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9 AGENDA ITEMS 

a. To approve casual worker agreement (Appendix F) 
b. To approve contract of employment (Appendix G) 
c. To note employee and applicant privacy notices, formal letter of employment, and 

worker offer letters. (Appendix H) 
 
10 EXCLUSION OF THE PRESS AND PUBLIC 

In accordance with s1(2) of the Public Bodies (Admission to Meetings) Act 1960, the 
press and public will be excluded from the meeting during consideration of the 
following items by reason of their confidential or special nature: staffing (Library pay 
grading update, Disciplinary, Salary budgets 2026-27). 

 
11 CONFIDENTIAL AGENDA ITEMS 

a. Verbal report from Deputy Clerk on current staffing matters. (Appendix I to be 
circulated on ‘pinks’ at the meeting) 
b. Pay estimates 2026-27. To review the data that informs the budget setting process. 
(Appendix J to be circulated on ‘pinks’ at the meeting) 

 
12 READMITTANCE OF THE PRESS AND PUBLIC  

Press and public will be permitted to rejoin the meeting following the conclusion of the 
confidential items. 

 
13 DATE OF NEXT MEETING 
 Monday 19 January 2026 starting at 7pm 

 
14 ITEMS FOR FUTURE MEETINGS 

 

 
David Rodda MBE 

TOWN CLERK 
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the Chairman of the Finance and General Purposes Committee.”  
          S/25/697 
 

6 DEPUTY TOWN CLERK REPORT        
The report was noted.        S/25/698 

 
7 CHAIRMAN’S REPORT         

None.          S/25/699 
 
8 CORRESPONDENCE  

None.          S/24/700 
 
9 STANDING ITEMS      

a. Health and Safety Issues 
The report was noted.         S/25/701 
 
b. Training - E-learning 
Further information was available at Agenda Item 10 a.   S/25/702 
 
c. HR Report 
It was agreed that in the next report a. the key to the number of staff piechart 
list the % of staff and b. the weekly hours of work per Department doughnut 
chart show the Café staff as a separate entity. The report was noted. 
           S/25/703 
d. Recruitment 
The Deputy Town Clerk added that a new Countryside Ranger had been 
appointed, and he is due to commence employment with the Council on 17 
November 2025. The report was noted.       
          S/25/704 

10 AGENDA ITEMS 
  
 a. IMPLEMENTATION AND MANAGEMENT OF WORKNEST ELEARNING PLATFORM 

The successful internal setup and configuration of the WorkNest eLearning 
platform was noted.        S/25/705 
 
It was proposed by the Chairman, seconded by Councillor Green, and  
 
RESOLVED that: 

1. The continued development of job-specific training pathways as part 
of the next phase of the programme, ensuring training remains 
relevant, proportionate, and legally aligned, be supported. 

2. In principle the upgrade to the LearningNest Enterprise package from 
2026–27 be approved.       S/25/706 

 
RECOMMENDED TO FINANCE AND GENERAL PURPOSES COMMITTEE to resolve 
to upgrade to the LearningNest Enterprise package from 2026–27, and that 
the additional cost be included in the 26/27 budget setting process. 
           S/25/707 
 
b. OPERATIONAL IMPROVEMENT FOR HR AND TRAINING RECORDS 
The report was noted.  
 
It was proposed by Councillor Green, seconded by Councillor Douglas-Martin 
and  
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RESOLVED that the Committee approve in principle to contract with 
PeopleNest system from 2026/2027 financial year.    S/25/708 

 
RECOMMENDED TO FINANCE AND GENERAL PURPOSES COMMITTEE that it 
resolves to change the supplier of its internal HR system from April 26, and that 
the cost be included in the 2026/2027 budget setting process.  
           S/25/709 
 
c. FOSTERING POLICIES 
It was proposed by Councillor Mepham, seconded by Councillor Green, and  
 
RECOMMENDED TO COUNCIL that it affirms that this authority will make 
parental leave available to those with parental responsibilities but who do not 
fall under the legal definition.        S/25/710 

 
11 EXCLUSION OF THE PRESS AND PUBLIC      
 It was proposed by the Chairman, seconded by Councillor Green, and  

 
RESOLVED that in accordance with s1(2) of the Public Bodies (Admission to 
Meetings) Act 1960 the press and public be excluded from the meeting 
during consideration of the following items by reason of their confidential or 
special nature: staffing (ill health, contracts, and grading).   S/25/711 

 
12 CONFIDENTIAL AGENDA ITEMS 

a. VERBAL REPORT FROM DEPUTY CLERK ON CURRENT STAFFING MATTERS 
The Deputy Town Clerk updated the Committee on a number of cases of 
long-term ill-health in the Council which were currently being monitored. The 
report was noted.         S/25/712 
 
b. EMPLOYMENT TERMS AND CONDITIONS AND CONTRACTUAL MATTERS 
(i) It was proposed by Councillor Douglas-Martin, seconded by Councillor 
Green, and  
 
RESOLVED that the Deputy Town Clerk, in relation to a group of particular  
staff highlighted at the meeting, a. investigate when the apparent disparity 
in pay occurred; b. consult the Council’s HR consultant regarding the TUPE 
contracts, and c. conduct further research as necessary, prior to reporting 
back to the next Staffing Committee meeting in November 2025 to feed into 
the Council’s budget process.      S/25/713 

  
(ii) Members commended the Town Clerk for achieving the CILCA qualification 
sooner than expected. 
 
