Bullying and Harassment Policy and Procedure” by writing

to your Director or Head of Service, Departmental Human
Resources Service, the Staff Welfare Officer or Head of
Organisational Development and Employee Relations.

v

Manager will respond within 10 days.

¥

—P
Outcome.

Matter resolved; no
further action.

Stage 2

v

Write to your Director or Head of Service
within 10 working days of receipt of the
decision at Stage 1, outlining your grievance
and why you are not satisfied with the
outcome.

v

Director or Head of Service will arrange to
meet with you within 10 days of the meeting.

v

Outcome. >

Matter resolved; No
further action.

Stage 3

v

Write to the Head of Organisational Development and
Employee Relations within 10 working days of receipt of
the decision at Stage 2, outlining your grievance and why
you are not satisfied with the outcome.

\ 4

A Personnel Board will convene to hear
the grievance. (Appeal to Members)

¥
You will be notified of the outcome in writing
within 10 working days.

This is the final stage and there is no
further right of appeal.
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PEOPLE MATTER

The Organisational Development Plan

The Right to Request
Flexible Working

The London Borough of
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Section 1
The Right to Request
Flexible Working

CONTENTS Page
1.0 Introduction 3
2.0 General 3
3.0 Terms and Conditions 3
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1.0 Introduction

Parents of children aged under six or a disabled child aged under 18 have the statutory right to
apply to work flexibly. The Council’'s Policy aims to provide parents with the opportunity to balance
work and family life, whilst being compatible with and beneficial to it's business efficiency.

2.0 General

This applies to all staff, (except those based in schools where separate procedures apply), who
have been employed by the Council continuously for 26 weeks at the date the application is made
and who:

Have a child under 6 or disabled child under 18.

Make the application not later than two weeks before the child’s 6th
birthday or 18th birthday in the case of a disabled child.

Have or expect to have responsibility for the child’s upbringing.

Are making the application to enable them to care for the child.
Have not made another application to work flexibly under the right
during the past 12 months.

Line managers and staff need to jointly consider flexible working patterns and find a solution that
suits them both. Staff need to think carefully about their desired work pattern when making an initial
application.

3.0 TERMS AND CONDITIONS
Eligible staff will be able to request:

e A change to the hours they work.
e A change to the times when they are required to work.
e To work from home, in accordance with an appropriate risk assessment.

This should cover a variety of working patterns such as flexitime, job-sharing, shift work, term time
working, staggered hours, home working, annualised hours, etc. Applications for a change in
working patterns may not always require a significant alteration, e.g. a parent may simply want to
start work half an hour later to take their child to school and make up the time later in the day.

3.1 Applications for flexible working

Only one application per year may be made under this right. Staff who wish to apply should apply
in writing to their line manager after considering carefully:

e The most appropriate working pattern that will help them care best for their child.

e The financial implications in cases where the desired working pattern will involve a drop in
salary.

e The effect that the desired working patterns will have on the Council’s business and how it
will be accommodated within their area of work.
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The line manager will arrange to meet with the member of staff within 28 days of receipt of the
application to explore the desired work pattern and to discuss how it may be best accommodated
within the service. The meeting will also provide an opportunity to discuss and consider other
alternative working patterns if there are any problems in accommodating the desired work pattern
outlined in the application. Staff may be accompanied by a work colleague or TU representative at
the meeting.

The line manager, following consultation with the Department Human Resources Service, will write
to the member of staff within 14 days of the meeting to either agree to a new work pattern and a
start date, or to provide a clear statement of the business grounds as to why the application cannot
be accepted. If the line manager needs further time to consider the request they should advise the
member of staff within 14 days of the meeting as to when a decision can be expected.

Any complaints against the line manager’s decision or the application of the Procedure will be dealt
with through the Grievance Procedure.
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Section 1

Definitions of Terms

Additional Maternity Leave (AML) is the additional 26 weeks leave entitlement available for
staff with at least 26 weeks continuous service with the Council by the beginning of the 14th
week before the Expected Week of Childbirth.

Adopter refers to a person who has been matched with the child for adoption.

Adoptive Paternity Leave is the period of time away from work to care for a new child and/or
its adopter after the placement and it may be taken within a period of 56 days from the
placement of the adopted child.

Expected Week of Childbirth (EWC) is the week in which the baby is due to be born as
certified by the mother’s doctor or midwife on the Maternity Benefit Certificate (MATBL1).

MATB1 Certificate is the Maternity Benefit Certificate given to a pregnant woman by the doctor
or midwife; it states the Expected Week of Childbirth (EWC).

Maternity Allowance (MA) is paid by the Benefit's Agency to women who do not qualify for
Statutory Maternity Pay.

Matching Certificate is issued by the adoption agency to verify that a child has been
successfully matched with adopter parents, it includes basic information on matching and
expected placement dates.

Maternity Leave is the period of time away from work due to maternity.

Maternity Pay Period (MPP) is the period during which Statutory Maternity Pay is payable to
eligible staff. It may start at any time from the 11th week before the Expected Week of
Childbirth, if members of staff are employed for at least 26 weeks by the 15th week before the
Expected Week of Childbirth and last up to 26 weeks. The actual start date of the Maternity Pay
Period depends on when members of staff began their maternity leave.

If the member of staff The MPP will start on
works up to the birth the day following the date of birth
is absent from work because of a the day following the first day on which
pregnancy related illness, on or after the the member of staff is absent
start of the 4" week before the baby is due.
is absent on sick leave with an illness a date notified by the member of staff,
which is not pregnancy related or from the day following the date
of birth, whichever is earliest.
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Ordinary Maternity Leave (OML) is the statutory 26 week maternity absence entitliement for all
pregnant staff.

Occupational Maternity Pay (OMP) is the additional amount paid by the Council to make up
the half pay element of your maternity pay.

Qualifying Week (QW) is the 15th week before the Expected Week of Childbirth (EWC) for
Statutory Maternity Pay and Statutory Paternity Pay purposes.

Parental Leave is the period of time away from work taken in accordance with the Parental
Leave Regulations for the purposes of caring for a child.

Partner is defined as a person (whether of a different sex or the same sex) who lives with the
mother, or main carer, and the child in an enduring family relationship, but is not a relative of
the mother, or main carer, i.e. a parent, grandparent, brother, sister, aunt or uncle.

Paternity Leave is the period of time away from work to care for a new child and/or its mother
after the birth and it may be taken at any time from the birth of a child within a period of 56
days.

Paternity Pay Period (PPP) is the period during which Statutory Paternity Pay is payable to an
eligible member of staff. The length of the Paternity Pay Period will depend on whether the
member of staff chooses to take one or two weeks’ leave and is or can be linked to paid
Maternity Support Leave.

Placement is when the child actually starts living with their new family. Formal adoption takes
place later.

Statutory Paternity Leave (SPL) A member of staff can take paternity leave in order to care
for their new baby or to support the mother of the baby if they have or expect to have
responsibility for their baby’s upbringing. They must be either or both the biological father of
the baby or the mother’s husband or partner.

Self-Certification is a completed declaration from the member of staff given to the employer as
evidence of their entitlement to Statutory Paternity Pay and Statutory Paternity Leave; it should
include their eligibility and details of leave.

Statutory Maternity Pay (SMP) is payable to eligible staff. SMP, less tax and National
Insurance (NI) Contributions, if applicable, will be paid via the normal payroll arrangements.
Statutory Maternity Pay is payable only for complete weeks.

Rate When payable Amount Payable
Higher 90% of the member of staff's weekly
First 6 weeks of the MPP earnings
Standard £100 per week (or 90% of average weekly
For a further 20 weeks earnings if this is less than £100 per week,
whichever is lower)

Statutory Paternity Pay (SPP) is payable to eligible members of staff. Statutory Paternity Pay,
less tax and NI Contributions, if applicable, will be paid in line with the normal payroll
arrangements. Statutory Paternity Pay is payable only for complete weeks.
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1.0

Introduction

Adoption Leave is available where a member of staff has been newly matched with a child
or where a child has been placed with them for adoption. Where a couple are adopting
jointly they must decide which one will take adoption leave and which one will take
paternity leave.

It is anticipated that staff considering applying for adoption would take time to discuss the
possible implications of this (particularly in cases of overseas adoptions) in good time with
their line manager/departmental Human Resources section.

2.0 General
This applies to staff who have been employed by the Council continuously for 26 weeks
leading into the week in which they are notified of being matched with a child for adoption
and who:
e Are the child’s adopter.
e Have notified the adoption agency that they agree that the child should be placed with

them and on the date of placement.

3.0 Terms and Conditions
3.1 Adoption leave Period
The entitlement to adoption leave is similar to that of maternity leave. Staff will be entitled
to up to 26 weeks OAL which normally starts on the day they specify in the notice. (Leave
can start on any day of the week).
Staff taking ordinary adoption leave (OAL) are also entitled to AAL unless the OAL ended
prematurely. AAL is a further unpaid period of 26 weeks, providing 52 weeks leave in total.
3.2 Commencement of leave
Staff can choose to start their adoption leave on:
e The date the child is placed; or
e A predetermined date no more than 14 days before the date the child is expected to

be placed and no later than that date.

Only one period of leave will be available irrespective of whether more than one child is placed for
adoption as part of the same arrangement.
3.3 Pay during adoption leave
Staff are entitled to 6 weeks full pay followed by 20 weeks SAP which is £100 per week or
90% of average weekly earnings whichever is less.
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3.4 Notice

Staff must give written notice of their intention to take adoption leave within 7 days of the
date they were notified of being matched, or as soon as reasonably practicable. The notice
must specify the date that the:

e Child is expected to be placed with them for adoption; and
e Member of staff wants their leave to begin.

Staff must also provide one or more documents from the adoption agency which shows the:

name and address of the agency.

. date the member of staff was notified of being matched with the child/matching
certificate.

. expected date of placement.

Line managers have 28 days to respond to the request for adoption leave and will notify
staff in writing, having liased with departmental Human Resources of the date on which they
expect them to return to work if the full entittement to adoption leave is taken.

3.5 Placement falls through or is disrupted

If after starting their leave, staff are notified that the child will not be placed or after the
placement the child dies or is returned to the adoption agency, the adoption leave will end 8
weeks after the end of the week in which the disruption occurred. There is no extension of
AAL if disruption occurs with less than 8 weeks to the end of the leave period.

3.6 Return to work before end of AAL

If staff wish to return to work before the end of the AAL period they must give 28 days notice
of their return. If they fail to give sufficient notice the line manager can postpone the return
so that the 28 days notice is received, but not beyond the end of the AAL period. If staff
insist on working despite the line manager’s postponement they will not be paid.

If the member of staff's adoption leave has been cut short due to the disruption of the
placement they must still give 28 days notice of their intention to return early.

3.7 Effect on Terms and Conditions

During OAL members of staff will be entitled to all the terms and conditions which would
have applied had they not been absent, except for wages/salary. Staff will continue to be
bound by their contractual obligations unless they are inconsistent with their right to take
adoption leave.
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3.8 Terms and Conditions on Return to Work

Members of staff returning to work after taking OAL are entitled to return to the same job in
which they were employed before the leave began.

On returning to work after taking AAL or Parental Leave of more than 4 weeks staff are
entitled to return to the same job.

Staff returning to work from adoption Leave must be treated no less favourable than they
would have been if they had not been absent.

3.9 Protection from Detriment and Dismissal

Staff will be protected from suffering unfair dismissal or detriment for reasons related to
taking, or seeking to take adoption leave, or if they fail to return after additional adoption
leave where the line manager had not notified them when that period would end. A
dismissal for these reasons would be automatically unfair.

