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Summary 

The purpose of this report is to update the Sub-Committee on the progress of work within the 
Job Evaluation Project, the development of proposed harmonised terms and conditions for 
Local Government Employees affected by the Job Evaluation Scheme and to seek 
endorsement of the package for formal consultation to take place with the trade unions 
representing the workforce. 

Background Information 

As the Sub-Committee will be aware from previous reports, the "Red Book Scottish 
Agreement in 1999 required each council to undertake a Job Evaluation Exercise for all 
employees who had been on the former APT & C and Manual Workers conditions of service. 
As an integral part of the Job Evaluation exercise, when results are being implemented, there 
is also a requirement to harmonise conditions of service between the groups to ensure that all 
employees move to a common set of conditions of service. 

The Council decided to implement the Job Evaluation Scheme which had been agreed at a 
Scottish level between the employers and the trade unions. A project team was established to 
undertake the evaluations and develop the proposed pay models for consideration. With over 
15000 employees affected by the Job Evaluation Scheme, this has been an enormous task for 
the Council to undertake. However, this extensive work is now nearing completion and a 
preferred pay model has been identified which would be applied to the Job Evaluation points 
rank order for implementation. 

Alongside the work within the Job Evaluation Project, the Corporate HR Working Group has 
been in discussions with the local trade union representatives for some time now to develop a 
harmonised core conditions of service package to apply to all the relevant employee groups. 
Elements of the proposed conditions of service package could not be finalised until decisions 
were taken on the preferred pay model. Having identified a preferred pay model at 
management level, work has been undertaken to complete the proposals in relation to 
harmonised conditions of service. 

An overall package, covering both the preferred pay model for Job Evaluation and the 
conditions of service has been finalised in discussion with senior trade union officers and forms 
the basis of a package which it is intended to consult the workforce through the recognised 
trade unions. The details of the consultation Packaae are amended to this reDort. 



3. Cons id er at i ons 

3.1 When developing the pay model options for consideration, it should be noted that over 70 pay 
models were developed by the Job Evaluation Steering Group which included both trade union 
and management representatives. A number of the pay model options which were considered 
would have delivered an equal pay structure for the Council and could have been delivered 
within the parameters of available budgetary provision. However, options which could have 
been funded within the financial provisions for Job Evaluation would have resulted in around 
33% of employees becoming “Red Circles” i.e where the rate of pay for their post would be 
less than is currently paid. The implications for the workforce and the substantial numbers who 
would have been adversely affected have resulted in such pay models not being recommended 
for implementation. 

3.2 The preferred pay model (known as NLC 5C) requires substantial investment by the Council 
and is by no means a cheap option in terms of affordability. However, the impact on the 
workforce is such that over 44% of employees are “Green Circles” i.e. their grades will 
increase in the new pay model; over 44% of employees are “White Circles” i.e. their existing 
pay rates are maintained within the new grading structure; and under 12% of employees are 
“Red Circles” i.e. the new rate of pay is less than is currently being received. Against a 
background where it was always recognised in the 1999 “Red Book Scottish Agreement that 
some jobs would be downgraded at the end of the Job Evaluation exercise, the Council has 
done everything possible to minimise the number of employees who would be affected in this 
way. In addition, the Scottish Agreement provided for 3 years cash conservation for those 
employees who would be down graded at the end of the Job Evaluation exercise. 

Having considered the impact on the “Red Circles” and projected this impact across a period of 
3 and 5 years, it is being recommended that the national arrangement in respect of cash 
conservation be extended locally to 5 years. By doing so, it is anticipated that, at the end of 
the 5 years cash conservation period, less than 1% of employees would remain “Red Circles” 
who would then receive the rate of pay for the post held. Alongside this, the Council has given 
a full commitment to reconfiguring jobs, wherever practicable and as soon as possible, to try 
and remove the “Red Circle” effect on individuals. 

3.4 A spreadsheet is attached which shows the breakdown of the workforce across all of the 
grades in the proposed pay model. This also details the numbers falling in to green, white and 
red circles within each grade. 

3.5 The three groups of employees covered by the “Red Book agreement i.e. APT & C staff, 
Manual Workers and Residential Workers have three different sets of conditions of service and 
payment arrangements relating to when hours are worked. As well as needing to have a pay 
model which treats all of these groups in the same way when the Job Evaluation results are 
being implemented, it is necessary for the Council to have one set of payment arrangements 
that applies across all groups in relation to working arrangements. A harmonised package of 
core conditions of service has been developed for consultation, the summary text of which is 
attached as an Appendix to this report. The proposals cover the following items:- 

* Hours of work 

0 Other non standard payment arrangements 

0 Overtime 

0 Standby 

Recall to work 

Higher Duties payment 

Annual leave entitlement 

3.3 



3.6 

3.7 

3.8 

3.9 

3.10 

Annual leave year 

General annual leave conditions 

Public Holidays 

Retirement age 

Notice by employee 

Service 

Previous Service 

Reckonable Service 

Mileage Payments 

Grievance Procedure 

Disciplinary Procedure 

The effect of the proposals is to harmonise the current core conditions of service across APT & 
C, Residential, Manual Workers and Craft Operatives within the Council, except where Craft 
Operatives currently retain separate national conditions of service provisions. 

In developing the pay model and conditions of service, additional investment is recommended 
which enables the Council to maintain the earnings levels of APT & C employees currently 
working a 35 hour week alongside the retention of 37 hours for service delivery in current 
manual worker services. This is possible by adopting a 35 hour calculator within the pay model 
but paying the full time 37 hours per week for those jobs working beyond 35 hours. This 
represents a further commitment and investment across the workforce overall. 

Other key items within the conditions of service proposals relate to a new framework for 
corehon-core hours replacing all the current shift allowances, unsocial hours payments, 
irregular hours and split duty payments with cash conservation applying for 3 years to existing 
employees in receipt of higher payment arrangements than would be eligible under the new 
corehon-core hours framework. The proposed corehon-core hours framework is 
recommended on an interim basis for the period until 31 March, 2009. This recommendation 
has the endorsement of the trade unions in recognition that further discussion will take place 
on the corehon-core hours band width to be applied from 1 April, 2009 and these discussions 
will take place ahead of that date. 

The conditions of service proposals include provision for a new mileage framework based on 
Inland Revenue rates alongside a proposed two year banded compensation payment 
arrangement for existing essential and casual users. Rationalised pay cycles, although not 
part of the core conditions, are also proposed as part of the package. Resources freed up 
from the revised mileage framework and the adjustment to pay cycles are proposed for 
reinvestment in the workforce by improving annual leave entitlements for existing Manual and 
Craft employees as well as an improved service recognition framework which will apply across 
the board. 

The terms of the proposed package have been discussed with senior trade union officials. It is 
possible that some items may require additional clarification. The Sub-Committee is asked to 
authorise the senior officers involved to make any final adjustments to the package required 
before the formal consultations commence with the workforce. 

It is anticipated that notifications will be issued to every employee affected by the proposals by 
the end of January 2006 with the trade unions then undertaking formal consultation and ballots 
of their members. The outcome of the ballots is expected to be known around 13 March. 



4. 

4.1 

4.2 

4.3 

4.4 

Job Evaluation Funding 

Staff charged directly to HRA 

Costs related to vacant posts 

Consequently, a further report is intended to be submitted to the Sub-Committee when it meets 
on 22 March, 2006 ahead of the proposed effective date for implementation i.e. 1 April, 2006. 

2006107 2007108 Total 
f f f 

0.4 0.4 

0.5 0.3 0.8 

Financial Implications 

Provisional allocation made for 
job evaluation and staff 
increments 

Increased resources in 
settlement 

The financial implications of implementing the proposed pay model NLC 5C, applying the 35 
hour calculator when determining hourly rates and adopting 5 years cash conservation (3 years 
for corelnon-core allowances) are summarised as follows:- 

1.4 1.4 2.8 

1 .o 1 .o 2.0 

0 2006/2007 Implementation costs including employers overheads. f 9.4 million 

0 2007/2008 - No incremental progression to assist full implementation for 1 April 2006 

0 200812009 - 50% increment applied where applicable. Estimated cost f2.8 million 

0 2009/2010 - 50% increment applied where applicable plus cost of corelnon-core hours 
framework. f 4  million 

0 2010/2011; 2012/2013 - Full increments applied where applicable. Estimated cost each 
year f4.5 million 

Reduce provisional allocation 
for growth 

From the above, it can be seen that the additional recurring investment in the workforce as a 
result of implementing the Job Evaluation Scheme is estimated at f29.7m by 2012113. This 
means that the Council will have to provide additional resources averaging circa f4.25m per 
annum over the next seven years. The additional resources required over the remaining period 
of the Council’s Financial Plan (2006/07 and 2007/08) is estimated at f9.4m. 