It was proposed by the Chairman, seconded by Councillor Douglas-Martin, 
and  
 
RESOLVED TO RECOMMEND TO COUNCIL that the Town Clerk be awarded an 
additional SCP point from 1 October 2025.     S/25/714 

        
13 READMITTANCE OF THE PRESS AND PUBLIC      

The meeting was re-opened for press and public access.  S/25/715 
 

14 DATE OF NEXT MEETING         
Monday 17 November 2025.      S/25/716 
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15 ITEMS FOR FUTURE MEETINGS        
None.          S/25/717 

 
The meeting closed at 20:14 
 

 
------------------------------------------  

CHAIRMAN 
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November 2025 – Staffing Report – Deputy Clerk/RFO 

AGAR Assertion 10 – progress update 

Data Protection training for Councillors will be available by year end. CALC are 
facilitating training via Breakthrough communications specifically tailored to 
Councillors. 

Staff training on GDPR guidelines and implementation of procedures will be 
embedded by end Q4. 

Cornwall Pension 

I attended the Cornwall Pensions Scheme Triennial Valuation presentation.  Topics 
included the LGPS fund, how it works and the set up (defined benefits) and the 
statutory requirements to have the actuarial valuation every 3 years to check the 
fund’s solvency and manage risk. The goal of the valuation is to make sure there is 
enough money to pay the benefits.  The valuation used results as of 31st March 2025.  
Hyman’s reported a funding surplus of 118%, better than the 2022 position of 95% - a 
deficit. There have been positive asset returns over the last 3 years despite a 
‘challenging’ inflationary environment. You can see the draft report with the Finance 
and General Purposes Committee agenda and associated documents, with the 
final version being published in December along with the Funding Strategy 
Statement.  You will note the changes in TCC percentage employer contribution 
increased but the one-off lump sum payment will reduce from 1st April 2026.  This will 
lead to an approximate £6k reduction in the overall contribution that the Council 
would have paid if the levels had stayed the same. There hasn’t been a bigger 
reduction in contributions as a long-term strategy is important and not to pass on the 
tax burden – that would create intergenerational unfairness.  The Council has long-
term employees and is open to new entrants. 

Other presentations included information on the gender pensions gap and members 
having adequate pension provision in retirement.  I will request that the pensions 
team visit the Council to speak to staff about the value of additional voluntary 
contributions and the benefits of pension planning.  A Cornwall pensions 
representative spoke regarding the government directive that the local funding 
pool (9 members that also including Dorset Council and Devon LGPS schemes for 
example) needed to amalgamate with other LGPS funding pools in order to benefit 
from economies of scale on investment fees.  The government is also asking pension 
funds to invest locally.  However, it was noted that smaller schemes >£10m were not 
efficient in terms of the administrative work load and that investing in Cornwall 
would be a conflict of interest.  

Wellbeing 

A staff Christmas lunch (at own cost) is booked for the 19th of December, as well as a 
Christmas jumper day. 

Appendix B
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As part of the training budget, Council is trialling online yoga and wellbeing 
designed for the workplace; for stress and anxiety reduction, improved mood and 
focus. Cost is £225 for 3 months’ unlimited access for up to 20 employees. HR is 
assessing impact via surveys - before and after.  So far there are 10 volunteers for the 
programme.  I have attached the leaflet for further information.   

You will also note expenditure to date in training and payroll and personal 
expenditure.  There is also £1000 of annual Occupational Health checks sitting within 
parks health and safety budget. 
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6003 ADM
Trans. Date Narrative Debit
05/11/2025 21570 Staff Cover October 193.75
05/11/2025 21338 Staff Cover Septembe 1431.25
01/11/2025 20298 HR Monthly Retainer 1925.00
28/10/2025 21602 HSE Level 4 Assessment 250.00
14/10/2025 Payroll July August Sept 25 1030.95
01/10/2025 20298 HR Monthly Retainer 1925.00
29/09/2025 21337 Staff Cover August 522.31
03/09/2025 21302 rangers advert 45.00
01/09/2025 20298 HR Monthly Retaine 1925.00
29/08/2025 21317 Ill Health Retirement 800.00
12/08/2025 21082 DBS Checks 396.00
12/08/2025 21082 DBS Checks Admin Fee 120.00
07/08/2025 21092 Living Wage Accreditatio 282.00
01/08/2025 20298 HR Monthly Retainer 1925.00
31/07/2025 21099 GP Physician Assessment 400.00
31/07/2025 21088 Staff Cover July 881.25
25/07/2025 Payroll, April, May June 961.35
18/07/2025 21078 Admin Fee for DBS Checks 75.00
18/07/2025 21078 DBS  Checks 191.50
09/07/2025 21066 Staff Cover LIB June 25 731.25
03/07/2025 20944 indeed grass cut ad 33.00
01/07/2025 20298 HR Monthly Retainer 1925.00
01/06/2025 20298 HR Monthly Retainer 1925.00
15/05/2025 20498 DBS Library staff Admin fee 105.00
15/05/2025 20498 DBS Library staff 234.50
01/05/2025 20480 Recharge Pension 360.48
01/05/2025 20298 HR Services May 25 1925.00
24/04/2025 20468 OHP Review AM 375.00
22/04/2025 21312 Advert Facilities Manager 100.00
11/04/2025 20456 Admin Fee for DBS Checks 45.00
11/04/2025 20456 DBS Checks, EG, CS, DR 64.50
09/04/2025 Payroll Jan Feb Mar 25 943.95
03/04/2025 Breathe HR 1622.00
01/04/2025 20298 HR services Apr 25 1925.00