3.10 Redundancy during Adoption Leave
As with maternity leave, where a member of staff's post becomes redundant during OAL or
AAL they are entitled to be offered a suitable alternative vacancy before the end of the old

contract to take effect immediately on its expiry.

The work must be suitable in relation to the member of staff and appropriate for them to do
in the circumstances and in accordance with the Council’s redeployment Procedure.
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Appendix 1

Adoption Leave Flowchart

The information in this flow chart relates only to Adoption leave, for details regarding pay
arrangements, refer to the attached table.

Member of staff wishes
to return to work early

Member of staff notifies their line manager in
writing no more than 7 days after the date
that they were informed of the match. The

letter must contain the date the child is to be

placed and when the leave is to begin.

v

The member of staff should provide their line
manager with the appropriate documents
stating:

- Name and address of the agency;

-- Date the member of staff was notified of
being matched with the child/matching
certificate or equivalent

- The expected date of placement.

v

The line manager will liaise with Human
Resources and inform the member of staff
within 28 days the date that they expect the
member of staff to return to work if the full
entitement is taken (see pay table).

v

Member of staff

|

If a member of staff wishes to
return to work from adoption
leave early they must notify

their line manager 28 days in

advance.

Placement falls through
or is disrupted.

goes on
Adoption leave.

Adoption leave will end 8 weeks
after the end of the week in
which the disruption occurred.
The member of staff must
inform their line manager of
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Appendix 2

Application for Adoption Leave/Pay

a) This form must be returned within 7 days of the notification of being matched, or
as soon as is reasonably practicable. Members of staff must give as much notice
as possible of absence dates proposed (28 days as a minimum).

b) Complete this form and send it to your line manager for approval. He/she will
discuss with the Departmental Human Resources team as appropriate and will
give them a copy of your request for record keeping purposes. Any changes to
this request should be updated on both your copies.

c) Please attach a copy of matching certificate form.

Name: Section/Department:

Expected date of placement:

When will be the first day of your Adoption leave?

|:| A predetermined date, please specify:

|:| On the day the child is placed.

If you decide to change the date that you wish your leave to commence please inform your line
manager at least 28 days before the first date of your leave.

If you have indicated that you intend to return to work after the duration of your Adoption leave,
you will be required to do so for a period of no less than 3 months. If you do not return to work
you will be required to pay back the 12 weeks half pay awarded to you.

Signed (member of staff) Date
Signed(Manager) Date
LBBD Draft Adoption Leave Verl Page 9 21 June 2004
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Section 1

Carers Leave

At present, there are no specific arrangements for staff with caring responsibilities to take
time off to look after and/or care for their dependants.

Arrangements for Carers Leave will be considered with the review of flexible working
practices during 2004/5, as part of the process towards establishing Work/Life Balance
policies and procedures.

In the meantime, managers are expected to sympathetically consider requests from staff
with caring responsibilities for:

e time off;
and
e to vary their hours and/or times of duty.
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1.0 Introduction

Staff have the right to take a reasonable amount of time off in order to deal with an emergency
involving a dependant. The Council's Policy is to inform staff as to their rights to take
reasonable time off to deal with certain unexpected or sudden emergencies and to make
longer-term arrangements involving a dependant.

2.0 General

This applies to all staff employed by the Council, (except those based in schools where
separate procedures apply). It is intended to help alleviate any anxiety caused by unforeseen
problems where the nature of the circumstances require that the member of staff to be
present.

3.0 Definitions

A dependant is defined as a spouse, child or parent of a member of staff, or someone who lives
in the same household as the member of staff, such as a partner or elderly relative. It may also
include someone who reasonably relies on the member of staff for assistance or to make
arrangements when that person is ill, injured or assaulted. It does not include those who live in
the same household as a member of staff as a tenant, lodger or boarder.

The entitlement is to a “reasonable” amount of time-off to cover the time needed to deal with
the immediate problem and to arrange alternative longer-term care where applicable. The
amount of time-off will vary according to the circumstances but in most cases time off should
not normally exceed 1 or 2 days. For time-off to be “justifiable”, the member of staff's presence
or attendance must be crucial to resolving the problem or where the incident affects someone
other than the member of staff, to the welfare and/or recovery of that person.

4.0 Examples of Where Time Off May Be Necessary

oTo provide assistance when a dependant falls ill, gives birth, is injured or assaulted;

eTo make arrangements for the provision of care for a dependant who is ill or injured;

eUpon the death of a dependant;

eDue to unexpected disruption or termination of the arrangements for the care of a dependant;

oTo deal with an unexpected incident involving the member of staff’'s child during school hours;

eAny other cases where it is necessary to deal with any unexpected or sudden emergency
involving a dependant.

When a dependant dies, staff can take time-off to make funeral arrangements as

well as to attend a funeral, in accordance with the details for compassionate leave. If the funeral
is overseas, the line manager and member of staff will agree a length of absence, which is
reasonable in the circumstances and in line with other agreed leave entitlements i.e. annual,
flexi, special leave, etc.

Any illness or injury involving a dependant need not necessarily be serious or life threatening
and may be mental or physical or the result of a deterioration of an existing condition. The right

to time-off only involves short-term leave ie staff are not entitled to take two weeks leave to
look after a sick dependant.
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5.0 Terms And Conditions
5.1 Notice

As this is intended to cover unforeseen circumstances it will not normally be possible to
provide advance notice but staff must inform their line manager as soon possible of the
absence, the reason for it and how long they expect to be away from work. Where, in
exceptional circumstances, staff return to work before it was possible to contact their line
manager; they must inform them immediately on returning to work the reason for their
absence.

5.2 Return to work

On returning to work staff must complete a "Time Off for Dependants Authorisation Form" and
ask their line manager to sign it. (Staff may be asked to provide evidence that an emergency
justifying time off has occurred or of their relationship to the dependant). The completed form
should then be forwarded to the Departmental Human Resources Service, and the absence
recorded on the member of staff's Absence Record/Annual Leave card.

5.3 Entitlement

Emergency leave will normally be granted without pay for up to a maximum of 2 days
dependent on the member of staff's personal involvement, the nature of the emergency
situation and any other relevant information. As an alternative, or in addition to paid absence,
short periods of unpaid leave up to a maximum of 10 days per year, may also be granted with
the approval of the Head of Service.

The right to time-off applies to unforeseen matters involving dependants only. If staff know in
advance that they require time off they should use their annual leave or, if the reason relates
to their child, they may be entitled to leave under the Parental Leave provisions. Staff are not
entitled to time off for other domestic emergencies e.g. failed central heating. In those cases
time off is at the line manager’s discretion and will be deducted from the annual/flexi leave
entitlement.

6.0 Complaints
Any complaint concerning the line manager’s decision or the application of the Procedure should

be dealt with through the Council’'s Grievance Procedure. Staff found to be abusing the Policy will
be subject to action under the Council’s Disciplinary Procedure.
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Appendix 1

Emergency Time off for Dependants — Authorisation Form

This form is to be used to seek authorisation for time off from work to deal with urgent
matters or emergencies connected with dependants. Please complete and return the form
to your line manager for approval when either:
a) It was necessary for you to take time-off at short notice for such reasons (please complete
section 2)
b) You propose to take time off at short notice for such reasons.
In the case of (a) above, you must complete the form as soon as possible on your return to work.

Do not use this form for sick leave authorisation or for routine requests such as medical or dental
appointments.

SECTION 1 - Period Of Absence (give working days only)

Date(s) absent/hours (from - to):

Total (in working days and hours):

SECTION 2 - Notification Of Absence (for (a) above only)

State below the date and time you advised your absence to your line Manager.

SECTION 3 - Reason for Absence:

SECTION 4 - Treatment of Absence:

| request approval for the above absence, and that it be treated, as follows (insert no. of
days/hours): unpaid time off work for dependants and | accordingly authorise the
appropriate deduction of pay from my salary.

Name (Block Capitals)

Signature Date

Checked and approved by Line Manager

Signature Date

Notified by Departmental Human Resources
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Introduction

The Council is committed to enabling its members of staff to achieve a balance
between their family life and their life at work.

As part of the Employment Act 2002, the Government increased and extended the
existing statutory entitlements to Maternity Leave and Pay and introduced new rights to
paid adoption and paternity leave along with a right for parents to apply for flexible
working.

These together with the existing entitlements to parental leave and time off for
dependants, will provide parents with more opportunities than ever before to balance
their work and family life, whilst being compatible with and beneficial to the business
efficiency of the Council’s services.
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Section 1

Definitions of Terms

Additional Maternity Leave (AML) is the additional 26 weeks leave entitlement available for
staff with at least 26 weeks continuous service with the Council by the beginning of the 14th
week before the Expected Week of Childbirth.

Adopter refers to a person who has been matched with the child for adoption.

Adoptive Paternity Leave is the period of time away from work to care for a new child and/or
its adopter after the placement and it may be taken within a period of 56 days from the
placement of the adopted child.

Expected Week of Childbirth (EWC) is the week in which the baby is due to be born as
certified by the mother’s doctor or midwife on the Maternity Benefit Certificate (MATBL1).

MATB1 Certificate is the Maternity Benefit Certificate given to a pregnant woman by the doctor
or midwife; it states the Expected Week of Childbirth (EWC).

Maternity Allowance (MA) is paid by the Benefit's Agency to women who do not qualify for
Statutory Maternity Pay.

Matching Certificate is issued by the adoption agency to verify that a child has been
successfully matched with adopter parents, it includes basic information on matching and
expected placement dates.

Maternity Leave is the period of time away from work due to maternity.

Maternity Pay Period (MPP) is the period during which Statutory Maternity Pay is payable to
eligible staff. It may start at any time from the 11th week before the Expected Week of
Childbirth, if members of staff are employed for at least 26 weeks by the 15th week before the
Expected Week of Childbirth and last up to 26 weeks. The actual start date of the Maternity Pay
Period depends on when members of staff began their maternity leave.

If the member of staff The MPP will start on
works up to the birth the day following the date of birth
is absent from work because of a the day following the first day on which
pregnancy related illness, on or after the the member of staff is absent
start of the 4" week before the baby is due.
is absent on sick leave with an illness a date notified by the member of staff,
which is not pregnancy related or from the day following the date
of birth, whichever is earliest.
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Ordinary Maternity Leave (OML) is the statutory 26 week maternity absence entitliement for all
pregnant staff.

Occupational Maternity Pay (OMP) is the additional amount paid by the Council to make up
the half pay element of your maternity pay.

Qualifying Week (QW) is the 15th week before the Expected Week of Childbirth (EWC) for
Statutory Maternity Pay and Statutory Paternity Pay purposes.

Parental Leave is the period of time away from work taken in accordance with the Parental
Leave Regulations for the purposes of caring for a child.

Partner is defined as a person (whether of a different sex or the same sex) who lives with the
mother, or main carer, and the child in an enduring family relationship, but is not a relative of
the mother, or main carer, i.e. a parent, grandparent, brother, sister, aunt or uncle.

Paternity Leave is the period of time away from work to care for a new child and/or its mother
after the birth and it may be taken at any time from the birth of a child within a period of 56
days.

Paternity Pay Period (PPP) is the period during which Statutory Paternity Pay is payable to an
eligible member of staff. The length of the Paternity Pay Period will depend on whether the
member of staff chooses to take one or two weeks’ leave and is or can be linked to paid
Maternity Support Leave.

Placement is when the child actually starts living with their new family. Formal adoption takes
place later.