1.3 1.1 2.4 

A funding framework is set out below. 

Further efficiency reviews 0.5 0.5 1 .o 

Total 5.1 4.3 9.4 

As the funding is provided over two financial years it will be necessary to meet the imbalance 
between years by one off measures. It may also be necessary to fine tune the funding 
proposal once any possible financial obligation arising from any past pay inequality is known. 



5. Recommendations 

5.1 It is recommended that the Sub-Committee:- 

(i) endorses the proposed package, as appended, as the basis for formal consultations with 
the workforce through the recognised trade unions 

(ii) authorises the senior officers to make any final adjustments to the package in relation to 
any additional clarification required prior to the formal consultation 

(iii) notes the arrangements and intended timescale for the formal consultation and ballot 
process 

(iv) notes the proposed funding framework which will require to be taken account of in future 
budget consideration 

(v) notes that a further report will be submitted to the Sub-Committee on 22 March, 2006 

Director of Administration 

Encs 
Pr 

For further information on the content of this report please contact Iris Wylie, Head of Personnel 
Services on (01 698) 302236. 
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Our Ref: IW/LD 
Your Ref: 
Contact: Ms I Wylie 

E-Mail: wyliei@northlan.gov.uk 
Date: 25 January 2006 

Tel: 01 698 30221 5 
Fax: 0169a2303a7 

PRIVATE AND CONFIDENTIAL 

Name 
Department, Division 
Pay Location 

Administration 

John O’Hagan, Director 

PO Box 14, Civic Centre 
Motherwell MLI 1TW 

www.northlan.gov.uk 

Dear Colleague 

Implementation of Single Status/Job Evaluation 
Post of - (Insert Job Title Here) 

I write with reference to the above and to the Single Status Agreement for Local 
Government Employees. 

As you are aware North Lanarkshire Council has been conducting an evaluation 
exercise of jobs that are covered by the Job Evaluation Scheme. This covered former 
manual worker employees; APT & C employees and residential workers. This 
scheme was agreed jointly by the Trade Unions and the Scottish Employers. 

The evaluation exercise is now further advanced and is nearing completion and a 
revised pay model, together with a harmonised terms and conditions package, has 
now been drawn up for employees’ consideration. 

Discussions have taken place between the Chief Executive, senior officers of the 
Council and the trade unions to seek agreement on the proposed package. 

At this stage, consultation is taking place through the recognised trade unions on the 
proposed pay model for implementing job evaluation results and the harmonised core 
conditions of service. Following acceptance of the proposed pay model, employees 
will receive full details of their job evaluation assessments, factor levels and points 
scores. At that time, anticipated towards end MarchIApril 2006, there will be an 
opportunity to consider the job evaluation assessment in detail and the related 
appeals procedure if it is felt that the job evaluation scheme has been incorrectly 
applied to the post. 

In order that you may make an informed decision about the proposed pay model and 
conditions of service package, outlined below is how the proposals contained within 
the new pay and grading model will affect you. Please note that the weekly wage and 
annual salary details for each of the grades and the full spinal column are detailed in 
tables attached and show the hourly rates, weekly wage and annual salary values for 
both 35 hours and 37 hours per week. 
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Current Post 

Current Job Grade 
Current Basic Annual Salary 

Aggregated Allowances e.g:- 
Dirty Money 
Special Schools Allowances 

Total Current Package 

Proposal 

Proposed Grade 

Proposed Basic Annual Salary 

* Proposed Grade Minimum 
* Proposed Grade Maximum 

Total Proposed Package 

Circle 

e.g. MWGI 
f10,671 

f l O O  
f l O O  

f 10,871 

NLCI 
f 
f 
f 11,281 

f 11,281 

(Circle) 
(please see appendix 1 for narrative on green/white/red circle) 

* Please note that the grade minimum and maximum has been calculated on a pro rata 
basis if you work less than the standard contracted hours for your post. 

Any allowances set out above for your current package are only those that relate to 
add-ons now reflected in the job evaluation assessment (for example Chargehand 
allowances, bonus, dirty money, special needs allowance). 

If you receive other allowances that relate to when you work, rather than the actual 
duties (for example shift allowances, irregular hours payments, weekend 
enhancements), the total value of these allowances will be cash conserved for three 
years until 31 March 2009. Due to the complexity and variation of working patterns, 
these are not detailed separately above. 

Employees in receipt of a First Aid allowance will continue to receive this as an 
additional allowance. 

Attached to this letter is an information pack that will assist you when you are 
considering the overall package. 

The information pack contains the following:- 

J Information for Employees 
J Overview of pay model NLCSC 
J Pay model spinal column points, hourly rates, weekly wage, annual salary values 
J Summary of proposed core conditions of service 

You should consider the information contained within this letter and the pack very 
carefully and take into account all of the proposals and how they fit together before 
you make your final decision in the ballots being conducted by the trade unions 
locally. 
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Departments will be making arrangements to brief employees as far as possible on 
this matter. In the meantime, if you require any points of clarification or assistance on 
the issues contained within any of the documentation, you should discuss these in 
the first instance with your departmental contact, as listed in the attached appendix 2 
(still to be added), or you may contact your trade union for advice. 

Yours sincerely 

Head of Personnel Services 

Encs. 
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APPENDIX 1 

GreenMlhitelRed Circle Narrative 

“Green Circle” 

As outlined in the attached information briefing, as a “green circle”, you will transfer 
over to the new pay and grading model with an uplift in your salary to the minimum 
point of your new grade. Thereafter, incremental progression to the maximum of the 
grade will be as outlined in section 8 of the attached briefing. 

“White Circle” 

As outlined in the attached information briefing, as a “white circle”, you will transfer 
over to the new pay and grading model on your existing salary. Thereafter, 
incremental progression to the maximum of the grade, if applicable, will be as 
outlined in section 8 of the attached briefing. 

“Red Circle” 

As outlined in the attached information briefing, as a “red circle”, your current salary 
is in excess of your new grade maximum. You will therefore transfer over to the new 
pay and grading model with your current salary cash conserved for five years. At the 
end of this period, your salary will revert to the maximum of your new grade. Should 
the new grade maximum increase as a result of pay awards during this period and 
overtake your cash conserved salary, you will be matched to that new grade 
maximum at that time and, from then on, will receive agreed annual pay awards. 



North Lanarkshire Council 

Job Evaluation and Single Status 

Information for Employees 

1 Background Information - Why We Need to Implement Job Evaluation and Harmonised 
Conditions of Service 

Job Evaluation and Single Status are part of a national agreement which the council is required 
to put into action locally. Known as the “Red Book Scottish agreement, it was drawn up 
between the employers and the trade unions representing local government employees in 
Scotland. The agreement required each council to undertake a job evaluation exercise for all 
employees who had been on the former APT&C and manual workers conditions of service. At 
the end of the job evaluation exercise, when putting results into operation the council has to 
harmonise conditions of service between the groups to ensure that all employees move to a 
common set of conditions of service. 

After we embarked on the evaluation part of the process in North Lanarkshire the scheme was 
revised twice and we had to review the work that we had already done. This led to delays in 
bringing the process to completion. Although we are now beyond the target implementation 
date, which was originally 1 April 2002 and then revised nationally to 1 April 2004, we are now 
ready to move towards putting the job evaluation results into action and harmonising conditions 
of service. To date, no other council has reached this stage. 

An overview of the proposals is provided below. Details of the proposed grading model and 
conditions of service are attached together with information showing the breakdown of 
employees within each of the proposed grades. 

2 North Lanarkshire Council Target Outcomes from Single StatuslJob Evaluation 

The council has a number of target outcomes which we hope to achieve following the 
implementation of single status and job evaluation. These are:- 

0 Personnel - to attract and retain a quality workforce and maintain morale/motivation. 

0 Financial - to manage costs within the council’s existing budget minimising the impact on 
services and council tax levels. 

0 Legal - to “Equal Pay Proof” the council by managing past claims and extinguishing future 
liabilities by introducing a new pay model which meets equal pay principles. 

0 Best Value - to develop the workforce and service delivery to provide efficient, and effective 
services and links with efficient government. 

