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1. GENERAL

1.1 National Scheme of Conditions of Service

As indicated in the letter of appointment, staff are appointed subject to the Scheme of Conditions of Service of the Police Staff Council (PSC).

The constituent organisations of the PSC are committed to negotiate nationally on a framework of recommended pay and conditions for police staff employed by Police Authorities in England and Wales who work under the direction and control of Chief Constables.

A copy of the current national terms and conditions from the PSC can be found on the intranet or by contacting the HR Department.

1.2 Local Agreements

Certain Terms and Conditions are subject to local negotiation.  However, these will not be any less favourable than those determined by the PSC.

2 APPOINTMENT

2.1 Non-Police Authority Work

a) Decisions as to whether additional employment conflicts with or reacts detrimentally to the Police Authority’s interest or in any way weakens public confidence in the conduct of the Police Authority’s business will be taken by the Chief Constable

b) Any member of staff engaging in employment or membership of Government bodies, the Territorial Army or Council Elections has a duty to inform the Chief Constable.

2.2 Age Limits

Staff shall not be employed after attaining 65 years of age, unless such employment has been approved by the Chief Constable.   Approval may be given for a maximum period of 6 months at a time and only if the following conditions are satisfied:

a) The employee is medically fit and willing to be employed, and

b) it has not been possible to fill the employees post, and

c) the needs of the Police Authority justify such employment

2.3 Probation upon Appointment

The appointment of new entrants to the service of the Police Authority shall be subject to a period of probation not exceeding six months but may be extended in a particular case where a longer period is felt to be necessary.  During this period the member of staff will be expected to establish his/her suitability for the appointment. 

However, where an employee has transferred from another Force, they will not be subject to this six month probationary period.

2.4 Performance and Development Review (PDR)

The PDR Scheme exists:

· To cascade the Force’s priorities and objectives throughout the organisation so that everyone is clear how their role contributes to achieving these and improving Force performance.

· To assess an individual’s performance in relation to

-
the achievement of their objectives


-
the skills required in their role


-
and to give them constructive feedback and support.

· To identify an individual’s training and development needs and to evaluate what effect previous training and development has had on their performance.

2.5 Termination of Employment

The notice to be given by Lincolnshire Police Authority is that which is set out in the contract of employment (see below) or the minimum statutory entitlement whichever is the greater.

The periods of notice required to terminate a member of staff’s appointment are:

a) Staff employed on a grade up to SCP 24 – not less than 4 weeks notice.

b) Staff in grades SCP 25 - 29 (or equivalent) – 2 month’s notice on either side

c) Staff in grades of SCP 30 and above (or equivalent) – 3 month’s notice on either side

Notice should be in writing to the Director of Human Resources, via the Head of Department/Divisional Commander.

All staff are invited on a voluntary basis to give greater than their contractual notice period wherever possible.

2.6 Appeals against dismissal

Appeals against dismissal are to be heard by the sub-committee of the Police Authority.  Further provisions relating to the consideration of such appeals are set out within the procedures for dealing with discipline.

2.7 Equal Opportunities

Lincolnshire Police is committed to developing a culture in which individuals are treated openly and fairly with dignity and respect.  We seek to provide a working environment, which is free from discrimination and from any form of harassment.  In operating recruitment and other personnel policies, the Force develops and practises positively the concept of equal opportunities for all.

2.8 Period of Continuous Employment

a) A member of staff’s period of continuous service will be the date of commencement of employment with a Force.

b) For members of staff appointed as Police Staff on or after 1 September 1996, only continuous previous employment with a Police Authority will be included in calculating entitlement to :

· Maternity pay/leave

· Sickness allowance

· Annual leave

· Redundancy payments

3 SALARIES

3.1 Job Evaluation

Jobs are evaluated using the Lincolnshire Police PricewaterhouseCoopers scheme.  

3.2 Appeals against outcome of the job evaluation

The Job Evaluation scheme details provisions relating to the consideration of such appeals.  Appeals should be submitted, using the correct form, to the Director of Human Resources.
3.3 Award of Increments

Increments are payable on the 1 April each year.  Those employees who have completed less than 6 months service on 1 April will receive their first increment at the 6 months service completion point.  Further increments will be payable on 1 April in successive years until the maximum of the scale is reached

Increments may be accelerated within an employee’s scale on the grounds of special merit or ability, subject to the maximum of the scale not being exceeded.