Statutory Paternity Leave (SPL) A member of staff can take paternity leave in order to care
for their new baby or to support the mother of the baby if they have or expect to have
responsibility for their baby’s upbringing. They must be either or both the biological father of
the baby or the mother’s husband or partner.

Self-Certification is a completed declaration from the member of staff given to the employer as
evidence of their entitlement to Statutory Paternity Pay and Statutory Paternity Leave; it should
include their eligibility and details of leave.

Statutory Maternity Pay (SMP) is payable to eligible staff. SMP, less tax and National
Insurance (NI) Contributions, if applicable, will be paid via the normal payroll arrangements.
Statutory Maternity Pay is payable only for complete weeks.

Rate When payable Amount Payable
Higher 90% of the member of staff's weekly
First 6 weeks of the MPP earnings
Standard £100 per week (or 90% of average weekly
For a further 20 weeks earnings if this is less than £100 per week,
whichever is lower)

Statutory Paternity Pay (SPP) is payable to eligible members of staff. Statutory Paternity Pay,
less tax and NI Contributions, if applicable, will be paid in line with the normal payroll
arrangements. Statutory Paternity Pay is payable only for complete weeks.
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1.0 Introduction

This procedure is intended to explain the benefits and entitlements available to pregnant staff. It
applies to all staff employed directly by the Council and is commended to schools as “Best Practice”.

2.0 General

The departmental Human Resource service is responsible for notifying staff of their entitlements to
maternity leave and pay and for ensuring they fully understand their rights.

Human Resources will notify Payroll when staff are due to go on maternity leave. Payroll will then
confirm whether SMP is payable and if not, issue the relevant SMP1 form.

3.0 Procedure

Staff should notify their line manager in writing once they have received medical confirmation that
they are pregnant and no later than the 15th week before the EWC. Staff should notify the line
manager of the EWC and the date on which they want/expect to commence maternity leave. They
will be required to present form MATBL1 to confirm the expected baby’s due date, when available from
their GP or Midwife.

On receipt of the MATB1 form, Departmental Human Resources will advise the member of staff
within 28 days whether she is eligible for ordinary maternity or additional maternity leave and when
that period will end, they will also advise in writing, the member of staff's line manager.

This will be either 26 or 52 weeks from the start of the leave depending on whether they are entitled
to OML and/or AML. The Council will ensure, as far as is reasonably practicable, that any risk to the
member of staff's health and safety arising from her work will be avoided.

All pregnant members of staff are entitled to ordinary maternity leave of up to 26 weeks and must
take a minimum leave period of two weeks from the date of childbirth; this applies regardless of
length of service. Staff who have completed 26 weeks continuous service at the beginning of the 15th
week before the EWC are entitled to an additional period of maternity leave which will start
immediately after ordinary maternity leave finishes and continue for up to a further 26 weeks.

Staff may also be entitled to a maximum of 13 weeks (unpaid) parental leave for each child until the
child is eight years of age or where the child is disabled, to a maximum entitlement of 18 weeks’
parental leave up to the date of the child’s 18th birthday. (See the Parental Leave Provisions).

3.1 Ante-Natal Care

Expectant mothers will be entitled to paid time off during working hours for the purpose of
antenatal care. They will be required to produce an appointment card or some other document
confirming all appointments other than the first.

3.2 Health and Safety

The Council is under a general obligation to review those risks within the work environment that
relate to women of child bearing age. The special health and safety protection also extends
beyond the time when the member of staff is pregnant, to when she is a "new mother".

As soon as notification is received that an individual is pregnant, the line manager, in conjunction
with the Departmental Health and Safety Officer will carry out a risk assessment, and action will
be taken as appropriate. Staff are prohibited from working during a period of two weeks from the
date of childbirth.
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3.3 Childbirth
The definition of childbirth is the birth of a child:

Either living

e  Or stillborn (after 24 weeks of pregnancy). A member of staff who suffers a
stillbirth after this time will be entitled to maternity leave and pay in line with her
length of service.

A member of staff who miscarries before the 25th week of pregnancy will not be entitled to
maternity leave and pay, but will be entitled to sick pay.

4.0 Maternity Leave & Pay
4.1 Entitlement to Ordinary Maternity Leave (OML)

All pregnant members of staff are entitled to up to 26 weeks ordinary maternity leave,
regardless of length of service, provided they have complied with the notice requirements.

Staff must notify the Council by the 15th week before her EWC of the intended start date (this
can be amended to a different date provided 28 days written notice is given). Staff can
commence ordinary maternity leave at any time from the 11th week before the EWC.

If maternity leave commences unexpectedly because of the birth of the child, staff must
notify their line manager as soon, as is reasonably practicable. The line manager will advise
Departmental Human Resources.

4.2 Staff With Less than 26 Weeks Service By The 15" Week Before the EWC

Staff with less than 26 weeks’ service by the 15th week before the EWC are not eligible for
SMP. Payroll will provide staff with an SMP1 form, which details the reasons for not paying
SMP, within 7 days of that decision being taken. Staff may then be eligible to claim
Maternity Allowance (MA) from the DSS. MA is paid directly by the local Benefits Agency,
not through payroll.

4.3 Staff With More than 26 Weeks Service By The 15" Week Before the EWC
4.3.1 Entitlement to Additional Maternity Leave (AML)
Staff who have completed 26 weeks’ continuous service with the Council by the
beginning of the 15th week before the EWC will be able to take additional unpaid

maternity leave. If taken, additional maternity leave will start immediately after ordinary
maternity leave finishes and lasts for up to 26 weeks (i.e. 52 weeks leave in total).
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4.3.2 Eligibility for Statutory Maternity Pay (SMP)

To be eligible for SMP, staff must:

. have been continuously employed by the Council for at least 26 weeks in
the 15th week before the EWC, Qualifying Week (QW).

. have average weekly earnings in the 8 weeks prior to the QW not less
than the N.I. Contributions Lower Earnings Limit.

o still be pregnant at the QW, or have given birth by that time.

e notify the line manager of her intention to take maternity leave by the 15"
week before her EWC, (which is a minimum of 28 days notice) unless this
is not reasonably practicable and tell them: that she is pregnant. the week
her baby is expected to be born (EWC).when she wants her maternity
leave to start.

4.3.3 Table of benefits

Service Weeks | Entitlement
6  weeks at the higher rate of SMP (90% of the member
Staff with 26 weeks and less | 1-6 of staff's weekly earnings)
than 1 years service in the 11" 20 weeks at the standard rate of SMP (£100 per week or
week before the EWC 7-26 90% of average earnings, whichever is lower)
6 weeks at 90% of weekly pay (offset against SMP
Staff with minimum 1 years | 1-6 or MA payments)
service at the 11™ week before 12 weeks % pay only when staff return to work for at
the EWC least 3 months. This is without deduction except
7-18 to the extent that the combined %2 pay and
SMP or MA exceeds the normal full pay
12 weeks at the standard rate of SMP when
not intending to return to work
19-26 8 weeks at the standard rate of SMP

4.3.4 Staff Not Entitled to SMP

A member of Staff may not qualify for SMP if she:

o fails to give the Council at least 28 days notice of her intention to cease work.
fails to inform her line manager, by the 15th week before her EWC, that she is
pregnant, what the EWC is and when she wants her maternity leave to start.

e is outside the European Economic Area during the first week of her Maternity

Pay Period.

is held in legal custody at any time during the first week of her MPP.
does not have 26 weeks service in the QW.

Staff not entitled to SMP may be eligible for a Maternity Allowance.
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4.3.5 Maternity Pay Period (MPP)

The Maternity Pay Period (MPP) starts at any time from the 11th week before the
EWC and can continue for up to 26 weeks, if employed for 26 weeks in the 15th week
before the EWC. If staff satisfy the qualification criteria for SMP but cease employment
for any reason between the QW and the 11th week before the EWC they will still be
entitled to SMP.

Please note that:

i) if staff work up to the birth, the MPP will commence the day following the
date of birth.

i) if staff are absent from work because of a pregnancy related iliness, on or
after the start of the fourth week before the baby is due, the MMP will
commence the day following the first day of absence.

iii) if staff are absent from work on sick leave with an illness which is not
pregnancy related, the MMP will commence on the date notified by staff, or
from the day following the date of birth, whichever is the earlier.

4.4 Changing Ordinary Maternity Leave (OML)

The departmental Human Resources service will write to the member of staff within 28
days of receipt of the notification, confirming the intended start date of OML and the
date on which the OML period will end, and if they are entitled to both OML and AML,
the date on which the AML period will end.

Saff may give 28 days notice of a change to the commencement of OML leave and will receive
written confirmation from their departmental Human Resour ce service amending the end of her
OML or AML as applicable.

45 Notification of Return

Staff returning to work on the expiry of ordinary or additional maternity leave period do
not need to give notice, unless they wish to return early.

Staff who intend to return to work earlier than the end of the ordinary maternity or
additional maternity leave period, must give 7 days written notice, (21 days if entitled to
AML), of the date they intend to return.

If staff try to return to work earlier than the end of a maternity leave period without giving
sufficient notice (i.e. 21 days). The Council may postpone the return to a date that will
secure the 21 days notice, or until the end of the maternity leave period if this is sooner.

4.6 Job on Return to Work

Staff returning to work after ordinary maternity leave are entitled to return to the same
job and in the same capacity, on terms and conditions of employment no less
favourable than those at the commencement of the OML period and to any
improvements implemented in their absence.

Staff returning to work after additional maternity leave or parental leave of more than 4

weeks, are entitled to return to the job they were employed in before the absence. Or, if

it is not reasonably practicable for the Council to allow them to return to that job, to

another which is both suitable and appropriate for them to do in the circumstances. Staff
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are entitled to retain their seniority, pension rights and similar rights on terms and
conditions no less favourable than which would have applied had they not been absent.

If staff request to return from ordinary or additional maternity leave on a part-time basis,
the Council shall try and accommodate the request and will not unreasonably refuse
permission. Requests will be treated in accordance with staff's right to apply to work
flexibly under the Flexible Working Regulations.

4.7 Postponement of Right to Return to Work

The period of maternity leave (ordinary or additional) cannot be extended in any
circumstances. If staff are ill at the end of the maternity leave period the normal
sickness rules shall apply. However, staff have the right to apply to take parental leave
at the expiry of maternity leave. For further details see the Council’'s Guide to Parental
Leave.

4.8 Failure to Return

If staff fail to return after the maximum period of maternity leave, and to notify the
Council of their absence, disciplinary action may be taken, provided the individual was
notified of the date when the maternity leave period would end.

They will be required to repay the 12 weeks half pay.
4.9 Resignation

Should members of staff decide that they no longer wish to return to work after their
period of maternity leave they will need to effectively resign from the Council’s
employment. Staff should write to their departmental Human Resources service giving
their notice and official date of leaving the Council’s employment.

5.0 Rights During and After Maternity Leave
5.1 Benefits

The Departmental Human Resources team will inform staff of the benefits they are
specifically entitled to during their ordinary maternity leave, and additional maternity leave
(where appropriate).

5.2 Continuous Service

Staff will be given full continuous service for purposes of redundancy calculation and all
other service related benefits provided they return to work at any time on or before the
expiry of their maternity leave entitlement, or the end of any other approved leave/absence.

5.3 Annual Salary Review

If an annual salary review falls during a period of maternity absence, staff will be notified of
the reviewed salary at the same time as other members of staff. The reviewed salary will
then be paid on their return to work. (any backdated increases will be taken into account
when calculating SMP.)
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5.4 Paid Holiday Entitlement

Staff will continue to accrue contractual holiday entitlement during ordinary maternity leave.
During any additional maternity leave the member of staff will accrue statutory holidays
only (i.e. four weeks per annum).