The four target outcomes described above contain conflicting objectives and these have 
presented challenges to the council when developing the proposed pay model and the 
conditions of service package. 



3 Job Evaluation and Preferred Pay Model 

We are now nearing completion of the job evaluation exercise. This affects over 15,000 
employees across all departments of the council. The job evaluation scheme agreed by 
employers and trade unions at a Scottish level provides a common methodology for evaluating 
jobs. However, it is not a national grading scheme. Every council has to develop its own pay 
model for implementation of the job evaluation points results. 

In North Lanarkshire Council, the job evaluation steering group has led the work to develop pay 
model options for consideration by the council. The group - which included trade unions and 
management representatives - developed over 70 pay models. 

Whilst the pay models developed would provide equal pay structures across the workforce, the 
council has to consider many other aspects such as the impact on departmental structures and, 
the ability to recruit and retain a workforce for the future as well as affordability issues. It is very 
difficult to balance all of these components. However, the council now has a preferred pay 
model (known as NLC 5C) which takes the rank order of points scores from the job evaluation 
exercise and attaches a new grade and scale to all jobs. 

The preferred pay model requires substantial investment by the council and is by no means a 
cheap option in terms of affordability. We have always anticipated that there would be jobs 
where the rate of pay would increase (“green circles”) and jobs where the rate of pay would 
reduce (“red circles”) as a result of changes in the rank order expected from the new method of 
evaluating jobs. This was recognised in the Scottish agreement by including provision for three 
years cash conservation for those employees who would be down graded at the end of the job 
evaluation exercise. 

4 Preferred Pay Model - Impact on the Workforce 

By choosing NLC 5C, the council has sought to minimise the impact of red circling across the 
whole workforce. Over 15,000 employees are affected by job evaluation. The impact on this 
group is that over 44% of employees are “green circles” and their grades will increase in the 
new pay model; over 44% of individuals are “white circles” and their existing pay rates are 
maintained within the new grading structure; and under 12% of individuals are “red circles” and 
the new rate of pay is less than they currently receive. 

Although the council considered an option of phasing in the job evaluation results, we decided 
that it is in the best interests of the council and the workforce to move everyone onto the new 
pay model from 1 April 2006. This means that over 44% of employees will receive an increase 
in earnings effective from this date. Actual payments may not be made for a few months after 
this date as it will take time to put in place the changeover arrangements in the payroll systems. 
Employees who are “white circles” will move across to the new grading structure on the same 
earnings as they currently receive. Employees who are “red circles” will be covered by the cash 
conservation arrangements which means that their earnings will be protected at the current 
level. 

The council has decided to enhance national provisions for cash conservation and has 
committed to cash preservation for a period of five years rather than the nationally agreed three 
years for basic pay and those add-ons that are now reflected in the job evaluation assessment, 
(for example chargehand allowances, bonus, dirty money, special needs allowance). Other 
allowances relating to corehon-core hours provisions (those allowances that relate to when 
duties are undertaken rather than the duties themselves) will be subject to cash conservation for 
three years. During this time, as pay awards increase the salary values within the new pay 
model, we anticipate that employees who are “red circles” at implementation will catch up with 
the grading structure and, thereafter, will receive normal pay awards. Based on estimated 
projections of pay awards, we anticipate that, at the end of the five years cash conservation 
period, less than 1 % of employees would remain “red circles” and receive the rate of pay for the 



post held. 
practicable and as soon as possible, to try and remove the “red circle” effect on individuals. 

Alongside this, the council is fully committed to redesigning jobs, wherever 

The cost of implementing the pay model itself when it becomes live is over f7m. In addition, the 
council wishes to avoid the impact of potentially introducing a 37 hour week or applying a 37 
hour calculator to pay rates within the pay model. This means that we can minimise the effect 
on APT&C employees who currently work 35 hours a week and help to minimise the effect on 
manual workers who are “red circles” by using a 35 hour calculator but paying the full time 37 
hours per week. By adopting this approach, it means that the costs for the “green circles” 
increase for all jobs currently on a 37 hour week which are due to receive a higher rate of pay in 
the new pay model. This adds a further f2m to the costs at implementation, bringing the initial 
cost to over f9m. 

By proposing NLC 5C, with full application at 1 April 2006, the council is making a huge 
investment and commitment to the workforce. 

5 Core/Non Core Hours 

The three groups of employees covered by the “Red Book agreement - APT&C staff, manual 
workers and residential workers - have three different sets of payment arrangements relating to 
when hours are worked and the add-ons that are payable in different circumstances. As well as 
needing to have a pay model which treats all of these groups in the same way, it is necessary 
for the council to have one set of payment arrangements that applies across all groups. APT&C 
staff work broadly 9-5, Monday to Friday and then attract enhancements for work outwith these 
times. At the other end of the spectrum residential and home care employees work 7am-1Opm 
Monday to Sunday before any enhancements apply. 

All the possible options for introducing a new core hours framework mean additional costs. It is 
not possible to contemplate adding further additional costs on top of the substantial sums 
required to implement the preferred pay model. 

The council proposal in the longer term is that core hours be 7am-1Opm Monday to Friday with 
hours worked outwith those times attracting additional allowances. However, in order to fund 
the full implementation of the new pay model in 2006 and the additional costs which will accrue 
in subsequent years, we propose that the core hours framework be 7am - 10pm Monday to 
Sunday until 31 March 2009. From 1 April 2009, the core hours would be 7am - 10pm Monday 
to Friday. The effect of this is to adopt the current residential framework and to apply this to all 
new starts across all the services. Existing employees would have their current earnings for 
shift allowances and other enhancements related to when employees work protected by the 
cash conservation arrangements for three years while they remain in their existing post. This 
helps the Council to fund the full implementation of the new pay model and, at the same time, 
protect the earnings of existing employees. 

The proposed new core hours framework would mean that employees working nightshifts 
between 10pm and 7am would receive an additional allowance of one third for those nightshift 
hours. Employees working outwith the period from 7am - 10pm but not on a nightshift would 
attract a 15% enhancement after five non-core hours had been worked in any week, or 
averaged week. This would be paid on all non-core hours once the five hours trigger has been 
reached. 

The corehon-core hours framework sets out when employees would receive enhancements for 
time worked outwith core time. However, there are no proposals under this package to change 
when services are delivered, for example office services broadly 9 a.m. to 5 p.m. Monday to 
Friday at one end of the spectrum and Residential Care Services 24 hours per day, 7 days per 
week at the other end of the spectrum. 

The senior trade union representatives have indicated their willingness to support the interim 
arrangements through to March 2009 to enable the full pay model to be introduced. However, 



the trade unions have indicated that they wish to have further discussions about the future core 
hours framework, specifically the band widths to be applied, during the period leading up to 
March 2009. At this stage, the three main trade unions have not reached agreement on a 
single preferred model for the core hours. 

6 Other Conditions of Service 

Apart from the many variations in allowances across the three groups of employees, there are 
also variations in other conditions of service such as weekly hours, when overtime payments 
apply and rates for overtime working, higher duties payment arrangements, annual leave 
entitlement as well as several other conditions of service areas. When implementing the results 
of the job evaluation exercise and the new pay model, there is also a commitment from both the 
employers and trade union side at a national level to rationalise and harmonise other conditions 
of service so that all employees covered by job evaluation and the “Red Book agreement are 
put onto one set of conditions of service. 

The council has been in discussion with the trade union side for some time on proposals to 
harmonise conditions of service. It was not possible to finalise these proposals until recent 
decisions were taken about the preferred pay model and the associated core and non-core 
hours framework. The proposals now set out within the summary document attached would 
apply to all employees previously on APT&C, manual workers and craft conditions. 

Although the national “Red Book agreement provides for a 37 hour working week, and this is in 
line with the current working arrangements for manual workers and residential staff, the council 
is not proposing to introduce a 37 hour week for former APT&C employees. It is proposed that 
services will continue to operate on the working week currently required by the service, for 
example residential employees will still operate a 37 hour working week, as will manual worker 
services such as grounds maintenance and cleansing. APT&C services currently working a 35 
hour week will continue to do so. The significance of this decision is that the hourly rate will be 
the same for all employees who have been evaluated on the same grade within the pay model. 
However, employees will receive payment for the hours that they work, so an employee working 
35 hours will receive 35 times the hourly rate per week and an employee working 37 hours will 
receive the same hourly rate but for 37 hours per week. This will ensure equal pay 
arrangements across the groups but payment will reflect the actual hours worked by employees. 
As described above, this has the effect of the council investing a further f2m at the 
implementation date. 

