Pay and Working Conditions Policy
Waddington Parish Council

Last adopted: July 2025

This policy is explicitly designed to reduce the risk of grievance and ensure the effective and safe running of the Council. As such the explicit responsibilities are outlined below in addition to within the policy itself.
	The Parish Clerk
	Chair of the HR Committee,
on behalf of the Council
	Staff

	To be the responsible member of staff for the day-to-day management of staff and effective running of the Council.
· Ensure that this policy is followed.
· Provide a copy of this policy to all staff at the start of their employment, and a new copy each year after its annual review.
· Ensure that there is no differences in pay or bonuses for waged staff. All waged staff are considered of equal value even if roles vary
· Organise the annual Pay and Working Conditions Reviews between staff and the HR Committee.
· Complete Safeguarding training when employing or offering work experience to under 18s or vulnerable adults.
	To be the responsible Councilor who represents the Council on matters related to Pay and working conditions.
· Ensure that this policy is followed, and where relevant suggest amendments.
· Attend annual Pay and Working Conditions Reviews with staff on behalf of the Council. Feeding back to the Council at an appropriate time.
· Ensure that themselves or a member of the Council has completed safeguarding training for when the Council employs or offers work experience to under 18s or vulnerable adults.
· If relevant, take on the responsibility of the Clerk in the event of absence and unable to be filled by the Admin Assistant.
	All staff have a responsibility to read this policy and ensure it is followed, as it is considered part of terms of employment
· All staff should read this policy at least annually.
· Raise any concerns in the first instance with the Parish Clerk, if still unresolved with the Chair of the HR Committee.
· Ensure any concerns with regards Safeguarding or Modern Slavery are reported.
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Waddington Parish Council (referred to as “the Council”) is committed to maintaining a fair, transparent, and consistent approach to pay and working conditions. This policy aims to recognise and reward staff appropriately, support continuous improvement, and ensure compliance with relevant employment legislation.
The Council promotes equality of opportunity and values diversity within its workforce. It operates a transparent pay system and operates in line with the Equality Act 2010. This policy outlines the framework for decisions regarding employee pay and working conditions. It provides clarity on employment terms, supports effective financial and personnel planning. The policy applies to all employees of Waddington Parish Council and forms part of their terms of employment.
This policy is designed to actively reduce the risk of grievances or discrimination. It is the explicit responsibility of both the Chair of the Human Resources (HR) Committee and the Parish Clerk to
a) Ensure it is followed, and referenced in matters relating to staff working conditions or pay.
b) Reviewed in detail at least annually.
c) Made explicitly available to all staff, and that they are notified when it is updated.
The Council is committed to fair application of this policy. Employees are encouraged to first raise concerns informally to seek an amicable resolution before moving to a formal grievance procedure.
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a. The Council adheres to all employment rights and protections as outlined in UK legislation and apply to all workers, regardless of contract type, working hours, or length of service. Statutory employment rights are available at www.gov.uk.
b. The Council is committed to:
i. Maintaining a clear and equitable pay and working conditions policy, subject to regular review.
ii. Complying fully with all statutory employment obligations.
iii. Ensuring accurate and timely payment for all hours worked. 
iv. Keeping comprehensive and up-to-date payroll records, including holidays, sick leave, overtime, and timesheets. Storing payroll information securely in accordance with General Data Protection Regulations (GDPR).
v. Providing all employees, regardless of employment status, with a signed contract and access to this policy.
vi. Fostering a workplace culture where all employees feel safe, respected, and valued.
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a. The Responsible Financial Officer (RFO) is responsible for reviewing and processing employee timesheets to calculate wages or salaries. Employees should verify the accuracy of their recorded hours.
b. The RFO will process payroll and submit the necessary information to HM Revenue & Customs (HMRC).
c. Employees will receive a payslip before payment is made.
d. Any payments exceeding the agreed terms of employment must be authorised in advance by the Council.
e. All employees will receive an annual P60 by 31st May each year.
f. The Council is committed to operating a transparent pay system in accordance with the Local Government Transparency Code 2015.
i. Pay details will be published only where legally required and to the minimum extent necessary. The Council respects employees’ right to privacy and will not disclose personal pay information beyond the Council without consent unless required by law.