5.5 Car Allowance

Staff will be entitled to continue to be paid any essential car allowance during the ordinary

maternity leave period at the full amount for the first 18 weeks and then at a half rate for up

to 12 weeks.

5.6 Pension Scheme Benefits

Staff will remain in the Council Pension Scheme whilst on maternity leave. For full details

of the options available please refer to the Pension Team who will be able to give individual

advice. On return to work, staff will be given full continuous service for pension purposes.
6.0 Grievances Related to Maternity Rights

Staff should notify their line manager immediately in writing if they have concerns as to

decisions made in respect of their maternity rights. Any complaints concerning the
application of the Process should be dealt with through the Grievance Procedure.
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Appendix 1
Maternity Leave - Flowchart.

The information in this flow chart relates only to Maternity leave, for details regarding pay
arrangements, refer to the attached table on page 14.

Member of staff notifies her line manager in writing no later then the 15" week
before the Expected Week of Childbirth (EWC). And presents a MATB1 form.

v

Departmental HR will notify the
member of staff within 28 days of
[ | receiving notification advising her | — T
Less than 26 when the maternity leave period More than 26
weeks service will end weeks service

v v

Maternity Leave (OML) 26 weeks Additional Maternity
Leave (AML)

If the member of staff: The Maternity Leave Period will start
Works up to the birth The day following the date of the birth.
Is absent from work because of a The day following the first date that the

pregnancy related illness, on or after | member of staff is absent.
the start of the 4th week before the

baby is due.

Is absent on sick leave with an illness,| A date as notified by the member of

which is not, pregnancy related. staff, or from the day following the date
of the birth, whichever is earlier.

Informs line manager of date they On pre-determined date.

wish to start Maternity Leave

li- Maternity leave j

l— Staff do not wish If a member of staff wishes to return to work from

to return to work. maternity leave early they must notify their line
manager 7 days (if entitled to Ordinary Maternity
Leave (OML) or 21 days (if entitled to AML) in —l

Staff member q
resigns advance.

; Member of staff wishes to return
Member of staff wishes ) .
to return as normal under a different working pattern.

4 v

Staff have the right to return to their Council will give reasonable
job at the same capacity, as before consideration to the request to work
she left, any changes to salary will part time/flexible hours and will not
be notified to her on her return. unreasonably refuse permission.
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~~ The London Borough of

Appendix 2 ( Barking . Dagenham

Application for Maternity Leave/Pay.

a) This form must be returned by the end of the 15" week before the Expected Week of
Childbirth (EWC), or as soon as is reasonably practicable. Members of staff must give
as much notice as possible of absence dates proposed (28 days as a minimum).

b) Complete this form and send it to your line manager for approval. He/she will discuss
with the Departmental Human Resources team as appropriate and give them a copy of
the request for record keeping purposes. Any changes to the request should be updated
on both your copies.

c) Please attach your MATB1 form (When available).

Name: Section/Department:

Expected week of childbirth (EWC):
(Enter the Sunday at the start of the week the doctor/agency has advised)

When will be the first day of your Maternity leave?

|:| A predetermined date, please specify:

|:| On the day the baby is born:

If you decide to change the date that you wish your leave to commence please inform your line manager
at least 28 days before the first date of your |eave.

If you are absent from work due to a pregnancy-related illness until the date of birth your
Maternity leave/pay will commence from your first day of absence.

If you qualify for OML and have indicated that you intend to return to work after your maternity
leave, you will be required to do so for a period of no less than 3 months. If you do not return to
work you will be required to pay back the 12 weeks half pay awarded to you. If you wish to
defer the payment of 12 weeks half pay awarded to you, please notify Departmental Human
Resources.

Signed (member of staff): Date;
Signed (Manager): Date;
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Section 1

Definitions of Terms

Additional Maternity Leave (AML) is the additional 26 weeks leave entitlement available for staff
with at least 26 weeks continuous service with the Council by the beginning of the 14th week
before the Expected Week of Childbirth.

Adopter refers to a person who has been matched with the child for adoption.

Adoptive Paternity Leave is the period of time away from work to care for a new child and/or its
adopter after the placement and it may be taken within a period of 56 days from the placement of
the adopted child.

Expected Week of Childbirth (EWC) is the week in which the baby is due to be born as certified
by the mother’s doctor or midwife on the Maternity Benefit Certificate (MATB1).

MATB1 Certificate is the Maternity Benefit Certificate given to a pregnant woman by the doctor or
midwife; it states the Expected Week of Childbirth (EWC).

Maternity Allowance (MA) is paid by the Benefit's Agency to women who do not qualify for
Statutory Maternity Pay.

Matching Certificate is issued by the adoption agency to verify that a child has been successfully
matched with adopter parents, it includes basic information on matching and expected placement
dates.

Maternity Leave is the period of time away from work due to maternity.

Maternity Pay Period (MPP) is the period during which Statutory Maternity Pay is payable to
eligible staff. It may start at any time from the 11th week before the Expected Week of Childbirth, if
members of staff are employed for at least 26 weeks by the 15th week before the Expected Week
of Childbirth and last up to 26 weeks. The actual start date of the Maternity Pay Period depends on
when members of staff began their maternity leave.

If the member of staff The MPP will start on
works up to the birth the day following the date of birth
is absent from work because of a the day following the first day on which
pregnancy related illness, on or after the the member of staff is absent
start of the 4™ week before the baby is due.
is absent on sick leave with an iliness a date notified by the member of staff,
which is not pregnancy related or from the day following the date
of birth, whichever is earliest.
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Ordinary Maternity Leave (OML) is the statutory 26 week maternity absence entitlement for all
pregnant staff.

Occupational Maternity Pay (OMP) is the additional amount paid by the Council to make up the
half pay element of your maternity pay.

Qualifying Week (QW) is the 15th week before the Expected Week of Childbirth (EWC) for
Statutory Maternity Pay and Statutory Paternity Pay purposes.

Parental Leave is the period of time away from work taken in accordance with the Parental Leave
Regulations for the purposes of caring for a child.

Partner is defined as a person (whether of a different sex or the same sex) who lives with the
mother, or main carer, and the child in an enduring family relationship, but is not a relative of the
mother, or main carer, i.e. a parent, grandparent, brother, sister, aunt or uncle.

Paternity Leave is the period of time away from work to care for a new child and/or its mother after
the birth and it may be taken at any time from the birth of a child within a period of 56 days.

Paternity Pay Period (PPP) is the period during which Statutory Paternity Pay is payable to an
eligible member of staff. The length of the Paternity Pay Period will depend on whether the
member of staff chooses to take one or two weeks’ leave and is or can be linked to paid Maternity
Support Leave.

Placement is when the child actually starts living with their new family. Formal adoption takes
place later.

Statutory Paternity Leave (SPL) A member of staff can take paternity leave in order to care for
their new baby or to support the mother of the baby if they have or expect to have responsibility for
their baby’s upbringing. They must be either or both the biological father of the baby or the
mother’s husband or partner.

Self-Certification is a completed declaration from the member of staff given to the employer as
evidence of their entitlement to Statutory Paternity Pay and Statutory Paternity Leave; it should
include their eligibility and details of leave.

Statutory Maternity Pay (SMP) is payable to eligible staff. SMP, less tax and National Insurance
(NI) Contributions, if applicable, will be paid via the normal payroll arrangements. Statutory
Maternity Pay is payable only for complete weeks.

Rate When payable Amount Payable
Higher 90% of the member of staff's weekly
First 6 weeks of the MPP earnings
Standard £100 per week (or 90% of average weekly
For a further 20 weeks earnings if this is less than £100 per week,
whichever is lower)

Statutory Paternity Pay (SPP) is payable to eligible members of staff. Statutory Paternity Pay,
less tax and NI Contributions, if applicable, will be paid in line with the normal payroll
arrangements. Statutory Paternity Pay is payable only for complete weeks.
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1.0 Introduction

Parental leave is the right to take unpaid time off to look after a child or make arrangements for a
child's welfare. Parents can use it to spend more time with children and strike a better balance
between their work and family commitments.

2.0 General

This applies to staff who have been in continuously employed for a year or more; and who:

Is the parent (named on the birth certificate) of a child born on or before 15 December
1999 who is under 8 years old;

or

Has adopted, on or after 15 December 1999, a child under the age of 18 (the right lasts
for 8 years from the date on which the child is placed for adoption; or until the child’s 18th
birthday, whichever is soonest)

or

Has acquired formal parental responsibility for a child born on or after 15 December 1999
who is under 8 years old.

Parental Leave is also available to those who have been granted parental responsibility, but who
do not fall under the legal definition e.g. foster parents, adoptive parents prior to placement, step
parents, grandparents with a significant parenting role, etc.

From 10 January 2002 the right to parental leave was extended for children born or adopted on or
after 15 December 1994 up until 14 December 1999. Parents who apply can take their entitlement
to parental leave up until 31 March 2005. In cases of disabled children, leave may be taken up
until the child’s 18th birthday.

3.0 Terms and Conditions

3.1 Purpose of Parental Leave

The purpose of parental leave is to care and look after the welfare of a child and can include
making arrangements for the good of a child. This does not necessarily mean being with the
child 24 hours a day and the leave may be used to enable parents to spend more time with
young children eg:

e To spend more time with a child in the early years.
e To accompany a child during a stay in hospital.
e Checking out new schools.
e Settling a child into new childcare arrangements.
e To enable a family to spend more time together, for example, taking the child to stay with
grandparents, etc.
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3.2 Amount of Parental Leave

Staff are entitled to a total of 13 weeks unpaid leave in respect of each child. Parents of
disabled children for whom a Disability Living Allowance has been awarded are entitled to 18
weeks unpaid leave. The leave may be taken.

e As asingle block of 13 weeks, (or 18 weeks for a disabled child).

e As anumber of shorter periods, of a minimum of half a day.

e In patterns which provide a part time or reduced hours working arrangement for a
period of time equivalent to taking 13 weeks leave as a single block (or 18 weeks for
a disabled child).

Note: One weeks parental leave is equal to the length of time that staff are normally required to
work in a week e.g. A weeks leave for a member of staff who only works on Mondays & Tuesdays
will be 2 days, etc.
3.3 Notice of Leave
Staff should give up to 21 days written notice to their line managers of their intention to take
parental leave with a minimum of 7 days notice in writing before the day on which they propose
to take leave.
In special circumstances the line manager may use their discretion to grant parental leave to a
member of staff who has not given the required notice. Advice in such circumstances should be
obtained from the Departmental Human Resources Team.

3.4 Postponement of Leave

The line manager may postpone the request for leave where the absence would unduly disrupt
the Council’s service eg;

e Where the work is at a seasonal peak;

or

e A significant proportion of the services workforce applies for parental leave at the
same time;
or

e The staff's role is such that their absence at a particular time would unduly harm the
Council’s service;
or

e The notice given is insufficient to plan for the member of staff's absence.

Every attempt will be made to avoid postponement and in any event leave will not be
postponed for more than three months, except in exceptional circumstances.

There can be no postponement where staff request Parental Leave:-

Following Maternity Support Leave, the unpredictability of the time of childbirth will also have
implications for notice. Therefore, staff expecting to take maternity support leave should also
discuss with their line manager their likely requirements for parental leave.

Following Maternity Leave, where a mother takes a period of parental leave following on from
a period of maternity leave
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At the Time of Adoption, where the parent is required to be at home by the adoption process
or following adoption leave.