The summary document on core conditions of service sets out the proposals for harmonising 
the arrangements across the employee groups to ensure a common approach for the future. 
The main implications of the proposals are as follows:- 

All shift allowances, unsocial hours payments, irregular hours and split duty payments will be 
replaced by the new corehon-core hours proposals. Employees in post at 1 April 2006 will 
have existing allowances cash conserved for three years. 

Hours worked in any one week will be at plain time rate until 37 hours have been worked (39 
hours for craft employees). This may be calculated on an averaged basis for services which 
operate, for example variable working weeks or annualised hours. 

Overtime hours worked Monday to Saturday and free days will be paid at time and a half. 
Overtime on Sunday, rest days and public holidays will be paid at double time. 

New arrangements are proposed for higher duties payments which, in the future, will be 
dependent on the salary level of the officer undertaking higher duties. The proposals set out 
a significantly improved position for APT&C employees currently graded up to the equivalent 
of AP3 maximum. 

It is proposed to increase the annual leave entitlement of manual workers and craft 
operatives with effect from 1 April 2007. This will raise annual leave entitlement levels to the 



same as APT&C staff. This requires savings from other parts of the package to be in place 
before implementation can be achieved, so these improvements cannot be funded in 2006. 

0 The effect of these proposals on annual leave entitlements for manual workers and craft 
operatives, based on completed years of continuous service at the commencement of the 
relevant leave year, would be as follows:- 

Service 

(Completed years) 

Annual leave entitlements in days (FTE) 

2006 2007 2008 

Less than 5 years 20 20 20 
Over 5 years to less than 7 years 26 26 26 
7 years to less than 10 years 26 27 27 
10 years to less than 12 years 26 27.5 28 
12 years to less than 15 years 26 28 29 
15 years or more 26 29 30 

Provided agreement can be reached between both management and employees in a 
particular service, after negotiation with the relevant trade unions, there will be scope to 
convert some public holidays to floating annual leave days. 

Notice periods required by employees will be either fortnightly or four-weekly depending on 
their pay cycle. However, for third tier senior management posts the notice period will be 12 
weeks. 

For annual leave purposes, the council is proposing to extend the range of organisations 
where service can be recognised for annual leave purposes, effective from 1 January 2007. 

It is proposed to introduce Inland Revenue rates for mileage payments. This will change the 
existing essential users and casual users framework and, effectively, remove the profit 
element from the mileage framework. In recognition of this, the council has proposed the 
equivalent of a two year banded buy out arrangement and the introduction of a new 
designated user allowance of f250 per annum for those employees undertaking 2,500 
business miles or more per financial year. 

The effect of the proposals is to move essential and casual car users to the new Inland 
Revenue rates from 1 April 2006, with a one-off payment, based on the average net loss 
within the relevant band, being made early in the new financial year, based on the mileage 
undertaken in 2004105 financial year, banded as follows:- 

Mileage Band 

(based on mileage 
claimed 2004/05) 

Up to 500 miles 

501 to 1000 miles 

1001 to 2500 miles 

2501 to 5000 miles 

5001 to 8500 miles 

Over 8500 miles 

Net one-off payment 

Essential User Casual User 

f 
1100 
1040 
1000 

f 
NIL 

140 
220 

530 NIL 

330 130 
NIL NIL 

A harmonised grievance procedure is proposed for all relevant employee groups. 



A harmonised disciplinary procedure is proposed for all relevant employee groups. 

7 Pay Cycles 

Although pay cycles are not set out within the core conditions of service, the council has 
proposed that these be rationalised at the same time as implementing the job evaluation results 
and new pay model. Our preferred position is to have all employees on a four weekly pay cycle. 
However, extensive discussion has taken place with the trade union side on what may be in the 
best interests of employees as well as going some way to meet the council’s objective of 
rationalising pay cycles. We propose that all employees paid up to the equivalent of SCP 26 
(current maximum of AP3) will be paid on a fortnightly pay cycle and employees above this level 
(or the equivalent within the new proposed pay model) will be paid on a four weekly cycle. 

It should be noted that all existing manual workers and craft operatives fall within the proposed 
fortnightly pay cycle. 

Some employees within the grade ranges proposed for the fortnightly pay cycle are currently 
paid less frequently, for example APT & C employees who are paid four weekly. These 
employees will have an option to move to the new fortnightly pay cycle when introduced but this 
will be on a voluntary basis at the employee’s request only. 

The Director of Finance will identify the best time within the financial year 2006107 to effect the 
transition to the new pay cycle arrangements so that this minimises disruption to employees. 

8 Implementation Arrangements 

The applicable date for the implementation of the job evaluation results and new pay model 
is 1 April 2006. As previously indicated, it will take a few months after agreement on these 
arrangements before the transition can actually be made within the payroll system. 

Following transfer on to the new pay model on 1 April 2006, incremental movement through 
the new grades will take place as follows:- 

The equivalent of a half increment will be payable to employees, who have not 
reached the maximum of the new grade, with effect from 1 April 2008. 

The equivalent of a half increment will be payable to employees, who have not 
reached the maximum of the new grade, with effect from 1 April 2009. 

Progression to the maximum of the new grade thereafter will be by annual 
increments on 1 April each year from 1 April 2010 until the maximum of the new 
grade is reached. 

* 

The implementation date for the revised conditions of service, other than annual leave 
entitlements identified above, will also be 1 April 2006. 

0 An interim framework for corehon-core hours will apply between 1 April 2006 and 31 March 
2009, with further discussions to take place with the trade unions on the band width for core 
hours that will apply from 1 April 2009. 

0 Recognition of service with additional employers for annual leave purposes will apply from 1 
January 2007. 

The rationalisation of pay cycles, whilst not part of the core conditions of service will take 
effect at the best date for each pay cycle during the course of financial year 2006107. 

Trade union representatives have worked constructively and productively with the council on the 
job evaluation steering group from the outset of the project and through the joint trade union 



side on the development of the conditions of service proposals. We recognise that both sides 
have had difficult decisions to take in reaching a view about the preferred package which is now 
being put out to full consultation with the workforce. 
However, substantial funding requires to be put in place in order to meet and deliver on the 
commitments set out within these proposals. The continued co-operation of the trade unions 
and the entire workforce will be essential to the successful implementation of considerable 
investment designed to achieve equal pay and harmonisation of conditions of service across all 
employee groups covered by the “Red Book agreement and the current core conditions 
framework. 

The council hopes that all employees in considering the proposals will recognise that the 
package overall represents a continuing commitment to the workforce against a background 
where it would be impossible for all employees to maintain or increase earnings. Where this 
has not been possible, the council has made commitments beyond the Scottish agreement and 
is fully committed to redesigning jobs wherever this is practicable to protect earnings as much 
as possible. The trade unions will be conducting ballots on the overall package and the council 
hopes for the support of employees in making this significant investment in the workforce. 

Gavin Whitefield 
Chief Executive 

17 January, 2006 



NORTH LANARKSHIRE COUNCIL'S PAY MODEL 

Minimum 
Spinal 

Column 
Point 

Proposed Grade I= NUMBER OF 

Column EACH GRADE 

Maximum Hourly Rate 35 Hours Per Week 37 Hours Per Week 
Spinal INCREMENTS IN 

Point 
Weekly Wage I Annual Salary Weekly Wage I Annual Salary I"" 

N LC3 

3 

4 

6 

11 

13 

16 

20 

25 

27 

32 

34 

37 

41 

43 

50 

54 

58 

61 

N LC6 

N LC7 

NLC8 

NLC9 

NLCIO 

NLCl1 

6 f5.86lf6.47 f205.21lf226.33 f10671lfl1769 f216.94lf239.26 fl1281lf12442 4 

10 f6.06lf 7.45 f212.131f260.65 f 1 1031 If 13554 f224.26lf275.55 f 1 1661lf 14329 7 

14 f6.47lf8.09 f226.33lf283.27 f 11 769lf 14730 f239.26lf299.46 f 12442lf 15572 9 

17 f7.64lf 8.63 f267.23lf 301.90 f 13896lf 15699 f282.5Olf 31 9.16 f 14690lf 16596 7 