An increment may be withheld or progression through the scale may be delayed due to the poor performance of a member of staff.  Any increment withheld may be paid subsequently if the employee’s services become satisfactory.

3.4 Temporary Higher Responsibilities

Temporary higher responsibilities shall be recognised after a period of fifteen calendar days by the payment of an additional pay point(s) as appropriate.  Payment will be backdated to the first day the member of staff took up  higher responsibilities.  When the higher responsibilities are removed, then payment would revert to the original point on the scale.

3.5 Payment of Salaries

a) Salaries will be paid on a four weekly basis, half way through each pay period, and thus will be two weeks in arrears and two weeks in advance.

b) Payment of salary will be made by a direct credit of net pay to a bank account specified by the member of staff.

c) UNISON subscriptions will, with the agreement of the member of staff concerned, be deducted from salary payments and subscriptions so collected will be paid over to UNISON on a four weekly basis.

3.6 Recovery of Overpayments

Where an overpayment of salary or allowances occur Lincolnshire Police Authority reserves the right to recover such overpaid monies by deducting them from future payments.  Staff will be notified in writing of the overpayment.  The method of deduction and the amount of each deduction will be negotiated on a basis reasonable to both Lincolnshire Police and the member of staff involved.

4
TRAVELLING ALLOWANCES


Members of staff requiring the use of motor vehicles for the efficient performance of their duties will be eligible to receive allowances for the use of their cars on business only after authorisation, in accordance with the prevailing payment scales.

4.1
Car Allowances – Essential Users

Staff shall be paid essential users’ allowance, where it is considered that the duties are of such a nature that it is essential for a motor car to be at their disposal whenever required.

4.2
Car Allowances – Casual Users

Members of Staff who use their private motor cars for the performance of their official duties, but whose duties do not merit essential user allowances, shall be paid casual user’s allowance in accordance with the prevailing mileage rates 

4.3
Car Allowance – Scale of Payment

For the allowances and mileage rates payable, please refer to the current scale of payment

4.4 Additional Travelling Expenditure

If at any time, a member of staff’s principal place of work is altered by Lincolnshire Police Authority, then they shall be reimbursed for additional travelling expenditure for a reasonable period, in accordance with current protection policy.

4.5
Claims for Travelling Allowances

Claims for travelling allowances should be submitted 4-weekly, and as soon as possible after the end of the period in respect of which the claim is made.   They shall be submitted to the Finance Department at Headquarters or Divisional Administration Departments.

4.6 Travelling/Disturbance Allowance

Reorganisation within the Force may lead to the redeployment of Police Staff who may therefore incur additional expenses, through extra daily travel and/or the possibility of a residential move.

5
SUBSISTENCE ALLOWANCES

5.1
Employees should be reimbursed other expenditure incurred in the course of duty provided it is necessary; reasonable; additional to what the employee would otherwise have incurred; and backed by a receipt.

5.2
Receipted claims are required for all meal allowance and subsistence claims.  Reimbursement will be of actual expenditure – subject to the maximum amounts payable, which will be published from time to time throughout the Force.

6
TELEPHONE ALLOWANCES

6.1
Telephone Allowances to cover the cost of installation, rental and the cost of official calls, shall be paid to such members of staff as are considered to require telephones at home, either in order that the public may contact them or for organisational reasons connected with the running of services outside normal office hours.  The provision of mobile telephones and/or pagers may also be provided where these are needed for the execution of duty.

7
RELOCATION ALLOWANCES

7.1
Advertisements for posts will state whether relocation allowances, including lodging allowances, will apply to a particular post.  Full details of the scheme will be given to eligible staff as part of the appointment procedure.

8
WORKING TIME ARRANGEMENTS

8.1
Length of Working day

8.1.1
All full time day-working staff will normally work :

0830 – 1700
Monday – Thursday

0830 – 1630
Friday


with one hour unpaid refreshment break.
8.1.2
All full time staff working shifts will be rostered for a span of duty to include a minimum of 30 minutes daily unpaid refreshment break providing for an average of 7.4 hours of time worked per day over not more than a 10 week cycle. No enhancement to pay will be made if the break is not taken.  Where exigencies of duty prevent a refreshment break at the usual time, provision must be made at some other time during the shift.  Changes to agreed shift patterns should be subject to full consultation with UNISON. 