27595.04
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6000 PKS
Trans. Date Narrative Debit Credit
22/10/2025 Event Bright Cwl nature conference AC 10.00 0.00
05/09/2025 19917 RTV 900 BC PH MV 525.00 0.00
22/08/2025 Payroll Allocation 0.00 835.00
17/08/2025 20632 Hort Week Subscription 399.00 0.00
17/06/2025 19348 Hedge Cutter/Blower course B&H 370.00 0.00
10/06/2025 19343 Mower Course BC HG 300.00 0.00
10/06/2025 19342 Brushcutter/strimmer training 390.00 0.00
28/05/2025 20524 MEWP Training MV 225.00 0.00
23/05/2025 Rangers Hay Meadow course 80.00 0.00
25/04/2025 20080 Manual Handling Training 1100.00 0.00
16/04/2025 20099 First Aid Course x 7 1470.00 0.00

4869.00 835.00
4034.00
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Report to: Staffing Committee 
Date: Monday 17th November 2025 
Title: E-Learning and Training Update – Q3 2025-26  
Authors, 
Roles and 
Contact 
Details: 

Katrina Randhawa 
HR Compliance and Safety Officer 

Approval and clearance obtained from chair of committee: N/A 
Urgency Procedure(s) used? If yes include rationale. N/A 

 
Recommendation(s):  
 
1. That the Staffing Committee notes the contents of this report, providing an 

overview of progress on e-learning activity, departmental completion rates, 
and the ongoing development of job-specific training for 2026. 

 
 
 
1 Executive Summary 
1.1 This report summarises recent progress in addressing e-learning access barriers 

and supporting staff to complete mandatory training in line with Truro City 
Council’s 3-Year Training Matrix. It highlights the successful implementation of 
support measures, improvements in completion rates, and the next phase of 
work focusing on developing and embedding job-specific training aligned to 
operational and compliance requirements. 
 

2 Purpose of Report and key information 
2.1 The purpose of this report is to update the Staffing Committee on progress 

made in improving access to the Council’s e-learning platform and 
developing job-specific training in line with the 3-Year Training Matrix. These 
initiatives ensure that all employees have equal access to complete their 
mandatory training and that learning remains relevant to individual job 
specifications. By embedding sustainable local support measures and 
expanding role-based training for operational and compliance areas, the 
Council continues to strengthen its overall training framework, promote digital 
inclusion, and demonstrate its commitment to staff development, 
competence, and statutory health and safety obligations. 

2.2 Summary of Progress and Key Actions 
Q3 2025-26 – Addressing eLearning Access Barriers 

• Reviewed e-learning platform data to identify incomplete or inactive users. 
• Contacted line managers to confirm staff lacking computer access or digital 

confidence. 
• Delivering one-to-one and small-group support sessions at depots and offices. 
• Introducing designated access points (office/library computers) for training 

use. 
• Collaborated with IT and the e-learning provider to resolve login issues and 

reset accounts. 

Appendix D
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Outcomes: 
• To Improved overall departmental completion rates (see Appendix A for 

detailed statistics). 
• To Increased digital confidence and engagement among staff. 

Q4 2025-26 – Development of Job-Specific Training 
• Working with managers to map and assign role-specific training beyond 

mandatory modules. 
• Identifying additional training needs (e.g. Confined Spaces, LOLER, Hand–

Arm Vibration, Fraud Awareness, Disciplinary & Grievance Handling). 
• Creating a new “Job-Specific Training” by department within the 3-Year 

Training Matrix. 
• Scheduling delivery of high-priority modules during Q4 25-26 and Q1 2026-27. 

Expected Outcome: 
Each job role will have a defined and up-to-date list of specific training 
requirements, ensuring statutory, operational, and HSE compliance. 
(Further details are outlined in the eLearning Training Action Plan – Appendix 
B.) 

 
3 Benefits for Customers/Residents 
3.1 Ensures equitable access to training across all departments. 
3.2 Promotes consistent compliance with statutory and best-practice standards. 
3.3 Supports digital inclusion and confidence among all staff. 
3.4 Strengthens workforce capability, safety awareness, and service delivery. 

 
4 Relevant Previous Decisions 
4.1 The Council previously approved the implementation of the 3-Year Training 

Matrix as part of its workforce development framework. This report provides 
an update on the e-learning actions supporting that plan. 
 