19 f7.95lf9.07 f278.19lf317.60 f14466lf16515 f294.09lf335.74 f15293lf17459 7 

22 f8.46lf9.82 f296.25lf343.79 f15405lf17877 f313.18lf363.43 f16285lf18899 7 

26 f9.32lfl1.08 f326.19lf387.87 fl6962lf20169 f344.83lf410.03 f17931lf21322 7 

31 f 10.74lf 13.04 f375.87lf456.52 f 19545lf23739 f397.34lf482.61 f20662lf25096 7 

33 E l  1.431f13.82 f400.151f483.63 f20808lf25149 f423.02lf511.27 f21997lf26586 7 

40 f13.42lf 16.64 f469.85lf582.46 f24432lf30288 f496.69lf615.75 f25828lf32019 9 

42 f 14.21lf 17.51 f497.25lf612.69 f25857lf31860 f525.66lf647.70 f27335lf33681 9 

45 f 15.29lf 18.78 f 535.04lf657.17 f 27822lf 341 73 f 565.61lf694.73 f29412lf 36126 9 

49 f 1 7.07lf 20.58 f 597.46lf 720.40 f 31 068lf 37461 f 631.60lf 761.57 f 32843lf 39602 9 

51 f 1 7.93lf 2 1.52 f 627.52lf 753.12 f 32631 If 391 62 f 663.38lf 796.1 5 f 34496lf 41 400 9 

55 f21.041f23.59 f736.44lf825.81 f38295lf42942 f778.52lf873.00 f40483lf45396 6 

59 f23.05lf25.92 f806.65lf907.27 f419461f47178 f852.75lf959.11 f44343lf49874 6 

63 f25.32lf28.37 f 886.21lf992.83 f46083lf 51627 f936.85lf 1049.56 f48716lf54577 6 

66 f27.12lf30.44 f949.21lfl065.40 f49359lf55401 f1003.45lfl126.28 f52180lf58567 6 

INLC16 
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STRICTLY PRIVATE AND CONFIDENTIAL 
DRAFT 

SUMMARY DOCUMENT 
CORE CONDITIONS OF SERVICE 

FOR LOCAL GOVERNMENT AND CRAFT EMPLOYEES 

CONDITION 
1. Hours of Work 

2. Other non-standard 
payment arrangements 

i) Normal Working Week 

PROPOSAL 
a) Hours of work will be determined by the requirements oi 

individual services, up to a maximum of 37 hours (39 hours fot 
craft workers), excluding meal breaks. 

Note: services which currently operate on 35 hours per week will 
continue to do so. 

With effect from 1 April 2006, core working hours will be 7.00 
a.m. to 10.00 p.m. Monday to Sunday. No enhanced payments 
will be made for hours worked, as part of the normal working 
week, within this timescale, Monday to Sunday. Existing 
national or locally agreed enhancements to the hourly rate will 
be deemed to be replaced by the new provisions and, 
accordingly, will cease to have application, unless otherwise 
specified in this agreement. 

With effect from 1 April 2009, core working hours will be 7.00 
a.m. to 10.00 p.m. Monday to Friday. No enhanced payments 
will be made for hours worked, as part of the normal working 
week, within this timescale, Monday to Friday. Existing national 
or locally agreed enhancements to the hourly rate will be 
deemed to be replaced by the new provisions and, accordingly, 
will cease to have application, unless otherwise specified in this 
agreement. In advance of 1 April 2009 the Council undertakes 
to have further discussion with the trade union side in relation to 
the consequential impact of the core working hours bandwidth 
for the workforce. 

The number of hours worked in a week may exceed the hours 
of the comparable full-time post at certain periods, provided that 
the average over a year does not exceed the notional working 
week for a comparable full time employee, up to a maximum of 
37 hours (39 hours for craft workers). 

There will be a meal break of at least 30 minutes in work days of 
6 hours or more duration except where a paid meal break 
applies. 

The pattern of hours to be worked will be detailed in the contract 
of employment or in accordance with predetermined rosters and 
any existing local agreements. The method of arranging such 
working hours will be determined by the Council, following 
consultation and agreement with the trade unions. Where 
agreement cannot be reached, the Council will have the final 
determination. 

a) The working week will be worked over five days, including 
Saturday and Sunday. Where the normal working week is 
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i) Normal Working - 
Week (Cont’d) 

ii) Day Workers, Static 
day Workers, Shift 
Workers; Unsocial 
Hours; Irregular Hours 
and Split Duty 
payments. 

iii) Night Shift Working 

iv) General 

3. Overtime 

worked outwith the core hours, 7am to IOpm, from Monday to 
Sunday, subject to 1 (c) above, no additional payment will be 
made for the first five hours, averaged over the week. 

b) Where more than 5 hours are worked as part of the normal 
working week, or averaged week, outwith the core hours 7am to 
1 Opm from Monday to Sunday, subject to 1 (c) above, a 15% 
enhancement on the hourly rate will be paid for all hours worked 
outwith the core hours. 

c) The 15% enhancement on the hourly rate will not be paid to 
employees whose contract of employment requires them to 
work exclusively on Saturday and/or Sunday. 

a) No additional payments will be paid to employees working static 
days; shifts; unsocial hours; irregular hours or split duty. Any 
existing enhancements will be replaced by the application of the 
core hours detailed in section l(b), unless otherwise specified in 
this agreement. 

b) Existing employees who currently receive additional payments, 
outlined in (a) above, in recognition of their normal working 
pattern, which exceed the new framework detailed in 1 (b) and 
(c) will have existing earnings for such allowances cash 
conserved for a three year period. 

Time and a third of the hourly rate for each hour worked on 
recognised night shifts between 10.00 p.m. and 7 a.m. 

Employees, excluding employees at ii (b) above, will have an 
entitlement to one enhancement only and cannot receive an 
enhancement on an already enhanced rate. 

All overtime in excess of the notional working week for a full time 
employee must be authorised by the Director or his/her 
appointed representative. 

An employee whose basic salary is on or below spinal column 
point 35* is eligible for payment of overtime subject to 
authorisation and to the conditions set out below. 

In any financial year an employee will not receive in overtime 
payment, a sum greater than the difference between basic salary 
and spinal column point 35*. 

In exceptional circumstances where a Director considers that a 
payment should be made to an employee who has reached this 
earnings “ceiling” or to an employee paid above spinal column 
point 35*, consideration may be given to a payment calculated 
at spinal column point 35*. 

Overtime payments at enhanced rates will not be made to 
employees until they have worked in excess of 37 hours (39 
hours for craft employees) in any one week, or averaged week, 
in circumstances where employees may have variable working 
weeks. 
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3. Overtime (Cont’d) 

4. Overtime Payments 

i) Monday to Friday 

ii) Saturday and Free 
days 

iii) Sunday, Rest days and 
Public Holidays 

5. Standby 

6. Recall to Work 

9 Extra time of less than half an hour in any one day will not count 
as overtime. All overtime of half an hour or more on any one 
day will be aggregated for each week and only completed half 
hours will be paid. 

* subject to revision to an equivalent salary point in the revised pay 
model. 

Hours in excess of 37 hours per week, Monday to Friday, will be paid 
at time and a half. 

Hours in excess of 37 hours per week worked on a Saturday or a 
free day, will be paid at time and a half. 

Hours in excess of 37 hours per week worked on a Sunday, rest day 
or public holiday, will be paid at double time. 

The operation of a system of standby duty at an employee’s 
home will be a matter for determination by the Council. Where 
there is no contractual requirement to participate in a standby 
system, employees should be consulted on proposed 
arrangements to secure their voluntary participation. 

An employee paid under these arrangements will undertake 
when on standby duty, after completion of the normal day’s 
work, to be available for immediate call out for duty, if and when 
required at any time out with core working hours. 

An employee performing standby duty, including the exercise of 
their skills if contacted by telephone, will be paid €72.34 for 
each complete week of standby duty actually performed, plus 
€13.57 for each general or public holiday in that week. If the 
exercise of skills is for a prolonged period (but the employee is 
not called out) this will be treated as if it were a recall to work as 
detailed in paragraph 6b). 

For broken periods of standby employees will be paid Monday 
to Friday €7.21 per night; Saturday €15.35 for 24 hours and 
Sunday/General or Public Holidays €20.90 for 24 hours. 

Each 24-hour period of standby is to commence at the 
beginning of the working day (or at the same hour on non- 
working days). 

An employee required to leave their home to respond to a call 
out will be paid at the appropriate overtime rate for all hours 
worked. 