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a. No differentiation will be made based on age, length of service, or working conditions with regards to pay or benefits (such as holidays or bonuses). All roles on this scale are considered to provide work of equal value and will receive equal pay. This is to explicitly comply with the Supreme Court Case ruling of “Birmingham City Council v Abdulla and others [2012] UKSC 47” and reduce the risk of grievances and equal pay disputes.
b. Employees not on the National Association of Local Councils (NALC) Salary Award will be paid at least the National Living Wage. The Council may choose to pay above the National Living Wage, but any increase must be applied fairly to all employees, and as such must be considered proportionate to the progression available to those on the NALC Salary Award.
c. In exceptional circumstances where it can clearly be outlined that individual staff are doing work above that of equal value the Council may approve a temporary pay increase. In order to comply with 4.a. it must follow these regulations.
i. This must be agreed at a full Council meeting, with a review or end date set.
ii. Temporary pay increases may not exceed 12 months, and cannot be backdated more than 2 months. If the situation persists, the Clerk should recommend a permanent change or transition to the NALC Salary Award.
iii. Acceptable circumstances could be, but not limited to, situations such as taking on extra responsibilities due to staff absence. For extra workload it cannot be distributed through additional hours, for example staff not available for extra hours or the need to work unsociable hours.
iv. Poor weather conditions, having to pick up animal excrement and clean toilets are all considered normal parts of roles within the Council and are not acceptable reasons for additional pay. Instead the Council should make additional considerations such as purchase of PPE, additional breaks or additional hours.
d. Waged staff cannot request individual pay progression but may apply to the Council to be considered for the NALC Salary Award if they feel they meet the relevant criteria.
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a. Employees performing roles of greater responsibility, skill, or value will be paid according to the NALC Salary Award, on a pro-rata basis. This includes annual pay increases as recommended by the NALC. Positions currently eligible include:
i. Parish Clerk
ii. Parish Admin Assistant
b. Starting salaries are determined based on the role’s requirements and the employee’s experience, typically at the lower end of the pay scale unless otherwise negotiated.
i. Pre agreed pay progression at time of starting employment may be linked to specific achievements, such as completing the Certificate in Local Council Administration (CiLCA), and must be agreed in writing and approved by the Council.
ii. Salaries reflect the specific duties and experience of the individual and may differ between employees, even in similar roles.
c. The standard full-time working week is 37 hours. Part-time salaries are calculated on a pro-rata basis using this standard. Employees working part-time are entitled to the same terms and conditions as full-time staff in comparable roles.
d. Salaried employees may apply annually for progression up the pay scales based on increased responsibilities or professional development (see Section 6). Maximum pay levels are capped based on the Council’s current classification as a “large village” under the National Agreement:
i. Parish Clerk (with RFO duties): Maximum SCP 36
ii. Admin Assistant (without RFO duties): Maximum SCP 12
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a. General Principles - Employees on the NALC Salary Award may apply for progression up one pay scale per year. Progression must reflect increased responsibility, the evolving needs of the Parish, or the employee’s professional development. Increased workload alone does not alone justify pay progression and should instead prompt a review of working hours or role responsibilities first.
b. Application Process
i. Employees must submit a request for pay progression at either the December or January Council meeting.
ii. The Council will then set up to three appraisal targets for the employee to complete over the following 10–11 months.
i. In the November Council Meeting, the employee must present detailed evidence of target completion. If approved, the pay increase will take effect at the start of the next financial year. If any target is not met, the progression will not be granted. The employee may appeal in December by submitting further evidence. The final decision must be made by the December meeting to allow for budget planning.
iii. Employees may only progress one pay scale per appraisal cycle. Missed applications cannot be backdated.
c. Appraisal Targets must meet the following criteria:
i. Benefit the Village: Each target must improve services for residents or the Council, either directly (e.g. new services) or indirectly (e.g. training).
ii. Specific and Measurable: Targets must have clear criteria for success. In cases of ambiguity, the benefit of the doubt will be given to the employee.
