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INTRODUCTION 

The success of NALC is directly related to the skills and commitment of our 
employees and our work environment. With that in mind, we have developed a Staff 
Handbook which sets out our policies, procedures and rules. 

Please thoroughly read and familiarise yourself with this handbook and if you have 
any questions about the contents, please address them to your manager. 

We hope this updated handbook covers most events during your employment, but 
no handbook can fully anticipate all eventualities. There will therefore be times when 
we may need to alter or add to the policies and rules in this handbook, as and when 
appropriate. For contractual matters, we will consult with you before making these 
changes, for non-contractual policies we will let you know of changes. 

NALC welcome any comments you may have about the handbook and encourage 
you to let me know if you are unclear about any part or would like any changes to be 
considered.  
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MAIN UPDATES FROM THE 2022 EDITION 

This updated staff handbook reflects a number of changes both in employment law 
and our working environment since it was last updated in 2022. 
 
An overview of the changes include:  
 

• TOIL policy has been included in the Leave section. 
• Flexible working arrangements 
• New office 
• Booking leave process YouManage 
• Logging sickness process via YouManage 
• IT policy has been updated and various addendum that have been issued 

since the 2022 version of the handbook have be incorporated into this 
document 

• Inclusion of a new Menopause Policy 

Upcoming changes to employment law 
 
We are aware that there will be a new proactive duty on employers to prevent 
workplace sexual harassment will come into force in October 2024. This will be 
accompanied by updated guidance from the EHRC. When we receive the updates, 
this will be incorporated into the staff handbook as an addendum. 

Any other changes that will impact NALC will be incorporated as an addendum.  
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SECTION ONE: ABSENCE FROM WORK 

 Leave Policy 

Annual Leave   

Your paid leave entitlement is set out in your individual contract of employment.  

The annual leave entitlement is equivalent to 30 days per annum (excluding 
Statutory / Public Holidays).  

The leave year runs from 1 January to 31 December and your annual entitlement 
accrues proportionately through the year. 

Statutory / Public Holidays  

There are normally 8 public and bank holidays per year. Part time employees will 
receive an entitlement that is pro-rated according to their hours of work.  

Working Part Time 

Part time employees will receive an entitlement that is pro-rated according to their 
hours of work. 

If your entitlement exceeds the number of Statutory/Public Holidays that fall on your 
normal working days, (typically because you don’t work on Mondays) you will be 
able to take the excess as holiday. If your entitlement is less than the number of Bank 
Holidays that fall on your normal working days, (typically because your normal 
working days include Mondays) then you make up the difference by using your 
holiday entitlement.  

Christmas close down 

NALC closes down between Christmas and the New Year and you are entitled to an 
additional three working days for the closedown if you normally work on the days 
when the office is closed.  

Carrying Over Leave 

Where it has not been possible to take all your leave in the current leave year, and 
only with prior consent, you will be permitted to carry forward up to 5 days leave. 
This must be taken within the first three months of the new leave year. In exceptional 
circumstances more than five days may be carried forward, if approved by the Chief 
Executive. 
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Requesting Leave 

You should request leave from your manager on YouManage, usually with at least 
one month’s notice if you wish to take annual leave of a week or more. This will allow 
your manager to plan. Before granting leave your manager will consider:  

• The team’s workload 
• The need for office or team cover 
• Whether other staff have or are likely to ask for the same time off (e.g. a 

popular holiday time) 

Your manager will be expected to balance your needs against the needs of the team 
before agreeing to leave. If you take holiday without such permission, it will be 
treated as unauthorised absence and dealt with under the Disciplinary Procedure. 
Please ensure that your YouManage request is approved by your manager before 
making any commitments and your leave correctly entered into the NALC_Diary, 

Sickness during leave 

If you become ill during a requested period of paid leave, you must comply with the 
requirements of the sickness reporting and certification procedure, if you wish to 
have this sickness period discounted from the period of paid leave taken.  

It is important that you contact us on the first day of sickness and keep your 
manager up to date during the period of sickness. 

Payment in Lieu 

If you leave during the course of a leave year, and cannot take any outstanding 
accrued holiday before leaving, you will usually receive a payment in lieu of any 
outstanding accrued holiday. In such a case, a calculation will be made of the amount 
of paid leave due to you, on a pro rata basis, for that part of the leave year up to the 
date of termination of the contract. Holiday pay is calculated on the basis of your 
current rate of pay. You may be asked to take some or all of your outstanding leave 
in your notice period.  

If you have taken more paid leave than is due by this calculation, then a deduction 
will be made from your salary payments for an amount at your basic daily rate for 
the days in question. Such a deduction will be deemed to be a contractually 
authorised deduction. 

 Sickness Absence Policy 

Introduction  

This policy applies to all NALC staff. The aim of the policy is to assist a return to 
work. The policy sets out how NALC deals with sickness absence including how it 
expects you to report and record sickness absence. 
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Principles  

The principles of the NALC policy are that:- 

• NALC will deal sympathetically with all staff who are off-sick. 
• NALC has a responsibility to manage absence fairly, to ensure consistency and 

to maintain compliance with the Equality Act 2010, the Data Protection Act 
1998 and the Access to Medical Records Act 1988  

• every employee has a personal responsibility for achieving and maintaining 
good attendance  

• sickness absence can have a significant effect on NALC operations in terms of 
work not done, requiring absence cover or placing additional workload on 
colleagues.  

Notification of absence 

If you are absent from work because of sickness, you must make contact with your 
manager by 10am on the first day of absence. If you do not, your manager may 
attempt to contact you. You will be asked to give as much information as possible 
including: 

• the nature of your illness - If you do not feel able to discuss the reason for 
sickness absence with your manager, NALC will suggest an alternative 
manager e.g. you may prefer to discuss health problems with someone of the 
same sex;  

• the estimated period of absence;  
• any steps you are taking e.g. GP appointment;  
• any outstanding/urgent work.  

If the absence continues to a third consecutive day, you must telephone your 
manager. You should tell your manager whether you will return to work the following 
day. If you are unable to notify personally due to the nature of the illness, someone 
else may make contact on your behalf. It is your responsibility to ensure your 
manager is notified. 

All sickness or injury absence will be entered on YouManage by your line manager. 
Sickness absence is monitored by Heads of service in HR scrum. 

Certification  

Every employee is responsible for following the correct absence certification 
procedure. For absences of between one and seven consecutive calendar days you 
and your line manager must complete all sickness absence fields in YouManage. 

For sickness absence of more than seven consecutive days complete the contents of 
the fit note will be entered onto your YouManage record. 

 



 
 

9 

The fit note 

For absences of more than seven calendar days, a “fit note” (Form Med3) is required 
to cover the eighth day onwards. You must obtain a fit note from your GP and send 
it to your manager not later than the eighth calendar day of absence to be eligible to 
receive pay under the NALC sick pay scheme and Statutory Sick Pay (SSP) for 
absences exceeding seven calendar days. Any period of absence not covered by a fit 
note will not be eligible to receive NALC sick pay or SSP. NALC will pay any fee that 
you are charged for the fit note.  

Fit notes are intended to provide greater flexibility in helping people to get back to 
work than the medical certificate (“sick note”) that they replaced. Fit notes advise 
that employees are either:  

• unfit for work; or 
• may be fit for work 

The GP uses “may be fit for work” if he/she thinks that the employee may return if 
work adjustments are made. The GP can also provide general advice on the effects 
of the employee’s condition  

If your GP has advised that you “may be fit for work”, NALC will discuss the GP’s 
advice with you. NALC hopes that a fit note can be used to agree an acceptable 
return to work. This might mean talking about a phased return to work or amended 
duties. 

However, it may not be possible for NALC to provide the support for you to return 
to work or you may feel unable to return. In these circumstances, the fit note will be 
applied as if you were “not fit for work”. 

Medical advice  

In appropriate cases, NALC may want to obtain advice on your fitness for work from 
occupational health advisers or medical practitioners. Examples of when NALC might 
refer to occupational health or a medical practitioner include; 

• to seek a medical report on your illness or injury; 
• to establish when you might be able to return to work; 
• to understand when you are likely to be fully fit to resume your normal duties; 
• to understand what alternative duties you might be fit to undertake if you are 

unfit to resume your normal duties; 
• to understand when you are likely to be fit to undertake any alternative duties; 
• to ask for guidance on your condition, for example if there is a possibility that 

you are disabled or ambiguity as to the exact nature of the condition; 
• to ask what reasonable adjustments could be made to working conditions or 

premises to facilitate a return to work; 
• to understand the likely recurrence of the illness or injury once you have 

returned to work; and 
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• to discuss any adjustments that could be made to accommodate your 
disability, if you are disabled. 

NALC will pay the cost of any such examination and all information given in 
connection with it and any report upon it shall be fully disclosed to NALC. You will 
have the right of access to the report in accordance with the Access to Medical 
Reports Act 1988. If you choose not to consent to an Occupational Health referral, 
any decisions in relation to your employment may be made without the benefit of 
access to medical reports. 

Further to the receipt of the medical report, a meeting will be arranged between you 
and your manager. The purpose of this meeting is to discuss the findings of the 
report and for all parties to consider options available to you. 

The return to work  

Immediately following your return, your manager will discuss with you: 

• that you are fit to return to work 
• the reason/cause of your absence 
• any work developments during your absence 

Upon return to work your line manager will complete all required fields in 
YouManage and enter details of the fit note if required.  

Pregnancy-related sickness  

Pregnancy-related sickness absence will be recorded separately. Please refer to the 
Maternity Policy for full details.  

Sickness at work 

If you become ill at work, you must obtain permission from your manager to go 
home. Absence for part of a working day is not recorded as sickness absence but a 
note will be made of a part-day absence. This may be taken into account when 
looking at patterns of absence (see sickness absence procedure below). 

Sickness during annual leave  

If you are sick on annual leave, normal absence reporting and certification 
arrangements apply (see above). Annual leave may be reclaimed for the days that 
you are certificated as sick by a fit note (or non-UK equivalent). Medical certificates 
issued abroad should be copied and sent to the manager. Originals must be provided 
on your return to work.  

Absences due to Injuries caused by third parties  

Normal sick pay arrangements apply when an employee is injured. If the injury was 
caused by the negligence of a third party from whom you receive compensation for 
loss of earnings, it will be repayable to NALC. 
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Short term absence  

If you are absent because of sickness for six occasions in a rolling 12 month period or 
for three occasions that amount to more than 12 working days in a rolling 12 month 
period (pro-rata for part time staff), your manager may carry out an Absence 
Review. This provides an opportunity for NALC to look into the cause of an 
employee's absence before any further steps are considered. It will provide NALC an 
opportunity to  

• check on an employee’s wellbeing 
• discuss the reasons for their absence 
• see the employee can be supported 

In the absence of any reasonable explanations for repeated short term absence 
NALC may initiate the Disciplinary Procedure as part of the absence management 
process. The purpose of the procedure is to review your attendance record, to 
discuss any concerns that you or NALC may have and to decide if any further action 
is required, e.g. targets for improvement or management support or work 
adjustments. When setting targets for improvement NALC will consider any medical 
advice received and any workplace adjustments that can help you to improve your 
attendance. 

You are not ordinarily required to submit a fit note until you have been off-sick for 
more than seven days. However, if you have had repeated short-term absences 
NALC may require that you submit a fit note that covers the whole period of 
absence.  

Long-term sickness absence  

If you are off-sick for more than two weeks, you must update your manager regularly 
on your likely date of return. NALC may contact you to see how you are if we have 
not heard from you. When you return to work, your manager will hold a return to 
work interview. At this meeting, any advice given by the Occupational Health 
Adviser to facilitate a return to work may be discussed. 

If the absence persists, NALC may invoke the Performance Improvement Procedure 
and may eventually consider ending your employment. However, no employee will 
be dismissed on grounds of sickness absence without due warning and without the 
appropriate procedure having been followed. In addition, NALC will, in consultation 
with you, thoroughly explore all possible and appropriate alternatives to dismissal.  

Where you experience sickness absence as a result of a disability it will be treated in 
line with the provisions contained within the Equality Act (formerly the Disability 
Discrimination Act 1995). 
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Statutory Sick Pay (SSP) 

During periods of absence resulting from ill health, you may be entitled to Statutory 
Sick Pay, which is subject to the usual deduction for PAYE, National Insurance etc. 
Statutory Sick Pay is currently paid after 4 days absence from work. The Qualifying 
Days for SSP purposes will be your normal working days as laid down in the 
contract. Staff earning below the lower earnings limit of will not qualify for SSP. 

NALC sick pay scheme 

The NALC scheme is intended to supplement SSP to maintain normal pay during 
defined periods of sickness absence. You are entitled to receive sick pay for the 
following periods: 

Length of service Entitlement 

0 – 4 months’ service 1 month’s full pay 

5 months’ – 1 years’ service 
1 month’s full pay and 2 months’ half 
pay 

During 2nd year of service 
2 months’ full pay and 2 months’ half 
pay 

During 3rd year of service 
4 months’ full pay and 4 months’ half 
pay 

During 4th and 5th year of service 
5 months’ full pay and 5 months’ half 
pay 

After 5 years’ service 
6 months’ full pay and 6 months’ half 
pay 

 

NALC has discretion to extend the period of sick pay in exceptional cases. 

The period during which sick pay is paid, and the rate of sick pay in respect of any 
period of absence is calculated by deducting from your entitlement on the first day 
of absence, the aggregate of periods of paid absence during the 12 months 
immediately preceding the first day of absence. 

For full pay periods, sick pay is an amount which when added to SSP and any other 
benefits receivable because of the employee’s sickness, provides the equivalent of 
normal pay. 

For half pay periods, sick pay is an amount equal to half normal earnings which when 
added to SSP and any other benefits receivable because of the employee’s sickness 
does not exceed normal pay. Normal pay includes all earnings that would be paid 
during a period of normal working, but excluding any payments not made on a 
regular basis. 



 
 

13 

The social security benefits to be taken into account for the calculation of sick pay 
are those to which an employee is entitled on the basis that the employee has 
satisfied so far as is possible: 

i. the conditions for the reporting of sickness as required by NALC; 
ii. the claiming of benefits 
iii. the obligation to declare any entitlement to benefits and any subsequent changes 

in circumstances affecting such entitlement. 

If you are prevented from attending work because of contact with an infectious 
disease, accident or assault arising out of or in the discharge of your duties, you shall 
be entitled to receive normal pay. The period of absence will not be reckoned 
against your entitlement under the NALC scheme. 

Sick pay may be suspended if you abuse the NALC sickness scheme or are absent on 
account of  

• sickness due to, attributable to, or otherwise exacerbated by deliberate conduct 
prejudicial to recovery  

• your own misconduct or neglect or active participation in professional sport  
• injury while working in your own time on your own account for private gain or for 

another employer 

If NALC considers that there are grounds for suspension of NALC sick pay we will 
inform you of this and you will have a right of appeal. If NALC decides that the 
grounds were justified then you will forfeit the right to any further payment in 
respect of that period of absence.  

Medical/Health Appointments  

Wherever possible, medical/health appointments should be arranged outside of 
normal working hours. Where this is not possible, reasonable time off may be taken, 
preferably at either end of the working day to minimise disruption. You must notify 
your line manager in writing, giving as much notice as possible. Medical 
appointments or treatment that require an entire day or more will be recorded as 
sick leave.  

Special Leave 

NALC recognises that there may be times when employees need time off to cope 
with unforeseen and/or urgent circumstances. The areas covered by this policy are: 

• Time off for Dependents (also known as emergency leave) 
• Carers Leave  
• Compassionate Leave 
• Personal/Domestic Leave  

Should there be grounds for considering that any period of special leave has been 
misused, an investigation will be carried out under NALC’s Disciplinary Procedure. 
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Time off for dependents  

Dependants include parents, spouse, civil partner, children or someone who lives 
with the employee as part of the family or who reasonably relies on the employee for 
care in the event of illness or injury.  

Employees have the right to take a reasonable amount of unpaid time off work to 
deal with unexpected situations involving a dependant.  

Leave for dependents is designed to provide carers with the opportunity to make 
alternative arrangements for the care of dependants. It is not normally granted to 
allow carers to look after dependants. 

It is impossible to provide a complete list of circumstances that are covered under 
the policy, however, the most common circumstances are as follows: - 

• to deal with a sudden or unforeseen emergency situation involving children 
or other dependants (e.g. dealing with a breakdown or disruption in 
existing care arrangements until alternative arrangements are made) 

• Sickness, illness or accident affecting dependants  
• Unexpected events affecting dependants that demand urgent attention, 

e.g. accidents or illness involving dependent children at school 

For other circumstances that do not fall within the above categories, the request 
may also be considered for paid and unpaid time off. When considering 
applications, account will be taken of the particular circumstances of the case. 

A maximum of five days paid carers/emergency domestic leave may be granted in 
an annual leave year. 

As soon as is reasonably practicable, contact your manager to explain the 
circumstances. 

Carers Leave 

Eligible employees have the right to take a maximum of one week’s paid carer’s 
leave that is taken as either a continuous block, or individual full or half days within a 
12-month period. The entitlement is irrespective of the number of dependants and 
may be taken as either a continuous block, or individual full or half days within 12 
months.  

For employees who work regular hours, a “week of carer’s leave” is the period of 
absence from work that is equal in duration to the period the employee is normally 
expected or required to work in a week at the time of making the request. Part time 
employees who work regular hours throughout the year will be entitled to a 
proportionate amount of leave based on their hours. For example, someone who 
works a 3-day week, will be entitled to 3 days unpaid carer’s leave.  

For employees who work variable hours or part year, we will calculate entitlement by 
using actual hours worked in a ‘relevant period’. A ‘relevant period’ as defined by the 
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Regulations is a period of 12 months which ends on the last day of the Carer’s Leave 
that the employee has requested. To calculate, the company will divide the total of 
the periods for which the employee is normally required to work during the course of 
a week in the relevant period by 52. For new starters with less than 52 weeks service, 
this calculation will be based on the length of time that they have been employed 
with the company.  

The purpose of the leave must be to provide or arrange care for a dependant who 
has a long-term care need and requests should be discussed with your manager.  

Compassionate Leave 

The primary purpose of compassionate leave is to help employees to come to terms 
with the death of a loved one and allow time off to attend a funeral.  

In the event of the death of a member of the employee's immediate family, you 
should contact your line manager to request compassionate leave as reasonably 
practicable. The amount of leave granted will depend on the individual's 
circumstances. Your manager will take into account matters such as your 
relationship with the deceased, domestic responsibilities and travel requirements, 
but will not normally grant more than five days' paid leave.  

Domestic/Personal Leave 

In cases where an employee has to deal with a domestic emergency which does not 
fall within the caring or compassionate category, line managers may grant unpaid 
leave or in limited circumstances (e.g. burglary/flood etc) paid leave. Each case will 
be judged on its own merits.  

A maximum of five days paid carers/emergency domestic leave may be granted in 
an annual leave year. 

 Public Duties: Jury Service, court appearances and other public duties 

Jury Service 

NALC will grant employees time off to complete jury service. If you are called for 
jury service you must inform your line manager as soon as possible. 

If jury service lasts less than half a day you must return to work for the remainder 
of the day, wherever practicable. You should keep your line manager regularly 
informed about how long you are likely to be away from work. 

Paid leave of absence will be granted for employees undertaking jury service or 
serving on public bodies or undertaking public duties (see below). Where an 
allowance is claimable for loss of earnings you must claim and pay the allowance to 
NALC. Before payments are authorised, you must provide Jury Summons (Form 
5221) and the Certificate of Loss of Earnings (Form 5223). 
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Court Appearances 

Members of staff who have been officially called as a witness (i.e. by court citation) 
to give evidence for a crime they have witnessed will be released from work in 
order that they can fulfil their public duty. As per jury service detailed above, paid 
leave of absence will be granted for employees undertaking jury service or serving 
on public bodies or undertaking public duties. Where an allowance is claimable for 
loss of earnings the employee should claim and pay the allowance to NALC. 

Other Public Duties 

NALC will also consider a ‘reasonable’ amount of time off for other public duties 
including but not limited to the following.  

• a magistrate (also known as a justice of the peace) 
• a local councillor 
• a school governor 
• a member of any statutory tribunal (e.g. an employment tribunal) 
• a member of the managing or governing body of an educational 

establishment 
• a member of a health authority 
• a member of a school council  
• a member of the General Teaching Councils for England and Wales 
• a member of the Environment Agency or the Scottish Environment 

Protection agency 
• a member of the prison independent monitoring boards (England or Wales) 

or a member of the prison visiting committees (Scotland) 
• a member of Scottish Water or a Water Customer Consultation Panel 
• a trade union member (for trade union duties) 
• elections roles e.g., poll clerks, counting assistants 

The amount of time off should be agreed with your manager in advance. If you 
receive payment for public duties then the time off work will be without pay. 
However, NALC may pay you for some or all of the time spent on unpaid public 
duties at its complete discretion and consideration will be given to the overall 
amount of time requested for public duties in any one year and the likely impact on 
workloads. NALC may refuse time off the overall time requested is not considered 
reasonable. 

 Unauthorised Absences 

This section covers any situation where an employee is absent from work without 
authorisation or prior notification. Examples include:  

• taking sickness absence without proper notification to a line manager (i.e. 
uncertified sickness absence, leaving the workplace without authorisation) 

• failure to return from work at the end of a period of annual leave or other 
authorised leave of absence 

https://www.gov.uk/giving-staff-time-off-for-magistrate-duty
https://www.gov.uk/join-trade-union
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• taking holiday that has not been approved.  

If you are absent but due to attend work, your line manager will telephone you on 
your mobile and home telephone number and other contact details you have 
provided. If we are unable to contact you we will try to contact your designated 
emergency contact number(s) (these are normally for spouse/partner or close 
relatives). The contact(s) will be asked to pass on your line manager’s message. 
Other communication methods should be used, where contact details are available, 
e.g. email or text. Your manager will also write to you at your home address 
requesting you to make contact. 

If we do not hear from you further attempts will be made to contact you using the 
emergency telephone numbers provided and electronic means available. The 
contact(s) will be asked to pass on your line manager’s message urgently.  

If we do not hear from you we may write to you to invite you to attend a disciplinary 
hearing for unauthorised absence. The meeting may be held in your absence.  

 TOIL Policy 

Introduction 

NALC recognises that staff will occasionally be required to work more than their 
contracted working hours. Examples could be when NALC conferences are held 
outside London, attendance at CALC events or attendance at other relevant 
conferences. This is not an exhaustive list and you will have an opportunity to discuss 
attendance with your line manager  

Time-off in lieu (“TOIL”) is time off for having worked a period outside normal 
working hours that has previously been approved by your line manager. This policy 
applies to all NALC employees.  

However, NALC also acknowledges its duty to protect the health and safety of its 
employees by ensuring that they do not work excessive hours, and that any 
additional hours are agreed in advance and monitored appropriately. The TOIL for 
Events policy is a guideline for managers to assist them in planning and managing 
the working hours of staff who are asked to work additional hours when there is a 
specific NALC event.  

The operation depends on mutual trust between NALC and an employee. Any 
suspected abuse of TOIL by a NALC employee may be treated as a disciplinary 
matter. 

Claiming Toil 

You are able to claim for any ‘Event’ related work undertaken after 7.00 pm and for 
any work undertaken at NALC events away from the office outside of normal 
working hours, e.g. attending conferences, including overnight stays.  
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You may claim 1 day’s TOIL for a Saturday or Sunday worked plus ½ day for each 
night spent away at a NALC event.  

You must obtain approval from your line manager when you want to book time off in 
the same way as the holiday policy. Your line manager may not agree to the request 
in cases where this leave will conflict with the provision of an adequate service by 
the department. Where a line manager does not approve the requested TOIL, 
suitable alternatives dates (earlier or later) should be identified and suggested. 

Time Limit for Taking Toil 

TOIL must be taken as soon as possible with your line manager’s consent and not 
more than 3 months from accrual. TOIL accrued and not redeemed as outlined will 
be considered lost and no monetary compensation will be offered.  

Line managers should ensure that employees are given reasonable opportunities to 
take any accrued TOIL within the approved period. 
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SECTION TWO: FAMILY FRIENDLY POLICIES AND 
WORK-LIFE BALANCE 

 Introduction to family friendly policies 

We offer a range of support for working parents and this section is designed to help 
you navigate through the different policies and entitlements.  

Maternity Leave and pay  

A policy that sets out the leave, pay and benefits and eligibility criteria for pregnant 
employees of NALC. NALC offers enhanced maternity pay, subject to conditions.  

Paternity Leave and pay 

Ordinary Paternity leave provides the partner of the mother a period of 2 weeks 
leave. Ordinary Paternity Pay at NALC is enhanced so that qualifying partners 
receive 2 weeks full pay. 

Shared Parental Leave 

This policy sets out how the mother can share her maternity leave with their partner. 
It is relevant to both male and female employees. 

Adoption Leave and Pay 

This policy sets out the how the policy on adoption leave, pay, and arrangements 
surrounding returning to work after adoption leave. Adoption pay is enhanced in the 
same way as maternity pay and the primary adopter may return to work early and 
transfer unused adoption leave to their partner. 

Ordinary Parental Leave 

Ordinary parental leave provides for up to 18 weeks' unpaid leave for each child. If 
you have twins, you will be entitled to receive two lots of 18 week’s unpaid leave. 

Flexible Working 

This policy explains the process which NALC will use to respond to requests to vary 
working hours, pattern or place of work. It applies to all eligible staff, regardless of 
whether you work full or part-time or have a temporary contract of employment.  
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 Maternity Leave 

Purpose and Scope 

This policy and procedure applies to all current employees, whether full or part-time, 
temporary or fixed-term. 

The purpose of this policy and procedure is to provide managers and staff with clear 
information about our maternity provisions. This document sets out our policy on 
maternity leave, pay, and arrangements surrounding returning to work after 
maternity leave. It also sets out the procedures which we need to follow at various 
stages, before, during and after maternity leave. 

Policy 

Telling your manager that you are pregnant 

As soon as you know that you are pregnant, you are encouraged to tell your 
manager. This is in your own interests, and ensures that we can take any necessary 
steps to look after your health and safety and that of your baby. As soon as you tell 
us that you are pregnant, we will conduct an assessment of any health and safety 
risks to you or your baby. Early notice also allows us to let you know what your 
rights will be to maternity leave and pay. However, you must inform your line 
manager in writing at least 15 weeks before your baby is due: 

• the date that your baby is due  
• the date on which you expect to commence your maternity leave  

Please use the following format to notify NALC that you are pregnant by email or 
letter.  

[Today's date]  

  

Dear [name of your line manager], 

I am writing to tell you that I am pregnant and my baby 
is due on [date]. 

I would like to start my maternity leave on [date]. 

Yours sincerely, 

[Your name] 

 

You will need to provide a certificate (MAT B1) from your doctor or midwife 
confirming your due date.  

The earliest date that you can start your maternity leave is either 11 weeks before the 
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week when your baby is due or when she/he is born. Within 28 days of receiving 
notification of the week when your baby is due, NALC will notify you in writing of the 
date that your maternity leave will end.  