Allowances paid under these arrangements will not be taken 
into account in calculating payment for annual leave or sickness 
allowances . 

a) An employee who has ceased work and left the place of 
employment and has been recalled to work, or has been notified 
before ceasing work to return to work, will be paid at the 
appropriate rate for the overtime so worked. 
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6. Recall to Work 
(Cont'd) 

7. Higher Duties Payment 

8. Annual Leave 
Entitlement 

b) If the employee is a) recalled to work and is not required to work 
or b) is required to work for less than two hours, a minimum 
payment of two hours at the appropriate overtime rate will be 
paid. 

Where, for reasons other than absence on normal holiday, an 
employee in receipt of a salary up to and including SCP 26* is 
required temporarily, for a continuous period equal to one week, 
in addition to their normal duties, to undertake duties of a post 
the grade of which is higher than the employees own grade, the 
employee will be granted an allowance equal to the difference 
between hidher existing salary and the minimum point of the 
higher post, due regard being taken of (a) the salary scale for 
the higher post, (b) the extent of the additional duties and 
responsibilities, and (c) the period for which these are 
undertaken. 

The allowance referred to will be paid retrospectively, with effect 
from the day on which the employee is required to undertake 
the duties of the higher post. 

In circumstances where an employee temporarily assumes 
100% of a post, the grade of which is higher than the 
employee's own grade (and, therefore ceases to undertake their 
normal duties) for one day, or part thereof subject to both a 
minimum of one hour and the authorisation of management as 
to the extent of the higher duties, the employee will be paid the 
rate of pay for the higher post for the day or part thereof. 

An employee in receipt of a salary exceeding the maximum of 
SCP 26* and who is required temporarily, for a continuous 
period exceeding four weeks, to undertake the duties of a post 
the grade of which is higher than the employees own grade, will 
be granted an allowance equal to the difference between his/her 
existing salary and the minimum point of the higher post, due 
regard being taken of (a) the salary scale for the higher post, (b) 
the extent of the additional duties and responsibilities, and (c) 
the period for which these are undertaken. 

The allowance referred to will be paid retrospectively, with effect 
from the day on which the employee was required to undertake 
the duties of the higher post. 

Employees will not be paid the higher duties allowance during 
periods of sick leave, annual leave or maternity leave although it 
will be included in higher duties overtime calculations, outwith 
these periods. 

subject to revision to an equivalent salary in the revised pay model. 

With effect from 1 April 2007:- 

Employees who have, at the commencement of a leave year, 
completed less than five years' continuous service will be granted a 
minimum leave entitlement of 20 days. 

Employees who have, at the commencement of the leave year, 
completed at least five, but less than seven years' continuous 
service will be granted a minimum leave entitlement of 26 days. 
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8. Annual Leave 
Entitlement (Cont'd) 

9. Annual Leave Year 

10. General Annual Leave 
Conditions 

Employees who have, at the commencement of a leave year, 
completed at least seven, but less than ten years' continuous service 
will be granted a minimum leave entitlement of 27 days. 

Employees who have, at the commencement of a leave year, 
completed at least ten, but less than twelve years' continuous 
service will be granted a minimum leave entitlement of 28 days. 

Employees who have, at the commencement of a leave year, 
completed at least twelve, but less than fifteen years' continuous 
service will be granted a minimum leave entitlement of 29 days. 

Employees who have, at the commencement of a leave year, 
completed more than fifteen years' continuous service will be 
granted a minimum leave entitlement of 30 days. 

The leave year will be from 1 January to 31 December, all leave 
must be taken within the period 1 January of the year to which it 
relates and 31 January of the following year. Any leave not taken by 
31 January of the following year will be forfeited, unless the 
appropriate service Director allows the extension of that leave year 
for special reasons associated with the necessary undertaking of 
Council services. For these exceptional cases, where an extension is 
granted, this will be confirmed in writing. 

An employee transferred from another local authority should (on 
request) be granted unpaid leave of absence at the normal 
holiday period, equal to the period for which payment in lieu of 
holidays was made by the previous Council. 

For the purpose of annual leave entitlement, continuous service 
will include continuous previous service with any public authority 
to which The Redundancy Payments (Continuity of Employment 
in Local Government, etc.) (Modification) Order 1999, as 
amended applies, with effect from 1 January 2007. The Council 
will also recognise service with the Health Service; Civil Service; 
Registered Social Landlords; Communities Scotland, as well as 
Public Private Partnerships where employees have transferred 
from North Lanarkshire Council to the Partnerships and have 
been re-appointed to posts within the Council without a break in 
service. 

In addition Departments who experience recruitment difficulties 
for particular posts or where there are objective benefits to the 
Council to encourage cross-organisation movement will, subject 
to consultation and approval by the Head of Personnel Services, 
have the discretion to match the potential candidate's existing 
annual leave entitlement as appropriate not to exceed the 
maximum. This discretion will be for annual leave purposes 
only and is effective from 1 January 2007. 

Where an employee has entered or re-entered the service of the 
Council, and is in receipt of benefit under any occupational 
pension scheme, or has been made redundant and received a 
redundancy payment by an employer listed in The Redundancy 
Payments (Continuity of Employment in Local Government, etc.) 
(Modification) Order 1999, as amended, or as otherwise listed in 
(b) above, service for annual leave purposes will commence on 
the date of entry or re-entry to service with the Council. 
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10. General Annual Leave 
Conditions (Cont’d) 

The leave granted at the normal holiday period should be 
reckoned on the assumption that an employee will remain in the 
service until the end of the leave year, but if the employee 
leaves the service before that date, any necessary adjustment 
should be made in balance of salary payable at the date of 
leaving. 

An employee leaving the service of the Council should be 
granted, before leaving, any proportion of annual leave due. If at 
the request of the Council or through unavoidable 
circumstances, such leave cannot be granted, the employee will 
be paid an allowance in lieu. 

The personal representatives of an employee who dies in 
service will be paid an allowance in lieu of any holidays which 
had accrued to the deceased employee at the date of death, 
subject to terms of the Council’s Death in Service 
Arrangements. 

An employee who falls sick during the course of annual leave 
will be regarded as being on sick leave from the date of a 
doctor’s statement. 

Where an employee has been absent through sickness for a 
period(s), the cumulative total of which exceeds three months 
during a leave year, the annual leave entitlement in excess of 
20 days per annum will be limited to a proportionate amount 
equal to the period(s) of actual service given during the leave 
year(s). Where an employee has been absent for a continuous 
period of three months either during one leave year or spanning 
two leave years, the annual leave entitlement in excess of 20 
days per annum will be limited to a proportionate amount equal 
to the period of actual service given during the leave year(s). 

Where an employee has been absent on maternity leave in 
accordance with the conditions of the Council’s Maternity 
Provisions, the period of absence will not affect the length of the 
employee’s annual leave entitlement in the leave year(s) in 
which the maternity leave falls. Authorised maternity leave will 
be regarded as continuous service on the employee’s return to 
work. 

The entitlement to annual leave and public holidays as 
expressed above applies to five day working patterns. For 
alternative working patterns, holiday entitlements will be 
calculated to achieve equivalent leave. 

During annual leave, employees will receive payment in 
accordance with the terms of their contract of employment. 

As annual leave is calculated in terms of working days or hours, 
a general or public holiday falling within a period of annual leave 
will not count as part of that annual leave. 

Note: Wherever possible, Directors should ensure that the 
proportion of annual leave due by the date of termination 
has been taken by the employee prior to leaving the 
service. Only in exceptional circumstances will payment in 
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10. General Annual Leave 
Conditions (Cont'd) 

11. Public Holidays 

12. Retirement Age 

Notice by Employee 

lieu be made. In the case of employees retiring at the 
normal retirement date, (i.e. 65 years of age) it is essential 
that leave due is taken prior to the date of retirement since 
no payment can be made beyond that date. 

(a) 12 days in leave year: 

(b) First two working days of year 
Good Friday 
Easter Monday 
First Monday in May 
Last Monday in May and Friday preceding 
Fair Monday in July 
Last Monday in September and Friday preceding 
Christmas Day or the next working day 
Boxing Day or the next working day. 

Entitlement for part-time employees will be the same as that of the 
comparable full-time employees of the Council, applied on a pro-rata 
basis. 

A number of public holidays may be converted to floating annual 
leave days, within individual departments, with the agreement of 
both management and the relevant trade unions. 