3.5 Return to Work

Staff have the right to return to the same job in which they were employed before the leave
began provided they did not take more than 4 weeks leave. If staff take more than 4 weeks
leave, they are entitled to return to the same job or, if that is not reasonably practical, to
another job which is suitable and appropriate for them to do in the circumstances.

Please note, that where parental leave is taken as a full time block of leave following maternity
leave, staff will not be required to repay the 12 weeks half pay if they return to local authority
employment for a period of at least 3 months after the end of the parental leave period ie
Parental Leave does not count towards the required 3 month period.

Line managers are encouraged to discuss with staff prior to their return individual requirements
for training and a flexible return to work if required following parental leave.

3.6 Terms and Conditions during Parental Leave

Time taken as parental leave is treated as continuous service for the purpose of calculating the
entitlements under the sickness scheme and for annual leave

Staff who fall sick during a period of parental leave and who give the Council the relevant
appropriate notification shall be entitled to pay under the Sickness Scheme. This period shall
not count towards their parental leave entitlement, should they provide a certificate to reinstate
pay. All other terms and conditions will remain the same.

3.7 Pay

There is no entitlement to pay during Parental Leave.
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-+ The London Borough of

( Barking - Dagenham

Application for Parental Leave

To be completed and handed to your line manager 28 days in advance or as soon as is practicably
possible.

Name Job Title

Payroll No. Section

Location

Reason

First Day Last Day Total number of days required

Number of days taken within the last 12 months

Member of staff's comments

Signed (employee) Date
Once this form has been completed, please pass it to your line manager.

Number of days taken as annual leave/unpaid special leave

Managers Comments

Signed (Manager) Date

Date Payroll notified by HR

Please send this form to your departmental HR service
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PEOPLE MATTER

The Organisational Development Plan

Paternity/MaternityLeave
Support Provisions

The London Borough of

Barking - Dagenham
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Section 1

Definitions of Terms

Additional Maternity Leave (AML) is the additional 26 weeks leave entitlement available for
staff with at least 26 weeks continuous service with the Council by the beginning of the 14th
week before the Expected Week of Childbirth.

Adopter refers to a person who has been matched with the child for adoption.

Adoptive Paternity Leave is the period of time away from work to care for a new child and/or
its adopter after the placement and it may be taken within a period of 56 days from the
placement of the adopted child.

Expected Week of Childbirth (EWC) is the week in which the baby is due to be born as
certified by the mother’s doctor or midwife on the Maternity Benefit Certificate (MATBL1).

MATB1 Certificate is the Maternity Benefit Certificate given to a pregnant woman by the doctor
or midwife; it states the Expected Week of Childbirth (EWC).

Maternity Allowance (MA) is paid by the Benefit's Agency to women who do not qualify for
Statutory Maternity Pay.

Matching Certificate is issued by the adoption agency to verify that a child has been
successfully matched with adopter parents, it includes basic information on matching and
expected placement dates.

Maternity Leave is the period of time away from work due to maternity.

Maternity Pay Period (MPP) is the period during which Statutory Maternity Pay is payable to
eligible staff. It may start at any time from the 11th week before the Expected Week of
Childbirth, if members of staff are employed for at least 26 weeks by the 15th week before the
Expected Week of Childbirth and last up to 26 weeks. The actual start date of the Maternity Pay
Period depends on when members of staff began their maternity leave.

If the member of staff The MPP will start on
works up to the birth the day following the date of birth
is absent from work because of a the day following the first day on which
pregnancy related illness, on or after the the member of staff is absent
start of the 4" week before the baby is due.
is absent on sick leave with an illness a date notified by the member of staff,
which is not pregnancy related or from the day following the date
of birth, whichever is earliest.
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Ordinary Maternity Leave (OML) is the statutory 26 week maternity absence entitliement for all
pregnant staff.

Occupational Maternity Pay (OMP) is the additional amount paid by the Council to make up
the half pay element of your maternity pay.

Qualifying Week (QW) is the 15th week before the Expected Week of Childbirth (EWC) for
Statutory Maternity Pay and Statutory Paternity Pay purposes.

Parental Leave is the period of time away from work taken in accordance with the Parental
Leave Regulations for the purposes of caring for a child.

Partner is defined as a person (whether of a different sex or the same sex) who lives with the
mother, or main carer, and the child in an enduring family relationship, but is not a relative of
the mother, or main carer, i.e. a parent, grandparent, brother, sister, aunt or uncle.

Paternity Leave is the period of time away from work to care for a new child and/or its mother
after the birth and it may be taken at any time from the birth of a child within a period of 56
days.

Paternity Pay Period (PPP) is the period during which Statutory Paternity Pay is payable to an
eligible member of staff. The length of the Paternity Pay Period will depend on whether the
member of staff chooses to take one or two weeks’ leave and is or can be linked to paid
Maternity Support Leave.

Placement is when the child actually starts living with their new family. Formal adoption takes
place later.

Statutory Paternity Leave (SPL) A member of staff can take paternity leave in order to care
for their new baby or to support the mother of the baby if they have or expect to have
responsibility for their baby’s upbringing. They must be either or both the biological father of
the baby or the mother’s husband or partner.

Self-Certification is a completed declaration from the member of staff given to the employer as
evidence of their entitlement to Statutory Paternity Pay and Statutory Paternity Leave; it should
include their eligibility and details of leave.

Statutory Maternity Pay (SMP) is payable to eligible staff. SMP, less tax and National
Insurance (NI) Contributions, if applicable, will be paid via the normal payroll arrangements.
Statutory Maternity Pay is payable only for complete weeks.

Rate When payable Amount Payable
Higher 90% of the member of staff's weekly
First 6 weeks of the MPP earnings
Standard £100 per week (or 90% of average weekly
For a further 20 weeks earnings if this is less than £100 per week,
whichever is lower)

Statutory Paternity Pay (SPP) is payable to eligible members of staff. Statutory Paternity Pay,
less tax and NI Contributions, if applicable, will be paid in line with the normal payroll
arrangements. Statutory Paternity Pay is payable only for complete weeks.
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1.0 Introduction

The Council’s Paternity provisions are intended to help working parents achieve a better
balance between work and family life and to ensure staff are aware of the benefits and
entitlements available to them.

2.0 General
The Paternity and Adoption Leave Regulations are applicable to staff who:

e have been continuously employed by the Council for 26 weeks in the 15th week
before the baby is due (EWC) or date of placement if adopted; and

e have a child placed, or received notification of placement and

e have or expect to have responsibility for a child’s upbringing (born/adopted); and

e Dbe the biological father of the child or the mother's husband or partner; or the
adopter’s spouse or partner, or nominated carer (the person nominated by the mother
to assist in the care of the child).

2.1 Types of Paternity Leave

e Paternity Leave - the entitlement to leave from work for the purpose of caring for
a child or supporting the mother following birth.

e Adoptive Paternity Leave - the entitlement to leave from work for the purpose of
caring for an adopted child or supporting the adopter.

2.2 Childbirth
The definition of childbirth is the birth of a child either living or stillborn, after 24 weeks of

pregnancy. A father whose baby is stillborn after this time will be entitled to paternity leave
and pay.

2.3 Early Birth

Staff will be entitled to paternity leave if the baby is born earlier than the 14th week before
the EWC, if he would have satisfied the eligibility criteria, and was still employed, in the
15th week before the EWC.

2.4 Multiple Births

The entitlement to paternity leave will not be increased by the birth, expected birth, or
placement of more than one child as a result of the same pregnancy or placement.

LBBD Draft Paternity/Maternity Leave Support Provisions Verl Page 5 21 June 2004
Page 161



3.0 Amount Of Statutory Paternity Pay

TABLE OF BENEFITS — PATERNITY LEAVE AND PAY

Paternity Leave

Paternity Pay

Up to 2 weeks
(5 days paid as Maternity Support Leave)

£75 per week until April 6 2003, when it will
change to £100 per week, (as of April 6 2003),
or 90% of average weekly earnings if this is
less than £100per week.**

Up to 2 weeks
(5 days paid as Maternity Support Leave)

Statutory rate £100 per week (as of April 6
2003), or 90% of average weekly earnings if
this is less than £100 per week.**

TABLE OF BENEFITS — ADOPTIVE PATERNITY LEAVE AND PAY

Paternity Leave

Paternity Pay

Up to 2 weeks

Statutory rate £100 per week or 90% of
average weekly earnings if this is less than
£100 per week.

** Subject to staff earning more than the lower earnings limit

For further details please refer to Payroll.

4.0 Entitlement

Staff are entitled to choose to take either one week or two consecutive weeks paternity
leave within the period from the day the baby is born, or placed, and until 56 days later.

Where a child is born prematurely i.e. before the first day of the EWC, the leave must be
taken within 56 days of the EWC. This allows partners of children who are very premature
to take leave when their child is brought home from the hospital.

4.1 Maternity Support Leave

A period of 5 days is normally granted with pay to staff who are the father of a child or the
partner or nominated carer (the person nominated by the mother to assist in the care of the
child) of an expectant mother at or around the time of birth. The process for applying is the

same as for paternity leave.

Staff who qualify for both paternity leave

(including same sex partners) and maternity

support leave will be entitled to 1 weeks leave on full pay and 1 weeks leave paid at the
standard rate of paternity pay as detailed previously.

5.0 Notice Requirements

5.1 Paternity Leave

Staff must give written notice of their intention to take leave in, or before, the 15" week
before the EWC, or if that is not possible as soon as is reasonably practicable.
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The notice must specify the:

e EWC.
¢ length of leave the member of staff has chosen to take.
e date on which they want their leave to begin.

Staff must notify their line manager of the actual date of birth as soon as is reasonably
practicable afterwards.

Leave will only be granted upon presentation of a copy of the MATB1 form.
5.2 Adoptive Paternity Leave

Staff must give written notice of their intention to take adoptive paternity leave within 7 days
of being notified of a match with a child, or if that is not possible as soon as reasonably
practicable. The notice must specify:

The date when the child is to be placed.

The length of leave they wish to take.

The date on which they want their leave to begin.
The Matching Certificate

Note: Staff may vary the specified start date for Paternity/Adoptive Paternity Leave by
giving 28 days notice, or if this is not possible as soon as is reasonably practicable. The
same entitlement to pay as Paternity leave will apply.

Leave will only be granted upon presentation of a copy of the appropriate matching
certificate or equivalent.

6.0 Self - Certification

Staff must complete a self-certification form as evidence of their entittement to paternity

leave and pay (See Appendix 1). Staff must sign a declaration that they meet the eligibility

criteria and provide the information specified; they will not need to hand in a separate letter
of notification.
7.0 Start Date Of Paternity Leave

Staff may choose from the following options:

1. The date on which the child is born.

2. A number of days after the birth date as specified by the member of staff.

3. A predetermined date (provided that they comply with the 28 days notice requirement
and this date is confirmed by the 15th week before EWC), which is later than the first
day of the expected week of the child’s birth.

4. Where the baby is not born around the predetermined date, staff can vary their leave
by confirming a new date giving as much notice as is possible.

5. The date on which the child starts living with the adopter.

6. A number of days after the date on which the child starts living with the adopter as
specified by the member of staff.

7. A predetermined date which is later than the first day of the expected date on which
the child will start living with the adopter.
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8.0 Contractual Arrangements During Paternity Leave

Staff on Paternity Leave will continue to be employed by the Council. They are entitled to
all the terms and conditions of their employment that apply as if they were not absent, with
the exception of remuneration, unless the contract of employment confirms otherwise.
Staff will continue to be bound by their contractual undertakings to the Council.