iii. Sustainable: Achievements must be maintainable as part of the employee’s ongoing duties, unless the target is a one-off project with lasting value.
iv. Achievable and Time-Bound: Targets must be realistic and completable within the appraisal period. If a target extends beyond this period, interim milestones must be clearly defined.
d. Appeals and Adjustments
i. Employees may suggest targets, but the Council has final approval. If an employee disagrees with the targets, they may submit a written appeal by the February Council meeting. Stating clearly their reasons why the targets given do not comply with this policy.
ii. If circumstances prevent a target from being completed (e.g. external restrictions), the Council may revise, extend or remove the target. However if the employee fails to notify the Council of such issues in a timely manner, the target may be considered unmet.
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a. The Parish Clerk is considered the operations manager and is responsible for the day to day running of the Council and management of Council Staff.  It is expected that for advanced leave that plans will be put in place to ensure the continued and effective running of the Council. However, in the event that they are unable to perform their duties due to absence (for example illness or annual leave), the following hierarchy of command will be put in place.
i. The management of Council staff will in the first instance be offered to the Admin Assistant. Should the Admin Assistant agree, then fair renumeration will be offered by the Council for this additional responsibility and work load. The Council will determine the amount based on workload and time period of extra responsibility.
ii. Should the Admin Assistant decline the offer, the role will fall to the Chair of the HR Committee. If they are unable to take on the role the Council may vote to offer it to another member of the Council. However, the Chair of the Council will not take this role as they need to remain distant and neutral.
iii. The Parish Clerk will remain the Responsible Financial Officer (RFO), should they be unable to fulfil this role the Council must employ an external organization for this. No member of the Council or staff can take on the role of the RFO unless they are qualified and meet the statutory requirements.
iv. In the event of unexpected events where the Clerk is absent, the Chair of the HR Committee can take relevant steps to limit the workload of the office to ensure the maintenance of the key services and responsibilities. This can include but not limited to cancelling bookings, temporarily closing of Parish facilities and postponing of projects. These should be done in consultation with the Council and be considered a last resort.
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a. Employees’ working hours are specified in their contracts.
i. The Council will consider all flexible working requests from employees in line with statutory guidance. Each request will be assessed fairly, with a meeting and appeal process offered.
ii. Any additional hours must be approved in advance by the Council. In emergencies and unforeseen circumstances, the Chair of the HR Committee may authorise additional hours to maintain the effective and safe working of the Council and facilities.
b. Entitlements to breaks will follow statutory guidance. Staff should have access to toilet and drinking facilities during working hours. When working off-site, arrangements will be made to ensure access to such facilities (for example keys to access to Parish buildings).
c. Staff will be provided relevant PPE and clothing where necessary; this equipment/uniform remain the property of the Council and should be returned at end of employment before. Failure to return items will constitute misconduct for which the Council may seek Civil Action to recover costs.
d. Exceptional circumstances (such as but not limited to, extreme weather, power cut, temporary closure of facilities)
i. Employees may be asked to temporarily adjust their working conditions, such as duties, hours, or location. These must be considered temporary and essential for the effective and safe working of the Council and facilities.
ii. During extreme weather (where outlined by official weather warnings), the Council will provide appropriate support where necessary. For example, PPE, additional breaks, reduced workloads or reviewed risk assessments. However outdoor work is considered part of the role of a Council and as such does not warrant extra pay.
iii. If normal duties cannot be performed due to exceptional circumstances beyond the control of employees and all other possible solutions have been exhausted then staff will still continue to receive their usual pay until such a time as the Council can seek advice.
iv. In the event of a national emergency (e.g. Public Health lockdown as seen during Covid-19), government guidance will be followed.