You can change your mind about when you want to start your maternity leave. You 
must give at least 28 days’ written notice, unless this is not reasonably practicable 
because of pregnancy-related sickness or premature birth. 

Ante-natal care 

You have the right to take paid time off to attend ante-natal appointments with your 
GP, midwife or hospital. You should let your manager know the dates and times of 
your appointments. Your manager may ask to see your appointment card. You will 
not be expected to make up the time.  

Maternity Leave 

You are entitled to take up to 52 weeks’ maternity leave. There are equivalent time 
off arrangements for adopters who should notify NALC within seven days of being 
matched with a child.  

Your maternity leave is made up of 26 weeks of ordinary maternity leave (OML) plus 
26 weeks' additional maternity leave (AML). You also have the right to return to 
work after the end of your OML or AML. This right applies to all female employees 
regardless of length of service or the number of hours worked per week. 

You can choose when to start your maternity leave. This can be any date from the 
beginning of the 11th week before the week the baby is due. The law requires that an 
employee take a minimum of two weeks maternity leave immediately following the 
birth. 

Sick Pay 

If you are absent due to a pregnancy-related illness during the four week period 
prior to your due date you will generally be required to start your maternity leave, 
and will be entitled to maternity pay not sick pay. A few days of pregnancy-related 
illness during this period may be disregarded if you wish to defer the start of your 
maternity leave period and a risk assessment does not indicate that carrying out 
work will endanger you or your pregnancy. 

If you are off sick due to a non-pregnancy related illness any time after the beginning 
of the fourth week before the start of the expected week of childbirth (EWC), it will 
be treated as sick leave in the usual way. 

Statutory Maternity Pay (SMP) 

If you have been employed continuously for 26 weeks up to the beginning of the 
15th week before the week that your baby is due, you will be entitled to 39 weeks’ 
Statutory Maternity Pay (SMP).  
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SMP is payable whether or not you are intending to return to work. You must also 
satisfy the following:  

• your average weekly earnings were not less than the lower earnings limit for 
National Insurance contributions(“LEL”) in the eight weeks ending with the 15th 
week before the week your baby is due 

• you have advised NALC of your pregnancy and given at least 28 days’ notice of 
the date of your maternity leave 

• you have provided medical evidence (Form Mat B1) of the date that your baby is 
due at least 28 days before the start of SMP. 

SMP is fixed by law and subject to tax and National Insurance deductions:  

90% of your average weekly earnings for the first six weeks of your maternity leave 
thereafter the standard flat rate of SMP (or 90% of your average weekly earnings if 
lower) for the next 33 weeks 

If you do not satisfy the conditions for payment of SMP, the Head of Finance and 
Administration will provide you with a form (SMP1), which will explain why. You can 
use it to claim the Maternity Allowance (see below). 

Shared Parental Leave (SPL) 

If you return to work before your 39 weeks’ SMP entitlement has ended, the father of 
your child (or your partner or civil partner) may be entitled to take Shared Parental 
Leave. See the Shared Parental Leave Policy for more information. 

Maternity Allowance  

Maternity Allowance is a state benefit that you may be able to claim if you are 
pregnant or if you have just had a baby and you are not entitled to SMP. The 
allowance can be paid for up to 39 weeks. It is only paid while you are not working. 

Information on the Maternity Allowance is available from job centers or on-line at 
https://www.gov.uk/maternity-allowance/overview  

Enhanced Maternity Pay  

If you have at least one year’s continuous service at the 11th week before the week 
the baby is due, you will be contractually entitled to 18 weeks’ enhanced maternity 
pay as follows: 

Weeks 1-6: You will receive 90% of a week’s pay offset against SMP or MA 
payments. 

Weeks 7-18: You will receive 50% of a week’s pay without offset of SMP or MA, 
except to the extent that the half pay plus SMP or MA exceeds full 
pay  

Weeks 19-39 You will receive 21 weeks’ pay at the lower of 90% of your average 
weekly earnings or the standard rate of SMP or MA 

https://www.gov.uk/maternity-allowance/overview
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A proportion of enhanced maternity pay will be repaid to NALC in the event that you 
do not return to work for a period of at least three months following maternity leave. 
Please see below. 

Annual leave and Bank Holidays 

Your annual leave continues to accrue for the whole of your maternity leave. Where 
possible your full entitlement should be taken in the leave year to which it relates. If 
your return date is likely to be after the end of that leave year, you should take your 
full leave entitlement before starting your maternity leave. If you are unable to take 
your annual leave before the end of the leave year, you should contact your 
manager. 

You are entitled to an additional day’s leave for each bank holiday that falls during 
your maternity leave.  

Local Government Pension Scheme 

As a member of the Local Government Pension Scheme, your pension contributions 
will automatically continue to be deducted from the pay you receive whilst you are 
on paid maternity leave. Contributions will be based on the actual pay you receive 
but pension rights will accrue in full even though you may be paying reduced 
contributions. 

If you are not entitled to any pay during your maternity leave, pension rights will 
accrue in full for up to the first 26 weeks of absence at no cost. 

For any period of unpaid maternity leave after the first 26 weeks of absence, you 
must decide whether or not you wish to pay pension contributions. Contributions will 
be payable on the rate of pay you were receiving immediately before commencing 
the period of unpaid leave. An election to pay contributions must be made within 30 
days of your return to work or, if you do not return, your last day of service.  

For more information you should contact the Finance and Administration Team. 

The Pension Trust 

As a member of the Pensions Trust Scheme (“the Scheme”), your pension 
contributions will automatically continue to be deducted from the pay that you 
receive whilst you are on paid maternity leave. Your contributions will be based on 
the actual pay that you receive. While you are receiving maternity pay, NALC’s 
contributions to the Scheme will ensure that total contributions (ie NALC’s and 
yours) remain the same as if you were receiving normal pay.  

For any period of unpaid maternity leave, you must decide whether or not you wish 
to pay pension contributions. Contributions will be payable on the rate of pay you 
were receiving immediately before commencing the period of unpaid leave.  
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An election to pay contributions must be made within 30 days of your return to work 
or, if you do not return, your last day of service. NALC will not make any contribution 
to the Scheme during periods when you are not paid.  

For more information you should contact the Finance and Administration Team. 

Keeping in Touch (KIT) Days 

NALC considers that it is in its interest and the interests of its employees to maintain 
reasonable contact during maternity leave. We might want to update you on 
significant changes to the workplace or want to ask whether you wanted to take part 
in training or team events. We hope that by keeping in touch, it will make it easier for 
you to return to work after maternity leave.  

You can work for up to 10 KIT days during your maternity leave without losing your 
SMP, MA or ending your maternity leave. However, you cannot work in the two 
weeks immediately following your child’s birth. 

You will need to agree with your manager what work is to be done on KIT days and 
the pay that you will receive. If you do not want to work during your maternity leave, 
you do not have to. 

Returning to Work 

It is assumed that you will take all of your maternity leave entitlement. You do not 
need to notify NALC if you intend to return to work at the end of your maternity 
leave. If you want to return before the end of your maternity leave, you must write to 
your manager giving at least 21 days’ notice if your start date of continuous service is 
before 1st October 2016 and at least 8 weeks’ notice if your continuous service starts 
on or after 1st October 2016. If you do not give the required notice, your manager 
may delay your return to work where s/he has good reason. 

You do not have an automatic right to return to work part-time, but you have the 
right to request part-time working. Information about flexible working arrangements 
can be found in NALC’s flexible working policy. 

It you are unable to return to work following maternity leave because you are ill, you 
must provide a doctor’s certificate (Form MED3 or ”fit notes”) the absence will be 
treated as sick leave. 

If you do not return to work at the end of maternity leave, you are entitled to retain 
your Statutory Maternity Pay. However, you must provide the notice required under 
your contract and repay any enhanced maternity pay that you may have received as 
follows: 

• If you do not return from maternity leave you must repay six weeks’ pay (ie 12 
weeks’ half pay);  

• if you leave after returning for one week, you must repay five and a half 
weeks’ pay (11 weeks’ half pay);  
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• if you leave after returning for two weeks, you must repay five weeks’ pay (10 
weeks’ half pay);  

• if you leave after returning for three weeks, you must repay four and a half 
weeks’ pay (nine weeks’ half pay); 

Repayment is reduced by a half week’s pay for each succeeding week until, if you 
leave in the 11th week after returning from maternity leave, you must repay half a 
week’s pay.  

 Paternity Leave  

Ordinary Paternity Leave (OPL) is provided to a child's father, mother’s spouse or 
partner, to allow them time away from work to look after a child following a birth. 
There are equivalent arrangements for the spouse/partner of adopters who should 
notify NALC within seven days of being matched with a child.  

Ordinary Paternity Leave  

To be eligible for up to two weeks’ OPL, you must have at least 26 weeks’ continuous 
service as an employee by either the end of the 15th week before the baby is due. 
You must have responsibility for the child’s upbringing and expect to look after the 
child during OPL. You must also continue to be employed by NALC up to the date of 
birth.  

Employees entitled to take paternity leave are entitled to two weeks of leave, which 
can be taken as one week, two consecutive weeks, or two non-consecutive blocks of 
one week. 

OPL cannot start before the child’s birth and must be taken at some stage within the 
first year following birth (except where the child is born prematurely in which case 
leave must be taken within the 52 weeks following the expected week of childbirth). 
Only one period of leave is available to employees irrespective of whether more than 
one child is born as the result of the same pregnancy. 

You must give a minimum of 15 weeks’ notice of the date that the baby is due and 
you must give at least 28 days’ notice of OPL. Please use the relevant HMRC form 
which confirms your eligibility and can be found at - 
http://www.hmrc.gov.uk/forms/sc3.pdf - 

Ordinary paternity pay 

Statutory paternity leave is paid at the prevailing rate of SPP or 90% of average 
weekly earnings if this figure is less than SPP. NALC enhances statutory ordinary 
paternity payments so that eligible partners are paid their normal salary for up to 
two weeks, including the statutory payment.  

You will accrue annual leave during OPL. 

In the event of a stillbirth after the 24th week of pregnancy you will retain your 
entitlement to OPL.  

http://www.hmrc.gov.uk/forms/sc3.pdf
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Maternity Support Scheme (“MSS”) 

If you are not eligible to apply under paternity leave and pay arrangements, you can 
apply under the MSS scheme for up to five days’ paid leave if you are the nominated 
carer of an expectant mother. You must provide a signed statement from the 
expectant mother that you are the nominated carer and a copy of the MAT B1 
certificate. 

MSS can begin any time after the end of the 15th week before the expected week of 
birth. You must notify NALC in writing at least 28 days before the MSS start date. 
MSS can be taken until around the time of birth. It must be taken in a single block. 

Ante-natal Appointments 

An expectant father or the partner (including same sex) of a pregnant woman is 
contractually entitled to take paid time off work to accompany the woman to up to 2 
of her ante-natal appointments. The time off is capped at six and a half hours for 
each appointment. Should you need to take further time off to attend ante-natal 
appointment please refer to your manager.  

List of Abbreviations 

• KIT: Keeping in touch days 
• LEL: Lower earnings limit for National Insurance contribution 
• MAT B1: the certificate given to pregnant employee by the doctor or midwife 

showing the expected date of birth 
• MA: Maternity allowance 
• MSS: Maternity support scheme 
• OPL: Ordinary paternity leave 
• SML: Statutory maternity leave 
• SMP: Statutory maternity pay 
• SPP: Statutory paternity pay 

 Shared Parental Leave 

Purpose and Scope 

This policy and procedure applies to all current employees, whether full or part-time, 
temporary or fixed-term. It does not apply to agency workers or to self-employed 
contractors. 

The purpose of this policy and procedure is to provide managers and staff with clear 
information about our shared parental leave (SPL) provisions. This document sets 
out our policy on SPL, shared parental pay (ShPP) and arrangements surrounding 
returning to work after SPL. It also sets out the procedures which we need to follow 
at various stages, before, during and after SPL.  

SPL also applies where a child is placed for adoption. The arrangements in relation to 
adoption are very similar to those that apply in relation to the birth of a child.  
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Policy 

Our policy is to comply with both the spirit and the letter of the law on SPL rights. To 
this end our aim is to inform you of your rights and provide clear procedures.  

Summary of SPL 

Eligible employees are entitled to take up to 50 weeks’ shared parental leave (SPL) 
in the year following the baby’s birth or adoption of a child. They may also be 
entitled to shared parental pay (ShPP) and enhanced shared parental pay (ESPP) 
during SPL.  

SPL can be shared between two people. It has replaced additional paternity leave 
which provided up to 26 weeks’ leave for fathers and partners. It does not replace 
statutory maternity leave or statutory paternity leave (see NALC’s Maternity Policy 
and Paternity Leave Policy). The leave can be shared so that it is taken at the same 
time as your partner or at different times.  

SPL cannot begin unless the mother curtails her statutory maternity leave and 
cannot be before the end of the second week following birth. The outstanding 
statutory maternity leave (ie up to 50 weeks) will then be available as SPL.  

Example 1 

If a mother begins maternity leave six weeks before the birth and SPL begins in the 
3rd week following the birth, then 44 weeks’ SPL will be available.  

Example 2 

If a mother begins maternity leave 10 weeks before the birth and SPL begins in the 
26th week following the birth then 17 weeks’ SPL will be available. 

Employees may request to take SPL in up to three separate blocks. Each of the two 
people can take as much or as little SPL as they want, provided that between them, 
the total leave taken does not exceed the available SPL. 

In order for SPL to be taken the child’s mother or main parent must meet the 
eligibility criteria and bring her/his entitlement to maternity leave or maternity pay 
or maternity allowance (MA) to an end. However, if you are the child’s birth mother 
you must take the compulsory 2 weeks maternity leave following birth. 

If you are the child’s father or mother’s partner, you must also meet eligibility criteria 
to take SPL. If the mother/primary adopter and you are not going to take SPL but 
stay with maternity or adoption leave you may still have an entitlement to statutory 
paternity leave and pay. The right to take additional paternity leave will no longer 
exist after 5th April 2015. 
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Eligibility Criteria 

• SPL can only be used by two people:  
• The mother/main adopter, and,  
• Either the father of the child, or, the spouse, civil partner or partner of the 

child's mother/adopter.  

Both parents must share the main responsibility for the care of the child at the time 
of the birth/placement for adoption. The eligibility criteria are outlined in the forms 
contained as appendices to this policy. 

Evidence of entitlement 

NALC may, within 14 days of the SPL entitlement notification being given, request: 

• the name and business address of your partner’s employer (where your 
partner is no longer employed or is self-employed their contact details must 
be given instead); 

• in the case of biological parents, a copy of the child's birth certificate (or, 
where one has not been issued, a declaration as to the time and place of the 
birth); 

• in the case of an adopted child, documentary evidence of the name and 
address of the adoption agency, the date on which they were notified of 
having been matched with the child and the date on which the agency 
expects to place the child for adoption. 

To be entitled to SPL, you must produce this information within 14 days of our 
request.  

Forms which need to be completed 

Mothers opting to take SPL 

Any mother who wants to take SPL will need to give us 3 notices/declarations: 

Leave curtailment notice  

This gives us written notice that you will end your maternity leave in favour of taking 
SPL.  

Opt-in notice  

This explains that you are entitled to take SPL and that you intend to take it.  
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Period of leave notice  

This sets out the start and end dates of your SPL and if you intend to claim ShPP, if 
applicable. 

NOTE: These notices can be given to us at different times but we must receive them 
at least 8 WEEKS BEFORE YOU INTEND TO TAKE SPL. 

Fathers (or partners of mothers) opting to take SPL 

You must give us, no later than 8 weeks before you want the SPL to start: 

• an opt-in notice; (click here) and 
• a period of leave notice (click here). 

Booking Shared Parental Leave  

SPL can only be taken in complete weeks but may begin on any day of the week. For 
example if a week of SPL began on a Tuesday it would finish on a Monday. If you 
return to work between periods of SPL, the next period of SPL can start on any day 
of the week. 

SPL can be taken at any time until 12 months after the baby is born. It cannot start 
until 2 weeks after the birth. You can choose to take SPL at the same time as your 
partner or at different times to your partner. You can also choose to take a 
continuous block of time or you can ask to take it as discontinuous periods.  

Continuous leave notifications (known as ‘notices’) 

A notification can be for a period of continuous leave, which means a notification of 
a number of weeks taken in a single unbroken period of leave (for example, 6 weeks 
in a row). 

You have the right to take a continuous block of leave notified in a single 
notification, so long as it does not exceed the total number of weeks of SPL available 
to you and NALC has been given at least 8 weeks’ notice. You may submit up to 3 
separate notifications for continuous periods of leave.  

Discontinuous leave notifications (‘notices’) 

A single notification may also contain a request for 2 or more periods of 
discontinuous leave, which means asking for a set number of weeks of leave over a 
period of time, with breaks between the leave where you return to work (for 
example, an arrangement where an employee will take 6 weeks of SPL by working 
every other week for a period of 3 months). 

Where there is concern over accommodating the notification, you or NALC may 
request a meeting with a view to agreeing an arrangement that meets the needs of 
both parties (see ‘Discussions regarding SPL'). NALC will consider a discontinuous 
leave notification but has the right to refuse it. If the leave pattern is refused, you can 
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either withdraw your request within 15 days of giving it, or you can take the leave in 
a single continuous block. 

You have the right to submit up to 3 notices specifying leave periods you are 
intending to take. Remember that if you want to change your mind over a period of 
SPL and submit a variation notice, this will count as another of the 3 notices. If you 
withdraw a notice for discontinuous leave within 15 days of submitting it, it won’t 
count as one of the 3 notices. 

Maximum number of blocks of leave 

The total number of periods of leave which you will be able to take is 3. 

Responding to a SPL notification 

Once we receive the leave booking notice, we will deal with it as soon as possible, 
but a response will be provided no later than the 14th day after the leave request 
was made. All eligible notices for continuous leave will be acknowledged in writing. 
All requests for discontinuous leave will be carefully considered, weighing up the 
potential benefits to the employee and to NALC against any adverse impact to the 
business.  

If we believe that it will be difficult to accommodate a request for discontinuous 
leave you will be invited to discuss this at a formal meeting. At the meeting you may, 
if you wish, be accompanied by a workplace colleague or a trade union 
representative. The purpose of the meeting is to discuss: 

• the leave proposed, 
• what will happen while you are away from work, 
• how the leave proposal could be agreed, 
• whether a modified arrangement would be agreeable, and 
• what the outcome may be if no agreement is reached. 

Each request for discontinuous leave will be considered on a case-by-case basis. 
Agreeing to one request will not set a precedent or create the right for another 
employee to be granted a similar pattern of SPL.  

You will be informed in writing of the decision as soon as is reasonably practicable, 
but no later than the 14th day after the leave notification was made. The request may 
be granted in full or in part: for example, NALC may propose a modified version of 
the request.  

Variations to arranged SPL 

You have the right to vary or cancel an agreed and booked period of SPL, provided 
that you advise us in writing at least 8 weeks before the date of any variation. Any 
new start date cannot be sooner than 8 weeks from the date of the variation request.  
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A change as a result of a child being born early, or as a result of NALC requesting it 
be changed, and the employee being agreeable to the change, will not count as one 
of the 3 notifications. Any variation will be confirmed in writing by NALC.  

Shared Parental Pay (ShPP) 

Statutory ShPP of up to 39 weeks (less any weeks of statutory maternity pay 
claimed by you or the other parent) may be available provided you have at least 26 
weeks' continuous employment with us at the end of the Qualifying Week and your 
average earnings are not less than the lower earnings limit set by the government 
each tax year. ShPP is paid at a rate set by the government each year. Go to 
www.gov.uk for latest rates applicable. 

Enhanced Shared Parental Pay (ESPP) 

You will qualify for enhanced shared parental pay (ESPP) if you have at least one 
year’s continuous service at the 11th week before the week the baby is due and earn 
in excess of the Lower Earnings Limits, you will be contractually entitled to 18 weeks’ 
enhanced Shared Parental Pay as follows.  

Weeks 1-6: You will receive 90% of a week’s pay offset against SMP or MA 
payments. 

Weeks 7-18: You will receive 50% of a week’s pay without offset of SMP or MA, 
except to the extent that the half pay plus SMP or MA exceeds full 
pay  

Weeks 19-39: You will receive 21 weeks’ pay at the lower of 90% of your average 
weekly earnings or the standard rate of SMP or MA 

A proportion of enhanced maternity pay will be repaid to NALC in the event that you 
do not return to work for a period of at least three months following the leave. 
Please see below. 

ESPP will not be payable after the end of the 12th week of SPL or may be paid for a 
shorter period or not at all (see previous paragraph). For the remainder of SPL (or 
until the aggregate of statutory maternity leave and SPL amount to 39 weeks) 
employees will be paid at the lower of 90% of average weekly earnings or the 
standard rate of ShPP 

The Effect of SPL on Contractual Benefits 

Your terms and conditions of employment remain in force during SPL, except for the 
terms relating to pay. 

Annual Leave 

Annual leave entitlement will continue to accrue at the rate provided under your 
contract. If your SPL will continue into the next holiday year, any holiday entitlement 
that cannot reasonably be taken before starting your leave can be carried over and 
must be taken immediately before returning to work unless your manager agrees 

http://www.gov.uk/
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otherwise. Please discuss your holiday plans with your manager in good time before 
starting SPL. All holiday dates are subject to approval by your manager. 

Pension 

Local Government Pension Scheme 

Members of the Local Government Pension Scheme automatically continue to have 
their pension contributions deducted from their pay during paid SPL. Contributions 
are based on actual pay received but pension rights accrue in full even though 
employees may be paying reduced contributions. 

If employees are not entitled to any pay during SPL, pension rights accrue in full for 
up to the first 26 weeks of absence at no cost. This includes any period of statutory 
maternity leave that preceded SPL. 

For any period of unpaid SPL after the first 26 weeks of absence (including any 
period of statutory maternity leave that preceded SPL), employees must decide 
whether or not they wish to pay pension contributions. Contributions will be payable 
on the rate of pay they were receiving immediately before commencing the period 
of unpaid SPL. An election to pay contributions must be made within 30 days of 
return to work from each period of SPL or, if they do not return, on their last day of 
service.  

An election form can be found here. For more information please contact the 
Finance Department.  

The Pension Trust 

Members of the Pensions Trust Scheme (“the Scheme”) will automatically continue 
to have their pension contributions deducted from pay received during SPL. 
Contributions will be based on actual pay received. While employees are receiving 
SPL, NALC’s contributions to the Scheme will ensure that total contributions (ie 
NALC’s and individual employee’s) remain the same as if they were receiving normal 
pay.  

For any period of unpaid SPL, employees must decide whether or not to pay pension 
contributions. Contributions will be payable on the rate of pay they were receiving 
immediately before commencing the period of unpaid SPL.  

An election to pay contributions must be made within 30 days of the return to work 
from each period of SPL or, if employees do not return, by their last day of service. 
NALC will not make any contribution to the Scheme during periods when employees 
are not paid.  

An election form can be found here. For more information please contact the 
Finance Department.  
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Maintaining Contact during SPL 

Some people will choose to have little if any contact with work during their SPL 
while others want to maintain a high level of contact. Before you start your SPL, your 
manager will meet with you to discuss reasonable contact arrangements during your 
SPL. Below is a list of the sorts of information you may want to be kept informed 
about: 

• Notes of team and other important meetings 
• Details of internal vacancies which arise 
• Details of important announcements given in the team meeting 
• Details of significant developments to working practices 
• Details of changes to the team structure 
• Details of any training courses which are offered to the team 

There may be occasions when we need to contact you even if you have indicated 
that you do not wish to be contacted. In these circumstances contact will only be 
made when there is significant information which might affect you. For example 
where there are changes proposed to the job you are expected to return to. 

Shared Parental Leave In Touch (SPLIT) Days 

NALC considers that it is in its interest and the interests of its employees to maintain 
reasonable contact during SPL. It may want to update employees on significant 
changes to the workplace or to ask whether they wanted to take part in training or 
team events. NALC hopes that by keeping in touch, it will make the return to work 
easier after SPL.  

Employees can work for up to 20 Shared Parental Leave In Touch ("SPLIT") days 
during SPL without losing ShPP, maternity allowance or ending SPL. It is not affected 
if the mother has taken “Keep In Touch” days under NALC’s maternity policy. SPLIT 
days are not compulsory and must be discussed and agreed with your line manager.  

Employees will need to agree with their managers what work is to be done on SPLIT 
days and the pay that they will receive. Employees are not required to work during 
SPL. 

Returning to work 

If you want to end a period of SPL early, you must give us 8 weeks' prior notice of 
the return date. It is helpful if you give this notice in writing. If you have already used 
your three notifications to book and/or vary leave then we do not have to accept the 
notice to return early but may do if it is considered to be reasonably practicable to 
do so. 

If you want to extend your SPL you must submit a new Period of Leave Notice at 
least 8 weeks before the date you were due to return to work, assuming you still 
have SPL entitlement remaining and have not already submitted 3 periods of leave 
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notices. If you are unable to request more SPL you may be able to request annual 
leave or ordinary parental leave, which will be subject to business need. 

You will have been formally advised in writing by us of the end date of any period of 
SPL. You are expected to return on the next working day after this date, unless you 
notify us otherwise. If you are unable to attend work due to sickness or injury, the 
normal arrangements for sickness absence will apply. In any other case, late return 
without prior authorisation will be treated as unauthorised absence.  

On returning to work after SPL, you are entitled to return to the same job if your 
aggregated total statutory maternity/paternity/adoption leave and SPL amounts to 
26 weeks or less. The same job is the one you occupied immediately before 
commencing maternity/paternity/ adoption leave and the most recent period of 
SPL, on the same terms and conditions of employment as if you had not been 
absent.  

If your maternity/paternity/adoption leave and SPL amounts to 26 weeks or more in 
aggregate, you are entitled to return to the same job you held before commencing 
the last period of leave or, if this is not reasonably practicable, to another job which 
is both suitable and appropriate and on terms and conditions no less favourable. 

If you do not return to work at the end of SPL, you must provide the notice required 
under your contract and must repay all the ESPP that you received as follows: 

• If you do not return from shared parental leave you must repay of all ESPP 
received;  

• if you leave after returning for one week, you must repay 11/12ths five of all 
ESPP received; 

• if you leave after returning for two weeks, you must repay 10/12ths five of all 
ESPP received; 

• if you leave after returning for three weeks, you must repay 9/12ths five of all 
ESPP received; 

Repayment is reduced by 1/12th of ESPP for each succeeding week until, if you leave 
in the 11th week after returning from shared parental leave, you must repay 1/12th of 
ESPP received.  

Fraudulent claims  

Where there is a suspicion that fraudulent information may have been provided or 
where we have been informed by the HMRC that a fraudulent claim was made, we 
will investigate the matter further in accordance with the usual disciplinary 
procedures. 
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 Adoption Leave 

Purpose and Scope 

This policy and procedure applies to all current employees, whether full or part-time, 
temporary or fixed-term. 

The purpose of this policy and procedure is to provide managers and staff with clear 
information about NALC’s adoption provisions. This document sets out NALC’s 
policy on adoption leave, pay, and arrangements surrounding returning to work after 
adoption leave. It also sets out the procedures which NALC and employees need to 
follow at various stages, before, during and after adoption leave. 