9.0 Return to Work After Paternity Leave

o Staff are entitled to return to the same job as before, on remuneration and benefits no
less favourable than if they had not been absent, if :

- their period of paternity leave was an isolated period.
- their return from paternity leave is followed immediately by a period of parental
leave of no more than four weeks.

o If staff were to take more than four weeks parental leave following their paternity leave
they would return to the same job unless this was not practicable. In this situation they
would be given a job which has the same or equivalent status and terms and
conditions as their original job.

10.0Failure to Return

If staff fail to return after a statutory period of absence, and to notify the Council of their
absence, disciplinary action may be taken.
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Appendix 1 I;,/"'Thc- London Borough of
( Barking - Dagenham

Application for Paternity, Maternity Support or Adoptive Paternity Leave.

a) This form must be returned by the end of the 15" week before the EWC, or as soon as
is reasonably practicable. Staff must give as much notice as possible of absence dates
proposed (28 days as a minimum).

b) Complete this form and send it to your line manager for approval. He/she will discuss
with the Departmental Human Resources team as appropriate and will give them a copy
of your request for record keeping purposes. Any changes to this request should be
updated on both your copies.

c) Please attach a copy of any required documentation to support your request.

PART 1

Name: Section/Department:

Amount of leave requested:
(Maximum of 2 consecutive weeks, starting with the day the child is born/placed and within 26
weeks of the birth/placement)

Total number of days absent: Return Date:

PART 2

Expected week of childbirth/week of placement:
(Enter the Sunday at the start of the week the doctor/midwife or agency has advised)

PART 3

Please state what type of leave you are you applying for:

Please indicate state start date for Maternity Support/Paternity/Adoptive paternity leave and
pay:

|:| On the day the baby is born/placed

|:| A set number of days after the baby is born/placed, please specify

|:| A predetermined date after the baby is born/placed, please specify

If you decide to change the date that you wish your leave to commence please inform your line
manager at least 28 days before the first date of your leave.

Signed (member of staff) Date

Signed (Manager) Date

Payroll notified
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1. Introduction and Aims

These provisions set out the principles to be followed in relation to the granting of a leave of
absence from work. It is intended to ensure that absence is arranged and monitored in a consistent
way that is fair to all, in accordance with the Council’s Equalities and Diversity in Employment
Policy and in line with best personnel practice.

2. General

This applies to all staff employed by the Council, (except those employed on; Soulbury; youth
workers; lecturers and teachers conditions of service and those based in schools where separate
arrangements apply), and covers all requests for leave of absence whether paid or unpaid.

3. Roles and Responsibilities

Line managers are responsible for authorising all requests for paid or unpaid absence, in
consultation where appropriate with the Head of Service e.g. when dealing with exceptional periods
of leave of absence. The line manager should also ensure that staff are aware that they should
take their full annual leave entitlement within the leave year.

The Departmental Human Resource Service is responsible for receiving copies of all
documentation relating to a member of staffs absence via the regular receipt from the
department’s managers/supervisors of their teams weekly absence returns. They will also,
following advice/confirmation from the line manager/supervisor, be responsible for advising the
Payroll Section of any instances of paid or unpaid leave.

4. Annual Leave
4.1 Annual Leave Entitlement

The Annual Leave year runs from the 1 April through to 31 March. Staff must take their
entittement during the leave year in periods of up to 3 consecutive weeks (see 4.8 for
applications for extended leave). The entitlements are detailed below.

Previous continuous local government service should be taken into account when calculating
the entitlement to annual leave. When staff reach 5 years continuous service, the new
entitlement will be calculated from the 1st day of the following month, on a pro-rata basis
according to how many months are left in the annual leave year.

Annual Leave Entitlement (Including 2 extra statutory days)
Pay - spinal point Annual Leave | Annual Leave Entitlement
Entitlement after 5 years service
Up to and including 21 22 27
Points 22 — 28 inclusive 25 28
Points 29 — 31 inclusive 26 29
Point 32 and above (inc LSMR posts) 27 30
Chief Officers and other JNC Officers 29 32
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4.2 Annual Leave during First Six Months Of Service

New staff may take annual leave during their first six months of service. If granted,
staff must be made aware that they will be required to repay any amount outstanding,
should they leave the Council before the end of the ‘leave year'.

4.3 Calculation of Annual Leave

To ensure consistency in apportioning annual leave for new starters, transfers

between leave bands and leavers, the calculation shown in Paragraph 42 (c) of the

former Purple Book should be used (see table below). Only complete calendar months should
be counted when making the calculation, (e.g. from 15 April to 15 June will count as one
month, May), which should be rounded up to the nearest half day.

Where transfers between leave bands take place mid month, the lower leave band will apply for
that month.

Month of entry Completed months of | Leave entitlement during
service by end of leave year ending 31st
March Year A March Year A

Year A March More than 12 Full

April 11 11/12ths

May 10 10/12ths

June 9 9/12ths

July 8 8/12ths

August 7 7/12"

September 6 6/12"

October 5 5/12"

November 4 4/12"

December 3 3/12"
Year B January 2 2/12"

February 1 1/12"

March Nil Nil
This refers to the position of those members of staff entering the service after the first working
day of each month.

4.4 Leave for Part Time Members of Staff
Part-time staff working 5 days per week
Staff working over 5 days should receive their full annual leave entitlement as detailed in 4.1

above, as each day taken will be paid at their part time working hours e.g. for staff working 25
hours per week over 5 days, a days leave would be 5 hours.
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Part-time staff working other than 5 days per week

Staff working less than 5 days a week should receive annual leave and bank holidays
calculated on a pro-rata basis as detailed: -

P/T hours per week x Leave entitlement
= ... days leave x 7 = ... hours F/T working week

e.g. Member of staff on s.c.p. 30 with 7 years service, working 17% hours per week, Tuesday -
Thursday

17% x 29 = 14% days x 7 = 101% hours leave per annum 35

Bank Holidays

Where staff only work certain days each week, i.e. Monday and Tuesday, they are entitled to
receive an additional payment if a bank holiday falls on one of their non-working days, i.e.
Good Friday during the Easter period. This payment should be calculated by dividing the
number of hours worked per week by 5 (days of the week).

Example: Member of staff works 15 hours per week, divide by 5, equalling 3. The member of
staff is entitled to receive 3 extra hours of pay in respect of the bank holiday. These hours
should be paid at flat rate. An appropriate claim form will need to be submitted in these
circumstances.

4.5 Carry Over of Annual Leave

Staff may apply to their line manager to carry over a maximum 5 days annual leave from one
year to the next. If the line manager is not able to agree the request, staff may appeal to their
Head of Service for approval. Any request to carry over more than 5 days annual leave for a
special reason e.g. to visit relatives abroad should also be referred to the Head of Service.

Any other outstanding leave will be forfeited, although in exceptional cases, staff who are
prevented from taking their full annual entitlement as a result of the Council’s requirements
may make arrangements with their line manager for annual leave to be carried over for a
period of three months beyond the end of the annual leave year.

4.6 Additional Unpaid Leave
Additional leave without pay may be granted at the discretion of the line manager in
consultation with the Head of Service. Directors may grant up to 10 days leave without pay;

any unpaid leave in excess of that would require the approval of the Head of Organisational
Development and Employee Relations.
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1 days pay will be deducted for each days unpaid leave. Where the period of unpaid leave
includes a weekend or scheduled rest day, (eg unpaid leave on a Friday and Monday), 1 days
pay will be deducted only for each day that the member of staff would have worked as part of
their normal working week.

A day’'s pay is 1/12 of annual salary divided by the numbers of days in that particular month.
(Where staff take unauthorised absence, including industrial action, the deduction will be 1/5
of a weeks pay).

4.7 Notification

Requests for leave should be submitted to the line manager on the Annual Leave Request
Form giving a minimum 2 days notice. The leave should be recorded on the Absence Record
/Annual Leave Card and Payroll notified where appropriate (e.g. to effect salary deductions for
unpaid leave).

Staff should not make any holiday arrangements and/or bookings until their request has been
formally approved by their line manager. The Council will not be liable for any costs incurred
by staff who make arrangements prior to leave being granted.

4.8 Approval of Annual Leave

While every effort will be made to meet a leave request, line managers have the right to
refuse or adjust the dates of an intended holiday.

The Council reserves the right in exceptional circumstances to subsequently withdraw
approval should the needs of the business warrant it e.g. to ensure it is able to carry out it's
statutory functions and/or to continue to provide a service. Where this is necessary, every
effort will be made to minimise the inconvenience and cost to the member of staff. Where
staff on annual leave are called on to return to work, they will be paid as normal for that day
and their leave re-instated to be taken at a later date.

Any member of staff who takes annual leave, which has not been previously approved, may
be subject to disciplinary action, including dismissal.

4.9 Extended Leave
Applications for extended periods of leave i.e. in excess of 3 weeks should be made well
in advance of the leave being required. Where the Head of Service is unable to grant an

extended period of leave, they will notify the member of staff concerned within 5 working
days of the request.

4.10 Late Return from Annual Leave

If for any reason staff will be late returning from an agreed holiday they must notify their line
manager as soon as possible. Failure to do so may render staff liable for disciplinary action
for unauthorised absence.
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4.11 Sickness during Annual Leave

Staff who fall sick during annual leave shall be regarded as being on sick leave from the date
of a doctor’s certificate. Annual leave will not be re-instated unless a doctor’s certificate is
produced.

The balance of the leave may be taken at a later date after their return to work. Staff must
take the balance before 31 March, unless they have obtained approval to carry over a
maximum of 5 days leave until the next year. Please note: that medical certificates issued
outside of the EU do not count towards the payment of SSP

4.12 Prolonged Sickness during Leave Year

Staff who have been absent due to sickness for the majority of the leave year and return to
work having a full annual leave entitlement should, time permitting, take the leave before 31
March. If there is insufficient time they may carry over up to 5 days and be paid for the
outstanding amount.

Staff who are absent due to sickness for the whole or latter part of the year, and have a full or
substantial leave entitlement, but do not return to work by 31 March should be allowed to
carry forward 5 days and be paid for the outstanding amount.

Note: Staff who are on sick leave and have exhausted their entitlement to sick pay will still
accrue annual leave during this period. Staff are entitled to apply to take annual leave whilst
absent due to sickness and must notify their manager when they want the leave to
commence. Where staff are on nil pay, their pay will be re-instated whilst on annual leave.

4.13 Payment of Outstanding Leave

Managers should ensure that their staff take any outstanding annual leave prior to their last
day of service.

The Council has agreed that payments in lieu of outstanding annual leave may only be
made:

e In cases where the member of staff has been unable to take the leave due to
redundancy.

¢ In cases where the Director or Head of Service has requested the member of staff to
work for the exigencies of the service.

e On the termination of their service.

e There has been pro-longed sickness during the leave as in 4.12 above.
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5. Compassionate Leave

Line managers may grant up to 3 days leave with pay to staff in the case of the serious/sudden
illness or death or funeral of a near relative and up to 1 day for the funeral of a fellow member of
staff. They may also approve up to 10 days unpaid leave of absence in consultation with the Head
of Service.

Normally 1 days leave would be granted to attend the funeral of a near relative with up to 3 days
where the member of staff is making the arrangements, if appropriate. This entitlement can also be
linked to the “Emergency Time off for Dependants Leave” if necessary.

Where staff need time off for compassionate reasons at the end of the leave year (February/March)
first consideration should be given to using any outstanding annual leave in excess of 5 days. As
detailed in paragraph 4.5, staff may only apply to carry over 5 days annual leave into the next year.