5 Consultation and Engagement 
5.1 Consultation has been carried out with managers and staff across 

departments to identify e-learning access issues. Ongoing engagement 
continues through regular feedback from staff, managers, and “Digital 
Buddy” contacts to monitor participation and resolve any barriers to 
completion. 
 

6 Financial Implications of the proposed course of action/decision 
N/A 
 

7 Legal/Governance Implications of the proposed course of action/decision 
N/A – All actions align with statutory and HSE training requirements. 
 

8 Risk Implications of the proposed course of action/decision 
8.1 Low – Risk of non-compliance reduced through improved access, monitoring, 

and support. 
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9 Options available 
N/A  
 

10 Supporting Information (Appendices) 
10.1 Appendix A: Departmental eLearning Statistics Summary (Q4 2025) 
10.2 Appendix B: eLearning Training Action Plan (Q4 2025 – Q1 2026) 

 
11 Approval and clearance 

 
All reports: 
 
Final report sign offs This report has been cleared 

by (or mark not required if 
appropriate) 

Date 

Town Clerk 
(Required for all reports) 

David Rodda 11/11/25 

Deputy Town Clerk (Finance 
and HR)  
(Required for all reports) 

Esther Greig 11/11/25 
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Appendix A – Departmental eLearning Statistics Summary (Q4 2025) 

Overview: 
The table below summarises departmental completion rates for mandatory e-
learning modules as for 11 November 2025. The data reflects all staff with active 
accounts on the Council’s e-learning WorkNest platform and includes both 
permanent and fixed-term employees. 

Key Points: 
 Overall completion rate: 54 % across all departments. 
 Completion levels are highest within administrative teams and lower in several 

operational areas.  This position is likely to improve over the winter months as 
this is when operational teams usually complete their training. 

 Targeted support measures, including drop-in sessions and “Digital Buddy” 
assistance, are in place to improve access and completion rates during Q4 
2025-26. 

 

Departmental Breakdown: 

 

 

Overall compliance is developing steadily, with strong results in administrative areas 
and ongoing progress within operational teams. The continuation of support sessions, 
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shared computer access points, and local “Digital Buddy” guidance is expected to 
raise completion levels further during Q4 

Appendix B:  Action Plan – Addressing eLearning Access Barriers (Q4) and 
Developing Job-Specific Training (Q1) 

Introduction: 
This action plan supports the implementation of Truro City Council’s 3-Year Training 
Matrix by focusing on staff who have experienced difficulties accessing or 
completing mandatory eLearning modules. It outlines the practical steps taken to 
identify access barriers, deliver targeted assistance, and embed sustainable support 
measures to ensure all employees can meet their statutory and best-practice 
training requirements. Building on this foundation, the plan also introduces the 
development of job-specific training for employees whose roles present distinct 
operational or compliance risks, ensuring that learning is directly aligned with each 
post’s duties and job specification. 

Aim: 
To ensure that all staff who have faced login or digital access barriers are able to 
complete their mandatory eLearning modules through supported access or in-
person delivery, in line with the Council’s 3-Year Training Cycle. 

 

October – Assessment and preparation  

Objective: 
To identify all staff experiencing eLearning access or login issues and prepare 
appropriate support measures. 

Summary of actions completed: 
• Reviewed eLearning platform data to identify non-active users and 

incomplete training. 
• Contacted line managers to confirm which staff lack computer access or 

digital confidence. 
• Created a list of employees and sites requiring additional support. 

Outcome: 
• Comprehensive overview of staff training access across all teams established. 
• Priority list of staff needing one-to-one or site-based assistance created, 

forming the basis for Months 2 and 3 actions. 

 

November/December – Deliver targeted support (engagement phase) 

Objectives: 
• Provide direct support for staff unable to access or complete training online. 
• Improve overall participation and confidence in using the eLearning platform. 
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Key actions: 
1. On-site visits and drop-in sessions – Visit parks depots or arrange meeting 

sessions in the TCC office. Offer short (20–30 minute or as needed) assisted 
sessions for logging in and starting modules. 

2. Book one-to-one or small-group appointments – Support those needing extra 
help; use tablets and laptops. 

3. Technical coordination – Work with IT/eLearning support to reset passwords, 
confirm user accounts, and simplify login instructions. 

4. Provide alternative access – for those without computer access provide 
dedicated computer in the library corner or TCC office. 

5. Progress recording – Log all completions and support provided in the training 
record “attendance register”. 

Expected outcome: 
• The majority of previously affected staff have logged in and started or 

completed their training. 
• Improved digital confidence and engagement across teams. 

 

December – Monitor, record and sustain (embedding phase) 

Objectives: 
• Confirm that all staff now have functional access and ongoing support. 
• Embed sustainable measures to maintain access and compliance. 

Key actions: 
1. Follow-up progress check – Use platform reports to verify completions and 

identify any remaining gaps. 
2. Record interventions – Keep an audit trail of who received support, how, and 

when. 
3. Feedback collection – Request short feedback from staff and supervisors on 

the accessibility of training. 
4. Establish ongoing support structure. 