Policy 

NALC’s policy is to comply with both the spirit and the letter of the law on adoption 
leave and pay rights. To this end its aim is to inform all employees of their adoption 
rights and to ensure those rights are understood.  

Qualifying Criteria 

To qualify for adoption leave, you must be newly matched with a child for adoption 
by an adoption agency. There is no length of service requirement for adoption leave. 
Adoption leave and pay is not available in circumstances where a child is not newly 
matched for adoption, for example when a step-parent is adopting a partner’s 
children. 

Procedure 

Telling your Manager that you are Adopting a Child 

You must inform your manager of your intention to take adoption leave within 7 
days of being notified by your adoption agency that you have been matched with a 
child for adoption, unless this is not reasonably practicable. You need to tell your 
manager when the child is expected to be placed with you and when you want your 
adoption leave to start. 

You can change your mind about the date on which you want your leave to start 
providing you tell your manager at least 28 days in advance (unless this is not 
reasonably practicable). 

Matching Certificate  

You must give your manager documentary evidence from your adoption agency as 
evidence of your entitlement to Statutory Adoption Pay. Employers can also ask for 
this as evidence of entitlement for adoption leave. You should ask your adoption 
agency for this documentary evidence, which may be provided in the form of a 
matching certificate which includes basic information on matching and expected 
placement dates. 
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Adoption Appointments 

The primary adopter is entitled to take paid time off to attend up to 5 pre-adoption 
appointments. The co-adopter will be entitled to take unpaid time off to attend up to 
2 pre-adoption appointments. The time off is capped at six and a half hours’ time off 
work on each occasion. 

You should give your manager as much notice as possible of your appointments and, 
after the first one, should show them the appointment letter/card.  

Entitlements 

Your entitlements to the following all mirror the rights and entitlements set out in the 
maternity policy which includes: 

• adoption pay and enhanced contractual adoption pay as set out in the 
maternity policy 

• the length of time that you can take as adoption leave 
• the entitlement to pay awards 
• the arrangements regarding keeping in touch with the office during your 

adoption leave 
• the right to transfer some of your adoption leave, under the Shared Parental 

leave provisions 
• the effect of adoption leave on contractual benefits 
• your entitlement to annual leave  

Shared Parental Leave (SPL) 

You may be entitled to curtail your adoption leave and pay and instead take SPL and 
pay in conjunction with the co-adopter, subject to meeting the eligibility criteria. SPL 
enables parents to choose how to share the care of their child during the first year of 
placement. Its purpose is to give parents more flexibility in considering how to best 
care for, and bond with, their child. See the Shared Parental Leave Policy for more 
information. 

Returning to Work 

NALC will assume that you will take your full adoption leave entitlement and intend 
to return to work doing the same job, with the same hours, unless you notify NALC, 
in writing, or request otherwise.  

If you want to return to work before the end of your adoption leave, you will need to 
notify your manager in writing giving at least eight weeks’ notice of your intended 
return date. If you do not give at least eight weeks’ notice, your manager may delay 
your return to work by up to a further eight weeks where s/he has good reason. 
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Requesting a Change to your Pattern of Work 

You have the right to request that NALC considers changing your pattern of work 
(subject to eligibility criteria). Please refer to the Requesting Flexible Working Policy 
in this Handbook.  

11. Ordinary Parental Leave  

Purpose and Scope 

The purpose of this policy and procedure is to provide managers and staff with clear 
and comprehensive information on NALC’s ordinary parental leave provisions. 
Ordinary Parental Leave is distinct from Shared Parental Leave and Paternity Leave. 

Policy 

NALC’s policy is to comply with both the spirit and the letter of the law on Parental 
leave rights. To this end our aim is to inform all employees of their ordinary parental 
leave rights and to ensure those rights are understood.  

Qualifying Criteria 

To qualify for ordinary parental leave, you must; 

• have parental responsibility for the child, and, 
• have at least one year’s continuous service with NALC by the time you want 

to take the leave, and, 
• use the ordinary parental leave to look after the child, and, 
• the child must be under the age of 18. 

Amount of Ordinary Parental Leave 

If you are eligible for ordinary parental leave you will be entitled to receive up to 18 
weeks' unpaid leave for each child. If you have twins, you will be entitled to receive 
two lots of 18 week’s unpaid leave. 

The amount of ordinary parental leave you are entitled to is taken with you if you 
move jobs. For example, if you are eligible for a total of 18 weeks ordinary parental 
leave and have already taken 5 weeks ordinary parental leave with a previous 
employer, you will need to work for NALC for a year before qualifying for the 
remaining 13 weeks.  

You will be able to take leave in blocks of one week, subject to a maximum of four 
weeks at any one time and in any one year. If your child is disabled, you will be able 
to take odd days. 

If you work part-time you will be able to take leave in proportion to the time worked, 
e.g. if you work two days a week as opposed to the usual five, you will have the right 
to 36 days' parental leave in all (5 days × 18 weeks × 2/5 of normal working time). 
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Requesting Ordinary Parental Leave 

If you would like to take a period of ordinary parental leave, you will need to advise 
your manager in writing at least 21 days before you wish to take the leave. 

Postponing Leave 

In some circumstances, your manager will not be able to grant your request for 
leave, for example where your absence would substantially affect service delivery. If 
this is the case, your manager will write to you within 7 days of your request, 
explaining why, and postponing your leave for not more than six months, starting 
from the date on which you originally wished your leave to begin. 

Your leave will not be postponed if you are taking ordinary parental leave 
immediately after the birth or adoption of a child. 

Sickness during Ordinary Parental Leave  

If you fall sick during a period of Ordinary Parental Leave and follow the absence 
notification and reporting procedure, you will be entitled to receive pay under the 
sickness scheme and this period shall not count towards their parental leave 
entitlement. 

Ordinary Parental Leave and Maternity, Adoption, Paternity and Shared Parental 
Leave 

You can request to take ordinary parental leave at the end of a period of maternity, 
adoption, paternity or shared parental leave. 

If you do not qualify for Ordinary Parental Leave 

If you do not qualify for ordinary parental leave but need to take time off to care for 
your child or children please speak to your manager. Your manager will explore 
whether other options are available. 

 Flexible Working  

Purpose and Scope 

Eligible employees have the right to request flexible working from the first day of 
their employment, regardless of whether they work full or part-time or have a 
temporary contract of employment. It does not apply to temporary recruitment 
agency staff, unless returning to work from a period of parental leave.  

This policy explains the process which NALC will use to respond to requests to vary 
working hours, pattern or place of work.  

Policy 

NALC’s policy is to comply with both the spirit and the letter of the law on the right 
to request flexible working. To this end our aim is to inform all staff of the right to 
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request flexible working and to ensure those rights are understood and that you feel 
confident any decisions regarding your request will be handled objectively, fairly, 
free from discrimination, and that you will not be treated detrimentally because you 
have asked for flexible working arrangements.  

Making the Request 

To apply for flexible working, please write to your line manager using a Request for 
Flexible Working Form, providing the following details:- 

• the date of your application 
• that you are making the application under the statutory right to request 

flexible working 
• how you wish to work flexibly and when you want the new arrangements to 

start whether you have made a previous application, and when 

You can make two statutory requests in any 12 month period. However, you may 
only have one live request for flexible working at any one time.  

Withdrawing an application 

If you wish to withdraw an application, you should notify your manager in writing, as 
soon as possible.  

Responding to your Request 

Once we receive your written request, we will arrange a discussion with you as soon 
as possible, unless we agree immediately to your request. It may be that we need to 
ask you to supply further details before the meeting. If there is likely to be a delay in 
discussing your request we will inform you. An employee can bring a work 
colleague or a trade union representative to the meeting. 

Your request will be fully discussed at the meeting. Your manager will carefully 
consider your request looking at the benefits of the requested changes on working 
conditions for you as an employee and the organisation and weighing these against 
any adverse business impact of implementing the changes.  

Having considered the changes you are requesting and weighing up the advantages, 
possible costs and potential logistical implications of granting the request, your 
manager will write to you with the decision. The decision will be either: 

• to accept the request and establish a start date, with or without a trial period 
and review date. Where the request is granted we will set out what changes 
will be made to your terms and conditions of employment, or 

• to propose an alternative, which may require further discussion or 
• to confirm a compromise agreed at the discussion or, 
• to reject the request, setting out the clear business reasons, how these apply 

to the application and the appeal process. 
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Requests to work flexibly will be considered objectively, however we may not always 
be able to grant a request to work flexibly if it cannot be accommodated by the 
organisation. If we turn down your request, it will be because of one, or a 
combination of the following reasons, and we will explain why.  

• the burden of additional costs is unacceptable to NALC 
• NALC will not be able to provide an adequate service to its members 
• the work cannot be reorganised among other staff 
• NALC cannot recruit additional staff to do the work 
• the employee’s request will have an effect on work quality and performance 
• there is insufficient work during the proposed working times 
• NALC is planning changes to its workforce 

If you are only looking for an informal change for a short period to your working 
hours or conditions, for instance to pursue a short course of study, we may consider 
allowing you to revert back to your previous conditions after a specified period, e.g. 
three months, or after the occurrence of a specific event, such as the end of a course 
of study. 

Timeframe for dealing with requests 

NALC will deal with requests in a timely manner although the law requires the 
consideration process to be complete within two months of first receiving a request, 
including any appeal. If the request cannot be dealt with within two months, NALC 
may ask to extend the consideration process, provided you agree to the extension.  

Handling Requests in a Fair Way 

We may receive more than one request to work flexibly closely together from 
different employees and it may or may not be possible to accept all requests. Each 
case will be considered on its merits looking at the business case in the order they 
have been received. We may ask you if there is any room for adjustment or 
compromise before coming to a decision. 

Appealing Against the Decision 

If we decline your request and you wish to appeal, you must do so, in writing, within 
5 days of receiving the letter informing you of the outcome. We will then write to 
you to arrange a meeting to discuss your appeal. This meeting will be held as soon as 
reasonably possible and will normally be with the Chief Executive. You have the right 
to be accompanied at that meeting by a work colleague or a trade union 
representative to the appeal. 

There may be circumstances when the Chief Executive is unable to meet within the 
required timeframes, in which case a meeting will be held as soon as is practically 
possible. 
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Failure to attend a meeting 

If an employee fails to attend any meeting to discuss the request (including an 
appeal hearing) and also fails to attend a rearranged meeting without a good reason, 
we will consider the request withdrawn and confirm this in writing.  

Withdrawal of a request 

If an employee changes their mind about their flexible working request, they may 
choose to withdraw their application at any time before a final decision on the 
request (or if applicable, the appeal outcome) has been made, by providing written 
notice which states that they wish for the request to be withdrawn and which is 
signed and dated by the employee.  

The Effect on your Contract of Employment 

Any change in your hours or pattern of work will normally be a permanent change to 
your contractual terms and conditions. This means that you will not automatically be 
able to revert back to the previous working pattern (unless otherwise agreed). So, 
for example, if your new flexible working pattern involves working reduced hours, 
you will not automatically be able to revert to working full time hours. 

Changes to your working pattern may affect other terms and conditions of 
employment. For example, reducing your hours of work will mean that your pay and 
leave will be pro-rated accordingly. Your pension may also be affected. 

Any changes to your terms and conditions as a result of a change to your working 
pattern will be confirmed in your decision letter, however if you have further queries 
about how a proposed change to your pattern of work might affect your terms and 
conditions please speak to your line manager. 

 Working from Home Policy 

Policy Statement 

NALC is committed to offering hybrid working arrangements for employees without 
compromising the delivery of high quality and responsive services to its members. 
This is normally 2 days a week in the office and 3 days a week working from home 
for full time staff.  

This working from home policy provides specific guidance on assessing the role, 
employee and home working environment to establish suitability for home working 
and the implementation of home working arrangements. This is necessary to ensure: 

• Consistency in considering requests to work at home 
• Arrangements at the home working site conform to NALC standards  
• Preservation of the integrity, availability and confidentiality of NALC 

information 
• The health, safety, welfare and security of the employee. 
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NALC is committed to the fair treatment of all employees. Any requests to work 
from home will be considered, seriously, reasonably, objectively and consistently 
across NALC. Please note that this policy specifically describes NALC’s approach to 
requests to work from home. You should refer to the ‘Requesting Flexible Working’ 
policy if you want guidance on changing your working pattern. 

Scope  

This policy and guidance applies to all employees who have a contract of 
employment with NALC. It does not apply to agency workers. 

Definition of Working from Home  

For the purpose of this policy and guidance a home worker is defined as an 
employee whose contractual work location is NALC’s office but may work from 
home, at the discretion and authorisation of their manager, as and when appropriate. 
Working from home is distinct from being a home-worker. A Home Worker will be 
permanently based from home.  

Key Principles of Working from Home  

Working from home is not an employee right..  

All NALC policies continue to apply to staff working from home, including data 
protection requirements and email/internet usage. From time-to-time the 
employee’s line manager will discuss home working arrangement with you, including 
health and safety reviews. If you are due to work from home and fall ill, you must 
comply with NALC’s Sickness Absence Policy. 

Whilst working from home, staff must be fully accessible as if they are working in the 
office and should advise colleague of any appointments that meant they are not 
going to be available for part of the day. You should be able to be contacted by 
email, MS Teams, or your NALC provided mobile phone whilst working from home.  

You are also required to keep the NALC diary and your team status up to date.  

Data Protection 

Staff are not permitted to use personal equipment (computer/laptop or personal 
phone) to store any NALC information. Only the use of NALC provided laptop and 
mobile phone is permitted for NALC business. 

Insurance and liabilities 

Employees who work from home are advised to consult the relevant agencies with 
regard to the effect of working at home on their house and contents insurance; 
mortgage or tenancy agreement; and, council tax/business rates. 
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 Retirement Policy & Procedure  

Purpose and Scope  

The purpose of this policy is to set out NALC’s approach to the retirement of 
employees. 

Policy 

NALC does not operate a compulsory retirement age for its employees. NALC is 
committed to equal opportunities for all its employees and recognises the 
contributions of a diverse workforce, including the skills and experience of older 
employees. It believes that employees should, wherever possible, be permitted to 
continue working for as long as they wish to do so. NALC operates a flexible 
retirement policy and employees may voluntarily retire at a time of their choosing. 

Retirement Procedure 

If you have decided that you wish to retire, you should inform your line manager in 
writing as far in advance as possible and, in any event, in accordance with your 
notice period as set out in your contract of employment. This will assist NALC with 
its succession planning. 

NALC will write to you acknowledging your notice to retire. Your manager will 
arrange a meeting with you to discuss arrangements for retirement, including the 
intended retirement date, succession and handover plans, pension details and 
phased retirement, if applicable. 

You are advised to consider your pension provision and take independent financial 
advice before making any decision in relation to retirement. 

Workplace Discussions 

NALC will invite all employees to regular workplace discussions with their line 
managers. These will take place once the year, when performance appraisals are 
carried out and at other formal review meetings. During those discussions, your line 
manager will discuss your performance, developmental or training needs and NALC’s 
and your future plans and expectations in the short-, medium- and long-term. During 
those meetings, you may discuss your future plans or proposals for retirement. 

A record of each workplace discussion will be kept as part of the appraisal and 
supervision paperwork and a copy will be given to you. 

A discussion about possible retirement will not result in any assumptions about your 
commitment to NALC. NALC seeks to retain the best talent, including older 
employees. Workplace discussions are an opportunity for both you and NALC to 
plan jointly for the future. 
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Succession Planning 

An employee who is shortly to retire will often have considerable knowledge in 
relation to their role and responsibilities. NALC may require your assistance and 
cooperation for succession planning.  

Prior to retirement, you should cooperate with NALC, if requested to do so, by: 

• providing full written details of the status of work projects and future steps;  
• developing a job description, including key competencies and skills required 

for the role;  
• ensuring a smooth handover of work; and  
• assisting in training any successor.  

Phased Retirement 

If you have notified NALC that you wish to retire, NALC will consider and if 
appropriate discuss the option of phased retirement with you. 

Alternatively, you may decide that you do not wish to retire in the near future but 
would benefit from alternative working arrangements in the short- or medium- term. 
You may make a request to NALC for a different pattern of work. 

Phased retirement allows a change of working pattern so that you can reduce your 
hours gradually (for example, move to part-time working) prior to retirement. It may, 
for example, involve changes to your responsibilities to help NALC with its 
succession planning, and help you adjust to, and prepare for, retirement. 

NALC will fairly consider all requests by those employees for changes to their 
working patterns and will not make any changes to your working pattern without 
your written consent.  

A reduction in working hours may result in a reduction in salary and pension 
contributions to your pension scheme. You should check their pension arrangements 
before making any decision on this.  

You are under no obligation to participate in phased retirement.  

 Employee assistance programme  

NALC offers an employee assistance programme to all staff. This programme is 
designed to support staff who need additional support if you have work, family or 
personal issues. It is confidential and no information on any personal cases are fed 
back to NALC.  

Topics that the EAP covers include, but are not limited to, the following:  

§ Work-life balance  
§ Relationships  
§ Childcare information  

§ Elder care information 
§ Life events  
§ Immigration  
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§ Health and well-being  
§ Debt  
§ Disability and illness  
§ Careers  
§ Bereavement and loss  
§ Stress  

§ Anxiety and depression  
§ Family issues  
§ Bullying and harassment  
§ Education  
§ Consumer rights  
§ Workplace pressure 

Further details of the programme are available from the administration manager or 
by calling their Telephone Helpline service on 0800 028 0199.  

Health Assured also offers support for you and your immediate family members*, 24 
hours a day, 7 days a week, 365 days a year by calling 0800 028 0199.  
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SECTION THREE: INFORMATION AND COMMUNICATION 
TECHNOLOGY 

 Use of IT and Social Media 

Purpose and Scope 

NALC provides information and communication technology systems that enables us 
all to work efficiently. We recognise that email communication plays an essential role 
in the conduct of our organisation and that the way in which we all communicate 
with people not only reflects on us as individuals but also on us as an organisation.  

In addition, NALC provides access to the vast information resources of the internet 
to help us all do our job and be well informed. The facilities that we provide 
represent a considerable commitment of resources. This policy is designed to help 
you understand our expectations for the use of those resources and to ensure that 
you use those resources wisely.  

This policy applies to all staff (whether full time, part time, casually employed or 
temporary workers), agency workers, and contractors working for or on behalf of 
NALC and anyone using NALC ’s information and communication technology 
equipment.  

The purpose of this policy is to set clear standards of behaviour and conduct in the 
use of IT and social media. 

The policy covers all our communications and IT equipment which includes desk top 
computers, laptops, internet access, remote access connections, email servers, file 
storage, smart phones, tablets and computing and networking facilities owned and 
operated by NALC . 

This policy also deals with the use of all forms of social media, including Facebook, 
LinkedIn, X, YouTube, Instagram, Snapchat, Pinterest, Wikipedia, all other social 
networking sites, and all other internet postings, including blogs.  

It applies to the use of social media for both work and personal purposes, whether 
during office hours or otherwise. The policy applies regardless of whether the social 
media is accessed using our IT facilities and equipment or equipment belonging to 
members of staff. 

Policy Statement 

Information and communication technology systems are provided to enable us all to 
work efficiently. They provide a means for communicating both internally and 
externally and, a means for storing information, including personal or sensitive 
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information. All staff and other users are therefore expected to use the systems 
provided in ways which: 

• Comply with the law (e.g. on data protection, equality legislation, health and 
safety, etc.) 

• Enhance efficiency and productivity 
• Enhances the reputation of NALC 

We recognise that the internet provides unique opportunities to participate in 
interactive discussions and share information on particular topics using a wide 
variety of social media, such as Facebook, Twitter, blogs and wikis. However, 
inappropriate use of social media can pose risks to our confidential information, and 
reputation, and can jeopardise our compliance with legal obligations. 

To minimise these risks, to avoid loss of productivity and to ensure that our IT 
resources and communications systems are used only for appropriate business 
purposes, we expect everyone covered by this policy to adhere to it.  

Breach of this policy may result in disciplinary action up to and including dismissal. In 
the case of agency workers, contractors or others not covered by the disciplinary 
policy, action can include summarily ending the contract. 

Disciplinary action may be taken regardless of whether the breach is committed 
during working hours, and regardless of whether our equipment or facilities are used 
for the purpose of committing the breach. (For example if you release confidential 
information or make derogatory statements about NALC, our member councils or 
people working for either on social media). Any member of staff suspected of 
committing a breach of this policy will be required to co-operate with our 
investigation, which may involve handing over relevant passwords and login details. 

You may be required to remove internet postings which are deemed to constitute a 
breach of this policy. Failure to comply with such a request may in itself result in 
disciplinary action. 

People responsible for implementing the policy 

The Administration manager has overall responsibility for the effective operation of 
this policy. Responsibility for monitoring and reviewing the operation of this policy 
and making recommendations for change to minimise risks also lies with the 
Administration manager. 

All line managers have a specific responsibility for operating within the boundaries of 
this policy, ensuring that all staff understand the standards of behaviour expected of 
them and taking action when behaviour falls below its requirements.  

All staff are responsible for the success of this policy and should ensure that they 
take the time to read and understand it. Any misuse of IT resources and social media 
should be reported to either your manager or the Administration manager. 
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Compliance with related Policies and Agreements 

NALC’s policies and procedures (e.g. Disciplinary Policy and Harassment Policy) 
apply equally to behaviour online as off line. The IT resources and social media 
should never be used in a way that breaches any of our other policies. If an internet 
post would breach any of our policies in another forum, it will also breach them in an 
online forum.  

It is your responsibility to ensure that information and data that you hold on NALC’s 
computer systems complies fully with the principles of the Data Protection Act. In 
brief, the Data Protection Act requires that anyone who inputs, stores or uses 
personal information must ensure that the information (e.g. names, addresses, other 
information kept on individuals) is; 

• accurate and up to date, 
• only kept for legitimate reasons, 
• only kept for as long as is necessary, 
• used for legitimate purposes, 
• not passed on to third parties without the consent of the individual and, 
• secure  

A good way of understanding these requirements and your responsibilities is to think 
about how you would wish your bank to store and use, and not use, your own 
personal details. 

You should never provide references for other individuals on social or professional 
networking sites, as such references, positive and negative, can be attributed to and 
create legal liability for both the author of the reference and NALC  

Monitoring 

The contents of our IT resources and communications systems are our property. 
Therefore, staff should have no expectation of privacy in any message, files, data, 
document, telephone conversation, social media post conversation or message, or 
any other kind of information or communications transmitted to, received or printed 
from, stored or recorded on our IT and communications systems. 

We reserve the right to monitor, intercept and review, without further notice, your 
activities using our IT resources and communications systems, including but not 
limited to social media postings and activities, to ensure that our rules are being 
complied with and for legitimate business purposes and you consent to such 
monitoring by your acknowledgement of this policy and your use of such resources 
and systems. This might include, without limitation, the monitoring, interception, 
accessing, recording, disclosing, inspecting, reviewing, retrieving and printing of 
transactions, messages, communications, postings, log-ins, recordings and other uses 
of the systems as well as keystroke capturing and other network monitoring 
technologies. 
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We may store copies of such data or communications for a period of time after they 
are created, and may delete such copies from time to time without notice.  

Do not use our IT resources and communications systems for any matter that you 
wish to be kept private or confidential from NALC.  

While an email that is clearly private does not fall within the definition of a 
communication that is relevant to NALC ’s business, we maintain a right to monitor 
such a communication where there is a reasonable suspicion that the content 
breaches NALC policy, for example, by transmitting confidential information or 
pornography.  

NALC exercises the right to intercept emails and internet access under the 
Telecommunications (Lawful Business Practice) (Interception of Communications) 
Regulations 2000 for the following reasons: 

• to investigate or detect the unauthorised use of the systems, e.g. that this 
policy is being observed, that no discriminatory or offensive content appears in 
emails, etc 

• to maintain an adequate level of security for our computer systems 
• to detect any computer viruses 
• to check mailboxes of absent employees. 

To exercise our right under the Regulations, NALC must have made all reasonable 
efforts to inform every person who may use the system that interception may take 
place. We believe that the communication of this policy to all employees meets this 
requirement. 

Computer Usage 

Laptops should be fully shut down and turned off at the end of each day.  

To prevent unauthorised access to your files, please ensure that you log–out, or 
otherwise secure your laptop if you are away from your desk. 

The computer systems are backed up regularly, however you must ensure your work 
is adequately saved in a secure location that is accessible for backup. 

Mobile phone texting 

Texting member councils, suppliers or other external stakeholders should be avoided 
wherever possible. Texting can often involve an abbreviated use of language which 
not everyone is familiar with. If you must text another person keep any abbreviated 
language to a minimum, to ensure a full understanding of the message. 

Text messages must be treated in the same way as emails, in the sense that they 
must not contain illegal, discriminatory, obscene, pornographic or otherwise abusive 
or threatening messages. 
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Internet 

The Internet may not be used in any way that violates NALC’s policies, rules or 
administrative orders. Use of the Internet in a manner that is not consistent with the 
mission of NALC, misrepresents NALC or violates any NALC policy is prohibited. 

You must not use NALC’s systems to access pornographic, gaming, offensive, illegal 
or other improper material or make inappropriate use of the Internet. 

Producing, downloading or distributing sexually explicit or offensive material in any 
form, electronic or otherwise (e-mail, blogging, picture, file, printed-output, etc), 
which may be considered abusive or derogatory to individuals on the basis of race, 
ethnicity, religion, gender, sexual orientation, gender re-assignment, disability, age 
etc. is a violation of our Equal Opportunities Policy Statement. Any such action will 
be considered as gross misconduct. 

NALC does not have a filter to block access to inappropriate sites. If you find 
yourself connected accidentally to a site that contains sexually explicit, offensive or 
illegal material, you must disconnect from that site immediately and notify the 
Administration manager. 

NALC prohibits internet use for mass unsolicited mailings, competitive commercial 
activity and access for non-employees to NALC resources or network facilities  

You should not subscribe to chat rooms, dating agencies, messaging services, 
internet diary (known as blogging) or other on-line subscription Internet sites unless 
they pertain to work duties. 

The types of activities that are encouraged include: 

Communicating with fellow employees, County Associations, business partners of 
NALC and Councils (and like organisations) within the context of an individual’s 
assigned responsibilities; 

Acquiring or sharing information necessary or related to the performance of an 
individual’s assigned responsibilities; and Participating in educational or professional 
development activities. 

 Cyber security 

NALC is proud to be Cyber Essentials certified, demonstrating our commitment to 
data and cyber security. 

This accreditation shows that we conform to a set of baseline technical controls and 
measures to prevent and manage issues such as hacking, phishing and password 
guessing.  

As part of your induction process, the following training module must be completed, 
within 2 weeks of your start date, which will help you understand why cyber security 
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is important, showing how you can take practical steps to protect against fraud and 
cyber-crime: 

https://tinyurl.com/ncscstaffcybertraining 

Staff must always report any cyber incident to the Administration manager 
promptly. Remember “If in doubt, call it out”. Do not be concerned about reporting 
your own actions, for example clicking on a “bad” link, cyber-attacks can be difficult 
to spot, reporting promptly can massively reduce the harm caused. Never hesitate to 
ask for guidance or support when something feels suspicious or unusual. 