Note: A near relative includes: parents, grandparents, parents in law, partner, children, brothers
and sisters, brothers and sisters in law, sons and daughters in law, grandchildren and a person
standing “in loco parentis” to the member of staff or to whom the member of staff stands in relation.
6. Medical Screening

Necessary paid leave will be granted to staff for the purpose of medical screening on production of
the appropriate notification of appointment if requested.

7. Leave For Elective Surgery

Staff who choose to undergo “elective” surgery which is not required for medical reasons (e.g.
cosmetic surgery, corrective eye surgery (laser treatment etc), implants, removal of tattoos, etc.)
should use their annual leave or request unpaid leave. Paid special leave will not be granted in
such cases.

Note: The absence does not constitute sickness and the provisions of the Council’s sick pay
schemes do not apply.

8. Medical, Dental and Optical Appointments

8.1 General

If staff require urgent optical, dental or other medical treatment, they will be allowed reasonable
time off subject to the line manager’s approval and production of the appointment notification.

Where possible, such appointments should be arranged outside normal working hours or at the
beginning or end of the working day or during the lunch break. Staff may be asked to make up
lost time if the number of appointments is deemed to be excessive; each case will be
considered on it's merits e.g.; whether it is related to a condition that comes under the terms of
the Disability Discrimination Act or post operative recovery, etc.

In the event of a medical, dental or optical appointment taking up a full workday, the Council
reserves the right to treat this as sickness absence.
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8.2 Blood Donors

Managers will grant reasonable time with pay for blood donors to attend local donation centres.

8.3 Gender Reassignment

Requests for time off to attend medical appointments will be treated sympathetically, and may
be taken as sick leave or special leave, in accordance with the provisions set out in paragraph
8.1 above, depending on the individual circumstances of the case.

8.4 Fertility Treatment

Requests for time off to attend medical appointments will be treated sympathetically, and may
be taken as sick leave or special leave, in accordance with the provisions set out in paragraph
8.1 above, depending on the individual circumstances of the case.

9. Time Off For Rehabilitation, Assessment or Treatment

The Council is required to make “reasonable adjustments™ to avoid discriminating against disabled
members of staff. (* Further details are obtained within the “Managers Guide to Employing
Disabled People”).

This may include allowing the disabled member of staff to work flexible hours, to enable additional
breaks to be taken to overcome fatigue, or changing the disabled member of staff's hours to fit in
with the availability of a carer.

If staff become disabled, the department must consider allowing the person more time off during
working hours than would normally be allowed to non disabled staff e.g. to receive physiotherapy,
psychoanalysis or to undertake employment rehabilitation, etc. A similar adjustment would be to
allow for occasional treatment.

The length of time necessary will vary from case to case and all requests should be dealt with in a
flexible, supportive and sensitive manner, and advice sought from the Departmental Human
Resources Service as appropriate. Line managers should note that there is not a specific
entitlement to extended absence from work owing to incapacity and in these cases the procedures
relating to the management of sickness absence and capability should be followed.

10. Ante-Natal Care

All pregnant members of staff, irrespective of the hours worked or length of service have the right
to paid time off for ante-natal care and must produce evidence of such appointments if requested.

11. Adoption, Parental and Paternity And Maternity Support Leave

Please refer to the separate procedures for details of the entittements for time off for these
purposes.
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12. Service In Non-Regular Forces

The Council's permission should be sought before staff volunteer for service in non-regular forces.
Up to 2 week’s leave with pay may be granted for the purpose of attending an annual training
camp/course, any extra period should be taken as leave without pay or as part of annual holiday
entitlement. Line managers may cancel leave for military service where this affects the operational
requirements of the business having first taken advice from their Departmental Human Resources
Service.

13. Election Leave

Staff who are required to assist the Chief Executive with Parliamentary, European and Council
elections within this borough will be granted leave with pay.

14. Jury Service

Staff who are required to attend for jury service must give as much notice as possible. in normal
circumstances, the Council will agree to a leave of absence to attend. Staff will continue to receive
their appropriate salary rate on the basis that they re-imburse the Council any allowances that can
be claimed up to the maximum rate paid by the relevant authorities to the individual. Staff must
obtain the prior approval of their line manager and forward a copy of the completed jury service
form (available direct from the court) to Payroll.

15. Public Appointments

Staff who wish to fulfil a public appointment should first discuss this with their line manager to
ensure that the timing of any duties that they might have to fulfil does not interfere with their normal
employment duties. Approval will be required from the line manager prior to staff accepting the
public appointment and time off to attend meetings or carry out work on behalf of the public body
shall be limited to a maximum of 12 days per year. In the case of magisterial duties, the Council's
practice is to grant 18 days or 36 half days per year. Time off is granted with pay for these
purposes.

Categories of public appointments, which may qualify for time off under this section, include, but
are not limited to, the following:-

Justice of the Peace, Member of a local authority, Member of a statutory tribunal, Member of a
police authority, Member of a board of prison visitors or a prison visiting committee, Member of a
relevant education body, including school boards, Member of the Environment Agency or
Environment Protection Agency.

Staff must register these interests under the Code of Conduct.
Note: Section 10 of the Local Government and Housing Act (1989) makes it unlawful for a Local
Authority to allow a member of staff paid time off in excess of 208 hours for Councillor duties. The

Act also restricts the political activities of certain staff (Politically Restricted Posts). Please see the
guidance in the “Quick Guide to Managing People”.
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16. Religious Festivals

Where possible, leave for religious festivals should be accommodated within the existing annual
leave or flexible working arrangements. If this is not possible, the line manager should grant staff
unpaid leave.

Further guidelines as to religious observance, etc. may be found on the HR intranet site.

17. Study Leave
Staff may be allowed paid leave of absence for all approved courses as follows:

e The day/half day on which the examination falls.
e Two days of study leave per course in any 12-month period.

Additional leave of absence may also be granted at the discretion of the line manager, depending
upon the discipline being studied in conjunction with the member of staff's entitlement to flexible
working, annual leave, etc.

18. Longer Term Unpaid Leave of Absence

All applications should be submitted to the line manager detailing the reason(s). The line manager
will consider each case on its merits and decide what will best accommodate the member of staff
and the Council’'s needs prior to referral, if necessary, to the Head of Service. In all cases staff will
be notified in writing by the line manager of the amount of unpaid leave if any, which has been
granted. The Payroll Section must be kept informed of all granted unpaid leave in order to make
the appropriate necessary deduction(s).

19. Time For Other Reasons

There are separate arrangements for time off to attend urgent domestic situations etc as detailed in
the Family Friendly Provisions.

20. Unauthorised Absence

All unauthorised absence is without pay and is a disciplinary offence.
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7 The London Borough o

f

( Barking :-Dagenham

Annual Leave Card

Year: 20
Name: Designation:
Entitlement: Leave brought forward: Long service entitlement:
Date Period required Number of Balance Approved
Date from: Date to: days. remaining (Line manager)

Calculation of Annual Leave for Part Time Workers Working Less than 5 days per Week

P/T hours per week x Leave entitlement = ... days leave x 7 = ... hours F/T working week

E.g. Employee on s.c.p. 30 with 7 years service, working 17%2 hours per week,
Tuesday - Thursday

LBBD DraftAnnual & Special Leave Provisions

17% x 29 = 14% days x 7 = 101%2 hours leave per annum

35
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~~ The London Borough of

( Barking ©.Dagenham

Application for Special Leave.

To be completed and handed to your line manager 28 days in advance or as soon as is
practicably possible.

Name: Job Title:

Payroll No: Section;

Location:

Reason:

First Day: Last Day: Total number of days required:

Member of staff's comments:

Signed (Member of Staff): Date:

Once this form has been completed, please pass it to your line manager

Number of days taken as annual leave/unpaid special leave:

Managers Comments:

Signed (Manager): Date:

Please send the completed form to your Departmental Humans Resources Service

Date Payroll notified by Departmental Human Resources:

Signed (Manager) Date:

Please send this form to your departmental HR service
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Market Supplements

The Council’'s Job Evaluation Scheme does not take into account external factors such as
the current job market and labour shortages etc. Therefore, there may be occasions when
the evaluated grade is not sufficient to attract suitable candidates.

Where this is the case, market supplements may be considered.

The actual use of market supplements will be for the individual department’s determination
and may vary according to their needs and available resources. The Departmental Head of
Human Resources will review all applications to ensure that they are in accordance with
the Council’s Policies and Procedures and make recommendations as to the appropriate
supplement. They will determine: -

Whether a market supplement is appropriate

How much the supplement will be

That appropriate funding has been identified and set aside for this purpose
The impact of this on any other posts within the department/Council

Directors will have delegated authority to approve market supplements of up to £5,000 per
annum (and notify the Executive where these have been approved). The Executive must
approve any payment in excess of £5,000.

The process for determining market supplements etc should be clear and easily
understood in order to avoid causing any resentment amongst staff not in receipt of the
payment and to protect the integrity of the Job Evaluation Scheme. For this reason and to
avoid any misunderstanding, market supplements will be: -

e Distinct from actual salaries and gradings.

e Attached to the specific post(s) and not to individual members of staff.

e Temporary, up to a maximum period of three years but can be extended in
exceptional circumstances up to 5 years.

¢ Reviewed annually in conjunction with the Head of Organisational Development and
Employee Relations or with any restructure/job evaluation/recruitment initiative.

¢ Not be protected or absorbed into the salary; and also,

e Details included in the annual recruitment report to the Corporate Monitoring Group.

Note: The payments are liable for income tax and National Insurance and are pensionable.

LBBD Draft Market Supplements Procedure Page 2 21 June 2004

Page 182



The circumstances leading to the application of market supplements should be kept under
regular review with staff so they are aware of when the payment is to stop; this should be
in sufficient time to give staff two months notice). Depending on the circumstances and to
avoid losing staff on the termination of the payment, consideration may be given to a
transitional “retainer” of up to 50% of the supplement for a period of up to twelve months.

The Departmental Head of Human Resources will maintain an up to date record of all
posts in receipt of market supplements. They will also retain the relevant documentation

for six months after the termination of the payment, in order to be able to respond to any
complaint of unfair treatment to an Employment Tribunal.
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Procedure

Approval

Where there are difficulties recruiting to posts, managers will need to provide evidence of
the following: -

e Similar jobs outside the Council being paid at a significantly higher salary than the
evaluated grade (including salary surveys, benchmarking and a range of adverts
from the local press and/or professional journeys).

e An acknowledged labour shortage in that area.

e Any action taken to date to recruit staff to the post(s).

The Departmental Head of Human Resources will then review the situation to ensure that
all other options have been considered. This may include: -

e Job evaluation — have the posts recently being evaluated and are they graded
appropriately in comparison to other Boroughs.

e Linked grades — has making the post a career/linked grade been considered.

e Recruitment - is this being targeted effectively.

¢ Non-financial — has training and/or flexible working arrangements etc been
inducements considered/offered.

Directors have delegated authority to approve market supplements of up to £5,000 per
annum. The Executive must approve payments above £5,000.

Funding
Managers will need to provide details of the money available for this purpose and over
what period, (including any local or central government initiatives and/or funding

arrangements for recruiting to these areas). Allowance will need to be made for the
Employers National Insurance and pension on-costs.
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Calculating the Market Supplement

The appropriate supplement will depend on the merits of the case and the funding
available. As a general guide, this should be comparable to the difference between the
evaluated grade and the market rate for the job but less than the cost of using agency
staff.