 “Digital Buddy” - nominate one confident staff member per site or team 
to act as a “Digital Buddy.” They can help others log in or restart modules 
when needed. - Helps reduce direct workload and provides peer support. 

 Library/Office access corner - keep one computer or laptop available in 
the TCC office or library corner for training use. - Ensures everyone has 
physical access, especially non-office or grounds staff. 

 Weekly “Support session” - Set a recurring weekly (to start with) drop-in 
session where I will be available to assist anyone stuck with login or 
module issues. - Normalises support, encourages accountability, and 
prevents backlog. 

 Managers Follow-Up- ask managers or supervisors to include training 
progress in monthly/weekly team briefings. - Keeps compliance visible 
and promotes completion culture. 
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5. Final review meeting – Present completion statistics and lessons learned for 
record and improvement planning. 

 

Final Expected Outcome: 

All staff have ongoing access to eLearning through regular local support including 
designated digital contacts, shared access points (office/library), and scheduled 
drop-in sessions. These measures ensure that digital barriers do not prevent staff from 
maintaining compliance within future training cycles. With eLearning access barriers 
largely resolved by the end of Q3, the Council will move into the next phase 
focusing on developing and embedding job-specific training during Q4 

 

 

Q1 2026: Development of Job-Specific Training 

Aim: 
To work with managers and supervisors to identifying and assigning job-specific 
training requirements that complement the Council’s 3-Year Training Matrix, ensuring 
all roles meet appropriate statutory and operational training standards. 

Objectives: 
• Define additional training needs specific to each job role. 
• Engage managers and supervisors in mapping and prioritising role-based 

modules. 
• Integrate job-specific training (e.g. Confined Spaces, LOLER, Hand–Arm 

Vibration, Fraud Awareness, Disciplinary and Grievance Handling) for 
employees whose roles present specific operational or compliance risks into 
the Council’s overall training framework. 

Key Actions: 
1. Hold consultation meetings with managers and supervisors to confirm 

required training by role. 
2. Use the eLearning catalogue and HSE guidance to identify relevant modules 

for each role type. 
3. Record agreed training in a new “Job-Specific Training” tab within the matrix. 
4. Schedule delivery or eLearning access for high-risk or specialist modules. 
5. Monitor progress and maintain training records alongside the main matrix. 

 

Expected Outcome: 
Each job role has an agreed, up-to-date list of specific training requirements, 
developed with managerial input and aligned to statutory, HSE/ACOP, and best-
practice standards. 
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Conclusion: 
This targeted plan ensures that all Truro City Council employees have equal access 
to the eLearning platform and the opportunity to complete their mandatory training 
in accordance with the 3-Year Training Matrix. By embedding sustainable local 
support measures and developing job-specific training for roles with defined 
operational or compliance risks, the Council strengthens its overall training 
framework, promotes digital inclusion, and ensures that learning remains relevant to 
individual job specifications. This approach demonstrates TCC’s continued 
commitment to staff development, competence, and statutory health and safety 
obligations.  
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Report to: Staffing Committee  
Date: Monday 17th November 2025 
Title: Quarterly HR Report  
Authors, Roles and 
Contact Details: 

 Mica Crook, HR Officer 

Approval and clearance obtained from chair of committee: Y / N 
Urgency Procedure(s) used? If yes include rationale. N 

 
 
Recommendation(s):  
 

1. To note the contents of this report.  
 

 
1 Executive Summary 
1.1 The Human Resources (HR) Department provides strategic and operational 

support to ensure the Council recruits, develops, retains, and supports a 
skilled, diverse and motivated workforce. 3 members of staff contribute to this 
department, which are the Deputy Town Clerk, HR Officer and HR 
Compliance and Safety Officer on a day-to-day basis, as well as the HR 
Consultant 3 days a month.  Our services are aligned with the Council’s 
priorities, promoting efficiency, compliance, and a positive workplace 
culture. This is reflected by the Council’s staff to deliver the current vision of 
making Truro a great place to live, work and visit. 

 
Core Service Areas  

1. Recruitment and resourcing  

- Workforce planning and vacancy management   
- Job design and evaluation (NJC Green Book)  
- Advertising and selection process management   
- Pre-employment checks and onboarding  

 
2. Employee relations and Case Management  

- Support with disciplinary, grievance, and capability procedures  
- Advice on employment law and Council policies  
- Mediation and conflict resolution 
- Trade union engagement and consultation  

 
3. Organisational Development and Learning 

 
- Staff training and development  
- Leadership and management development 
- Performance management and appraisal frameworks  
 

4. Pay, Reward & Benefits 
 
- Job evaluation and grading structures 

Appendix E
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- Pay and conditions advice (aligned with national and local 
frameworks)  

- Staff benefits and recognition schemes    

5. HR Policy & Compliance  
 

- Policy development and review in line with legislation, best practice 
(aligned with national and local frameworks) 

- Equality, diversity and inclusion (EDI) strategies  
- Safeguarding and safer recruitment  
- Audit, risk and data protection compliance  