Network security 

To ensure NALC’s network is secure, administrative access to the Firewall and 
Router to change configuration and firewall rules is restricted to the IT or network 
supplier. The supplier will ensure that authentication will be secured using MFA 
and/or restricted to personnel at a specified location. 

All configuration changes must be authorised in advance by the Administration 
manager.  

If a suspected breach or suspicion arises that the firewall or router password has 
been compromised, the Administration manager will request the IT or network 
supplier to change the administrative password. 

 Passwords 

NALC systems require an authenticated User ID/password combination prior to 
gaining access. User accounts require you to select a password with a minimum length 
of 12 characters, which must include at least one number, one letter and one special 
character.  

All MS365 accounts must be protected by MFA (multi factor authentication). Other 
accounts that provide access to NALC data must be protected by MFA if it is made 
available by the supplier.  

Windows users may assign a minimum 6-digit PIN to access their workstation or use 
facial or other biometric recognition as available. 

iPhones must have fingerprint or facial recognition enabled, alongside a passcode of 
at least 8 characters. 

You are not permitted to use another person’s login ID (username/password). If you 
require access to another employee’s computer system, a request must be submitted 
to the Administration manager who will arrange for temporary access. 

In line with NCSC guidance, NALC do not impose regular password changes. 
However, if a user knows or suspects their password to be compromised, they must 
notify the Administration manager immediately. 

https://tinyurl.com/ncscstaffcybertraining
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When choosing passwords….. 

Do: 

• Always use a strong password, that is separate/different from other accounts  
• Choose a password with at least twelve characters, a combination of upper 

and lower case letters, numbers and keyboard symbols. Remember that 
changing letters to numbers (for example E to 3) are techniques well-known 
to criminals. 

• Use a password manager/browser suggested strong password. 
• Choose three random words, including numbers, symbols and a combination 

of upper and lower case, to create a strong password. 

Do not use: 

• Your username, actual name or business name. 
• The same password for multiple accounts  
• Family members’ or pets’ names. 
• Your own or family birthdays. 
• Favourite football or F1 team or other words easy to work out with a little 

background knowledge. 
• The word ‘password’. 
• Numerical sequences. 
• A single commonplace dictionary word, which could be cracked by common 

hacking programs. 
• ascending or descending numbers (for example 4321 or 12345), duplicated 

numbers (such as 1111) or easily recognisable keypad patterns (such as 14789 
or 2580). 

Note: The system will prevent the use of commonly used passwords by reference to 
a ‘deny list’. 

Looking after your passwords 

Remembering lots of different passwords is difficult. We suggest you save 
passwords in your browser or using a password manager.  

Never disclose your passwords to anyone else. If you think that someone else knows 
your password, contact the Administration manager immediately to request a 
change. You are responsible for all actions under your username/password. 

• Don't enter your password when others can see what you are typing. 
• Don’t recycle passwords (for example Abithiwtitb2, Abithiwtitb3 etc). 
• Never send your password by email. 
• Passwords for NALC online services must be saved in the “Password Vault” 

file held by the Administration manager. 
• Do use password managers/or save to your browser 
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 User Accounts 

Adding user accounts: 

Requests for new user accounts have to be made to the Administration manager, or 
the Administration manager will have the knowledge that user creation is required 
through our HR new starter checklist process. The Administration manager approves 
creation, and requests they are carried out by our IT support provider. The IT 
support provider will only accept requests from those on the approved administrator 
list. 

Removing user accounts: 

User account passwords are changed on the day a member of staff leaves. An out of 
office is placed on their email, explaining the staff member has left. The email 
address is completely removed, along with their 365-user account 2 months 
following departure. The content of the email system will be retained for 18 months. 

Administrator level access: 

Workstations must operate day-to-day in Standard mode (i.e. not as Local Admin).  

Requests for administrator level access to devices, workstations or applications must 
be made to the Administration manager, giving details of why this access is required 
and for how long. The Administration manager assesses these requests, approves 
access as necessary and manages the process to remove access once no longer 
required. Note that web browsing and email must not be used whilst running as an 
administrator. 

The Administration manager shall maintain a list of individuals with approved 
administration access to devices and applications and shall review this list whenever 
a change is requested or at least every six months. 

Where available, administrative access must always be protected by MFA (multi-
factor authentication) 

In normal circumstances the Administration manager will carry out the work on 
behalf of the staff member or commission the NALC IT service provider to complete 
the work. 

Keeping devices and applications up to date: 

Whether using your own or a NALC provided device or workstation, or using 
applications that access NALC’s data stores, it is the responsibility of the 
staff/contractor/elected member to ensure that any notified patches or security 
updates are installed without delay. If this requires a reboot or restart this must be 
done upon notification or at least scheduled within the following 7 days. 

If an automatic update option is available it must remain enabled at all times.  
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NALC devices are for work use only and are issued with all relevant software pre-
loaded; you should never install additional software without authorisation from the 
Administration manager. 

 NALC iPhones 

NALC iPhones are centrally managed using mobile device management. 
Inappropriate use of NALC iPhones could lead to a breach of data protection laws, 
staff and elected members must ensure devices are used in a manner which protects 
personal data and the confidentiality of NALC communications.  

Users must: 

• Ensure their device is switched on and available during working hours 
• Record the standard NALC greeting on their voicemail 
• Secure the device using biometric access control (e.g. fingerprint scanner or 

facial recognition) 
• Ensure their password/passcode is at least 8 characters, strong and not 

possible to easily guess. 
• Set auto lock on your device after a period of inactivity. 
• Not use your device in a manner which could pose a risk to confidentiality, 

whether by clicking on links in suspicious emails, accessing potentially harmful 
websites, using potentially harmful application software, or otherwise.  

• Make requests to the Administration manager for software/applications to be 
added, which will be considered and actioned as required. 

• Inform the Administration manager as soon as possible, if your device is lost or 
stolen, so that steps can be taken to secure your NALC user account. 

• Keep your device operating system up to date. 
• Secure your home wi-fi network with a strong password and exercise caution 

when using public Wi-Fi networks as they may not be secure. 

A list of current NALC iPhone approved apps can be obtained from the IT service 
provider via the Administration manager. 

Jailbreaking (the process of gaining root access to the iOS that runs on iPhones) is 
strictly prohibited. 

 Using your own devices 

All staff are issued with a NALC laptop and iPhone; use of your own device for work 
is not permitted. However, the following should be followed, if in limited 
circumstances it is required, for a limited time, only with prior authorisation of the 
Administration manager.  

Limited circumstances may include; technical issue with NALC Device, loss of NALC 
device, urgent access requirement when NALC device is unavailable. 

This guidance also applies to contractors and elected members, that use their own 
device. 
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Inappropriate use of personally-owned devices, such as mobile phone, tablets or 
laptop, could lead to a breach of data protection laws and we would like to ensure, 
that personally-owned devices used by staff, contractors and elected members are 
used in a manner which protects personal data and the confidentiality of NALC 
communications.  

We would therefore ask that you please note the following if you use your own 
device for NALC work; this includes access to your email and calendar: 

• Secure your device using biometric access control (e.g. fingerprint scanner or 
facial recognition) 

• If you use a Windows PIN to access your device, it must be a minimum of 6 
digits and difficult to guess. 

• Ensure your NALC user password is at least 12 characters and adheres to 
NALC’s password policy. 

• Ensure your password/passcode for your mobile devices are at least 8 
characters, strong and not possible to easily guess. 

• Set auto lock on your device after a period of inactivity. 
• Take care and avoid using your device in a manner which could pose a risk to 

confidentiality, whether by clicking on links in suspicious emails, accessing 
potentially harmful websites, using potentially harmful application software, or 
otherwise.  

• Only add software/applications that are available in your device app store. 
• If your device is lost or stolen, please inform the Administration manager as 

soon as possible, so that steps can be taken to secure your NALC user account. 
• Please consider the security of NALC data, in relation to access family members 

or other persons have to your device. 
• Keep your device operating systems and anti-virus up to date. 

Secure your home wi-fi network with a strong password and exercise caution 
when using public Wi-Fi networks as they may not be secure. 

• If your device needs to be repaired, take steps to prevent confidential 
information being seen or copied by the repairer. 

• If your device needs to be disposed of or you leave your NALC position, take 
steps to remove all NALC accounts and data belonging to NALC. 

 Email 

Email should be used primarily for external communications. Internal 
communications should mainly take place using Microsoft Teams. 

Exceptions to this would be if the message is confidential or you are forwarding 
external messages internally.  

When using email: 

• Please ensure you use BCC when sending emails to groups (unless all 
individuals have given consent for their data to be shared with one another, 
this consent must be freely given and recorded).  
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• Consider who you copy into messages, particularly when you add someone 
later to an email thread, the previous messages may not be relevant or could 
contain confidential information. 

• Remember that anyone can make a subject access request and we have to 
provide all data in which their name is mentioned.  

• If you forward an email, give consideration to other senders and whether it is 
appropriate for others to see the emails in the thread. 

Signatures: 

The email signature shown below is centrally managed and added to all email sent 
from your NALC address. 

First name Last name 
Job title 

Tel: NALC direct line number 
Mobile: NALC mobile number 

 

National Association of Local Councils 
The Bloomsbury Building, 10 Bloomsbury Way, Holborn, London WC1A 2SL 
www.nalc.gov.uk 

nalc@nalc.gov.uk 

020 7637 1865 

 

 

.. 
 

 

.. 
 

 

.. 
 

  

Outlook - Auto complete/recent addresses feature: 

Auto complete is a feature in outlook that remembers email addresses you have sent 
to previously, they appear when you start to type in the To, Cc or Bcc box. GDPR 
state, we must take all reasonable steps to ensure the personal data we hold is not 
incorrect and that we do not keep it for longer than we need it. 

With this in mind, we would like all staff to consider their use of this feature, which 
you are able to manage individually in your outlook settings. 

Staff can click on the X of any address that you know are no longer relevant. 

 Please note that this function does not take addresses from address lists, it simply 
remembers addresses you have previously sent to from your outlook. 

Retention: 

Our email retention is set to 5 years; any emails older than this are auto deleted. 

http://www.nalc.gov.uk/
http://nalc@nalc.gov.uk/
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Our email system is a communication tool and should not be seen as a place to store 
data that will be required in years to come. If there are documents attached to email, 
that need to be stored for longer than 5 years, they should be saved to the relevant 
folders SharePoint. 

Memory/data sticks: 

Use of memory/data sticks in NALC devices is prohibited. There are two reasons for 
this, which we believe outweigh the benefits. Firstly, the risk of data loss is high and 
files are being removed from a secure location to an unsecure device. Secondly the 
risk of infecting the NALC network is also high when using them in unknown devices 
and then returning it to the office. 

The Do’s and Don’ts of E-mail Etiquette  

The following sections of the policy provide staff with common-sense guidelines and 
recommendations for using E-mail professionally, responsibly and safely.  

Do:  

• Use the same care when drafting an e-mail message as you would when writing a 
letter or other communication on organisation template. 

• Make sure that your message is concise, relevant and sent only to the people that 
need to read it.  

• Use the telephone or face to face conversation instead of e-mail where this is 
possible and appropriate. 

• Use your ‘Out of Office Assistant’ to let people know when you are away. 

Don’t:  

• Never open an attachment that you were not expecting. Even if you know the 
sender. 

• Never click on a link within an e-mail message unless you know the sender and 
the purpose of the link. 

• Never supply banking or payment details in response to an e-mail message. This 
is a well-known method of fraud. Your bank will never request security details by 
e-mail.  

• Do not send or forward anything that may be offensive, defamatory (about 
individual or organisation) or is covered by copyright.  

• Do not circulate non work-related material. This includes but is not limited to:- 
• Jokes 
• Chain letters 
• Virus warnings 
• Software 
• Music, pictures or video 
• Do not use automatic forwarding rules. 
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Do not disclose any information about a person that you would object to being 
disclosed about yourself. 

Never use e-mail to rebuke, criticise or complain about somebody. You may say 
something that you regret, and the record will be permanent. 

 OneDrive (your personal drive) 

Please use this drive to save any information that contains data that is personal to 
you or contains personal data that should not be shared with others.  Examples 
would include appraisal forms, self-certification forms, expense forms, other HR 
forms/HR matters. 

This drive is included in our daily back up.  

 SharePoint (shared drive) 

SharePoint is NALC’s shared file space, all files should be saved here, other than 
those covered in “OneDrive” section above.  

Staff must save their work in either OneDrive or SharePoint as they are backed up 
daily; use of other drives is prohibited - NALC data should not be stored in any other 
locations. SharePoint is spilt into various libraries, with staff given permission to 
areas that are relevant to their work. 

Personal files, photos and other media should not be stored on NALC devices 
/drives. 

 Calendars 

Your user calendar is your primary calendar; this can be accessed via Outlook or 
Teams, they are one and the same. 

All staff calendars will be shared with other users, and unless you mark something as 
private, full details of the entries can be viewed (but not changed) by all NALC users. 

Using schedule view, is the best way to view multiple user calendars at once and 
schedule meetings. You should also invite attendees using the "required" or 
"optional" options. 

You should ensure that all your unavailable times are marked on your user calendar 
as "busy". This should include not only meetings, but also entries for travel time, 
scheduling work, leave, non-working days or any other commitments you have; if 
your calendar shows you as free it will be assumed that you are available. 

For those that have "non-working days", please mark these as busy and invite the 
NALC Diary to these entries. 

Please remember this is a work calendar and it should not contain personal entries. 
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If you use your calendar to mark deadlines or work schedules, but you are still 
available, please mark those entries as "free". 

Users must take responsibility for managing their calendars, ensuring they always 
respond to meeting invites as appropriate, (accept, decline or tentative) and remove 
any cancelled meetings from their calendar. 

When working from home on an office day, please mark "working from home" as a 
"free" entry on your calendar. 

When taking leave, please mark this on your calendar as busy and invite the NALC 
Diary to the entry. Also remember to put your out of office on for your period of 
leave. 

When you are sick, if possible, update your calendar as busy. (Usual sick leave 
notification procedure applies, this is in addition, if possible.). You may also wish to 
update your Teams status and switch to "do not disturb". 

If you are holding a meeting in the NALC meeting room, you must add it in location 
option or invite the NALC meeting room as an attendee. This should happen for all 
meetings using this room, regardless if virtual, hybrid or in person only. 

 NALC Diary 

The NALC Diary is used for the following, is managed by finance and admin team 
and can be viewed by all staff. 

• Staff leave, plus non-working days 
• NALC committees 
• NALC events 
• All staff team meetings 
• Office days 
• Scrum meetings  
• Bank holidays 

If you create any of the following entries in your calendar, please invite the NALC 
Diary when appropriate. No staff, other than the finance and admin team, can create 
entries in the NALC Diary. 

 Microsoft Teams 

Microsoft teams brings people together in a virtual workplace and enables users to 
collaborate and work as a team, whether working remotely or at the office.  

Teams should be used as the main tool for communication and collaboration with 
your colleagues. 

It must not be used to download, process, store or transmit any material that could 
be offensive or derogatory.  
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Teams meetings: 

All Teams meetings are private and secure, and Teams creates a record of each 
meeting. This does not include the detail of the conversation, but who were the 
participants and how long it lasted. If the meeting organiser attached documents, 
then those documents would be retained as part of the meeting record. If the chat 
function is used, then comments made are also be recorded.  

When in a virtual meeting, staff should: 

• understand how to mute their microphone and turn their camera on/off. 
• by default, have their camera on when participating. 
• think about what their camera shows and consider using blur or alternative 

backgrounds. 
• in larger meetings, raise their hand when they wish to speak 
• use headphones whenever possible, and always when other non-participants 

are in the same space. 

Teams is our primary video-calling option. However, Zoom continues to be used for 
committees and events; this will be kept under review and the guidance above 
applies to all virtual meeting/events. 

Teams and channels: 

Our teams and channel structure and permissions has been created to match our 
SharePoint libraries and top-level folders. Some teams are accessible to all staff and 
others are department specific.  We also make use of private channels as required, 
where only specified relevant staff are granted access. 

Staff are not permitted to create new teams or channels; requests should be made to 
the administration manager if one is deemed necessary. We also periodically review 
the structure, to ensure it meets our needs. 

Each team is made up of various channels which are topic based. Staff can 
communicate, by posting into these channels. This should be your primary method of 
communication internally. Whilst considering that posts within channels can be 
viewed by all members of the team, unless the channel is private. 

We encourage staff to tag individuals or teams by using the @ in posts, this will 
notify users that they have a post to view. 

Chat: 

Staff can use the chat function to instantly message individuals or groups of users. 
Chat is a more informal space for conversation/chatting. 
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Channel, chats and email: 

This link gives a good overview of when you might consider using channel, chat or 
email. 

https://www.youtube.com/watch?v=92lAAs4Ujuk 

Staff should decide which method is appropriate, using these principles: 

• Teams channels are for teamwork. 
• Teams chat is for casual conversation. 
• Email is for confidential/external communication. 

Posts, conversations and chats in Teams are secure and backed up, they should not 
be exported and saved outside of the Teams environment.  

Use of status: 

All staff are required to update their Teams status message daily, stating if they are 
working remotely/in the office or any other relevant information about that day. The 
“show when people message me box” should also be ticked. 

Telephone calls: 

We use Microsoft Voice for our telephone service. This is accessed using the calls 
facility within Teams and is for both internal and external calls. 

All staff should record the standard NALC voicemail within their settings. 

Teams do’s and don’ts: 

Do: 
 
• Call colleagues 
• Consider if message needed at all 
• Keep messages short 
• Be patient awaiting response 
• Stick to a single document (365 has version control) 
• Circulate simple agendas in advance of meetings, keep notes focussed on issues 
discussed and actions/decisions 

Don’t: 
 
• Duplicate your communications 
• Create new Teams or channels or folders– these should be done by request 
• Save multiple versions of documents with a new filenames (365 has version 
control) 
• Save/export Teams Chats outside of Teams environment  
• Repeat messages and paste previous content 
• Repeat file names across multiple folders 

https://www.youtube.com/watch?v=92lAAs4Ujuk
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Video/audio recording: 

NALC uses video/audio recordings in the following circumstances:  

Events, communication and training  

• Where organising and running events, communications and training at which, 
it would be reasonable for attendees to expect to be recorded.  

• This includes:  

- Learning and development, when recording training workshops will enable 
greater participation for example, those who were unable to attend.  

- Public or partnership meetings when transcripts and recordings can further 
promote inclusivity and accessibility.  

- Creation of podcasts or other broadcast materials for publication.  
- Internal communications to staff capturing corporate messaging.  

Governance purposes 

• Where staff use recordings and/or transcripts of meetings to ensure the 
accuracy and timeliness of minutes and records of decision making.  

• These recordings and/or transcripts are created solely for this purpose and 
should be deleted promptly after the meetings have been documented and, 
in all cases, no later than 90 days following the meeting, other than AGMs, 
which are retained for 18 months. 

By exception 

• Where there are other business justifications for recording video/audio.  
• These requirements will be managed by exception with a formal 

agreement of your line manager via email. 
 

 Social Media 

We recognise that you occasionally may desire to use social media for personal 
activities at the office or by means of our computers, networks and other IT 
resources and communications systems. We authorise such occasional use so long as 
it does not involve unprofessional or inappropriate content and does not interfere 
with your employment responsibilities or productivity. While using social media at 
work, circulating chain letters or other spam is never permitted. Circulating or 
posting commercial, personal, religious or political solicitations, or promotion of 
outside organisations unrelated to NALC is also prohibited. You should comply with 
the guidance set out in the Code of Ethics Policy when using social media in 
reference to NALC. 

If your duties require you to speak on behalf of NALC in a social media environment, 
you must still seek approval for such communication from your manager, who may 
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require you to undergo training before you do so and impose certain requirements 
and restrictions with regard to your activities. 

Likewise, if you are contacted for comments about NALC for publication anywhere, 
including in any social media outlet, direct the inquiry to the policy and 
communications team via the relevant teams channel. Do not respond without clear 
approval. 

The Dos and Don’ts when using Social Media  

The following sections of the policy provide staff with common-sense guidelines and 
recommendations for using social media responsibly and safely.  

Protecting our reputation: 

• You are not to publish, post or release any information on social media 
platforms that is considered to be confidential. 

• You must not post disparaging or defamatory statements about NALC, 
member councils or its stakeholders. 

• You should avoid social media communications that might be misconstrued in 
a way that could damage our reputation, even indirectly. 

• Unless you are clearly speaking as part of your role within NALC, you should 
make it clear in social media postings that you are speaking on your own 
behalf. Write in the first person and use a personal e-mail address when 
communicating via social media. 

• Where NALC related social media content generates press and media 
attention or presents legal questions, you should refer these enquiries to the 
Head of Communications. 

• You are personally responsible for what you communicate in social media. 
Remember that what you publish might be available to be read by the masses 
(including NALC itself, future employers and social acquaintances) for a long 
time. Keep this in mind before you post content. 

• You should ensure that your profile and any content you post are consistent 
with the professional image you present as an employee of NALC.  

• Do not post comments about sensitive internal NALC topics. Even if you make 
it clear that your views on such topics do not represent those of NALC, your 
comments could still damage our reputation. 

• If you are uncertain or concerned about the appropriateness of any statement 
or posting, refrain from making the communication until you discuss it with 
your manager or the Administration manager. 

• If you see content in social media that disparages or reflects poorly on NALC 
you should contact your manager or the Administration manager. All staff are 
responsible for protecting our reputation. 
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Respecting colleagues, stakeholders, partners and suppliers: 

Do not post anything that your colleagues or our stakeholders, member councils, or 
suppliers would find offensive, including discriminatory comments, insults or 
obscenity. 

Do not post anything related to your colleagues or our stakeholders, member 
councils, or suppliers, without their written permission. 

Recruitment 

We may use internet searches to perform due diligence on candidates in the course 
of recruitment. Where we do this, we will act in accordance with our data protection 
and equal opportunities obligations. 

Misuse 

Misuse of NALC computing facilities may result in disciplinary or criminal 
proceedings. 

Misuse constitutes (but is not limited to) the following points: 

• Not adhering to points covered in this policy. 
• Attempting to discover another person’s username and password, by any 

means. 
• Attempting to monitor or tamper with another user’s electronic 

communication or data, or reading, copying, modifying or deleting another 
user’s data without the explicit agreement of that user, or your Manager. 
(Except in the case of electronic mail messages where messages sent and 
received can be copied and/or monitored) 

• Attempting to circumvent by any means the computer or network security. 
• Using the computer systems (such as electronic mail) to act abusively towards 

others (including individuals, groups, companies or any other organisation) 
whether internally or externally.  

• Knowingly running and installing on any computer or network, or giving to 
another user, a program or macro intended to disrupt or damage in any way 
the computer systems and/or network operations, it’s files, programs, data, or 
any related peripheral or device. 

• Violating terms and conditions of software copyrights and agreements, 
including making illicit copies of software. 

• Installing any software not provided, virus checked and approved by NALC’s 
IT providers  

• The transfer of any data files to NALC equipment without being fully virus 
checked 

• Installation of any software not purchased on behalf of NALC. This includes 
any software from previous employers or from home computers. Installation 
of software where the origin of the software is not known is strictly prohibited. 
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• Performing any act that will interfere with the use of the computer, network or 
equipment (such as printers) or will affect other user’s ability to make use of 
that equipment, such as downloading unnecessary large documents. 

• Using the computer systems for any activity not related to your work for 
NALC (exemptions to this include: collecting personal emails, using social 
media, e-banking or searching other appropriate websites during a recognised 
break), or for personal financial gain. 

• Relocating or re-allocating computer equipment without the permission and 
guidance of the Administration manager. 

• Deliberately wasting computer resources such as game playing or sending 
“junk” or “chain” emails. 

• You are responsible for ensuring the safe keeping of your NALC IT equipment 
whilst out of the office. Under no circumstances should this equipment be left 
un-attended in a public place, or in public view.  

Disclaimer 

• NALC assumes no liability for any direct or indirect damages arising from the 
user’s connection to the Internet. NALC is not responsible for the accuracy of 
information found on the Internet and only facilitates the accessing and 
dissemination of information through its systems. Users are solely responsible for 
any material that they access and disseminate through the Internet.  

• NALC encourages employees to use their Internet access responsibly. Should 
employees have any questions regarding this Internet Use Policy, they can 
contact the Administration manager.  

• Please note that you may be held responsible for damage to equipment, 
programs or data, and you will be held accountable for any licensing 
infringements if you do not comply with the above policy. 
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SECTION FOUR: STAFF RELATIONS 

 Code of Ethics  

Introduction  

The National Association of Local Councils (‘NALC’) represents local authorities in 
England and is funded primarily from subscriptions paid by member local authorities. 
As such, NALC seeks to maintain the high standards expected of a publicly funded 
body. 

NALC will do all it can to promote high standards of integrity, quality and value for 
money both in local government and in its own activities. It is entitled to require the 
highest standards of conduct and integrity from all of its employees. 

This policy applies to every person employed by NALC, though some of the issues 
will affect senior, managerial and professional employees more than they will others. 

The purpose of the policy is to help employees to maintain and improve standards. 
NALC believes that openness as to matters, which might affect NALC’s standing, will 
help to protect employees from misunderstanding, criticism or risk of suspicion. 

NALC’s policies and the standards of conduct and procedures required of all 
employees are set out in greater detail in a number of other documents. This policy 
complements, and does not replace existing documents. All employees should 
ensure they are familiar with them, in particular: 

• Standing Orders 
• Terms of Reference 
• Financial Regulations 
• Disciplinary and Grievance policies 
• Equal Opportunities policy 
• NJC Scheme of Conditions of Service (the “Green Book”), Chief Officers and 

Chief Executives of Local Authorities 

Any employee in doubt about a matter of covered by the policy is strongly advised 
to seek advice. An employee should generally contact the Chief Executive for advice, 
or to discuss whether he/she should raise an issue under the policy. However, if 
circumstances make this inappropriate, an employee should contact the Chair of the 
Association. 

Standards 

NALC employees should give courteous, efficient and impartial service. They should 
seek to ensure value for money in the use of NALC’s resources and should not 
behave in any way that may damage NALC or its reputation. 

Employees are expected, without fear of recrimination, to bring any apparent 
impropriety relevant to the conduct of NALC’s business to the attention of the Chief 
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Executive. If this is inappropriate an employee should contact the Chair of the 
Association. NALC will take steps to ensure that employees are protected from risk 
of recrimination, and that any person against whom an allegation is made will be 
treated fairly. 

This policy provides a basis for judging the required standard of conduct referred to 
in NALC’s Disciplinary Policy. In most cases conduct in breach of this policy will also 
be in breach of the Disciplinary Policy. Please also refer to the Whistle blowing Policy 
for more information. 

Confidentiality of Information Concerning Employees 

NALC has a legal obligation to comply with the Data Protection Act 1998 concerning 
the handling and disclosure of confidential information concerning employees. 