Supplements should be paid at flat rate in multiples of £500, up to a maximum £5,000 per
annum, with provision to increase this where the post has been unsuccessfully advertised.
Examples are detailed in the table overleaf.

Difference between evaluated grade Suggested Market Supplement
and market rate (E per annum)
(where previously
advertised)
Up to 500 per annum Up to 500 500 -1,000

500 - 1,000 1,000 1,500 - 2,000

1,000 - 1,500 1,500 2,000 - 2,500

1,500 - 2,000 2,000 2,500 - 3,000

2,000 - 2,500 2,500 3,000 - 3,500

2,500 - 3,000 3,000 3,500 - 4,000

3,000 - 3,500 3,500 4,000 - 4,500

3,500 - 4,000 4,000 4,500 - 5,000

4,000 - 4,500 4,500 5,000 *max
4,500 - 5,000 5,000 * max

*Any payment in addition to this will need to be approved by the Executive
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Review of Bicycle Allowance

Bicycle Allowance

Summary

The current Bicycle Allowance of £38 per year (73p per week) was agreed by Members in
1978 and has not been reviewed since that time.

The purpose of this Report is to review the provisions, in comparison with that offered by
other London Boroughs, and make recommendations as to the appropriate re-imbursement
to staff who are required to use their bicycles for official business and to promote cycling as a
healthier alternative means of transport.

Recommendations

The Executive is recommended to:

e Raise the Bicycle Allowance to £200 per annum (£3.84 per week) with effect from 1%
July 2003, for staff who are required to use their bicycle on official business.

e Apply to become a Corporate Affiliate of the London Cycling Campaign (LCC). The fee
for a non-commercial organisation is £1200 + VAT per annum.

o Offer interest free loans of up to £500 repayable over 3 years to staff to cover the cost
of their bicycle and any safety equipment, (instead of claiming casual, essential or
pool user allowances).

e Agree that the Bicycle Allowance should in future be reviewed annually at the same
time as car user allowances.
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1. Existing arrangements.

The Bicycle Allowance is payable to staff who are required to use their bicycle for official
business and contains an element to re-imburse staff for the cost of insuring their own
bicycle, (on the basis that they cannot then claim ex-gratia payments for lost or damaged
bicycles). In addition to the Bicycle Allowance, the Council provides bicycle racks and
shower facilities.

Staff claming the Allowance will be required to have LCC or suitable comparable insurance.
2. Arrangements in other boroughs

A survey was carried out to compare our provisions for cyclists with those of other
Boroughs.

Of the respondents:

. 7 Boroughs offer staff a flat rate allowance similar to the Council. The mean
average is approximately £2.60 per week.

. 5 Boroughs pay staff according to their actual mileage, at their lowest rate of
car mileage allowance.

Note: It is impossible to provide an estimate of the comparable cost as cycle mileage is not
recorded but the information will be collected for a full comparison at the next review. This
is however likely to be significantly higher than the proposed allowance. In addition, the car
mileage allowances take into account the higher expenditure on petrol etc.

o 4 Boroughs offer staff an interest free loan of up to £500 to purchase a
bicycle and safety equipment.

o 1 Borough offers staff an interest free loan, up to the value of their annual
season ticket loan, (approximately £800), to purchase a bicycle and safety
equipment.

o 2 Boroughs offer their staff a combination of a cycle allowance and loans.

A detailed summary of the arrangements is attached at Appendix 1.

3. London Cycling Campaign

The London Cycling Campaign (LCC) is an organisation that promotes the use of cycling
as an alternative to travelling by car, or public transport. As well as campaigning for cycles
to be used as an alternative form of transport. The LCC also have member benefit
schemes in place for Corporate Affiliates and personal users.

The benefits available to a Corporate Affiliate include, organisational advice in becoming a
“cycle friendly” employer, free access to all LCC publications (cycle guides, fact sheets
etc.), publicity through the LCC web site and a 10% discount on the personal membership
fee for all employees. The cost to join the Corporate Affiliation Scheme will be
approximately £1,500 per annum. (This is a discounted rate for non-commercial companies
with 8,000-9,000 employees).
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The benefits of personal membership include: free 3" party and theft insurance, discount
prices at some cycle shops, access to cycling events, free “cycle-friendly” legal advice and
a bi-monthly magazine. The cost to employees is £27.50 per annum (£25.75 with 10%
discount). Details of the LCC are attached as Appendix 2.

4.

Other issues

The Cycle Allowance has remained unchanged since 1978. If the Allowance had
been increased annually in line with inflation it would now be £145.35 per annum
(£2.80 per week).

There are currently only 3 members of staff claiming the Cycle Allowance,
although the Bicycle Users Group (BUG) estimates 20-30 staff use their bicycle
for official business and 100 members of staff cycle to and from work.

Most Council buildings either have showers located inside the building or are
situated near a sports centre where showers can be used by bicycle users.

5. Cost Implications

The estimated cost of increasing the Cycle Allowance to £200 per annum is
£6,000 per annum (based on the estimated 30 “users”) This would restore the
Allowance to its original ‘value’ in real terms and provide an incentive for staff to
cycle instead of driving.

The cost of Corporate Affiliation of the LCC, is £1,500 per annum.

The provision on interest free loans will be self-financing (repayable through the
member of staff’s salary).
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Appendix 2.

London
. Cycling
= v/ .Campaign

Corporate Affiliation Scheme

e Why become an LCC Corporate Affiliate

How both employer and employee benefit

e What is the LCC?

What do we do and what are our successes

e How to become an LCC Corporate Affiliate

London Cycling Campaign
Unit 228, 30 Great Guildford Street, London SE1 OHS
tel: 020 7928 6112 fax: 020 7928 2318
office@lcc.org.uk
www.lcc.org.uk
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Why become a Corporate Affiliate of the LCC?

Cycling is the way forward for a healthy, profitable workforce...

Are your employees and colleagues always late?

Do they blame public transport?

Are they grumpy or listless because they have been squashed sardine-like into a smelly tube train, or
frustrated due to a long wait for a bus?

Then cycling might be for them!

650,000 people already cycle regularly in London — with over 100,000 people commuting by bike every day.
Evidence shows that not only are these people likely to be healthier, fitter and more alert than their non-cycling
colleagues, but, if they travel for work on their bikes as well, then they are also much quicker between
meetings.

“Building ...cycling into daily life is much more likely to be sustainable over the long term than gym
based...schemes”
Dr Douglas Carnall, Cycling & Health Promotion, British Medical Journal April 2000

“Activities of moderate intensity such as ... cycling, offer the greatest potential of health gain for
most of the population”
Physical Activity Task Force, The Health of the Nation, Dept. of Health 1995

Moreover, cycling improves the quality of life for everyone in London — reducing air and noise pollution,
and congestion, and contributing to making London a green and pleasant place.

Encouraging people to cycle can form an integral part of your company’s green travel plan — enticing people
out of their cars onto more sustainable forms of transport.

So, what can you do?

London Cycling Campaign has the answer. We have been promoting cycling in London for 25 years, and have
over 8,500 members. We have worked with many employers across London to help them become more cycle-
friendly.

By becoming an Corporate Affiliate your company will buy more than a membership: your money will
especially be supporting the LCC and its work and show that you are engaged in environmental solutions. You
will be supporting your employees and colleagues, helping them to get fitter and travel in a more sustainable
way. By joining the LCC on the discounted Corporate Affiliate rate employees have free third party insurance,
access to free cycle-friendly legal advice, discounts in bike shops, theft insurance at competitive rates, the
London Cyclist magazine six times a year, rides and social events and the opportunity to join our local and
London-wide campaigns.

As part of our Corporate Affiliation Scheme, LCC is providing even more employers with the information they
need to become cycle-friendly and encourage people to cycle. For an annual fee LCC will provide you with
cycle maps, guidelines on becoming a cycle-friendly employer, regular copies of our magazine and we will
also publicise your support on our website.

Roger Madelin, Chief Executive of LCC Corporate Affiliate Argent plc, says “We want our employees to feel
good about coming here. That in turn helps to keep them, and I'm sure it gives us the edge in
recruiting too.”
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Corporate Affiliation Scheme - the benefits...

... for Employers:

Most importantly — you support the work of the largest urban cycling campaign in its work to make
London a better place.

Advice on becoming a cycle-friendly employer
10% discount on individual membership for your employees

Free copies of London Cyclist bi-monthly magazine - all the news affecting people who cycle in
London plus features, reviews, maintenance sessions, rides, offers.

A complete set of cycle route maps covering all of Greater London

Access to all our publications free of charge - including an All Ability Cycling Guide to London, Get
Cycle-friendly etc.

Access to our library on the cycling universe and comprising fact sheets on cycle hire, cycle training
etc.

Publicity for your affiliation through our website

... for Employees:

Your employees can become individual members of the campaign for £24.75 (that's 10% off the normal fee)
and gain the extra benefits of

Free third party insurance - offering cover of up to £1 million if the member injures someone or
damages their property while cycling

Theft insurance - the London Cycling Campaign offers access to competitive new-for-old insurance
and members get additional personal accident benefits with the scheme.

Free London Cyclist bi-monthly magazine - all the news affecting people who cycle in London plus
features, reviews, maintenance sessions, rides, offers.

Leisure rides, social events, campaigns - in and around your borough with your local LCC group, and
throughout London through the ‘LCC Rider’ e-group.

Discounts in bike shops — these range from 5-15% in over 75 bike shops Londonwide.

Access to free cycle-friendly legal advice.
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What is the LCC?

e The LCC isthe world’s largest urban cycling organisation with over 8,500 members

e Founded in 1978, we have been campaigning for 25 years for better conditions for people who cycle in
London

e We have local groups in every London Borough bringing together some 600 volunteers. These groups
lobby and work with local councils and business and effect real change — from increased cycle parking
and more cycle routes, to being involved in the planning of new developments so cyclists’ needs are
considered.

e Local groups also organise leisure rides and bicycle maintenance courses and workshops

e The LCC produces a bi-monthly magazine — the London Cyclist

e The LCC arranges many benefits for its members — free third party insurance, access to competitive
theft insurance, advice on collisions etc.

e LCC encourages cycling not only as a solution to transport problems but also as a way of increasing
health, community regeneration and involvement, and caring for the environment.

e The LCC isindependent and non-party political, although we work with all political parties.

e The LCC is financially independent — over half our funding comes from our members and corporate
affiliates. This means we can be objective and non-biased. Your participation into our Corporate
Affiliation Scheme enables us to work towards making cycling easier and safer for everyone.

The LCC scores successes every week in making cycling safer, and more popular. Here are a few :

e In Spring 2002 , as part of LCC’s partnership with Transport for London and the Mayor’s office, we
helped publish free cycle maps to cover the whole of London

e LCC and its local groups organise the largest number of cycling events for Bike Week in the UK — over
130 in London

e We are an integral partner with the Greater London Authority in the increasingly successful and fun Car
Free Day

e The LCC Community Cycling Project supports and launches community initiatives and gives tens of
thousands of pounds to them through its Community Cycling Awards. These initiatives give everyone
the chance to try cycling.

e The LCC successfully lobbied in the consultation of the new Mayor’'s Transport Strategy which now
consistently mentions cycling as a solution to congestion, pollution and health problems

e The LCC successfully lobbied and campaigned to save the £8 million cycling budget in the Mayor's
2002/3 budget

e Local Groups continually and successfully work for improvements. New routes, crossings and
facilities continue to open because of our lobbying. Among our higher profile successes are:

e Permanent cycle routes in Kensington Gardens
® The cyclists toucan crossing at Hyde Park Corner.
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