An employee required to work on a general or public holiday as part 
of the normal working week will, in addition to the normal pay for the 
day be paid:- 

EITHER 

At plain time for the time actually worked within normal working 
hours and will be allowed time off with pay in lieu at a later date on 
the following basis:- 

Time Worked Time Off 

Half of a normal day or less Half of a normal working day 

Over half of a normal working day The whole of a normal working 
day 

At double time rate for the time actually worked within the normal 
working hours, with no time off in lieu. 

The decision on the appropriate method of pay or leave will be taken 
by departmental management to meet the exigencies of the service. 

The normal retirement age will be 65 years of age other than School 
Crossing Patrollers. School crossing patrollers may work to 70; and 
beyond 70, subject to satisfactory annual medical examinations. 

Linked to agreed pay cycles, either fortnightly or 4 weekly. However, 
for 3'' tier posts the notice period will be 12 weeks. 
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13. Notice by the Council 

14. Service 

15. Previous Service 

16. Reckonable Service 
(Craft Workers only) 

17. Mileage Payments 

Statutory minimum. 

One month or more 
but less than two years 

Not less than one week i) 

ii) Two years or more but 
less than twelve years 

Not less than one week for 
each year of continuous service 

iii) Twelve years or more Not less than twelve weeks 

Where the Council terminates the employment of an employee, the 
statutory minimum notice periods will apply always provided the 
Council will be free to pay monies in lieu of notice except in cases of 
summary dismissal in which case there will be no entitlement to 
notice. 

(a) As per Employment Rights Act 1996 for unfair dismissal, notice, 
written reasons for dismissal and statutory maternity pay. 

(b) As per The Redundancy Payments (Continuity of Employment in 
Local Government, etc.) (Modification) Order 1999, as amended 
and paragraph 10(b) above, for the calculation of redundancy 
payments, annual leave, occupational sickness and 
occupational maternity schemes. 

(c) Other recognised continuous service as stated at 1O(c) above is 
for annual leave purposes only. 

An employee (with the exception of craft workers) in post at 30 June 
1999, and who remains in continuous service with an employer 
listed in the Redundancy Payments (Continuity of Employment in 
Local Government, etc.) (Modification) Order 1999 and subsequent 
Amendment Orders will retain entitlements to annual leave, 
occupational sickness scheme and occupational maternity scheme 
based on their service as set out in the former APT & C or Manual 
Workers Scottish Agreement operative at that date. 

Service is assessed for the purpose of calculating entitlement to 
periods of notice, annual leave, sickness allowances and entitlement 
to maternity leave as all previous service with any local authority 
deemed to be appropriate. This reckonable service need not be 
continuous and is defined as service with an employer listed in the 
Redundancy Payments (Local Government) (Modification) Order 
1983 and subsequent Amendment Orders. 

With effect from 1 April 2006 the Council will reimburse mileage 
based on the current recommended Inland Revenue rates and 
amended as changes occur. 

Car Users 
Up to 10,000 business miles 40 pence per mile. 
Over 10,000 business miles 25 pence per mile. 

Cycle Allowance 
The mileage allowance applicable to bicycle users will be 20 pence 
per mile. 
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17. Mileage Payments 
(Cont’d) 

18. Grievance Procedure 

19. Disciplinary Procedure 

Motorcvcles 
The mileage allowance applicable to motorcycle users will be 24 
pence per mile. 

Passenger Allowance 

Employees carrying passengers in their cars for the purposes of 
work will be entitled to claim 5p per mile per passenger. Payment of 
the relevant Inland Revenue Passenger Mileage Rate will also apply 
where the employee is required to convey instruments of a heavy or 
large nature associated with their employment. 

Designated User Allowance 

Employees undertaking 2500 miles or more per financial year on the 
business of the Council will, for the following financial year, be a 
Designated Car User and paid a Designated Car User Allowance of 
E250 per annum. This payment will be index linked to the annual 
percentage pay award agreed for Local Government employees. 

The proposed harmonised Grievance Policy is enclosed. 

The proposed harmonised Disciplinary Policy is enclosed. 

The proposed currency period for written warnings will be subject to 
a future review in the light of operational experience. 
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Proposed- Harmonised 
G RI EVAN C E 
POLICY 

North Lanarkshire Council 
Personnel Services 
Ad m i n ist rat ion Depart men t 
January 2006 

Approved at PSC: 
Approved at Full Council: 
Amended following approval of Manual and Craft Core Conditions on 
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GRIEVANCE PROCEDURE 

An employee shall have a right of appeal against any decision of the Council or against its failure to 
come to a decision, except in the case of a policy or procedure which provides no right of appeal. This 
policy applies to all local government and craft employees. 

To ensure that individual grievances, relating to employment within the Council's service, are settled 
fairly, speedily and as near to the source of the grievance as possible, the following procedure shall 
be followed: 

At all stages of the grievance procedure the employee will have the right to be represented or 
accompanied. 

Stage I 

Where an employee is aggrieved on any matter, the employee or representative should normally 
discuss the matter initially with his immediate superior. Exceptionally, where this is deemed to be 
inappropriate, the matter should be discussed with a nominated senior officer. 

The immediate superior should reply orally as soon as possible and in any case within two working 
days and advise the aggrieved employee of the next stage. 

Stage II 

If the immediate superior is unable to give a satisfactory reply to the grievance, the employee shall 
notify, in writing, the relevant Director of the intention to appeal against the decision on the grievance. 
This notification must be given within fourteen days. 

The Director or other nominated senior officer shall acknowledge receipt of the notification of appeal 
within five days and shall also inform the Head of Personnel Services of the notification of grievance 
and have regard for any advice offered therefrom. 

The Head of Department shall arrange a meeting between a nominated senior officer and the 
employee aggrieved to discuss the grievance. The meeting shall be arranged, although not 
necessarily take place, within five working days and the written reply shall be made as soon as 
possible but in any event within five working days of such a meeting. 

Stage 111 

Where the employee remains dissatisfied, a written appeal may be submitted to Head of Personnel 
Services, within 14 fourteen days of receipt of the decision at Stage II above, requesting that the 
matter be referred to the Policy and Resources (Personnel Appeals) Sub Committee and outlining in 
detail the grounds of the grievance. 

The matter shall end at this point with the decision of the Committee.. 

Trade Union Representation 

While the matter of representation is entirely one for the employee, it would be anticipated that in 
normal circumstances, trade union representation will be selected from within the employee's 
department to ensure the matter is dealt with quickly and effectively. 
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Leavers 

Grievance Procedure Started Before the Employee Leaves 

If the grievance has been raised, and the grievance meeting has taken place before leaving 
employment, the employee will be notified of the outcome of the meeting and given the right to appeal. 

Equally, if the grievance has been raised but the meeting has not taken place before the employee 
leaves employment, then the manager must arrange a meeting and confirm the outcome of this in 
writing, giving the employee the right of appeal. 

Grievance Procedure Started After the Employee Leaves 

If the employee raises a grievance after leaving employment then they can opt to follow either the 
statutory standard procedure or the statutory modified procedure. 

The standard modified procedure is a three step procedure. 
0 The employee must set out in writing, within 28 days of leaving council’s employment, the 

grievance and the basis for it, and send this to the departmental Director. 

0 On receipt of the written grievance, the Director or nominated officer must arrange to meet with 
the individual. 

0 The Director or nominated officer must confirm the outcome in writing and inform the individual of 
the right of appeal. 

Alternatively if both parties agree in writing, the statutory modified two step procedure may be used. 

The employee must still put their grievance in writing, within 28 days of leaving the council’s 
employment, to the Director. 

The Director or nominated officer must give the response in writing but there is no right of appeal. 

If the individual fails to comply with either of these procedures and does not put the grievance, and 
the basis for it, in writing, then the Director or nominated officer is not required to take any action. 
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DISCIPLINARY PROCEDURES 

Purposes and Principles 

The Council aims to ensure that there will be a fair and systematic approach to the application 
of standards of conduct affecting its employees. The purpose of the Council's disciplinary 
policy, therefore, is to ensure the consistent application of a disciplinary procedure, and the 
fair treatment of individual employees. 

Each Director shall have delegated powers to enable them or their appointed Officers to take 
disciplinary action, in accordance with the Council's policy. Directors will be responsible for approving 
departmental rules and accepted standards of conduct and performance and ensuring these are 
known to all their employees. 

Managers should recognise the importance of informing their employees, at an early stage, when 
their performance or conduct does not meet acceptable standards. Such action, which should be 
regarded as informal action, should hopefully minimise the requirement to proceed to the formal 
disciplinary stages. 