Information concerning an employee’s private affairs which is not relevant to his/her 
employment, shall be treated in confidence and shall not be given to any person 
without the prior consent of the employee concerned. 

NALC will only expect employees to disclose such information about any private 
interest as is essential to establish the nature and extent of the interest and its 
relevance to his/her employment. Such information will not be used for any purpose 
other than that for which it was given. Please refer to the Data Protection Policy for 
more information. 

Private Work and Personal Interests 

The attention of all employees, whether permanent or temporary, is drawn to the 
following provisions relating to private work undertaken by staff and other matters 
of conduct: 

Private Paid Work 

Subject to its rights under the conditions of appointment not being prejudiced, 
NALC does not wish to limit unduly the activities of staff in their leisure time.  

NALC does however require that efficiency and proper performance of official duties 
shall not be impaired by private work in leisure time, and it requires at all times to be 
satisfied that NALC’s interests are not being detrimentally affected in this respect. 

NALC must be in a position to rebut with confidence any allegation that the integrity 
of its administration, or reputation, is being impaired because of the leisure time 
activities of any of its staff. Implicit in this is the requirement that there must be no 
question of staff undertaking activities in any circumstances which might lead to 
suspicion of undue or improper favour being granted, or undue or improper 
influence exercised, in relations to contracts or any kind of consent, permission, 
licence advice etc. which members, county associations, outside bodies or members 
of the public seek from NALC. 
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The following conditions must be strictly observed by any employee who proposes 
to undertake or who undertakes private paid work for any person, firm or company.  

Employees shall devote their whole-time service to the work of NALC and shall not 
engage in any other business or take up any other additional appointment without 
the consent in writing of the chief executive or in the case of the chief executive, the 
Management Board or chair/vice-chairs of NALC.  

A record of all consents granted will be kept by the administration manager (on the 
relevant employee’s personal file) and will be open to inspection by Members of the 
NALC Management Board. 

Private work must not be undertaken during working hours or on official premises or 
using NALC resources or equipment at any time. 

In addition to there being no impairment of the proper execution of official duties, 
there must be no interference with any requirement to work contractual or 
conditioned or planned overtime notified in advance on these duties. 

Private work must not be undertaken for any person, firm or company in a 
contractual relationship with, or commissioned by NALC, or concerned in any 
property transaction dispute or court action with NALC or for any person known or 
believed by the employee to be connected with such a firm or company. Employees 
proposing to undertake private work for any other person, firm or company are 
responsible for ascertaining from them whether any contractual or commission 
relationship dispute or otherwise with NALC exists, or whether they are concerned in 
any property transaction with NALC. 

If it comes to the knowledge of an employee that a contract in which he/she has any 
interest, pecuniary or otherwise, whether direct or indirect (not being a contract to 
which he/she is themselves a party), has been or is proposed to be entered into by 
NALC, he/she shall, as soon as is practicable, give notice in writing to the Chief 
Executive of the fact that he has such an interest. 

An employee must not undertake private work for another employee responsible for 
supervising him/her, or whom he/she supervises. 

Private work must not be undertaken for any person, firm or company to whom an 
employee allocates work or business or recommends the allocation of business in the 
course of his/her normal duties. 

Private Unpaid Work (volunteering)  

As there may be no difference to the outside observer between paid and unpaid 
work which brings an employee into contact with NALC, private work undertaken for 
relatives, friends or voluntary bodies for which no payment or other reward is made 
is covered by the restrictions above.  
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In such circumstances the employee in question should seek the consent of the Chief 
Executive who may relax such of the restrictions as he may think desirable. In 
circumstances where it is the Chief Executive seeking consent, such consent shall be 
obtained from the NALC Management Board. 

Books and articles by officers 

The writing of books or articles on subjects relating to the technical, legal, financial, 
scientific or professional aspects of an employee’s work for NALC will require the 
permission of the Chief Executive. Provided that this work is not undertaken in 
working hours, this consent would not normally be withheld.  

Where an employee writes a book or article either alone or in collaboration with 
another person, a statement must be included in a prominent position to the effect 
that the opinions expressed are those of the author(s) and do not necessarily 
represent the opinions of NALC and that NALC accepts no responsibility for the 
author’s opinions or conclusions. 

Any book, article, handout, leaflet or periodical written by an employee in the course 
of his/her employment with NALC with a view to sale or distribution to County 
Associations, Member Councils, Elected Members or other employees, shall be the 
sole property of NALC and its Members (including the copyright thereof). All profits 
from the sale of such publications shall belong exclusively to NALC. The individual 
employee shall not gain any personal financial rewards from the writing or 
production of such publications. 

Permission from the Chief Executive (in the case of the Chief Executive the NALC 
Management Board ) must be sought before any communication is made to a 
newspaper, either alone or jointly with another person, in which there is an indication 
of the individual’s connection with NALC, with the exception of making comments as 
part of the publicity function of NALC. In the latter case, confidential information 
must not be disclosed. 

Inventions by officers 

Any employee who in the course of his employment produces an invention or design 
shall assign the patent to NALC or, if the invention or design has not been patented, 
assist NALC in obtaining a patent in the name of NALC. 

It is not desirable that patents should be taken out for the personal benefit of 
employees of NALC whose duty it is to devise improvements or to examine and 
report on the suggestions or inventions of others. 

Broadcasting & Media 

Any media or press enquiries made to NALC must be referred to the policy and 
communications team via the relevant teams channel in the first instance. An 
employee broadcasting on a subject connected with the work of NALC shall be 
required to obtain beforehand permission from the Chief Executive (or Chair in the 
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case of the Chief Executive). Any agreement should refer to any fees payable and on 
a case-by-case basis a decision will be made whether the employee is allowed to 
keep any fee received (subject to it being noted in official NALC records). 

Prevention of Corruption 

The position of a Local Government employee is a particularly sensitive one and it is 
important to ensure that no suggestion of corruption could be made against any 
individual both for the sake of the individual employee and NALC itself. While there 
may be occasions on which it is acceptable to receive a gift, it is important that 
individual employees are protected. Please refer to the Corporate Hospitality, Gifts 
and anti-bribery Policy for more information. 

In cases of corruption, an employee is liable to disciplinary action including summary 
dismissal, which may also involve forfeiture of pension rights in very serious cases 
and upon conviction by the Court to a fine or imprisonment or both. 

General 

Failure to observe these instructions will render an employee liable to disciplinary 
action and may be regarded as gross misconduct leading to dismissal. To help 
protect themselves from the risk of allegations of impropriety, employees should 
notify the Chief Executive if they are a member of any organisation that is not open 
to the public except by formal membership and commitment of allegiance and which 
has secrecy about its rules of membership or conduct, for example the Freemasons. 

Political Neutrality 

Some employees may be required to advise Elected Members of differing political 
persuasions. They should do so in ways which do not compromise their political 
neutrality and should make available equivalent advice, assistance and support to all 
Elected Members, political groups, their officers and spokespersons. 

Equality Issues 

Employees, Elected Members and employees of County Associations, Member 
Councils and any other person with whom NALC has a working relationship have a 
right to be treated with fairness and equity, irrespective of their gender, race, 
sexuality or any disability.  

Employees should ensure that NALC’s policies relating to equality and 
discrimination, including sexual or racial harassment, are complied with. 

Appointment and other Employment Matters 

Employees involved in appointments should ensure that these are made on the basis 
of merit. It may be unlawful for an employee to make an appointment that was based 
on anything other than the ability of the candidate to undertake the duties of the 
post. In order to avoid any possible accusation of bias, employees should not be 
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involved in any appointment if they are related to an applicant or have a close 
personal relationship outside work with him/her. 

Employees should not be involved in decisions relating to discipline, promotion or 
pay adjustments for any employee who is a relative or with whom they have or have 
had a close personal relationship outside work. 

Sponsorship – Giving and Receiving 

Where an outside organisation is seeking (whether by invitation or otherwise) to 
sponsor NALC activity, or to obtain sponsorship or endorsement by NALC to any 
activity or event, the basic conventions concerning acceptance of gifts or hospitality 
apply. 

Employees shall notify the Chief Executive if they, or a relative, spouse, partner or 
friend would benefit from any activity that the Association wishes to sponsor. 

Contracts 

Orders and contracts must be awarded on merit and by fair competition in 
accordance with procedures set out in NALC’s Financial Regulations. No special 
favour should be shown to businesses run by a relative, spouse, partner or friend of 
any employee or member, or recent former employee or member. Employees should 
notify the Chief Executive if they have, currently or in the recent past, a business or 
close personal relationship with any contractor or potential contractor of NALC.  

Employees with knowledge of confidential information on tenders or costs for any 
contract should not disclose that information to any unauthorised party or 
organisation. 

Dishonesty in the Workplace 

All NALC employees must adhere to strict standards of honest conduct and treat 
NALC property with the same respect required for all public property. It is NALC’s 
policy that all allegations of workplace dishonesty will be promptly and fully 
investigated and if dishonest conduct is established, to take internal action as 
appropriate under the Disciplinary Policy against the dishonest person or persons 
and to pursue appropriate civil and criminal legal remedies.  

Prohibited Conduct and Activities 

• Examples of prohibited activities under this policy include (but are not limited to):  
• Claiming reimbursement of expenses that are not related to or authorised by 

NALC. 
• Misappropriating NALC assets (for example money, NALC credit cards, supplies, 

furniture, equipment or labour).  
• Committing improprieties in the handling or reporting of money or accounting 

transactions. 



 
 

72 

• Authorising or receiving payment for goods not received by or services not 
performed for NALC. 

• Conducting unauthorised alteration, destruction, forgery, or manipulation of 
NALC data or documents.  

• Falsifying time records or expense reports or conducting substantial personal 
business in NALC time.  

• Seeking or accepting bribes, gratuities, or other consideration of material value 
from any parties with whom NALC has working relationship, e.g. contractors or 
suppliers 

• Conducting any other form or type of dishonest conduct or activities in 
contravention of NALC regulations and/or national law.  

 Corporate Hospitality Policy 

Introduction and scope 

This policy sets out the procedure NALC employees must follow when receiving gifts 
and hospitality, or offering hospitality.  

The policy applies to full time and part time employees on a substantive or fixed-
term contract and agency workers. 

Policy 

Those working on NALC business are not permitted to exact or accept any fee or 
reward other than proper remuneration for any services delivered as a result of an 
association with NALC whether those services are delivered as an employee, self-
employed worker or volunteer.  

Employees should treat with caution any offer of a gift, favour or hospitality that is 
made to them personally, particularly by persons or organisations seeking, or with 
whom NALC has, a commercial relationship. 

Hospitality may at times be an appropriate way of doing business, provided that no 
extravagance is involved. For example, a meal or refreshments taken to enable 
parties to continue discussion of business, modest hospitality offered in the course 
of inspecting facilities which may be used by NALC to host an event or taken at a 
public or semi-public occasion where the employee attends in an official capacity as 
representative of NALC.  

Offers to attend purely social or sporting functions should be accepted only if NALC 
should be seen to be represented, and acceptance of such hospitality should be 
authorised by the Chief Executive (or Chair in the case of the Chief Executive). 

Employees should not accept significant personal gifts or favours from contractors, 
suppliers, or those seeking a commercial relationship with NALC. Modest gifts such 
as inexpensive items of equipment, pens, diaries or promotional material bearing the 
giver’s insignia may be accepted.  
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Gifts from visiting delegations may be accepted where to refuse would be likely to 
cause offence. Where there could be a real or perceived conflict of interest, or the 
gift is significant, you may be asked to return the gifts to the sender. When 
hospitality or a gift has to be declined, those making the offer should be courteously 
but clearly informed of the procedures and standards operating within NALC. 

If an employee attends a meeting or event where tea and coffee and/or a meal is 
provided as part of the event, they shall not be required to record this on the 
Hospitality Record. However, if an employee is taken out for a meal this must be 
recorded on the Hospitality Record. 

Reporting and recording 

The Administration manager maintains a Hospitality Record spreadsheet and each 
employee shall personally notify the Administration manager in writing (usually 
email) of any gifts, rewards or entertainment received or offered from clients, public 
officials, suppliers or other business contacts as soon as reasonably practicable and 
in any event, no more than after the second working day.  

The Hospitality Record shall be open to inspection by an employee, county 
association officer or member of National Assembly at any reasonable time during 
office hours. 

Offering hospitality 

Hospitality given by NALC’s employees will be recorded via the Expenses Claim 
procedure. NALC will authorise only reasonable, appropriate and proportionate 
entertainment and promotional expenditure. If you have any doubt then please refer 
the matter to your manager in advance. You will be required to supply records and 
receipts, in accordance with NALC’s Expenses Claim procedure. 

Please note that alcohol can only be expensed if incurred as part of corporate 
hospitality and where staff have received prior authorisation from the CEO, or the 
Chair in the case of the CEO. Authorisation will require an indication of cost and 
reason for the hospitality. 

Reporting Suspected Bribery 

NALC depends on you, along with all other staff or associated persons of NALC, to 
ensure that the highest standards of ethical conduct are maintained in all of our 
business dealings. If you have any concerns about hospitality, gifts or potential 
breaches of this policy you are required to report these concerns to the 
Administration manager or Chief Executive as soon as possible.  

Employees who fail to declare the acceptance/decline of hospitality and gifts in 
accordance with this policy, or who otherwise breach this policy, may be subject to 
disciplinary action under NALC’s Disciplinary Policy. 

  

https://nalcuk.sharepoint.com/:x:/s/NALCOperations/ESf9aNg64X9FtEjDtoVoIgkB07T6PaiGJ6FZPbhhQU7nEQ?e=N8TzHH
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 Expenses Policy  

General 

In the majority of cases in this policy, authority to approve travel and expense claims 
is vested in the Chief Executive on behalf of the Finance and Scrutiny Committee. 
The Chief Executive may, if necessary, delegate this responsibility to a specific 
member or members of staff. 

It is the policy of NALC to reimburse staff when additional expenditure over and 
above ordinary living costs is wholly, necessarily and exclusively incurred in the 
performance of the Associations business, provided the expenditure has been 
authorised, receipted and certified in accordance with this Policy.  

Receipts 

A supporting receipt for any expense claimed must be attached to the claim form in 
all cases where these are normally obtainable. Unreceipted expenditure will not be 
reimbursed, except at the discretion of the Chief Executive. In such a case, a brief 
written explanation of why a receipt was not obtained must be submitted with the 
expense reimbursement form. 

For items of expenditure below £2, a receipt should normally be obtained and 
submitted unless particular circumstances make that difficult to do. Systematic non-
submission of receipts for small amounts would be cause for refusal of 
reimbursement. 

Current expense reimbursement rate will be notified and updated by the Finance and 
Scrutiny Committee at appropriate regular intervals, but in any event, not less than 
once a year. 

It is important that all members of staff keep full records of expenses claimed and 
the reasons the expenses were incurred so that they can provide appropriate 
evidence, if requested, to the Inland Revenue. In respect of car travel, it is 
recommended that staff should keep a log showing where business journeys 
commenced and ceased and the number of miles travelled. 

Travel 

All travel should be by public transport whenever possible. 

All rail travel shall be by the cheapest standard class fare available. (Staff are 
encouraged to book rail fares in advance whenever possible; to make full use of any 
discounted rates). 

Taxis shall only be used when essential (e.g. urgency, awkward hours, transport of 
baggage too dangerous to use public transport etc) 

All air travel is to be by economy class and, if it exceeds the normal rail fare, must be 
approved in advance by the Chief Executive. 
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Travel by car will be reimbursed at the mileage rates agreed by the Association 

Subsistence 

Authorised expenditure on meals and light refreshments, including reasonable drinks 
with meals, and for hotels where an overnight stay is required, will be reimbursed up 
to the limits set by the Association.  

Any claim exceeding the maximum allowable costs will be reduced accordingly 

Hotels 

The cost of hotel accommodation will be reimbursed when it can be clearly 
demonstrated that it is impossible or impracticable to attend the approved duty 
without staying over the previous night: for example where a staff members’ journey 
would have to start from home before 5.45am. 

Meals and light refreshments 

The cost of breakfast away from home may be claimed. This may be as part of a 
hotel bill or it may also be claimed if an unusually early start has to be made to reach 
a destination in time. 

The cost of a meal will not be reimbursed when a meal is provided. 

The cost of an evening meal may be claimed by staff members working after 7pm on 
Association business either at base or away. 

Alcohol  

Alcohol can only be expensed if incurred as part of corporate hospitality and where 
staff have received prior authorisation from the chief executive, or the chair in the 
case of the chief executive. Authorisation will require an indication of cost and 
reason for the hospitality. 

Postage & Telephone 

The cost of postage and telephone calls necessarily incurred on behalf of the 
Association may be claimed and will be reimbursed provided there is itemised billing 
evidence of the calls made.  

Railcards 

The Association will reimburse the full cost of any rail card which reduces claimed 
travel costs. However, in cases where the Association has paid for such a card it 
must be utilised by the staff member when purchasing rail tickets. 

Carer's Allowance 

A carer's allowance for actual expenditure incurred in the care of dependants while a 
member of staff is undertaking Association approved duties outside working hours 
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will be reimbursed up to the hourly rate set by the Association. The allowance will 
not be payable to a member of the claimant's own household. The carer's additional 
expenses [e.g. train fare] will also be paid provided prior authorisation is given by 
the Chief Executive. 

Persons with Disabilities 

The Association appreciates that a staff member with a disability may not be able to 
comply with all of the requirements of this policy, and to insist upon compliance 
would be unfair and unreasonable. Any application for a dispensation from this 
policy for reasons of disability [e.g. a member is unable to use public transport due 
to disability] should be made to the Chief Executive, who will make a decision on the 
issue based on the circumstances of the staff member concerned. In exceptional 
circumstances, or in matters of dispute, the Chief Executive will refer the request for 
a dispensation to the Finance and Scrutiny Committee for decision. 

Miscellaneous 

There may well be other incidental expenses incurred by staff members that are not 
covered by these rules. All cases of doubt should be referred promptly to the Chief 
Executive, prior to incurring the expense. 

Non-Reimbursable Expenses 

The following categories of expense will not be reimbursed: 

Those claims not supported by fully documented receipts [NB that credit card slips 
do not count as documented receipts], unless exceptional approval has been given 
by the Chief Executive. 

• Personal entertainment of any sort. 
• Mini bar/bar bills  
• Entertaining other Association staff, individuals or members unless authorised 

under the Association’s corporate hospitality procedure. 
• Habitual claims for unidentified small items of expenditure. 
• Any claims in excess of the maximum limits set by the Association. 

Submission & Payment of Expense Claims 

All claims must be submitted to nalc@nalc.gov.uk within one month of being 
incurred. 

If an individual fails to submit a claim for a particular item at this time and instead 
claims for it later, the Association may, at the discretion of the Chief Executive, 
refuse to reimburse the expenditure. 

The Chief Executive or other designated officer will scrutinise all claims submitted. If 
satisfied that the claims are allowable, he will approve and pass them for payment. 
Any claims not approved by the Chief Executive will be notified to the individual 
concerned.  

mailto:nalc@nalc.gov.uk
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Claim Forms 

All claims must be submitted on the standard NALC claim form. 

Motor Mileage Rates (rates updated on 1 April 2024) 

 

      451-999cc 1000-1199cc 
1200cc & 
greater 

Electric 

First 40 miles   
67.9p (max 
£27.16) 

76.6p (max 
£30.64) 

94.2p (max 
£37.68) 

66.4p (max 
£26.56) 

Per mile after 40 miles 20.4p 21.5p 24.5p 9p 

      Passenger allowance 25% of claimed amount 

      Hybrid engines are treated by engine size 

 

An additional allowance of 25% of the claimed amount will be paid where the car 
user carries a passenger on association business.  

Subsistence Rates (rates updated on 1 April 2024) 

Claims for authorised and receipted expenditure up to the following maxima: 

Short Day Rate £14.10 1 Meal provided 

(less than six hours away from base) £21.10 2 Meal not provided 

Full Day Rate £28 3 Meal provided 

(more than six hours away from base, not 
overnight) 

£42.20 
4 Meal not provided 

24 Hour Rate £225 5     

Or a combination of 1-5 as applicable.   6     

 Disciplinary Procedure 

Purpose and Scope  

NALC aspires to achieve a working environment where all staff are working for the 
benefit of our aims and conduct themselves in a collegiate way. However, from time-
to-time disputes can arise and this procedure sets out the actions which will be taken 
when the rules may have been breached. These procedures follow the Code of 
Practice set out by ACAS and it is important that they are understood and followed 
as closely as possible by both managers and employees. 
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Who does the procedure apply to? 

The disciplinary procedure applies to all staff who have completed their 
probationary period.  

Principles  

It is necessary to operate a fair and consistent disciplinary procedure to ensure the 
proper operation of NALC and the health and safety of our employees. In doing so, 
the following principles will be applied: 

• Informal coaching and supervision will be considered, where appropriate, to 
improve conduct and / or attendance. 

• No formal disciplinary action will be taken until the case has been fully 
investigated. 

• For formal action the employee will be advised of the nature of the complaint 
against him or her and will be given the opportunity to state his or her case 
before any decision is made at a disciplinary meeting. 

• Employees will be provided, where appropriate, with written copies of 
evidence and relevant witness statements in advance of a disciplinary 
meeting. 

• At all stages of the procedure (i.e. formal hearings) the employee will have the 
right to be accompanied by a trade union representative, or work colleague. 
(Carers, sign language interpreters, advocates or others will also be allowed to 
accompany any staff with a disability where relevant). 

• No employee will be dismissed for first breach of discipline except in the case 
of gross misconduct, when the penalty will be dismissal without notice or 
payment in lieu of notice. 

• An employee will have the right to appeal against any disciplinary action. 
• The procedure may be implemented at any stage if the employee's alleged 

misconduct warrants this. 

Recordings of the proceedings at any stage of the disciplinary procedure are 
prohibited, unless agreed as a reasonable adjustment that takes account of an 
employee’s medical condition. 

Informal discussion or counselling 

Cases of suspected misconduct may initially be dealt with through informal 
discussion. If the informal approach does not bring about an improvement, or the 
misconduct is considered too serious, you will be given a clear notice of what action 
will be followed. 

The informal approach should consist of a two way discussion between yourself and 
your manager to discuss the concerns and for your manager to better appreciate 
any difficulties that you are experiencing. Your manager will listen to your comments 
and will let you know what improvements or changes need to take place and the 
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support that will be given to assist with this. The nature of informal discussions 
means that it is not usually appropriate for a companion to attend the meeting. 

Preliminary enquiries  

When an allegation is made or, there is a suspicion of poor conduct, your manager 
may carry out preliminary enquiries in order to establish whether it is necessary to 
commence a formal process, such as the Disciplinary Procedure. It is important to 
note that conducting preliminary enquiries does NOT mean the Disciplinary process 
has started. It is simply to establish whether there appears to be a case to answer.  

The Disciplinary Investigation 

In all circumstances the allegations will be investigated before any disciplinary action 
is taken against an employee. The investigation will be proportionate to the potential 
severity and the complexity of the allegations. In some situations it may be 
appropriate for the investigation to be undertaken at a disciplinary hearing itself. 
Other investigations may be based on available written evidence. The majority of 
investigations will be undertaken by an Investigator whose role is to establish the 
facts of the case as quickly as possible and prepare a report. 

Where an allegation needs to be investigated in order to determine whether a 
disciplinary hearing should be convened, the Head of Service (in consultation with 
the Chief Executive) will appoint an Investigator who will be responsible for 
undertaking the disciplinary investigation. If the employee under investigation is a 
Head of Service, the Chief Executive will appoint the Investigator. If the employee 
under investigation is the Chief Executive, then the Chair will appoint the 
Investigator. The Investigator will be appointed as soon as possible after the 
allegations have been made. The Investigator has no authority to take disciplinary 
action. The Investigator will submit the report to the Head of Service (or Chief 
Executive or Chairman if appropriate) who will decide whether a disciplinary hearing 
should be convened.  

The Procedure  

Stage 1 - First Warning for Misconduct 

If we have concerns about your conduct we will write to you explaining the concerns 
and invite you to a formal disciplinary hearing to discuss the concerns. This will give 
you an opportunity to give your perspective. You will have the right to be 
accompanied to the meeting as set out above. 

Following a disciplinary hearing if your conduct has fallen beneath acceptable 
standards, a first written warning will be issued. This will be in writing and will; 

• set out the nature of the misconduct and 
• the change in behaviour required and 
• the right of appeal. 
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• the warning will also inform the employee that a final written warning may be 
considered if there is no sustained satisfactory improvement or change. 

The warning will be taken into account should any further misconduct occur 
(whether for similar circumstances or not) within a specified period of time. While 
the warning will not remain active in relation to future disciplinary matters after the 
specified time (e.g. six months), a record of what has occurred will be kept and may 
be referred to if relevant.  

Stage 2 - Final Written Warning 

If the offence is sufficiently serious, or if there is further misconduct or a failure to 
improve attendance sufficiently during the currency of a prior warning, we will write 
to you again explaining the concerns and invite you to a formal disciplinary hearing 
to discuss the concerns. This will give you an opportunity to give your perspective. 
You will have the right to be accompanied to the meeting as set out above. 

Following a disciplinary hearing if your conduct has fallen beneath acceptable 
standards, a final written warning may be issued. This will give details of;  

• the complaint, 
• the improvement required and the timescale. 
• It will also warn that failure to improve may lead to dismissal and 
• will refer to the right of appeal. 

The warning will be taken into account should any further misconduct occur 
(whether for similar circumstances or not) within a specified period of time. While 
the warning will not remain active in relation to future disciplinary matters after the 
specified time (e.g. six months), a record of what has occurred will be kept and may 
be referred to if relevant.  

Stage 3 - Dismissal  

If there is still further misconduct or a failure to improve attendance sufficiently we 
will write to you again explaining the concerns and invite you to a formal disciplinary 
hearing to discuss the concerns. This will give you an opportunity to give your 
perspective. You will have the right to be accompanied to the meeting as set out 
above. 

Following a disciplinary hearing if your conduct remains beneath acceptable 
standards or if there has been insufficient improvement you may be dismissed. If you 
are dismissed you will be provided in writing with; 

• reasons for dismissal, 
• the date on which the employment will terminate, and 
• the right of appeal 

If you are accused of an act of gross misconduct, it is likely that you will be 
suspended from work on full pay while the alleged offence is investigated. If, on 
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completion of the investigation and the full disciplinary procedure, the NALC is 
satisfied that gross misconduct has occurred, the result will normally be summary 
dismissal without notice or payment in lieu of notice. 

Suspension  

There may be instances where suspension with pay is necessary while investigations 
are carried out. NALC has the right to suspend with pay where there are reasonable 
grounds for concern that evidence may be tampered with, destroyed or witnesses 
pressurised before the disciplinary hearing, or if there is a potential risk to the 
business or other employees or third parties in allowing the employee to remain at 
work. 

Appeals 

An employee who wishes to appeal against a disciplinary decision must do so in 
writing to the Chief Executive within five working days. The Chief Executive will 
either hear the appeal, or appoint another person or panel to hear the appeal.  