 
6. Workforce Wellbeing and Support  

 
- Sickness absence and attendance management  
- Occupational health services  
- Mental health and wellbeing initiatives 
- Proposed implementation of Employee assistance programmes (EAP) 

 
7. HR Systems and Workforce Data  

 
- HRIS management (e.g. Breathe) 
- Workforce analytics and reporting 
- Support for FOI requests, audits and statutory returns 

 
Strategic HR Support  
  

• Culture Change and employee engagement  
• Workforce strategy development  

 
Service Delivery Approach  
 

• Partnership working with managers and departments  
• Professional, confidential, and legal complaint advice  
• Commitment to continuous improvement and user feedback  
• Focus on inclusive, fair, and ethical employment practices  

 
Contact and Access  
 

• Email & phone contactable  
• Notices circulated by Breathe  
• Internal and external contacts for support and advice  

 
2 Purpose of Report and key information 
2.1 To provide an update on what the HR Department has been working on over 

the past few months.   
 

2.2 HR Overview  
Please see the following summary overview of some of the items the HR 
Department have been dealing with over the last few months. Including a 
breakdown from Commissioning HR. 
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Staff Team Building Activity – October 2025 
Pumpkin Carving Competition  
15 teams took part in creating a pumpkin carving together. First, second, third 
and 2 highly commended places were given following judging by the Mayor.  
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December 2025 Planned Events for Staff  
Christmas Jumper Day  
Thursday 11th December 2025 
TCC staff to wear their best Christmas Jumpers and submit them for judging 
by the Mayor whilst raising money for the Mayor’s local charities  
 
Staff Christmas Meal  
Friday 19th December 2025 
TCC staff have been invited to attend a Christmas Meal before the end of 
2025 (this is paid for by the staff themselves) 
 
Pasty with the Mayor  
Tuesday 23rd December 2025 
In collaboration with the Mayor’s Secretary, organisation for a Pasty with the 
Mayor is being organised for just before Christmas.  
 
Investigations  
x1 – June 2025 
x1 – October 2025 
 
Disciplinaries  
x1 – November 2025 
 
Long-Term Sickness Cases  
x1 – Ill-health retirement/dismissal  
x1 - Continuous  
x1 - Continuous  
 
New Starters  
x1 – Countryside Ranger due to start mid-Nov 2025 
 
End of fixed-term contracts  
x1 – Park Assistant  
x1 – Park Attendant  
x1 – Café Assistant  
 
Current staff total – 71 (more details shown in the Organogram in this report). 
 
Staff numbers tend to reduce during the winter months following the 
additional staffing support obtained for the peak summer months. 

 
 2026/27 Training 
 A total of £25,000 has been put aside for training in 2026/27 
 

ILM (Leadership and Management) x3 - £3000 
This course equips managers with the knowledge and skills needed to lead, 
develop, motivate and engage their teams. The course also focuses on 
solving work-based problems to achieve tangible business improvements. 
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CIPD Level 5 (HR) x1 - £3000 
The next level up from a CIPD Level 3 where focus is placed on Employment 
relationship management, Talent management and workforce planning, 
Reward for performance and contribution.  

  
First Aid renewals - £3000 
Re-qualify existing first aiders to remain compliant and keep consistency. 

  
Parks & Amenities qualifications and renewals (various) - £10,000 

  
Mandatory e-learning/training through WorkNest – up to £5000 

 
 Conferences & Webinars - £1000 
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Commissioning HR Support Log 

Commissioning HR provide 300 hours’ worth of support each year. So far, the 
Council has used approximately half of the allowance which aligns with 
halfway through the financial year in which this runs within.  

Start Date  1st April 2025 
Retainer 
Hours Used 

Retained Hours   

3/4/2025 
On Site Day – Orientation and introductions to HR team 
and other staff at TCC 6.5 

9/4/2025 
Logins Set Up/ Breathe advice / Familiarisation with what 
documents have been sent to me 1 

10/4/2025 

On Site Day – Continued orientation and meet the staff, 
invited to attend the Parks Staff Meeting to meet the 
team and observe the monthly meeting 7 

25/4/2025 Updates re OH referral/ + stress RA 0.5 
29/4/2025 Emails re occ. health referrals/ Investigation review again 0.50 
30/4/2025 Catch up with Esther 0.5 

1/5/2025 
On Site Day – Monthly HR Meeting, Single Status Review 
and review various casework 

7.00 

13/5/2025 Call from Esther re deputy mayor/ Letter of Concern for 
XX case 

1.75 

15/5/2025 On Site Day – HR Contract and Library Contracts  7.5 
22/5/2025 Contract review & SW Councils Review 3 
4/6/2025 Initial response re agency worker complaint and brief to 

Emma 
0.50 

11/6/2025 Terms and Conditions Review - Library Comparisons 6.00 
12/6/2025 Day on Site – Casework update, contract work and 

library contract review  
7.50 

16/6/2025 XX Lateness and capability issue - response to Mica, 
review of appraisal doc, review of capability procedure; 
Research into TU v Staff Council, XX review of info from 
Mica 