8.1.3
Part time staff will normally be rostered for not more than 9 hours per shift and should be provided with a minimum of 0.5 hours refreshment break where 6 hours or more are worked.

8.2
Shift Allowances

Where working patterns regularly include working unsocial or additional hours, a salary element may be added in order to recognise these commitments.  

8.3
Refreshment Allowances

8.31
Shift workers who normally work an 8-hour duty are entitled to claim for payment of a Refreshment Allowance where they are required to work a shift of 10 or more hours.

Such claims must, however, meet the normal criteria for payment in respect of meals, i.e. that the individual is unable to take a meal in the normal way and as a consequence incurs additional expenditure in providing one.

8.3.2
Where a shift worker is required to work a 12 hour span of duty:

The first 8 hours will be as above;

During the next 4 hours of duty a break of 0.5 hours will be permitted subject to the exigencies of duty.  No deduction of pay will be made for the time taken and no enhanced payment will be made if the break is not taken

8.4
Rest periods

8.4.1
Shift rosters should be planned and published in advance, designating an average of 8 rest days per 28 day period or to provide for an average of 37 hours worked per week.

8.4.2
A minimum daily rest period of 11 consecutive hours per 24 hour period should be provided.  Where such rest period is not possible, provision should be made for an interval of not less than 8 hours between the end of a period of planned duty and the beginning of the next planned period of duty. 

8.5
Re-Rostering of  Rest Days

8.5.1
In the event of rest days being rostered with:

< 8 days’ notice

payment at the appropriate rate and time off in lieu

> 8, <15 days’ notice

payment at the appropriate rate or time off in lieu

> 15 days’ notice

alternative rest day rostered

8.5.2
The appropriate rate of compensation is :

0001 - 2359 hours Monday to Saturday
Time and one half

0001 - 2359 hours Sunday


Double time

0700 - 0659 Public Holidays


Double time plus one day in lieu

Time off will be recorded on the relevant form, normally as 7.4 hours per day.  Any compensatory time off in lieu must be applied for within 3 months of the date of accrual. No allowance in respect of the day in question shall be payable after this period.  This 3 month period will normally be adhered to unless it can be shown that the exigencies of duty have prevented this time from being taken.

8.5.3 Where a rostered shift is changed with less than 72 hours notice, which alters the original start time by three hours or more, an additional day’s salary at plain time rate is payable.  The requirement to work overtime before a planned shift does not constitute a short notice change to a rostered shift.

8.6
Part time Workers

Part time workers are subject to the same terms and conditions of employment as full time.  Over time is at plain time until a weekly total of 37 hours is reached.

8.7
Standby and Call Out Payments

Payments will be made in respect of standby and call outs undertaken.  

9
LEAVE

9.1
The annual leave year is 1 April to 31 March.

9.2
Calculation of annual leave entitlement

b) The annual leave entitlement for all Police Staff is as follows:-

	SCP
	LESS THAN 5 YEARS
	MORE THAN 5 YEARS

	1-17
	23 days
	28 days

	18-24
	24 days
	29 days

	25-36
	27 days
	32 days

	37+
	28 days
	33days


b) The minimum annual leave entitlement (SCP 1-17 with less than 5 years service) will always be one day more than the national minimum leave entitlement agreed by the Police Staff Council.  

c) An employee required to work on a public holiday as part of his or her rostered working week shall, in addition to the normal pay for the day, be entitled to payment at single time plus time off in lieu at single time.

Leave for general or public holidays will be granted at the rate of 1/5 of the normal week.

i.e.  37/5 = 7.4 hours and 18.5/5 = 3.7 hours for full and half-time workers respectively.

d) Those members of staff starting or leaving employment during the year are entitled to leave proportionate to the number of completed months of service during the year.   Leave shall be taken at times agreed between managers and members of staff

e) A maximum of 5 days may be taken forward to the next leave year.   Any application to carry forward more than 5 days must be made to the Director of Human Resources via the Divisional Commander/Head of Department.   Approval would normally only be given where the exigencies of duty or an injury on duty have prevented such leave being taken in the relevant year.

f) Your annual leave is not affected by your maternity leave and will therefore accrue throughout the whole of your maternity period.  However normal rules apply and you will only be able to carry 5 days over into the next leave period.  Therefore you may wish to add a period of annual leave to the beginning of your maternity leave.

g) In the event of an employee falling sick whilst on annual leave, or being unable to fulfil holiday arrangements as a result of an on-going illness, then application may be made for reinstatement of that portion of annual leave affected by that illness.  However, staff who are absent on sick leave and decide to take a pre-arranged holiday will not have leave reinstated on their return to work.

h) On Termination of Employment, payment may only be made in lieu of statutory annual leave not taken.