Right to be accompanied: 

In making your choice to be accompanied, consider the practicalities of the 
arrangements. You must: 

• provide enough time for us to make arrangements for your companion’s 
attendance at the meeting 

• let us know in advance the name of the companion and whether they are a 
fellow employee or trade union official. 

If your chosen companion will not be available at the time proposed for the meeting 
and will not be available for more than five working days afterwards, we may request 
that you choose an alternative companion. 

Your companion may state your case during the hearing, sum up your case at the 
end or respond on your behalf to any view expressed at the hearing. They may also 
confer with you but do not have the right to answer questions on your behalf or 
address the hearing if you do not want them to do so, or prevent anyone from 
making their contribution at the hearing. 

Retaining records of disciplinary warnings 

A record of the disciplinary warning (and associated papers) will be kept on the 
personal file but disregarded for the purposes of supplying a reference after a 
specified period of time. However disciplinary warnings maybe taken into account at 
any time in the future where relevant disciplinary matters arise. 
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Disciplinary and Grievances 

Where a grievance or whistleblowing concern is raised during a disciplinary process, 
we may temporarily suspend the disciplinary process in order to deal with the 
grievance or whistleblowing concern. Where the grievance or whistleblowing matter 
is related to the disciplinary case, we may decide it is appropriate to deal with both 
issues concurrently. 

Sickness Absence 

If you are subject to any of the stages of the disciplinary procedure and have a 
period of sickness absence, advice may be sought from an Occupational Health 
provider as to whether there are any reasonable adjustments that should be 
considered to enable the meetings to go ahead. 

Advice and guidance may also be taken from Occupational Health if you have been 
signed off with stress and/or depression and/or another mental health condition (or 
suspected condition) to assess your ability to understand and engage in such a 
disciplinary process, and the degree to which a finalisation of the matter will assist 
your recovery 

Disciplinary rules 

The following is a list of the disciplinary rules. These are intended to set safe and 
efficient standards of performance and acceptable levels of conduct. This list is not 
to be regarded as exclusive or exhaustive. Acts of misconduct not falling within one 
of these rules may also give rise to disciplinary action. 

Who do these rules apply to? 

These disciplinary rules apply to all employees regardless of their length of service or 
the length of their contract. 

Misconduct 

The following is a list of examples of behaviour and conduct which is viewed as 
misconduct. They will normally lead to a disciplinary warning unless there are very 
exceptional mitigating circumstances. This list is not to be regarded as exclusive or 
exhaustive. Acts of misconduct not falling within one of these rules may also give 
rise to disciplinary action: 

• Unsatisfactory timekeeping including repeated lateness, an unacceptable level 
of attendance or failure to follow absence reporting procedures. 

• Absence without proper authorisation or reasonable cause. 
• Unsatisfactory work performance. (Either repeated instances or poor work or 

one piece of very poor work). 
• Failure to use safe working practices and / or observe the requirements of the 

Health and Safety Policy and associated procedures. 
• Failure to carry out reasonable instructions. 
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• Unwillingness to work co-operatively and positively as a member of a team. 
• Failure to preserve the dignity, respect and privacy of others or behaviour that 

would breach the harmony in the workplace. 
• Breach of confidentiality - to an extent short of that specified under the 

relevant example given for Gross Misconduct. 
• Placing inappropriate, derogatory or offensive comments on social networking 

sites, e.g. Facebook which affect NALC, its staff or member councils.  
• Dishonesty - to an extent short of that specified under the relevant example 

given for Gross Misconduct. 
• Behaviour liable to bring NALC into disrepute - to an extent just short of Gross 

Misconduct. 
• Incapability at work brought on by the use of alcohol or drugs. 
• Negligence resulting in minor loss, damage or injury to NALC, a fellow 

employee or member council. 
• Impropriety or disorderly conduct whether within or outside working hours 

which NALC reasonably considers to be detrimental to or conflicting with the 
interest of NALC or its member councils. 

• Failure to disclose a personal interest which conflicts with NALC or its clients. 
• Unsatisfactory manner or / and appearance 
• Any act or omission which, after investigation and due consideration to the 

individual circumstances is believed to amount to misconduct. 

Gross Misconduct 

The following is a list of examples of behaviour and conduct which is viewed as 
extremely serious. They will normally lead to dismissal unless there are very 
exceptional mitigating circumstances. This list is not to be regarded as exclusive or 
exhaustive. Acts of gross misconduct not falling within one of these rules may also 
give rise to disciplinary action: 

• Intentionally making false statements when incidents or accidents are being 
investigated, or when applying for employment or in connection with medical 
examination 

• Negligence which potentially or actually results in serious loss, damage or 
injury 

• Physical violence or bullying 
• Theft or fraud of NALC resources whether attempted or actual 
• Unauthorised possession of property belonging to NALC, a member council 

staff member or another team member.  
• Behaviour inside or outside working time which is liable to bring NALC into 

disrepute. 
• Wilful disregard of duties or of instructions relating to employment. 
• Abandoning duty without permission. 
• Serious breach of trust or confidence relating to NALC or its clients affairs. 
• Serious incapability at work brought on by the use of alcohol or drugs. 
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• Deliberately accessing internet sites containing pornographic, offensive or 
obscene material. 

• Action leading to the cautioning or conviction of an employee for an act 
relevant to the employment if it is decided that this makes an employee 
unsuitable for the type of work or unacceptable to NALC. 

• Serious infringement of any of NALC's policies and procedures including the 
Health and Safety Policy, Equal Opportunities Policy, and any policies 
regarding the use of information technology. Any act or omission which, after 
investigation and due consideration to the individual circumstances is believed 
to amount to gross misconduct. 

22. Grievance Procedure 

Purpose and Scope 

NALC aspires to achieve a working environment where all staff are working for the 
benefit of our aims and conduct themselves in a collegiate way. However, from time-
to-time disputes can arise and this procedure sets out the actions which will be taken 
to resolve grievances quickly and effectively. These procedures follow the Code of 
Practice set out by ACAS and it is important that they are understood and followed 
as closely as possible by both managers and employees. 

What is a grievance? 

A grievance is a concern or complaint that a staff member (or a group of people) 
raises with us as their employer about any issue to do with work, working conditions, 
colleagues or other work-related matters. 

Dealing with Grievances Informally  

• If you have a grievance or complaint to do with your work or the people you 
work with you should, wherever possible, start by talking it over with your 
manager. You may be able to agree a solution informally between you.  

Guidance on raising a problem or complaint: 

• Clearly define the issue (with examples where appropriate) 

• Describe the impact that it is having on you and/or the role (again with 
examples) and 

• Think about how the problem could be resolved / the resolution you seek 

Grievance and the disciplinary process: 

• Complaints that you may have about any disciplinary action taken against you 
should be dealt with as an appeal under the disciplinary procedure. 

• Grievances raised while you are subject to disciplinary proceedings will usually 
be heard only when the disciplinary process has been completed. Insofar as a 
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grievance has any bearing on the disciplinary proceedings, it can be raised as 
a relevant issue in the course of those proceeding 

Formal Grievance 

• If the matter is serious and/or you wish to raise the matter formally you should 
set out the grievance in writing to your manager, together with the resolution you 
seek. 

• Where your grievance is against your manager and you feel unable to approach 
him or her you should talk to another more senior manager or the Chief 
Executive. In the case of the Chief Executive the grievance should be raised with 
the Chair. 

Investigations 

Before proceeding to a full grievance hearing, it may be necessary to carry out 
investigations of any allegations made by you, although the confidentiality of the 
grievance process will be respected, wherever possible. If any evidence is gathered 
in the course of these investigations, you will be given a copy in advance of the 
hearing for you to consider your response. In exceptional circumstances, the 
evidence given by individuals may have to remain confidential. Where confidentiality 
is necessary, this will be explained to you and an appropriate summary of the 
evidence gathered will be given to you. 

Grievance Hearing 

• Your manager (or another manager) will arrange a meeting to discuss your 
grievance. You have the right to be accompanied by a colleague or trade union 
representative at this meeting. After the meeting you will be given a decision in 
writing, normally within 5 working days. 

Appeals 

• If you wish to appeal against the outcome you must do so in writing to the Chief 
Executive (or Chairman if the decision was made by the CEO) within five working 
days. The Chief Executive (or Chair) will either hear the appeal, or appoint 
another person or panel to hear the appeal. The appeal will be heard by someone 
who is unconnected with the original complaint. The person hearing the appeal 
will arrange to meet with you before making a decision. You will have the right to 
be accompanied at that meeting either by a trade union representative or a work 
colleague. 

• The outcome of the appeal will be final.  
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22. Performance Improvement Procedure  

Purpose and Scope 

• This procedure is designed to help and encourage all employees to achieve and 
maintain standards of job performance which are acceptable to NALC. The aim is 
to ensure consistent and fair treatment for all in the organisation. 

Principles 

• Informal coaching and supervision will be considered, where appropriate, to 
improve performance. 

• No formal warnings will be given until the causes of the poor performance have 
been considered. 

• Where formal action (warnings) is being considered, you will be advised of the 
nature of the poor performance and will be given the opportunity to state your 
case, at a formal performance improvement meeting, before any decision is 
made. 

• You will be provided, where appropriate, with copies of examples of poor 
performance in advance of a formal performance improvement meeting. 

• At all formal stages of the procedure you will have the right to be accompanied 
by a trade union representative, or work colleague. 

• You will have the right to appeal against any formal warnings issued. 

The Procedure 

Before this procedure is engaged, you will receive feedback from your manager 
setting out the concerns about your performance and how it must improve. This 
procedure is designed to be used when such informal discussions do not lead to an 
improvement in your performance to an acceptable level. 

Where poor performance is believed to be the result of deliberate negligence, or 
where serious errors have been made to the detriment of the organisation, we may 
decide to use our disciplinary procedure instead. 

First stage of formal procedure - First written warning 

• If your manager is unhappy with your performance you will be invited to a formal 
meeting during which your performance will be discussed. The letter inviting you 
to attend will give examples of what your manager considers to be poor 
performance; and advise you of your right to be accompanied at the meeting. 

• At the meeting, you will be given the opportunity to respond; the causes of the 
poor performance will be considered; and where training and development is 
appropriate this will be considered. 

• If your performance does not meet acceptable standards you will be issued with 
a first written warning for unsatisfactory performance. This will; 

• set out the performance problem 
• the improvement that is required 
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• the timescales 
• any help that may be given 
• the right of appeal 
• You will be advised that it constitutes the first stage of the formal 

procedure 
• A record of the warning will be kept on your file. Providing that satisfactory 

improvement has been made and is being sustained, the warning will be 
disregarded after 9 months for the purposes of providing an employment 
reference. However the warning will be considered again in cases where the poor 
performance re-starts.  

Second stage of formal procedure - Final written warning 

• You will be invited to a formal meeting during which your performance will be 
discussed. The letter inviting you to attend will give examples of what your 
manager considers to be poor performance; and advise you of your right to be 
accompanied at the meeting. 

• At the meeting, the progress made following the first meeting will be discussed, 
you will be given the opportunity to respond; and where training and 
development is appropriate this will be considered. 

• If there is a failure to improve performance to a level which NALC deems to be 
satisfactory, a final written warning will be given to you. This will: 

• set out the performance problem 
• the improvement that is required 
• the timescale 
• any help that may be given 
• the right of appeal 
• advise you that it constitutes the final written warning and will also warn 

that failure to improve may lead to dismissal  
• A record of the warning will be kept on your file. Providing that satisfactory 

improvement has been made and is being sustained, the warning will be 
disregarded after 9 months for the purposes of providing an employment 
reference. However the warning will be considered again in situations where the 
poor performance re-starts.  

Final stage of formal procedure - Dismissal  

• You will be invited to a formal meeting during which your performance will be 
discussed. The letter inviting you to attend will give examples of what your 
manager considers to be poor performance; and advise you of your right to be 
accompanied at the meeting. The letter will also advise you that dismissal may be 
considered. 

• At the meeting, the progress made following the second meeting will be 
discussed, and you will be given the opportunity to respond. If there is still a 
failure to improve performance to a level which is acceptable dismissal will be 
considered. 
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• If the decision to dismiss is taken, you will be provided in writing with 
• reasons for dismissal 
• the date on which the employment will terminate 
• the right of appeal 

Appeals 

• If you wish to appeal against a formal warning or dismissal you must do so by 
writing to the Chief Executive within five working days. The Chief Executive will 
arrange for an appeal meeting to take place. 

• At the appeal hearing, the decision to impose the sanction will be reviewed and 
you will be entitled to make representations about the appropriateness of that 
decision. 

• The outcome of the appeal will be confirmed to you in writing, explaining the 
grounds on which the decision was reached. The outcome of the appeal will be 
final. 

• You have the right to be accompanied at the appeal meeting by either a work 
colleague or a trade union representative. 

 Appraisals Process 

Introduction 

Appraisals provide NALC employees with a great opportunity to sit with their 
manager and receive feedback on their performance over the last year and to 
identify what their objectives should be for the coming year. It is an opportunity for 
employees to flag up changes in their workload, ensure the job description is up to 
date, to identify training or development that they want and to address any barriers 
that might be getting in the way of them doing their job more effectively. The Chief 
Executive will read every appraisal and report through to councillors . 

Appraisals also provide the opportunity to reward good performance and the 
Remuneration Panel will review how that can be done, subject to NALC’s budgetary 
position. 

Appraisals will ensure that all NALC employees are performing to standards 
expected by NALC’s Councillors want and set out in NALC’s Strategic Plan. The Chief 
Executive’s objectives, which are agreed with the Chair and Vice-Chairmen, will then 
inform other employees’ objectives too.  

Process 

Employees will be asked to complete a light touch appraisal form prior to their 
meeting. Once completed it will then be passed to the Chief Executive to complete 
the Chief Executive’s comments section.  
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The appraisal timeline runs as follows: 

• End of January: Chief Executive agrees appraisal time with Chair 
• End of February: Chief Executive agrees appraisal times with Heads of Service  
• End of March: Heads of Service/ line managers agree all other appraisal times 

with their team 

All completed appraisal forms should be returned to the Chief Executive before end 
of July.  

A review of the targets set will be completed by the end of October and reported to 
the Remuneration Panel.  

 Staff Training & Development Policy  

Introduction 

NALC is fully committed to ensuring that all employees have the relevant knowledge, 
skills and expertise to perform their work to consistently high standards and to 
achieve their full potential. We recognise that the training and development of our 
employees is fundamental to the improvement of our operational performance and 
the achievement of our strategy and goals. NALC will therefore strive to make 
training and development an integral part of our operations and to follow a 
continuous process of appraisal, training and development. 

Workforce Development Plan 

NALC maintains a Workforce Development Plan at CMT level that is linked to service 
delivery plans and which provides the focus for the establishment of training and 
development priorities. The plan is reviewed every June in the light of appraisals and 
budget constraints. Training and development is designed to meet current NALC 
needs and those of the future, taking into account the individual needs of employees.  

NALC has set a target of 3 days training (formal and informal) for every member of 
staff. Responsibility for training and development rests with all staff at NALC. The 
training and development budget is set through the Annual Budget setting process 
in Finance and Scrutiny Committee. 

This policy applies equally to all NALC employees irrespective of their employment 
status, function, grade or location. In accordance with NALC’s Equal Opportunities 
Policy, all employees are treated equally in the provision of training and 
development opportunities and are provided with equal access to training and 
development opportunities relevant to their needs. Training and development 
provisions should take account of the full range of learning methods and should 
enable access to learning for all employees. The needs of part time employees need 
particular consideration. 
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Support for training  

Employees attending or undertaking required training are entitled to payment of 
normal earnings; all prescribed fees and other relevant expenses arising. Employees 
are also entitled to paid leave for the purpose of sitting for required examinations.  

When attending training courses outside contracted daily hours, part-time 
employees should be paid on the same basis as fulltime employees. Some training 
can be very expensive and NALC may require repayment of all or part of the costs 
incurred should an employee leave before a reasonable time period has expired. 

In accordance with that policy, decisions about training will be based solely on merit, 
and the training needs of the employee and employer. The Chief Executive will be 
responsible for ensuring that these statements are upheld. 

Responsibilities 

The Chief Executive has the following development and training responsibilities: 

• To ensure that a periodic assessment of each employee’s development and 
training needs is made by their line managers 

• To develop and monitor NALC’s training and development policy 
• To manage the NALC training and development budget 
• To develop and maintain the NALC training and development programme 
• To ensure the NALC’s training policy and programmes are operated in 

accordance with NALC’s equal opportunities policy 

Some of these responsibilities might be delegated to other NALC staff. 

Line managers have the following training and development responsibilities: 

• To identify and consider training and development as an integral part of the 
business planning process 

• To ensure that the training and development needs of all staff are assessed and 
provided for in accordance with this policy 

• To agree and identify appropriate and cost effective training and development 
solutions 

• To evaluate the efficiency and effectiveness of training and development 
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All employees are responsible for: 

• identifying their own training and development needs and bringing these to the 
attention of their line manager 

• undertaking training and development activities which will enable them to 
perform their work efficiently and effectively 

• managing their own learning and continuous professional development 

Training and Development Programme 

Identifying Needs: 

Training and development will be provided only where needs exist. ’Needs’ are areas 
of potential development in the knowledge, skills or attitudes required to perform 
current or future tasks. An employee or line manager can trigger the identification of 
training. In the majority of cases, training needs will be identified as part of the 
discussion process with in Staff Appraisals.  

Meeting Training and Development Needs: 

Training and development needs can be met by the following method:- 

• On-the-job training – including desk training, undertaking assignments and 
projects, coaching, job instruction and job rotation; 

• Off-the-job training – (internal) – including internal courses and programmed 
instruction; and 

• Off-the-job training (external) – including external courses, secondments, guided 
reading, distance learning, vocational and professional qualifications. 

The most appropriate method for meeting training and development needs should 
be agreed by the line manager and employee, in consultation with the Chief 
Executive, if appropriate. 

Employees will be encouraged to study for relevant qualifications, including National 
Vocational Qualifications and professional exams. Assistance will be given, where 
appropriate, to employees studying for approved qualifications. The level and format 
of such assistance will be subject to discussion between the employee, their line 
manager and the Chief Executive as appropriate. 

To ensure that the annual training budget is properly utilised, the following order of 
priority will be used as a guideline for assessing training needs:- 

• Training necessary for the immediate safety of the individual, their colleagues and 
the working environment; 

• Training necessary to perform a task for which the employee was recruited to 
undertake to an acceptable standard. 

• Training which enables employee’s to develop their performance in relation to the 
post to which they were recruited; and 
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• Training which provides employees with an opportunity to develop their wider 
role within NALC or local government service in general, from which NALC and 
the employee expect to derive a benefit in human resource planning and career 
progression terms. 

Evaluating the Training Programme: 

All training and development activities will be evaluated. In order to monitor the 
effectiveness of the training programme, line managers will ask members of staff to 
complete a questionnaire which will also prompt discussion with the member of staff 
on how newly acquired skills and knowledge can be utilised. Line managers will 
validate and evaluate training and development activities on an ongoing basis, to 
ensure their relevance and added value. 

An annual review of the training programme, based on the information contained in 
the completed questionnaires, will be conducted by the Chief Executive in 
conjunction with Heads of Service at a CMT meeting.  

 Redundancy Policy 

Introduction 

The aim of this policy is to set out our position in relation to redundancy situations 
and to explain how we deal with potential and actual redundancies. This policy does 
not give contractual rights to individual employees. NALC reserves the right to alter 
this policy at any time although we will notify you in writing of any changes. 

NALC places a high priority on maintaining job security for all its employees. 
However financial constraints, re-organisation, changes in working methods and 
external demands or other circumstances may result in the requirement to reduce  

The redundancy policy will be followed in all instances subject to it complying with 
legal requirements. 

Guiding Principles 

Wherever there is a risk of redundancy in the organisation, NALC will aim to: 

• Develop strategies which reduce, avoid or limit the effects of compulsory 
redundancies 

• Follow a genuine and meaningful consultation process  
• Actively consider alternative employment 
• Ensure that if redundancy occurs, it is handled in accordance with the law, 

including collective consultation where applicable 
• Follow a transparent, fair and reasonable selection procedure 

Selection for redundancy 

If NALC considers there may be a risk of redundancy, management will consider 
whether redundancy can be avoided by: 
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• Natural wastage 
• Re-deployment 
• Dismissal of temporary staff / subcontracted staff 

Where appropriate, consideration will also be given to accepting voluntary 
redundancies. NALC however reserves the right to refuse request(s) in order to 
retain particular skills, knowledge or experience. 

Should NALC need to reduce the number of staff undertaking the same role, 
selection will usually be undertaken by using selection criteria. Such selection criteria 
will be designed to ensure that NALC retains the knowledge, skills, experience and 
flexibility that it needs for the future. In the event that a single post is at risk of 
redundancy (or multiple posts that are not similar) selection criteria will not usually 
be relevant.  

Consultation 

In the event there is a risk of redundancy identified, NALC will consult with staff to 
discuss any proposals, answer questions and gather views and suggestions before a 
final decision is made. The duration of consultation will be determined according to 
the complexity of the proposal and is likely to be more than two weeks and is 
unlikely to be more than four weeks.  

Consultation will be individual rather than collective and NALC will consider 
representations made as part of the consultation process by directly affected staff 
and/or by staff representatives where applicable.  

It must be recognised that it is the responsibility of NALC’s management to make 
decisions about staffing structures and to manage its resources within budgetary 
limitations.  

Statutory Redundancy Entitlement 

The law provides for redundancy payments for the loss of employment that is wholly 
or mainly attributable to redundancy. Statutory redundancy pay is only payable to 
staff who have reached 2 years’ service and is calculated dependent on your salary*, 
your length of service and your age as follows: 

• ½ week’s pay* for each full year of service where your age was under 22  
• 1 week’s pay* for each full year of service where your age was 22 or above, but 

under 41  
• 1½ week’s pay* for each full year of service where your age was 41 or above 

*A week’s pay for the purpose of statutory redundancy pay is subject to a statutory 
cap. 

See http://www.direct.gov.uk/redundancy.dsb for further information on qualifying 
rules and latest statutory rates 

http://www.direct.gov.uk/redundancy.dsb
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Notice 

Entitlement to notice in the case of a redundancy dismissal is as stated in your 
contract of employment provided it is no less than the statutory notice which is one 
week for each year of service, with a minimum of one week’s notice for each year of 
employment between two and 12 years. 

It is usual that you are required to work out your notice period. However in some 
cases you may leave earlier and be paid in lieu of notice. This will be at NALC’s 
discretion and will depend on the circumstances at the time. 

Formal notice of redundancy will be confirmed in writing and will include the 
calculation for any payments due on termination (i.e. notice, holiday pay, statutory 
redundancy pay). During the notice period, you will be entitled to reasonable paid 
time off for alternative job search e.g. to attend interviews. This time off must be 
agreed in advance with your line manager. 

Redeployment 

If a suitable role is available elsewhere in the organisation, you may be offered that 
role. Offers of alternative employment which are made in this way will include a 
statutory trial period of four weeks. This means that you will have four weeks in 
which to decide whether you regard the alternative employment to be suitable in 
terms of the type of work and place you are required to work from and as to the 
other terms and conditions relating to the new post, where these differed from the 
old post. 

If at any stage during the trial period either party has concerns regarding the 
suitability of the trialled appointment and a decision is made to end the employment 
relationship on those grounds, then your right to redundancy payment is preserved. 
Where NALC believes that you have unreasonably refused a reasonable offer of 
alternative employment, you will lose your right to a redundancy pay. 

Appeals  

You will be given an opportunity to appeal against your dismissal. The redundancy 
notice letter will confirm who the appeal should be lodged to and the timescales to 
appeal. This will normally be within 10 days of the notice letter. The appeal would 
normally be heard the Chief Executive (or Chair or member of the Management 
Board). There is no further right of appeal. 
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 Equality, Diversity & Inclusion Policy 

Our Commitment 

NALC is committed to providing equal opportunities in employment and service 
delivery and to avoiding unlawful discrimination. This policy is intended to assist 
NALC to put this commitment into practice. Compliance with this policy should also 
ensure that employees do not commit unlawful acts of discrimination. 

Striving to ensure that the work environment is free of harassment and bullying and 
that everyone is treated with dignity and respect is an important aspect of ensuring 
equal opportunities in employment. NALC has a separate dignity at work policy, 
which deals with these issues. 

Policy Statement 

The policy aims to achieve the five core values, which embrace and provide a 
framework within which all members and employees can work: 

Equality Recognition that everyone is of equal value and should be 
respected according to individual needs and abilities. 

Equity   To be fair, reasonable and just in all NALC’s activities. 

Empowerment  Helping individuals take on responsibility so that they can 
influence and participate in the decision making process. 

Accessibility   Equal access for all in employment and service delivery. 

Quality  Obtaining the highest standards in service delivery. 

The Law 

It is unlawful to discriminate directly or indirectly in recruitment or employment 
because of age, disability, sex, gender reassignment, being or becoming a 
transsexual person, pregnancy, maternity, race (which includes colour, caste, 
nationality and ethnic or national origins), sexual orientation, religion or belief, or 
because someone is married or in a civil partnership. These are known as "protected 
characteristics”. 

Discrimination after employment may also be unlawful, e.g. refusing to give a 
reference for a reason related to one of the protected characteristics. 

You should not discriminate against or harass a member of the public or member 
council staff, councillor, in the provision of services or goods. It is unlawful to fail to 
make reasonable adjustments to overcome barriers to using services caused by 
disability. The duty to make reasonable adjustments includes the removal, 
adaptation or alteration of physical features, if the physical features make it 
impossible or unreasonably difficult for disabled people to make use of services. In 
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addition, service providers have an obligation to think ahead and address any 
barriers that may impede disabled people from accessing a service. 

Types of Unlawful Discrimination 

Direct discrimination is where a person is treated less favourably than another 
because of a protected characteristic.  

In limited circumstances, employers can directly discriminate against an individual 
for a reason related to any of the protected characteristics where there is an 
occupational requirement. The occupational requirement must be crucial to the post 
and a proportionate means of achieving a legitimate aim. 

Indirect discrimination is where a provision, criterion or practice is applied that is 
discriminatory in relation to individuals who have a relevant protected characteristic 
such that it would be to the detriment of people who share that protected 
characteristic compared with people who do not, and it cannot be shown to be a 
proportionate means of achieving a legitimate aim. 

Harassment is where there is unwanted conduct, related to one of the protected 
characteristics (other than marriage and civil partnership, and pregnancy and 
maternity) that has the purpose or effect of violating a person’s dignity; or creating 
an intimidating, hostile, degrading, humiliating or offensive environment. It does not 
matter whether or not this effect was intended by the person responsible for the 
conduct. 

Associative discrimination is where an individual is directly discriminated against or 
harassed for association with another individual who has a protected characteristic 
(although it does not cover harassment because of marriage and civil partnership, 
and (according to guidance from the Government and ACAS) pregnancy and 
maternity). 

Perceptive discrimination is where an individual is directly discriminated against or 
harassed based on a perception that he/she has a particular protected characteristic 
when he/she does not, in fact, have that protected characteristic (other than 
marriage and civil partnership, and pregnancy and maternity). 