1.50 

16/6/2025 Review of XX case - additional information 1.00 
17/6/2025 Union v Staff Council research and response 1.50 
17/6/2025 Review of Sickness Absence Policy - long term absence 

and discrepancy in SSA - found policy on sick pay is the 
same as the green book - different to as advised by SW 
Councils 

1.00 

18/6/2025 Occupational Health Account set up/ LGPS Pension Ill 
Health Retirement Research 

1.00 

19/6/2025 Day on site – Monthly HR Meeting and casework 
updates (various) 

7.50 

26/6/2025 Teams with XX re Visa issue and background research 0.50 
27/6/2025 Various Actions: incl. XX Absence Review and Ill Health 

Retirement Training/research 
4.00 
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2/7/2025 Visa issue 1.00 
2/7/2025 XX Review, email responses 2.00 
3/7/2025 XX Probation Query/ emails/ TU SSA Proposal 2.00 
3/7/2025 Call with Cornwall Pensions and email sent for 

clarification 
0.50 

4/7/2025 XX Review   3.00 
7/7/2025 TU Meeting agenda and catch up with Esther and Mica 0.50 
8/7/2025 Visa issue 0.75 
8/7/2025 XX Case and OH Referral 2.00 
9/7/2025 Day in Truro – Union Meeting, Absence Review meeting, 

Visa Meeting 
7.50 

10/7/2025 XX Occupational Health Referral late afternoon plus 
evening work 

4.00 

11/7/2025 XX Occupational Health Referral/  1.00 
14/7/2025 XX Occ. Health queries with Smart Clinic 0.75 
23/7/2025 On site Day – Monthly HR meeting & Contract work 7.00 
1/7/2025 Visa research 1.00 
2/7/2025 Visa research 1.50 
3/7/2025 XX 0.50 
7/7/2025 Visa research/advice 1.50 
8/7/2025 Advice note 1.50 
6/8/2025 XX OH follow up actions 3.00 
7/8/2025 XX OH follow up actions - various emails 1.50 
8/8/2025 XX Fixed term contract 1.50 
12/8/2025 AWOL discussion and process documents to Mica 0.50 
13/8/2025 Further call with Mica re AWOL and disruptive behaviour 0.25 
15/8/2025 Fixed term contract process and letters/ script and 

template policy sent 
1.00 

21/8/2025 Day in Truro – Monthly HR Meeting & Contract work 7.50 
28/8/2025 Day in Truro – Current case load review and Wellbeing 

and expectations meeting 
7.50 

 Draft Privacy Notices x 2 and Offer Letters x 2  4 
9/9/2025 Review of XX Occ. Health report and invite letter / Invite 

Letter to XX 1.5 
9/9/2025 1st draft of Casual Worker Agreement 2 
15/9/2025 XX RA review 0.5 
16/9/2025 XX Meeting checklist and Catch up with Esther and 

review of RA docs after 1.5 
18/9/2025 Day on site – Capability Meeting 7 
22/9/2025 Casual Worker Agreement Draft/ Finalising Employee 

and Worker offer letter/ Employee and Applicant Privacy 
Notices/ Sending XX IHR application 2.5 

25/9/2025 Day on Site – Monthly HR Meeting, Absence Review 
Meeting and going through current cases 7.5 

6/10/2025 XX Holiday v Sickness query 2 
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7/10/2025 Disciplinary call/support 0.25 
9/10/2025 Day on Site – Investigation Prep, potential initial 

disciplinary support and contract work 7.5 
 

* Initials of staff removed for confirdneitality reasons and replaced with XX. 

 

Page 30 of 83





  

Page 10 of 10 
 

 
3 Benefits for Customers/Residents 
3.1 Staff support helps to improve the productivity of Truro City Council which 

helps to deliver value for money for residents.  Diversity within teams can also 
aid productivity and engagement. 
 

4 Relevant Previous Decisions 
4.1  N/A 

 
5 Consultation and Engagement 

Consultation will take place with the Trade Unions as and when appropriate 
with various cases.  
 

6 Financial Implications of the proposed course of action/decision 
N/A 
 

7 Legal/Governance Implications of the proposed course of action/decision 
N/A 

 
8 Risk Implications of the proposed course of action/decision 

N/A 
 
9 Options available 
9.1 N/A 

 
10 Supporting Information (Appendices) 
 
11 Approval and clearance 

 
 
All reports: 
 
Final report sign offs This report has been cleared 

by (or mark not required if 
appropriate) 

Date 

Town Clerk 
(Required for all reports) 

David Rodda 11/11/2025 

Deputy Town Clerk (Finance 
and HR)  
(Required for all reports) 

Esther Greig 10/11/2025 
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In accordance with the Employment Rights Act 1996, this agreement written on 
[insert date] sets out the particulars on which Truro City Council (‘the Council’) of 
[insert Company address] engages [insert worker’s name]. 
 
This agreement does not constitute a contract of employment between you and 
the Council because its operation does not require any obligation on either party. 
Work will be offered to you on an “ad-hoc” basis as and when there is work to be 
done. You are free to accept or decline such offers of work.  For the avoidance of 
doubt, your legal status is that of a “worker”.  
 