Disciplinary action should not be taken against an employee until they have had the opportunity to 
state their case and be accompanied at a properly convened and conducted disciplinary hearing. 
Equally, employees will be entitled to representation in those circumstances where an official 
investigative process is established which appears likely to involve discipline of the employee(s) 
concerned. 

Managers and other Officers responsible for disciplinary issues should be adequately trained. 

Investigation 

Where an incident occurs which may be due to an employee's misconduct or performance a 
thorough investigation must be conducted. It is not recommended that Officers who investigate such 
matters ultimately take the decision to discipline an employee, however it is accepted in some 
instances, particularly where minor breaches of misconduct or performance occur, that this can 
satisfactorily be achieved without any bias on the part of the Manager. 

Investigations must be conducted swiftly and impartially. Statements should be produced in writing 
signed and dated and the investigating officer's report passed to the Officer convening the 
disciplinary hearing. 

Disciplinary Hearings 

The nominated Officer, having considered the investigation report, should decide whether disciplinary 
action may be required and if so convene a formal disciplinary hearing. Factors such as the nature 
and seriousness of the incident, the employee's previous work performance, training record and any 
mitigating circumstances determined at the investigation stage should be thoroughly assessed before 
coming to the decision to proceed to the formal disciplinary procedures. 

The employee should be notified in writing of the disciplinary hearing and the alleged charges to 
which he must respond. Employees should be given adequate notice of a hearing in order to make 
preparation and obtain appropriate representation. Investigating Officers should be available, if 
required, at the formal disciplinary hearing. The employee should be fully informed of all relevant 
evidence from the investigation and upon which the Disciplining Officer has relied. 

A personnel representative must be in attendance at all disciplinary hearings. 
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Disciplinary Action 

Following a properly convened disciplinary hearing, the following action may result:- 

Verbal Warning 

Where an employee's conduct or performance in his or her job is such as to warrant admonition, a 
verbal warning may be issued. It is expected this will arise as a response to minor breaches of 
conduct, performance etc. The Disciplining Officer must clearly state than an official verbal warning 
has been issued. The Officer must ensure that the employee clearly understands the reason for the 
warning and the potential consequences of repetition. The appeal procedure should also be 
confirmed. 

A record of the Verbal Warning should be lodged in the employee's personnel file, signed by the 
employee to ensure future authentication. 

Currency Period 

The Verbal Warning will remain "live" on the employee's file for a period of six months. After this time 
has elapsed the warning cannot be referred to when establishing any subsequent disciplinary action 
to be taken against the employee. 

Written Warnings 

If the disciplinary matter is of a serious nature, but does not constitute gross misconduct then a 
Written Warning, which may be a Final Written Warning, may be issued. The written decision should 
outline the grounds relied upon for the action and the consequences of a recurrence or commission 
of subsequent, different acts of misconduct. The appeal procedure should also be confirmed. 

Currency Periods 

The Written Warning will remain "live" on the employee's file for a period of nine months. After this 
time has elapsed, the warning cannot be referred to when establishing any subsequent disciplinary 
action to be taken against the employee. 

The Final Written Warning will remain "live" on the employee's file for a period of twelve months. 
After this time has elapsed, the warning cannot be referred to when establishing any subsequent 
disciplinary action to be taken against the employee. 

Punitive Action 

In addition to the issue of a warning, there may be circumstances where the gravity of the action 
warrants punitive action such as the withholding of an increment or a reduction in grade (demotion). 

All punitive action will be recorded on the employee's file, for a period of twelve months and will be 
taken into account in the event of a recurrence or commission of subsequent, different acts of 
misconduct. 

Currency Periods of Disciplinary Action 

After the time limits noted above, disciplinary action shall not be held against an employee involved in 
any further disciplinary incident except where the employee's conduct is satisfactory throughout the 
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period the warning is in force only to become unsatisfactory again shortly thereafter. Where a pattern 
of behaviour like this emerges and there is evidence of abuse, the employee's overall disciplinary 
record shall be borne in mind in deciding both the level and duration of any subsequent action. 

Dismissal/Summary Dismissal 

Directors or their nominated senior Officers may dismiss employees who have failed to respond to 
corrective disciplinary action and who persist with acts of misconduct or poor performance. 

Normally an employee should not be dismissed for a first offence unless the offence is deemed to be 
gross misconduct. 

The disciplining Officer shall notify the employee in writing, outlining the grounds relied upon for the 
decision and advising the employee of his or her right to appeal. 

Gross Misconduct 

Where an act of misconduct is deemed to be gross misconduct, there shall be no entitlement 
to notice and the employee may be dismissed summarily. 

It is not possible to categorise definitely the conduct of an employee, which will entitle the Council to 
dismiss summarily. It should also be borne in mind that not only the nature of the conduct but also 
the degree (seriousness) of it must be considered, as well as the surrounding circumstances. The 
question must, in any event, be decided in relation to the facts and the contractual terms and 
conditions governing the employee, including explicit departmental rules. 

The following conduct may be of a kind to justify summary dismissal, (a) assault, including physical 
assault, verbal assault or sexual harassment; (b) dishonesty including falsification and fraud; (c) 
malicious damage to Council property; (d) disclosure of confidential information; (e)refusal to obey a 
lawful and reasonable instruction; (9 flagrant breach of health and safety regulations; (9) breach of 
professional ethics, and (h) flagrant breach of established departmental practices. 

The above list is not categorised definitively. Individual departments will have the right in conjunction 
with the Head of Personnel Services to detail specific rules which they consider if broken would 
justify summary dismissal. Any such rules must be clearly notified to employees in writing. 

Appeals Against Disciplinary Action 

It is open to an employee to appeal against any disciplinary action taken against him or her. In the 
case of punitive action or dismissal the employee shall have a right of appeal both at 
departmental level and committee level. 

The Director, or his nominated Officer, who should be a senior Officer to the disciplining Officer, 
should convene a meeting with the appellant, and his representative, where appropriate, and the 
disciplining Officer. A Personnel Officer should be in attendance at all appeal hearings. Where the 
appeal is against punitive action or dismissal, personnel representation will be provided by 
the corporate personnel service. In such cases, the Director or nominated Officer shall notify 
the Head of Personnel Services, immediately, 
of the notification of appeal. 

Following the meeting, the decision of the appeal panel, which shall be final, except in cases of 
dismissal or punitive action, will be either to (a)uphold the appeal and rescind the action taken; (b) 
uphold the appeal in part which may result in the level of action being reduced, or (c) dismiss the 
appeal. 
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The decision of the appeal meeting should be issued to the employee, in writing, within five days of 
the hearing. 

Where the appeal is lodged against dismissal or punitive action, the employee shall have a further 
right of appeal to the Policy and Resources (Personnel Appeals) Sub-Committee. The appeal should 
be lodged, in writing, with the Head of Personnel Services, within 14 days of notification of the 
departmental appeal decision. 

Equally, in cases where the disciplining Officer is the Director of a department, the appeal shall be to 
the Policy and Resources (Personnel Appeals) Sub-Committee. 

Suspension 

During disciplinary investigations, it may be prudent to suspend the employee where (a) the 
investigation may be otherwise impeded or (b) the workplace may be disrupted, in coming to a 
decision on suspension, Managers should consider the seriousness of the offence and the likelihood 
of repetition. Suspension shall always be with pay and should be for as limited a period as 
possible, subject solely to the investigation being completed. Suspension is not regarded as 
punitive nor should it be utilised in this manner. Upon suspension, the employee shall 
immediately leave the place of work. There is no right of appeal against suspension. 

Miscellaneous 

(a) Trade Union Representation 

While the matter of representation is entirely one for the employee, it would be anticipated 
that in normal circumstances, trade union representation will be selected from within the 
employee's department to ensure the matter is dealt with quickly and effectively. 

(b) Action Against a Trade Union Representative 

Specific legislation exists which protects Trade Union Representatives personally involved in 
a disciplinary situation. Therefore no disciplinary action should be taken against a trade union 
representative until the circumstances of the case have been discussed with a full time 
Official. The Head of Personnel Services should be advised if such an instance should occur, 
prior to any disciplinary process being set in motion. 

(c) Third Tier Officers 

Where the employee is a third tier officer , the disciplinary matter should be referred to the 
Head of Personnel Services who will ensure representation from corporate Personnel 
Services. 
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