Third-party harassment occurs where an employee is harassed and the harassment is 
related to a protected characteristic (other than marriage and civil partnership, and 
pregnancy and maternity), by third parties such as service users.  

Victimisation occurs where an employee is subjected to a detriment, such as being 
denied a training opportunity or a promotion because he/she made or supported a 
complaint or raised a grievance under the Equality Act 2010, or because he/she is 
suspected of doing so. However, an employee is not protected from victimisation if 
he/she acted maliciously or made or supported an untrue complaint.  

Failure to make reasonable adjustments is where a physical feature or a provision, 
criterion or practice puts a disabled person at a substantial disadvantage compared 
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with someone who does not have that protected characteristic and the employer has 
failed to make reasonable adjustments to enable the disabled person to overcome 
the disadvantage. 

Equal Opportunities in Employment 

NALC will avoid unlawful discrimination in all aspects of employment including 
recruitment, promotion, opportunities for training, pay and benefits, discipline and 
selection for redundancy. 

Recruitment 

• Person and job specifications will be limited to those requirements that are 
necessary for the effective performance of the job.  

• Candidates for employment or promotion will be assessed objectively against 
the requirements for the job, taking account of any reasonable adjustments 
that may be required for candidates with a disability.  

• Disability and personal or home commitments will not form the basis of 
employment decisions except where necessary. 

Working practices 

NALC will consider any possible indirectly discriminatory effect of its standard 
working practices, including the number of hours to be worked, the times at which 
these are to be worked and the place at which work is to be done, when considering 
requests for variations to these standard working practices and will refuse such 
requests only if NALC considers it has good reasons, unrelated to any protected 
characteristic, for doing so. NALC will comply with its obligations in relation to 
statutory requests for contract variations. NALC will also make reasonable 
adjustments to its standard working practices to overcome barriers caused by 
disability. 

Equal Opportunities Monitoring 

NALC will monitor the ethnic, gender and age composition of the existing workforce 
and of applicants for jobs (including promotion), and the number of people with 
disabilities within these groups, and will consider and take any appropriate action to 
address any problems that may be identified as a result of the monitoring process. 

Inclusion: 

NALC respect and value staff as individuals, providing support and commitment so 
that everyone has a sense of belonging and is able to achieve their best. 

All employees have a personal responsibility to treat colleagues, Board members, 
contractors, applicants, visitors, volunteers and members of the public in accordance 
with our Equality, Diversity and Inclusion policy  

In our employment practices and in providing services, we expect all employees to: 
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• Support a working environment free of bullying, harassment, victimisation and 
unlawful discrimination, promoting dignity and respect for all, and where 
individual differences and the contributions of all staff are recognised and 
valued 

• Act fairly and, provide equality of opportunity 
• Recognise that everyone is different and that these differences must be 

equally respected 
• Be aware that you must not treat people less favourably because of a 

protected characteristic 
• Challenge discrimination so that we demonstrate our commitment to equality 

and diversity and do not exclude people or make them feel isolated 
• Not unlawfully discriminate, for example, as staff responsible for decisions on 

recruitment, selection, promotion or transfer 
• Not induce or attempt to induce others to practice discrimination, nor yield to 

pressure from others to discriminate 
• Not victimise or attempt to victimise individuals on the grounds that they have 

made complaints under the Equality Act or provided information about 
discrimination 

• Not harass, abuse or intimidate other employees, member organisations, 
partners etc; where employees commit such action they will be liable to 
disciplinary action 

• Draw to the attention of management apparent breaches of this Code of 
Practice 

• Line Managers and supervisors have a particular responsibility for ensuring 
that staff act appropriately. 

 Dignity at Work 

NALC is committed to having a workplace which is free from harassment and 
bullying and to ensure that all employees, contractors and, others who come into 
contact with us in the course of our work, are treated with dignity and respect. 

NALCs dignity at work policy concerns issues of bullying and harassment on any 
ground both by NALC colleagues or by external colleagues or members. This is how 
we will deal with such issues. 

This policy and procedure is intended to assist NALC to put this commitment into 
practice. Compliance with this policy should also ensure that employees do not 
commit unlawful acts of discrimination. 

You should report any bullying or harassment by service users, members, suppliers, 
visitors or others to your manager who will take appropriate action.  

We are committed to ensuring and upholding the highest standards of conduct to 
ensure our staff enjoys a working environment which is free from harassment and 
bullying and they are treated with dignity and respect. The intention of this 
statement is to put this commitment into practice. 
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NALC will not tolerate bullying or harassment of staff in the workplace or at work 
related events outside of the workplace, whether the conduct is a one-off act or 
repeated course of conduct, and whether done purposefully or not. NALC will not 
tolerate retaliation against, or victimisation of, any person involved in bringing a 
complaint of harassment or bullying. Allegations of bullying and harassment will be 
treated seriously. Investigations will be carried out promptly, sensitively and, as far 
as possible, confidentially.  

Where an investigation finds a member has bullied or harassed a member of staff 
and breached the NALC’s Code of Conduct, NALC reserves the right to suspend the 
member from NALC duties. 

It is important to recognise that conduct which one person may find acceptable, 
another may find totally unacceptable 

Training 

NALC will provide guidance in equal opportunities to managers and others likely to 
be involved in recruitment or other decision making where equal opportunities issues 
are likely to arise. 

NALC will provide guidance to all existing and new employees and others engaged 
to work at NALC to help them understand their rights and responsibilities under the 
dignity at work policy and what they can do to help create a working environment 
free of bullying and harassment. NALC will provide additional training to managers 
to enable them to deal more effectively with complaints of bullying and harassment. 

Your responsibilities 

It is the individual responsibility of every employee, irrespective of their position 
within NALC, to ensure that this policy is applied in practice, both in employment 
and in providing services to members. NALC is committed to the elimination of 
negative images and language in its informal and official communications, especially 
in the use of stereotyped views and material. 

An additional responsibility falls on members and employees who have specific 
recruitment and HR management responsibilities. 

Employees can be held personally liable as well as, or instead of, NALC for any act of 
unlawful discrimination. Employees who commit serious acts of harassment may be 
guilty of a criminal offence. Acts of discrimination, harassment, bullying or 
victimisation against employees or members are disciplinary offences and will be 
dealt with under NALC’s disciplinary procedure. Discrimination, harassment, bullying 
or victimisation may constitute gross misconduct and could lead to dismissal without 
notice. 
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Grievances 

If you consider that you may have been unlawfully discriminated against, you should 
use NALC’s grievance procedure to make a complaint. If your complaint involves 
bullying or harassment, the grievance procedure is modified as set out in the dignity 
at work policy. 

NALC will take any complaint seriously and will seek to resolve any grievance that it 
upholds. You will not be penalised for raising a grievance, even if your grievance is 
not upheld, unless your complaint is both untrue and made in bad faith. 

Monitoring and review 

This policy will be monitored periodically by NALC to judge its effectiveness and will 
be updated in accordance with changes in the law. In particular, NALC will monitor 
the ethnic and gender composition of the existing workforce and of applicants for 
jobs (including promotion), and the number of people with disabilities within these 
groups, and will review its equal opportunities policy in accordance with the results 
shown by the monitoring. If changes are required, NALC will implement them. 

Information provided by job applicants and employees for monitoring purposes will 
be used only for these purposes and will be dealt with in accordance with the Data 
Protection Act 1998. 

The Position on Bullying and Harassment 

We will not tolerate bullying or harassment in our workplace or at work-related 
events outside of the workplace, whether the conduct is a one-off act or repeated 
course of conduct, and whether done purposefully or not. Neither will we tolerate 
retaliation against, or victimisation of, any person involved in bringing a complaint of 
harassment or bullying. You should also be aware that if a court or tribunal finds that 
you have bullied or harassed someone, in some circumstances the treatment may 
amount to a crime punishable by a fine or imprisonment.  

We will take appropriate action if any of our employees or contractors are bullied or 
harassed by our stakeholders, member councils or suppliers. 

If, after an investigation, we decide that an employee has harassed or bullied another 
employee or contractor, then the employee may be subject to disciplinary action, up 
to and including dismissal. Retaliation or victimisation will also constitute a 
disciplinary offence, which may in appropriate circumstances lead to dismissal. 

Allegations of bullying and harassment will be treated seriously. Investigations will be 
carried out promptly, sensitively and, as far as possible, confidentially. Employees 
and others who make allegations of bullying or harassment in good faith will not be 
treated less favourably as a result.  
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False accusations of harassment or bullying can have a serious effect on innocent 
individuals. Staff and others have a responsibility not to make false allegations. False 
allegations made in bad faith will be dealt with under our disciplinary procedure.  

What Type of Treatment amounts to Bullying or Harassment? 

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a 
group of people) to another that is unwanted and that has the effect of violating that 
person’s dignity or creating an intimidating, hostile, degrading, humiliating, or 
offensive environment for that person.  

Examples of bullying and harassment include:  

• verbal abuse or offensive comments, jokes or pranks related to age, disability, 
gender re-assignment, marriage, civil partnership, pregnancy, maternity, race, 
religion, belief, sex or sexual orientation;  

• lewd or suggestive comments; 
• deliberate exclusion from conversations or work activities; 
• withholding information a person needs in order to do their job; 
• practical jokes, initiation ceremonies or inappropriate birthday rituals;  
• physical abuse such as hitting, pushing or jostling;  
• rifling through, hiding or damaging personal property; 
• subjecting a person to humiliation or ridicule, belittling their efforts, often in front 

of others 
• abusing a position of power 

Bullying does not include appropriate criticism of an employee’s behaviour or proper 
performance management.  

It is important to recognise that conduct which one person may find acceptable, 
another may find totally unacceptable. All employees must, therefore, treat their 
colleagues with respect and appropriate sensitivity.  

Victimisation: 

Victimisation is subjecting a person to a detriment because they have, in good faith, 
complained (whether formally or otherwise) that someone has been bullying or 
harassing them or someone else, or supported someone to make a complaint or 
given evidence in relation to a complaint. This would include isolating someone 
because they have made a complaint or giving them a heavier or more difficult 
workload. 

Provided that you act in good faith, i.e. you genuinely believe that what you are 
saying is true, you have a right not to be victimised for making a complaint or doing 
anything in relation to a complaint of bullying or harassment and the organisation 
will take appropriate action to deal with any alleged victimisation, which may include 
disciplinary action against anyone found to have victimised you. 
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Making a complaint that you know to be untrue, or giving evidence that you know to 
be untrue, may lead to disciplinary action being taken against you. 

What you should do if you feel you are being Bullied or Harassed by a Stakeholder 
or Supplier (as opposed to a colleague) 

If you are being bullied or harassed by someone with whom you come into contact 
at work, please raise this with your manager in the first instance or, with the 
Administration manager. We will then decide how best to deal with the situation, in 
consultation with you.  

What you should do if you are being Bullied or Harassed by a Colleague 

If you are being bullied or harassed by another employee or contractor, there are 
two possible avenues for you, informal or formal.  

Informal Resolution  

If you are being bullied or harassed by another employee or contractor, you may be 
able to resolve the situation yourself by explaining clearly to the perpetrator(s) that 
their behaviour is unacceptable, contrary to our policy and must stop. Alternatively, 
you may wish to ask your line manager or a colleague to put this on your behalf or to 
be with you when confronting the perpetrator(s).  

In either case, you can approach the Administration manager for advice and support. 
Your request for help will be treated confidentially.  

If the above approach does not work or if you do not want to try to resolve the 
situation in this way, or if you are being bullied by your own line manager, you should 
raise the issue with the Chief Executive (If you believe you are being bullied by the 
Chief Executive, you should raise the issue with the Chair). The Chief Executive (or 
Chair) will discuss with you the option of trying to resolve the situation informally by: 

• telling the alleged perpetrator(s), without prejudging the matter, that there 
has been a complaint that their behaviour is having an adverse effect on a 
fellow employee; 

• that such behaviour is contrary to our policy; 
• that the continuation of such behaviour could amount to a serious disciplinary 

offence.  

It may be possible for the Chief Executive (or Chair) to have this conversation with 
the alleged perpetrator without revealing your name, if this is what you want. They 
will also stress that the conversation is confidential. 

In certain circumstances we may be able to involve a neutral third party (a mediator) 
to facilitate a resolution of the problem. The Chief Executive (or Chair) will discuss 
this with you if it is appropriate. 

If your complaint is resolved informally, the alleged perpetrator(s) will not be subject 
to disciplinary sanctions. However, in exceptional circumstances (such as a serious 
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allegation of sexual or racial harassment or in cases where a problem has happened 
before) we may decide to investigate further and take more formal action 
notwithstanding that you raised the matter informally. We will consult with you 
before taking this step.  

Raising a Formal Complaint 

If informal resolution is unsuccessful or inappropriate, you can make a formal 
complaint about the harassment or bullying to the Chief Executive. A formal 
complaint may ultimately lead to disciplinary action against the perpetrator(s).  

We will first investigate the complaint. You will need to co-operate with the 
investigation and provide the following details (if not already provided): 

The alleged perpetrator(s) would normally need to be told your name and the details 
of your complaint in order for the issue to be investigated properly. However, we will 
carry out the investigation as confidentially and sensitively as possible. 

Where you and the alleged perpetrator(s) work in proximity to each other, we will 
consider whether it is appropriate to: 

• transfer one of you; 
• transfer both of you; 
• send one of you home on full pay; or 
• send both of you home on full pay. 

After the investigation, we will meet with you to consider the complaint and the 
findings of the investigation. At the meeting, you may be accompanied by a fellow 
worker or a trade union official. 

After the meeting (and normally within five working days), we will write to you to 
inform you of our decision and to notify you of your right to appeal to a more senior 
manager if you are dissatisfied with the outcome. You should put your appeal in 
writing explaining the reasons why you are dissatisfied with our decision. You should 
submit your appeal within five working days of receiving written confirmation of our 
decision. If you submit an appeal, you will normally be invited to attend a meeting to 
consider it. We will write to you afterwards to confirm our final decision.  

The Use of the Disciplinary Procedure 

If at any stage from the point at which a complaint is raised, we believe there is a 
case to answer and a disciplinary offence might have been committed, we will 
instigate our disciplinary procedure. We will keep you informed of the outcome. 
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 Alcohol, Drugs & Smoking 

Purpose and scope 

NALC is committed to ensuring the health, safety and welfare of its employees and 
those affected by its activities. It will take all reasonable steps to reduce, if not 
eliminate, the risk of injuries or incidents occurring due to individuals suffering from 
the effects of alcohol or substance abuse. This policy applies to all employees and all 
persons coming onto the premises. 

Policy 

Alcohol 

NALC prohibits the drinking of alcohol by employees and contractors in the 
workplace or on business other than reasonable drinking of alcohol in moderation 
with Chief Executive approved at staff social events. Regards drinking to an 
"unreasonable level" as any of the following situations: 

• The individual is over the legal limit stipulated for driving (i.e. 35mcg/100ml of 
breath alcohol concentration). 

• In the opinion of management, the individual's performance is impaired. This may 
be at less than the legal limit stipulated for driving. 

• In the opinion of management, the individual's behaviour may cause 
embarrassment, distress or offence to others. 

• The individual continues to drink when instructed to stop by a manager. 

NALC will take all reasonable steps to prevent employees and contractors carrying 
out work-related activities if they are considered to be unfit/unsafe to undertake the 
work as a result of alcohol consumption or substance abuse. 

Drugs 

NALC expressly prohibits the use of any illegal drugs or any prescription drugs that 
have not been prescribed for the user. It is a criminal offence to be in possession of, 
use or distribute an illicit substance. If any such incidents take place during working 
time or at NALC events will be regarded as serious, will be investigated and may lead 
to disciplinary action and possible reporting to the police. 

No employee or other person working for NALC shall, in connection with any work-
related activity: 

• report, or endeavour to report, for duty having consumed drugs or alcohol 
likely to render him/her unfit and/or unsafe for work; 

• consume or be under the influence of drugs or alcohol while on duty unless, in 
the case of alcohol, with the agreement of management for the purposes of 
approved social functions; 
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• store drugs or alcohol in personal areas such as desk drawers; or 
• attempt to sell or give drugs or alcohol to any other employee or other person 

on the company premises. 

Employees must inform the line manager regarding any prescribed medication that 
may have an effect on their ability to carry out their work safely, and must follow any 
instructions subsequently given. Drugs that cause drowsiness must not be used while 
at work. 

Smoking and vaping 

In conjunction with the law, smoking (including the use of smoking aids such as 
electronic cigarettes) is prohibited in all enclosed and substantially enclosed 
premises in the workplace. This policy applies to all employees, consultants, 
contractors, customers or members and visitors. 

Support for dependency 

Any employee suffering from drug or alcohol dependency should declare such 
dependency, and NALC will subsequently provide reasonable assistance, treating 
absences for treatment and/or rehabilitation as any other sickness absence. (Failure 
to accept help or continue with treatment will render the employee liable to normal 
disciplinary procedures.) 
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SECTION FIVE: GOVERNANCE 

 Data Protection Policy and Code of Practice  

Introduction 

This policy will cover how information relating to NALC staff, and individuals, who 
are members of NALC, is gathered, used and stored. 

The document is divided into two sections: 

Section one — The Data Protection Act - Requirements for processing personal data 

Section two — Guidance for NALC staff 

Note that processing data includes gathering, obtaining, using and storing data. 

Policy Statement 

NALC recognises its responsibilities under Data Protection legislation and will seek 
to put in place arrangements which ensure compliance with its obligations. In 
particular the National Assembly will ensure arrangements are in place to enable this 
Policy and accompanying guidance to be kept up to date and brought to the 
attention of all staff, including temporary staff, agency workers, contractors and 
volunteers working on behalf of NALC. 

Note that this policy and accompanying guidance applies equally to all permanent 
and temporary staff, agency workers, contractors and volunteers working on behalf 
of NALC. 

Implementing the Policy 

All staff are expected to familiarise themselves with this policy. All new staff will be 
issued with a copy as part of the induction process.  

• Requirements for Processing Personal Data 

Section one — Data Principles (Schedule 1 of the Act) 

Anyone processing personal data on behalf of NALC must comply with the 
enforceable principles of good practice contained within the Data Protection Act 
2018. The Act contains a number of basic principles, which state that personal data 
must: 

• Lawfulness, fairness and transparency – data be obtained and processed fairly 
and lawfully and shall not be processed unless certain conditions are met 

• Purpose limitation – data be obtained for a specified and lawful purpose and shall 
not be processed in any manner incompatible with that purpose 

• Data minimisation - be adequate, relevant and not excessive for those purposes 
• Accuracy - be accurate and kept up to date 
• Storage limitation - not be kept for longer than is necessary for that purpose  
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• Integrity and confidentiality (security) - be processed in accordance with the data 
subject’s rights 

• Accountability principle  
• Be kept safe from unauthorised access, accidental loss or destruction 
• Not be transferred to a country outside the European Economic Area, unless that 

country has equivalent levels of protection for personal data 

Personal data covers both facts and opinions about the individual. It also includes 
information regarding the intentions of the data controller towards the individual.  

What is Personal Data? 

Personal data is information about a living individual, who is identifiable by the 
information, or who could be identified by the information combined with other data, 
which NALC has or may have in the future. This includes names and addresses, client 
attendance records, ethnic origin, qualifications and experience, details about staff 
sickness and annual leave, dates of birth or marital status. Furthermore, any recorded 
opinion about or intentions regarding a person are also personal data; and this 
includes both client reports and staff reviews or appraisal reports. 

The Act covers ALL personal data processed by NALC, irrespective of whether these 
are held by individual members of staff in their own separate files or in departmental 
records systems. 

The Act distinguishes between ordinary personal data such as name, address and 
telephone number and sensitive personal data. Under the Act the processing of 
sensitive data is subject to much stricter conditions. Sensitive data is data relating to: 

• The racial or ethnic origin of the data subject; 
• His/her political opinions; 
• His/her religious beliefs or other beliefs of a similar nature; 
• Whether s/he is a member of a trade union (within the meaning of the Trade 

Union and Labour Relations (Consolidation) Act 1992); 
• His/her physical or mental health or condition; 
• His/her sexual life; 
• The commission or alleged commission by him/her of any offence; or 
• Any proceedings for any offence committed or alleged to have been 

committed by him/her, the disposal of such proceedings or the sentence of 
any court in such proceedings. 

Conditions for Processing Sensitive Data (Schedule 3 of the Act) 

The processing of sensitive personal data must comply with at least one of the 
following conditions, in addition to one of the conditions for processing in Schedule 1 
(which apply to the processing of all personal data) 

The data subject has given his explicit consent to the processing of the personal data 
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The processing is necessary for the purposes of exercising or performing any right or 
obligation which is conferred or imposed by law on the data controller in connection 
with employment (e.g. criminal records and other checks in relation to the 
employment or prospective employment of people working with children.) 

Conditions for Processing Ordinary Data (Schedule 2 of the Act) 

The data subject has given his consent to the processing 

The processing is necessary 

• For the performance of a contract to which the data subject is a party, or 
• For the taking of steps at the request of the data subject with a view to 

entering into a contract. 

The processing is necessary for compliance with any legal obligation to which the 
data controller is subject, other than an obligation imposed by contract 

The processing is necessary in order to protect the vital interests of the data subject 

The processing is necessary 

• For the administration of justice, 
• For the exercise of any functions conferred on any person by or under any 

enactment, 
• For the exercise of any functions of the Crown, a Minister of the Crown or a 

government department, or, 
• For the exercise of any other functions of a public nature exercised in the 

public interest by any person. 

The processing is necessary for the purposes of legitimate interests pursued by the 
data controller or by the third party or parties to whom the data are disclosed, 
except where the processing is unwarranted (that is it will prejudice the rights and 
freedoms or legitimate interests of the data subject). 

Section two — Guidance for NALC Staff 

Introduction 

As an employee you have both rights and obligations under Data Protection 
legislation. Reading this policy and guidance will help you understand some of these 
rights and obligations. If you have any queries about these you should contact your 
manager. The guidance provided in this section is of a general nature and will act as 
a framework. 

Obtaining Information 

Whenever you need to collect personal information on behalf of NALC, including 
sensitive personal information ask yourself: 
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• Exactly what will the information will be used for? Is it for a legitimate 
purpose? 

• Exactly what information do we need to fulfil this purpose? 
• Who needs to have access to this information? 
• What processes do we need in place for collecting the data? 
• What systems are there for ensuring only legitimate access? 
• How do I need to store the information to ensure it is Secure? 
• Does the existing guidance cover the information I am gathering or do I need 

to alert the Chief Executive? 

Retention of Data 

It is not in the interest either of data subjects or of NALC to retain unnecessary or 
duplicative information. NALC does, however, retain some data relating to former 
staff partly in order to comply with statutory requirements but also as a way of 
maintaining a complete historical record. Nonetheless, it is NALC’s policy to 
discourage the retention of personal data within files for longer than it is needed 
(see appendix). 

Access to Data 

Staff, clients and others in contact with NALC will on most occasions have the right 
to access personal data that is being kept about them either on computer or in 
manual files. This will normally be provided by way of time to view the data held and 
to have copies of the personal data or a report of the data held, depending on the 
type and format of the original data. Any person who wishes to exercise this right 
should make a written request to the Administration manager. NALC reserves the 
right to levy a charge of £10 on each occasion that access is requested to cover the 
administrative time and cost of making photocopies. 

NALC aims to comply with requests for access to personal information from data 
subjects as quickly as possible, but will ensure that it is provided within 40 days from 
the date of the request. 

Storing Information and Security of Data 

All staff must ensure that: 

• Any personal data which they hold are kept secure and stored in line with 
NALC’s policies  

• Personal information is not disclosed either orally or in writing, intentionally or 
otherwise to any unauthorised third party 

Staff should note that unauthorised disclosure may be a disciplinary matter, and 
could be considered gross misconduct in certain cases. 

Additionally, staff must ensure that, where a third party processes data on NALC’s 
behalf (a partner organisation, for example) there is a written contract between the 
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parties which specifies that the processor agrees to act on NALC’s instructions and 
to abide by the provisions of the Act in connection with data security. 

Staff should make reasonable efforts to ensure that all personal information is kept 
securely but should pay particular attention to the security of sensitive data. All 
personal data should be accessible only by those who need to use it and sensitive 
data must be either; 

• kept in a lockable room with controlled access, or 
• kept in a locked filing cabinet, or 
• kept in a locked drawer, or 
• if computerised, be password protected. 

Staff need to take appropriate security precautions in respect of day-to-day PC 
usage. Care must be taken to ensure that laptops and screens are not visible except 
to authorised staff and that computer passwords are used and kept confidential. 
Screens should not be left unattended when personal data is being processed and 
manual records should not be left where they can be accessed by unauthorised staff. 
When manual records are no longer required, they should be shredded or securely 
archived; and the hard drives of redundant PCs should be wiped clean. 

Off-site use of personal data presents a potentially greater risk of loss, theft or 
damage to personal data; and the institutional and personal liability that may accrue 
from the off-site use of personal data is similarly increased. Staff should take 
particular care when laptop computers or personal machines are used to process 
personal data at home or in other locations outside NALC; and staff should also be 
aware that this policy and guidance and their responsibilities under it apply when 
data is processed under such circumstances. Downloading personal data onto a 
laptop, personal computer, phone, or data stick is strictly forbidden without the 
permission of the Chief Executive. Encrypted data sticks with password protection, 
must be used if personal data is held on them. All computers must be password 
protected. Passwords should be at least 8 characters with a combination of upper 
and lower case letters, numbers and keyboard symbols.  

Paper records taken off site must be kept to an absolute minimum, held securely and 
returned as soon as possible. Leaving files on the seats of a locked car is considered 
a security breach. 

A breach of this policy will usually result in disciplinary action which may include 
dismissal.  

Publication of NALC’s Information 

It is NALC’s policy to make as much information public as possible; in particular the 
following information may be available publicly: 

• lists of staff 
• names and work contact information of staff 
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• business e-mail addresses 

It is of course a condition of employment that staff consent to the processing of their 
personal data.  

 Whistle-blowing Policy and Procedure  

Policy 

It is important to NALC that any fraud, misconduct or wrongdoing by staff or others 
working on behalf of NALC is reported and properly dealt with. NALC therefore 
requires all individuals to raise any concerns that they may have about the conduct 
of others in the organisation or the way in which the organisation is run.  

This policy sets out the way in which individuals may raise any concerns that they 
have and how those concerns will be dealt with. 

Background 

The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to 
provide protection for workers who raise legitimate concerns about specified 
matters in the public interest. These are called "qualifying disclosures". A qualifying 
disclosure is one made by an employee who has a reasonable belief that  

• a criminal offence;  
• a miscarriage of justice;  
• an act creating risk to health and safety;  
• an act causing damage to the environment;  
• a breach of any other legal obligation; or  
• concealment of any of the above; 

is being, has been, or is likely to be, committed. It is not necessary for the worker to 
have proof that such an act is being, has been, or is likely to be, committed - a 
reasonable belief is sufficient. The worker has no responsibility for investigating the 
matter - it is NALC's responsibility to ensure that an investigation takes place. 

A worker who makes such a protected disclosure has the right not to be dismissed, 
subjected to any other detriment, or victimised, because he/she has made a 
disclosure. 