9.3
Sickness Leave

Sickness payments will be made in accordance with the table below and subject to the provisions made in the Managing Attendance Policy.

	DURATION OF SERVICE
	FULL PAY
	HALF PAY

	During 1st year
	1 month
	2 months

(only after completing 4 months service)

	During 2nd year
	2 months
	2 months

	During 3rd year
	4 months
	4 months

	During 4th & 5th year
	5 months
	5 months

	After 5 years
	6 months
	6 months


9.4
Special Leave/Time Off Provisions

Leave of absence for extraneous duties shall not be given or taken in any case where, in the judgement of the Chief Constable, the work of the department would be detrimentally affected.  Leave of absence for extraneous duties shall not exceed in any period of twelve months, an aggregate total of 18 whole days or 36 half days (for JP or committee duties) and 9 whole days or 18 half days for other extraneous duties.

a)
Territorial Army/Royal Auxiliary Training

Five days additional leave per annum shall be granted for Summer Camp.


b)
Health Screening


Necessary paid time off shall be granted for the purpose of all health screening.

c)
Medical/Dental Visits

Where necessary, paid time off shall be provided for, however, appointments to be made where possible out of work time. Ante-natal care is legislated for separately.

d)
Paternity Leave/Maternity Support

Your entitlement is detailed in the Maternity Handbook available on the intranet or through the HR Department.

e)
Adoption Leave

Your entitlement is detailed in the Maternity Handbook available on the intranet or through the HR Department.

f)
Removal Leave

Employees are entitled to 3 days paid leave for transfer between stations requiring a house move for family or welfare reasons.

g)
Compassionate/bereavement leave

Employees are entitled to ½ day for local funerals, 1 day for a non-local funerals or funeral of a near relative. 

Up to 5 days paid leave shall be granted for bereavement, serious illness of near relative, or some other compassionate reason approved by the Divisional Commander or the Head of Department.

Individual cases for unpaid leave or longer paid leave should be referred to the Director of Human Resources.

h)
Public Duties

Such public duties may include Parish Council, JP, Local Authority Committee, School College Governor etc, for which a maximum of 9 days leave (aggregated) may be taken.

Permission to take up position should be approved by the Chief Constable prior to acceptance, (likely future commitment to be detailed in application) 

i)
Examination/Study Leave

i)
Leave with pay may be granted for examinations.

ii)    
Up to 5 days per annum paid pre examination leave may be granted.

iii)
Up to 15 days annual paid study leave is provided for correspondence course students.

j)
Time Off for Sport

National Police Life Saving and First Aid Comps – 8 hours training per week for 3 months.

Police Athletics Association
– up to 8 hours paid time off.

Non Police Athletics Association – up to 4 hours paid time off (in own time if on a day other than a working day).

10
REDEPLOYMENT
(including Protection for staff whose posts are downgraded)

a)
Where the downgrading is a result of redeployment, redundancy or compulsory transfer, the salary of the individual will be protected.  The period and level of protection is detailed in the Protection of Earnings Policy.

b)
The protection of staff whose posts are downgraded by job evaluation is also covered by the Protection of Earnings Policy.

11
MEMBERSHIP OF A TRADE UNION

The Police Authority as your employer supports the system of collective bargaining in every way and believes in the principle of solving industrial relations problems by discussion and agreement.   For practical purposes, this can only be conducted by representatives of the employers and the employees.  If collective bargaining of this kind is to continue and improve for the benefit of both, it is essential that the employee’s organisations should be fully representative.   

You have the right to belong to a Trade Union and to take part in its activities without any detriment.   You also have the right not to belong to a Trade Union. 

12
GRIEVANCE PROCEDURES *

13
DISCIPLINE PROCEDURES *

14
HEALTH AND SAFETY AT WORK *

*
Full details of these policies can be found on the Lincolnshire Police intranet.

Terms and Conditions – September 2005 (amended 14.3.06)
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