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a. The Council has a duty to automatically enroll all eligible employees in a suitable pension scheme. It is the responsibility of the employee to request to opt out should they not wish to enroll.
b. The leave year runs from 1st April to 31st March. Statutory holiday entitlements apply unless otherwise stated in the employment contract.
c. Annual requests must be submitted in writing. The Parish Clerk will coordinate leave to ensure operational continuity.
d. Employees are encouraged to use all annual leave before the end of the year and putting in requests at least two months in advance. In the event it is not possible to use all annual leave due to the actions of the Council the employee can request to carry this forward up to one week into the next year.
i. Requests must be made in writing to the Council and outline when the initial request for leave was made and how the actions of the council have prevented it from being taken. Appeals involving requests being made later than the 1st January for that financial year will not be considered.
e. The Council does not offer additional benefits beyond statutory entitlements unless specified in an individual contract. For example membership fees for unions or professional associations are not offered by the council.
f. All expenses must be pre-approved by the Council.
a. The Council recognises the importance of ongoing training and development for all employees. Training requests must be relevant to the employee’s role or responsibilities.
a. Where training is deemed essential for the role, the Council will cover the cost and count training time as part of working hours. The following training is considered beneficial for all staff no matter of role and will be provided upon request at an appropriate time:
i. Basic First Aid
ii. Safeguarding and Protection of Children and Vulnerable Adults
a. For non-essential but beneficial training, the Council may agree to contribute financially or allow training time during working hours. In such cases, a written agreement may be required, which could include conditions.
b. All training is subject to conditions such as need to maintain employment for a set amount of time. if the terms of the agreement are not met, the employee may be required to repay part or all of the training costs, which the Council may take Civil Action to recover. The agreement should therefore clearly specify an end date and declining repayment scale and any other conditions such as a commitment to remain in post for a specified period, a temporary salary freese, or additional responsibilities.
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a. The Council wishes to foster an atmosphere of employees feeling valued and heard. As such, all employees are entitled to an annual meeting with the Human Resources Committee or a designated Council representative to discuss any employment matters or make suggestions on how we may improve working conditions. These will be organised annually in liason between the Clerk and the Chair of the HR Committee.
b. Any agreements made during these meetings are non-binding and subject to formal Council approval.
c. These review meetings will typically take place between July and October to allow for proper budgeting in the next financial year. The Chair of the HR Committee will then be responsible for feeding back any comments to the Council at an appropriate time once all views have been heard.
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a. All employees must comply with the Council’s policies on Health and Safety and Risk Assessments, in addition to compliance with national statutory guidance on safe working.
b. Employees have the right to a safe working environment and may request a review of risk assessments if they believe an area has not been properly assessed.
c. Staff working alone must have access to a telephone for emergencies. The Council does not provide mobile phones, so employees are expected to have access to a personal mobile or landline.
d. Employees are entitled to basic First Aid training and should know the location of the nearest First Aid equipment.
e. All health and safety concerns must be reported to the Council.
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a. The Council and all employees acknowledge that Safeguarding of Children and Vulnerable Adults is the duty of everyone. No concern must be left, and where there are concerns statutory guidance must be followed.
b. Employment and work experience for those under the age of 18 and adults who are considered vulnerable. The Council will follow statutory guidance. In addition, they will also have the following good practice. Where these are not met, employment and work experience cannot at that point be offered or provided.
i. Parents/carers must provide written consent for anyone under the age of 18.
ii. The Clerk will have completed appropriate training on Safeguarding and Protection of Children and Vulnerable Adults within the last two years.
iii. The Council will be informed and a councilor will be appointed to act as a second point of contact for safeguarding concerns, they too will have completed appropriate training on Safeguarding and Protection of Children and Vulnerable Adults within the last two years.
iv. A risk assessment will be completed by the Clerk and shared with the Council.
c. To reduce the risk of Modern Slavery. Contractors must be reputable and compliant with industry standards. Any concerns about modern slavery must be reported immediately to the police.
d. Employees may be subject to a Disclosure and Barring Service (DBS) check should it be deemed relevant by the Council for their role. Any criminal convictions must be disclosed during recruitment or reported confidentially to the Chair and Parish Clerk if they occur during employment. Failure to disclose convictions is considered gross misconduct and may result in dismissal. Any convictions will be discussed by the HR Committee as to whether this meets the threshold for a seeking further advice on amendments to the employment. The Council does not consider a present or past Criminal Conviction an automatic case for dismissal, each case will be considered on an individual basis with advice sought.
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