NALC encourages workers to raise their concerns under this procedure in the first 
instance. If you are not sure whether or not to raise a concern, you should discuss 
the issue with your line manager or the Administration manager or the Chief 
Executive. If you wish to raise a qualifying disclosure relating to the acts or omissions 
of the Chief Executive, you should raise the matter with the chair of the Association 

Principles 

• Everyone should be aware of the importance of preventing and eliminating 
wrongdoing at work. Staff and others working on behalf of NALC should be 
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watchful for illegal or unethical conduct and report anything of that nature 
that they become aware of.  

• Any matter raised under this procedure will be investigated thoroughly, 
promptly and confidentially, and the outcome of the investigation reported 
back to the person who raised the issue.  

• No employee or other person working on behalf of NALC will be victimised for 
raising a matter under this procedure. This means that the continued 
employment and opportunities for future promotion or training of the worker 
will not be prejudiced because they have raised a legitimate concern.  

• Victimisation of an individual for raising a qualified disclosure will be a 
disciplinary offence.  

• If misconduct is discovered as a result of any investigation under this 
procedure NALC's disciplinary procedure will be used, in addition to any 
appropriate external measures.  

• Maliciously making a false allegation is a disciplinary offence.  
• An instruction to cover up wrongdoing is itself a disciplinary offence. If told 

not to raise or pursue any concern, even by a person in authority such as a 
manager, you should not agree to remain silent. You should report the matter 
to the Chief Executive or the chair of the Association. 

Procedure 

This procedure is for disclosures about matters other than a breach of an employee's 
own contract of employment. If you are concerned that your own contract has been, 
or is likely to be, broken, you should use NALC's Grievance Procedure. 

Stage 1: 

In the first instance, any concerns should be raised with your line manager. If you 
believe your line manager to be involved, or for any reason do not wish to approach 
your line manager, then you should proceed straight to stage 3. 

Stage 2: 

Your line manager will arrange an investigation of the matter (either by investigating 
the matter themselves or immediately passing the issue to someone in a more senior 
position). The investigation may involve you and other individuals involved giving a 
written statement. Any investigation will be carried out in accordance with the 
principles set out above. Your statement will be taken into account, and you will be 
asked to comment on any additional evidence obtained. Your line manager (or the 
person who carried out the investigation) will then report to the Chief Executive who 
will take any necessary action, including reporting the matter to any appropriate 
government department or regulatory agency. If there is a potential case for 
disciplinary action, your line manager (or the person who carried out the 
investigation) will report the matter to the HR Advisers – for advice - and start the 
disciplinary procedure. On conclusion of any investigation, you will be told the 
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outcome of the investigation and what has been done, or what will be done about it. 
If no action is to be taken, the reason for this will be explained. 

Stage 3: 

If you are concerned that your line manager is involved in the wrongdoing, has failed 
to make a proper investigation or has failed to report the outcome of the 
investigations to the relevant person, you should escalate the matter to the 
appropriate person as set out in the Escalation Table at the end of this document. 
This person will arrange for a review of the investigation to be carried out, make any 
necessary enquiries and make their own report to the next person in the Escalation 
Table. Any approach to the more senior person will be treated with the strictest 
confidence and your identity will not be disclosed without your prior consent. 

Stage 4: 

If on conclusion of stages 1, 2 and 3 you reasonably believe that the appropriate 
action has not been taken, you should report the matter to the proper authority. The 
legislation sets out a number of bodies to which qualifying disclosures may be made. 
These include: 

• The Comptroller and Auditor General 
• HM Revenue & Customs;  
• the Financial Conduct Authority;  
• the Health and Safety Executive;  
• the Environment Agency;  
• the Director of Public Prosecutions; and  
• the Serious Fraud Office; 
• the Charity Commission 
• Information Commissioner. 

You can find the full list in The Public Interest Disclosure (Prescribed Persons) Order 
2014 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/36
0074/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-
persons-list-v2.pdf 

Escalation Table

 

Line manager Head of 
service

Chief 
executive NALC chair

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360074/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v2.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360074/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v2.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/360074/bis-14-1077-blowing-the-whistle-to-a-prescribed-person-the-prescribed-persons-list-v2.pdf
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Protecting whistleblowers 

If you raise a genuine concern under this policy, we will support you fully even if we 
find, through our investigations, that you made a mistake or that there has been no 
breach of policy, legal obligation or other activity set out in this policy. If you feel 
you have been treated badly as a result of raising a concern, you must tell us 
straightaway.  

If the matter remains unresolved, you must follow the formal process in our 
grievance procedure. 

All whistleblowers are given the same protection, so you must not threaten or 
otherwise badly treat others who have raised concerns under this policy. If you do, 
you may face disciplinary action which could include dismissal for gross misconduct. 
The whistleblower may also be able to bring legal action against you. 

 Freedom of information 

• Under the Freedom of Information Act and the Environmental Information 
Regulations members of the public have a right to request any recorded 
information held by a public authority, such as a government department, local 
council or state school.  

• People can ask for any information you think a public authority may hold. The 
right only covers recorded information which includes information held on 
computers, in emails and in printed or handwritten documents as well as images, 
video and audio recordings. 

NALC is not subject to the Freedom of Information Act 2000 therefore is not 
obligated to respond to such requests.  

However, all such requests must be send to the Administration manager who will 
respond. 

What is FOI? Who is subject to FOI 
Is NALC subject to FOI? 

• No, NALC is not a public body and is not eligible but our members are all 
subject to FOI. 

 

 

 

  



 
 

115 

SECTION SIX: HEALTH AND SAFETY 

 Health & Safety Policy  

Introduction 

NALC is concerned for the health, safety and welfare of its staff at work and will 
observe the terms of the Health and Safety at Work Act 1974 (the “HSA”) and the 
terms of regulations made under it from time to time. As required NALC wishes to 
make the following statement of its general policy.  

As far as is reasonably practicable, we will provide and maintain premises and 
systems of work, which do not impair the health of members of staff. Such 
information, instruction, training and supervision will be given as is reasonably 
practicable and necessary to the health of members of the staff at work. 

The Organisation’s Responsibilities 

As far is reasonably practicable we will continue to review all measures which are 
necessary to protect the safety of all officers. The Chief Executive has overall and 
final responsibility for health and safety within the workplace and the Head of 
Finance and Administration and Administration manager have day-to-day 
responsibility for ensuring that the policy is implemented.  

All officers are responsible for implementing good health and safety practises to 
ensure, as far as is reasonably practicable, their own safety at work and that of 
colleagues.  

Your Responsibilities 

You should be aware of Sections 7 and 8 of the HSA, which state: 

“While they are at work, all officers have a duty to take reasonable care of their own 
health and safety, and safety of anyone else who may be affected by their actions or 
omissions. 

All officers must co-operate with their employer and anyone else concerned so that 
their obligations (and any other relevant statutory provisions) are complied with. 

You must not intentionally or recklessly interfere with or misuse anything provided in 
the interests of health and safety in accordance with the terms of the ‘HSA’ (and 
other relevant statutory provisions). 

You should note that it is an offence under the Act for an officer to fail to discharge 
the above duties.” 

First Aid 

In the event of a medical emergency of any nature whilst in the Bloomsbury Building, 
you must contact a qualified First Aider. A list of NALC First Aiders can be found in 
room 2.03. If not please contact FORA reception on the first floor.  
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If you are working from home you should call 999 if it is a medical emergency or 111 if 
you have a non-emergency medical issue 

First Aid boxes 

The NALC first aid box is located in Room 2.03. However if you are unable to access 
this room please go to the FORA reception on the first floor.  

The contents of the First Aid box will be reviewed on an ad hoc basis to ensure that 
there are sufficient quantities to comply with health and safety requirements. 
Another First Aid box can be found. 

If the First Aider in attendance advises the removal of the casualty to hospital, the 
‘Emergency’ procedure 5 should be followed. 

Slips, Trips and Falls 

Slips, trips and falls are the most common causes of injury at work. 

Under the Management of Health and Safety at Work Regulations 1999, NALC is 
obliged to assess slip and trip risks and take action to address them. The floors, 
staircases and doors are cleaned on a regular basis by the cleaners and standards 
are monitored by the Administration manager. Officers are provided with training on 
how to take preventative measures against slips, trips and falls. 

Heads of Service have a duty to maintain reasonable housekeeping standards in their 
areas. Under the HSA, all officers have a legal obligation to take reasonable care for 
the health and safety of themselves and others in the workplace. All officers must 
therefore take responsibility for preventing slips, trips and falls in the workplace. 
Officers must: 

• Report any slips, trips and falls or near misses to the Administration manager 
or FORA reception. 

• Clean up any spillages immediately. 
• Report any defective flooring, equipment etc. to the Administration manager 

or FORA reception. 
• Ensure that there are no trailing cables from electrical equipment. 
• Ensure that deliveries do not block staircases or hallways. 
• Remove any identified trip hazards. 

Accident and near miss Reporting Procedure 

The main objectives of the accident reporting procedure are to provide adequate 
information to: 

• Ensure legislative compliance 
• Enable prompt preventative and remedial action 
• Assist in the monitoring of safety policy implementation 
• Assist in decision-making, planning and resource allocation 
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Every officer must report any accident. Accidents should be reported orally or in 
writing as soon as is practicable after the event. You (or someone acting on your 
behalf) must provide the Administration manager with all the particulars. 

The organisation is required to maintain an accident book. The Administration 
manager holds one in room 2.03. An entry in the accident book is official notification 
that an accident has occurred. 

A ‘near miss’ is an unplanned event that did not result in injury, illness or damage but 
had the potential to do so.  

The main objective of recording any near misses is to ensure that preventative steps 
re taken quickly thus avoiding any further potential for accidents. 

Examples of near misses may include:  

• Spillages causing slips that do not result in human injury. 
• Objects falling from height that do not result in human injury. 
• Trailing cables or defective flooring/equipment that do not result in human 

injury. 
• Obstructions in corridors or staircases that do not result in human injury. 

This list is not exhaustive and when officers determine that a near miss has occurred, 
they must report it immediately to the Administration manager. 

Fire Action Procedure in Bloomsbury Building 

In the event of a fire being located in the building, remember regardless of how big 
or small it is, FORA is obliged to call the emergency services.  

If an officer discovers a fire, an immediate reaction might be to fight it, but this might 
not be the safest thing to do. Only officers who have received practical training in 
fire extinguisher usage should attempt to fight a fire with an extinguisher. If the fire is 
larger than the size of an average waste paper bin, do not attempt to extinguish it. 
Regardless of the size of the fire, an officer MUST raise the alarm as even small fires 
can soon get out of control causing danger to life.  

 Procedure on discovering a fire  

• Operate the nearest manual fire alarm call point 
• Call the Fire Service by dialling 999 or 112 

o Which Service  

You will be asked to state which service is required. 

o Location 

The Bloomsbury Building, 10 Bloomsbury Way, London, WC1A 2SL and 
state the exact location of the fire or the injured person within the building. 

020 7637 1865 
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o Nature of emergency 

Clearly explain to the controller what the problem is. The controller will 
guide you through a set of questions and will decide what action is 
required. 

• Fight the fire, if safe and only if trained to do so 
• Do not take personal risks 
• Once you have completed the call, please inform FORA reception immediately 

to ensure that preparations are made for the arrival of emergency services to 
the building. 

• Do not stop to collect personal belongings 
• Do not use the lift 
• Leave the building by calmly walking to your assembly point and report to 

your fire warden. 
• Meet at the evacuation point which is at the back of the building, on Bury 

Place outside LABS 
• Each Tenant fire warden must report to the FORA fire marshal as soon as the 

respective area that they have checked has been vacated. 

Do not re-enter the building until instructed to do so. 

Once an evacuation has started the procedure must be completed. This is to prevent 
accidents by the merging of persons going out and persons going back in. 

The fire telephones in the staircase lobbies are linked to the Security Control Room 
for use by the fire brigade. 

The Landlord Fire Marshals will liaise with the Tenant Fire Wardens prior to re-entry. 

If an emergency occurs on another floor, please call emergency services but ensure 
that FORA reception on the first floor are informed immediately of the incident and 
location of the incident.  

The following details should be reported to the emergency services: 

If a person has been injured we may need to consider if next of kin need to be 
informed, this is especially the case if the colleagues has been taken to hospital.  

 Procedure on discovering an injured person  

• Call for a first aider 
• If the matter is considered to be life threatening please call an ambulance by 

dialling 999 or 112 

o Which Service  

You will be asked to state which service is required. 

o Location 

The Bloomsbury Building, 10 Bloomsbury Way, London, WC1A 2SL and 
state the exact location of the fire or the injured person within the building. 
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020 7637 1865 

o Nature of emergency 

Clearly explain to the controller what the problem is. The controller will 
guide you through a set of questions and will decide what action is 
required. 

• Once you have completed the call, please inform FORA reception immediately 
to ensure that preparations are made for the arrival of emergency services to 
the building. 

• Please remain with the casualty until the arrival of the ambulance service.  

Personal Emergency Evacuation Plan (Peep) 

Where officers may need assistance to evacuate the building in an emergency, e.g. if 
they are disabled or pregnant, NALC will issue a Personal Emergency Evacuation 
Plan (PEEP) to the officer concerned. The plan must be tailored to the officer’s 
individual needs and may include some adaptation to their usual working 
arrangements in order to facilitate their escape.  

The administration manager will identify who will assist in providing any help that the 
officer requires and agree with them that they will help. The PEEP will then be 
written up in conjunction with the officer concerned and the FORA team. If the PEEP 
is for an officer with more permanent requirements (e.g. wheelchair user), the PEEP 
should be reviewed regularly as appropriate.  

There are specific peer plan templates in the Bloomsbury Building which will cover 
plans for: 

• Plan 1 - Mobility Impaired Persons (wheelchair user) – persons that require the 
use of a wheelchair (electric or manual) at all times and require the assistance 
of other people in order to escape to open air in the event of the fire 
evacuation alarm sounding 

• Plan 2 - Mobility Impaired Persons (independent) – persons that can assist 
themselves with their own escape at all times but may need to rest at some 
point during the evacuation, walk/travel slowly or have temporary health 
problem e.g. a broken leg 

• Plan 3 - Hearing Impaired Persons – persons that have full or partial hearing 
impairment and require notification from a supplementary device in order to 
recognise that the fire evacuation alarm has sounded. These persons may 
require the assistance of other people in order to escape to open air in the 
event of the fire evacuation alarm sounding 

• Plan 4 - Visually Impaired Persons – persons that has full or partial visual 
impairment and require additional way finding facilities in order to escape e.g. 
tactile signs. These persons may require the assistance of other people in 
order to escape to open air in the event of the fire evacuation alarm sounding 
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• Plan 5 - New and expectant mothers - The Administration manager will carry 
out a risk assessment for new and expectant mothers which allows the officer 
to discuss with NALC what their PEEP requirements are, if any.  

Workstation Ergonomics 

All officers have undergone workstation assessments to ascertain whether the 
workstation setup and display screen equipment usage is causing discomfort and to 
encourage good ergonomic practise during desk-based work. A Display Screen 
Equipment checklist is in place to ensure that any problems which the officer may 
have can be identified and addressed. The Administration manager is responsible for 
implementing any necessary improvements and reviewing the workstation 
assessment once remedial work has been carried out. Officers also receive guidance 
on good workstation ergonomics through their overall Health and Safety training. 

Examples of good workstation ergonomics include: 

• Take regular breaks from using Display Screen Equipment (at least once an 
hour). 

• Adjust the chair back height to give support to the small of your back. 
• Ensure your feet are flat on the floor or supported by a foot rest. 
• Wrists should be in a relaxed neutral position above the keyboard. 
• Maintain relaxed shoulders and elbows at right angles. 
• Position your mouse close to the side of the keyboard and within easy reach. 
• Screen viewing distance should be approximately arm’s length. 
• Eyes should be level with the top of the computer monitor.  

Officers are responsible for reporting any aches/pains caused by their workstation/ 
display screen equipment to the Administration manager and their GP. ‘Staying Safe 
at your Desk’ signs are also displayed around the office for officer reference.  

 Stress at Work 

The Health & Safety Executive defines stress as ‘the adverse reaction people have to 
excessive pressure or other types of demand placed on them’, which if left 
unaddressed can cause physical and mental ill health. NALC is committed to 
protecting the welfare of its officers and acknowledges the importance of identifying 
and reducing workplace stressors.  

Heads of Service and line managers monitor officers’ work and hold meetings with 
their team members on a regular basis. Work plans and work objectives are also 
discussed and agreed with staff at their annual appraisals. Officers are encouraged 
to raise any issues of concern with their line manager/Head of Service where these 
might have a detrimental impact on their work. They should also seek to implement 
appropriate solutions and coping strategies when affected by stress.  
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 Eye Test Policy 

Officers are responsible for ensuring that they have their eyes tested on a regular 
basis. NALC will reimburse the cost of officers’ eye tests and (where necessary) 
spectacles that are prescribed for VDU use only, on the provision of receipts. Please 
speak to the administration manager for details of how to submit a claim. 

 Manual Handling 

Under the Manual Handling Operations Regulations 1992 (MOHR), manual handling is 
interpreted as the transporting or supporting of any load. Poor lifting and carrying 
techniques may result in discomfort and increase the risk of personal injury.  

All officers are provided with guidance on appropriate manual handling techniques 
as part of their overall Health and Safety training and must comply with this 
instruction when carrying out any manual handling duties. Officers must ensure that 
they report to the Administration manager any personal conditions which may be 
affected by manual handling activities.  

Examples of good manual handling techniques include: 

• Think before lifting/handling – plan the lift. Will help be needed with the load? 
• Adopt a stable position – feet should be apart with one leg slightly forward to 

maintain balance. 
• Get a good hold – where possible, the load should be hugged as close as 

possible to the body. 
• Start in a good posture – at the start of the lift, slight bending of the back, hips 

and knees is preferable to fully bending the back. 
• Avoid twisting the back or leaning sideways. 
• Keep the head up when handling and move smoothly. 
• Don’t lift or handle more than can easily be managed. 

Before attempting any manual handling activity, the tasks, load, individual, 
environment and any other relevant factors should be taken into account. If an 
officer considers that carrying out a manual handling activity alone would pose an 
unacceptable level of risk, they must seek help. Officers must always use trays when 
transporting containers of tea/coffee to avoid scalds and burns. 

Electrical Equipment 

All portable electrical appliances are tested annually by a qualified electrician. Heads 
of Service are responsible for visually checking electrical equipment in their area 
every 3 months and reporting any problems to the Administration manager. The 
Administration manager is responsible for checking all other areas every 3 months. 

If officers become aware of any defective plugs, cables or electrical equipment, they 
must immediately stop using them and notify the Administration manager. 
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 Menopause Policy  

We are committed to fostering an inclusive and supportive working environment for 
all our employees. 

We recognise that many members of staff will experience the menopause and that 
for some the menopause will have an adverse impact on their working lives.  

The purpose of this policy is to raise awareness of the menopause and the impact of 
the menopause in the workplace, and to encourage open conversations between 
managers and staff. We are committed to supporting staff who are affected by the 
menopause and to signpost relevant advice and assistance to anyone who needs it.  

This policy covers all employees, casual workers and agency workers.  

This policy does not form part of any employee's contract of employment and we 
may amend it at any time. 

What is the Menopause?  

All women will experience the menopause at some point during their life. The 
menopause can also impact trans and non-binary people who may not identify as 
female.  

Most of those who experience the menopause will do so between the ages of 45 and 
55. However, some start experiencing symptoms much earlier. Often, symptoms last 
between four to eight years, but they can continue for longer.  

Symptoms can include, but are not limited to, sleeplessness, hot flushes, memory 
loss or poor concentration, headaches, muscle and joint pains, depression and 
anxiety.  

The majority of those going through the menopause will experience some 
symptoms, although everyone is different, and symptoms can fluctuate. 

The menopause is preceded by the perimenopause, during which the body prepares 
itself for menopause. The perimenopause can also last several years and can involve 
similar symptoms to the menopause itself. For the purpose of this policy, any 
reference to the menopause includes the perimenopause. 

Open Conversations  

Menopause is not just an issue for women. All employees should be aware of the 
menopause so that they can support those going through it or otherwise affected by 
it. 

We encourage an environment in which colleagues can have open conversations 
about the menopause. We expect all employees to be supportive of colleagues who 
may be affected by the menopause in the workplace. 
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Anyone affected by the menopause should feel confident to talk to their line 
manager about their symptoms and the support they may need to reduce the 
difficulties the menopause can cause them at work. 

Line managers should be ready to have open conversations with staff about the 
menopause and what support is available. Such conversations should be treated 
sensitively and any information provided should be handled confidentially and in 
accordance with our Data Protection Policy. 

Risk Assessments  

We are committed to ensuring the health and safety of all our staff and will consider 
any aspects of the working environment that may worsen menopausal symptoms. 
This may include identifying and addressing specific risks to the health and well-
being of those going through the menopause. 

Support and Adjustments 

While many who go through the menopause will be able to carry on their working 
lives as normal, we recognise that others may benefit from adjustments to their 
working conditions to mitigate the impact of menopause symptoms on their work.  

If you believe that you would benefit from adjustments or other support, you should 
speak to your line manager in the first instance. If you feel unable to do so you 
should speak to Claire FitzGerald 

Physical adjustments could include temperature control, provisions of electric fans or 
access to rest facilities. Depending on individual and business needs, adjustments 
such as flexible working, more frequent rest breaks or changes to work allocation 
may also be considered. These are examples only and not an exhaustive list.  

We may seek medical advice from your GP to better understand any adjustments 
and other support that may help alleviate symptoms affecting you at work.  
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Appendix 1 – Retention of Personal Data and Other Related Records Guidance 

Statutory Retention Periods 

Record Statutory retention 
period 

Statutory authority 

Accident books, accident 
records/reports 

3 years from the date of 
the last entry (or, if the 
accident involves a child/ 
young adult, then until 
that person reaches the 
age of 21). (See below for 
accidents involving 
chemicals or asbestos) 

The Reporting of Injuries, 
Diseases and Dangerous 
Occurrences Regulations 
1995 (RIDDOR)  
(SI 1995/3163) as 
amended, and Limitation 
Act 1980. Special rules 
apply concerning 
incidents involving 
hazardous substances 
(see below). 

Accounting records 3 years for private 
companies, 6 years for 
public limited companies 

Section 221 of the 
Companies Act 1985 as 
modified by the 
Companies Acts 1989 
and 2006 

Income tax and NI 
returns, income tax 
records and 
correspondence with the 
Inland Revenue 

not less than 3 years 
after the end of the 
financial year to which 
they relate 

The Income Tax 
(Employments) 
Regulations 1993  
(SI 1993/744) as 
amended, for example by 
The Income Tax 
(Employments) 
(Amendment No. 6) 
Regulations 1996 (SI 
1996/2631) 

Medical records as 
specified by the Control 
of Substances Hazardous 
to Health Regulations 
(COSHH) 

40 years from the date 
of the last entry 

The Control of 
Substances Hazardous to 
Health Regulations 1999 
and 2002 (COSHH) (Sis 
1999/ 437 and 
2002/2677) 

 

Medical records under the 
Control of Asbestos at 
Work Regulations 1987and 
1998  

  
40 years from the date 
of the last entry  
4 years from the date 
of issue  

The Control of Asbestos 
at Work Regulations 
2002 (SI 2002/ 2675). 
Also see the Control of 
Asbestos Regulations 
2006 (SI 2006/2739) 
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medical records containing 
details of employees 
exposed to asbestos  
medical examination 
certificates  

and the Control of 
Asbestos Regulations 
2012 (SI 2012/632) 

Records of tests and 
examinations of control 
systems and protective 
equipment under the 
Control of Substances 
Hazardous to Health 
Regulations (COSHH) 

5 years from the date 
on which the tests 
were carried out 

The Control of 
Substances Hazardous to 
Health Regulations 1999 
and 2002 (COSHH) (Sls 
1999/437 and 
2002/2677) 

Retirement Benefits 
Schemes – records of 
notifiable events, for 
example, relating to 
incapacity 

6 years from the end of 
the scheme year in 
which the event took 
place 

The Retirement Benefits 
Schemes (Information 
Powers) Regulations 
1995 
(SI 1995/3103) 

Statutory Maternity Pay 
records, calculations, 
certificates (Mat B1s) or 
other medical evidence 

3 years after the end of 
the tax year in which 
the maternity period 
ends 

The Statutory Maternity 
Pay (General) 
Regulations 1986 
(SI 1986/1960) as 
amended 

Statutory Sick Pay records, 
calculations, certificates, 
self-certificates 

3 years after the end of 
the tax year to which 
they relate 

The Statutory Sick Pay 
(General) Regulations 
1982 (SI 1982/894) 

Wage/salary records (also 
overtime, bonuses, 
expenses) 

6 years Taxes Management Act 
1970 

National minimum wage 
records 

3 years after the end of 
the pay reference 
period following the 
one that the records 
cover 

National Minimum Wage 
Act 1998 

Records relating to 
working time 

2 years from date on 
which they were made 

The Working Time 
Regulations 1998 (SI 
1998/1833) 

Appendix 2 - Recommended retention periods - where no statutory periods exist 

Record Recommended retention period 
Actuarial valuation reports Permanently 

Application forms and interview 
notes (for unsuccessful candidates) 

6 months to a year. (Because of the time 
limits in the various discrimination Acts, 
minimum retention periods for records 
relating to advertising of vacancies and 
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job applications should be at least 6 
months. A year may be more advisable as 
the time limits for bringing claims can be 
extended. Successful job applicants 
documents will be transferred to the 
personnel file in any event.  

Assessments under Health and 
Safety Regulations and records of 
consultations with safety 
representatives and committees 

Permanently 

Inland Revenue approvals Permanently 

Money purchase details 6 years after transfer or value taken 

Parental leave 5 years from birth/adoption of the child 
or 18 years if the child receives a disability 
allowance 

Pension scheme investment policies 12 years from the ending of any benefit 
payable under the policy 

Pensioners' records 12 years after benefit ceases 

Personnel files and training records 
(including disciplinary records and 
working time records) 

6 years after employment ceases 

Redundancy details, calculations of 
payments, refunds, notification to 
the Secretary of State 

6 years from the date of redundancy. 

Senior executives' records (that is, 
those on a senior management team 
or their equivalents) 

Permanently for historical purposes 

 

Statutory Sick Pay records, 
calculations, certificates, self-
certificates 

The Statutory Sick Pay (Maintenance of 
Records) (Revocation) Regulations 2014 
(SI 2014/55) abolished the former 
obligation on employers to keep these 
records. Although there is no longer a 
specific statutory retention period, 
employers still have to keep sickness 
records to best suit their business needs. 
It is advisable to keep records for at least 
3 months after the end of the period of 
sick leave in case of a disability 
discrimination claim. However, if there 
were to be a contractual claim for breach 
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of an employment contract it may be 
safer to keep records for 6 years after the 
employment ceases. 

Time cards 2 years after audit 

Trade union agreements 10 years after ceasing to be effective 

Trust deeds and rules Permanently 

Trustees' minute books Permanently 

Works council minutes Permanently 

 