1. Nature of Engagement  
1.1. When work is offered by Truro City Council, it will be in the capacity of a [insert 

role]. 
 
2. Commencement of Engagement  
2.1. Your engagement begins on [insert date]. 
2.2. No other period of engagement preceding this one is taken into account.  

 
3. Freedom to Work 
3.1. By signing this agreement, you are confirming that you are legally entitled to 

work in the UK. This is necessary for the Council to be able to give you work. 
 
3.2. You must tell the Council immediately if you lose your right to work in the UK 

while working for the Council.  
 
3.3. You also promise the Council that there is no other legal prohibition (including 

any contractual provision such as a restrictive covenant) on your ability to work 
for the Council in the way set out in this agreement.  

 
3.4. You agree to indemnify the Council against any liability and financial outlay 

the Council may incur as a result of your breach of obligations under this 
Freedom to Work clause. 

 
4. Probationary Period  
4.1. Your engagement is not subject to a probationary period. 
 
5. [Include for posts in regulated activity] DBS Certificate 
5.1. This engagement is subject to a satisfactory enhanced disclosure being 

obtained from the Disclosure & Barring Service. 
 
5.2. You are required to inform the Council immediately if you are the subject of a 

referral to the Disclosure and Barring Service (DBS), charged or convicted of 
any criminal offence or in receipt of a police caution, reprimand or warning; or 
if there is a formal child protection investigation in relation to you. 

 

Appendix F
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5.3. Disclosure of a criminal conviction will not necessarily de-bar you from this 
engagement with the Council depending on the nature of the offence, how 
long ago it was and what age you were when it was committed and any other 
factors that may be relevant to this appointment.  Failure to declare a 
conviction, caution or bind-over may disqualify you from engagement. 

 
6. Place of Work 
6.1. You will normally be required to work at/from [insert details specific to post].  
[OR] 
6.2. Due to the nature of the tasks to be undertaken by you, the location of work is 

likely to change for each period of work. You will therefore be informed of the 
location in advance of each period of work. 
 

6.3. [Optional] The performance of your role requires an element of travel 
throughout the city]. 

 
7. Working Abroad  
7.1. You will not be required to work outside the United Kingdom. 
 
8. Training Entitlements  
8.1. The Council will fund the following training for you, which you are required to 

undertake:  
[insert details – post specific] 

 
8.2. You are required to undertake the following training at your own expense: 

[insert details post specific – if none, explicitly state so.] 
 
8.3. You are also entitled to take part in various training courses which the Council 

may provide, or may arrange provision of via an external provider, from time to 
time. More information on the types of training will be made available to you. 

 
9. Hours of Work – EXAMPLES: Tailor this section for each role to suit how work is 

likely to be offered & worked 
9.1. Work will be offered to you on an ‘ad hoc’ basis as and when work is available. 

You are not guaranteed continuous work, and the Council are under no 
obligation to offer you further or particular periods of work. If the Council no 
longer have a need for you to perform work, the Council may terminate its 
engagement with you without further payment in accordance with the notice 
provisions set out in this statement. No contract shall exist between the Council 
and yourself in the periods between agreed periods of work. 

 
9.2. Due to the nature of your engagement, the hours of work offered to you are 

variable. Work may be offered to you on an hourly, daily, weekly or another 
basis. Because you can decline offers of work, you are not required to work on 
any given day. When work is offered, it [may be on any day of the week/will 
be on any day between [insert days, eg Monday to Friday]]. 
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9.3. When work is offered on any of the following days, it will be between the hours 
of: 
Monday ……………am to ……………pm 
Tuesday ……………am to ……………pm 
Wednesday ……………am to ……………pm 
Thursday ……………am to ……………pm 
Friday  ……………am to ……………pm 
Saturday ……………am to ……………pm 
Sunday  ……………am to ……………pm 

 
[OR] Alternative Wording 
9.4. The Council’s operational hours are [insert details]. Work will be offered to you 

on an "ad hoc" basis as and when there is a requirement for work to be done. 
You are free to accept or decline such offers of work.  

 
9.5. Work offered to you will generally be as follows: [Select from the paragraphs 

below] 
 
9.6. [insert amount] number of hours at any time between [insert time] and [insert 

time] on [insert days]. 
[OR] 
9.7. between the hours of [insert time] to [insert time] from [insert day eg Monday] 

to [insert day eg Friday].  
 
[Keep the following tailored clause in for all options chosen] 
9.8. The Council will notify you of the days and hours you will be required to work 

[insert details, eg one week] in advance. You will not normally be expected to 
work for more than [insert number] of hours per day or [insert number] hours per 
week. 

 
10. Fulfilment of Work 
10.1. Although there is no requirement for the Council to offer you work and no 

requirement on you to accept it when offered, the Council expect you to fulfil 
any periods of work that you have agreed to do and failure to do so may be 
seen by the Council as a breach of this Agreement and the Council may 
decide to terminate its engagement with you without further payment. If, for 
any reason, you are unable to fulfil agreed periods of work, you must notify the 
Council immediately. 

 
11. Secondary Employment 
11.1. Although you are free to engage in work with other organisations, if you 

already have or are considering any additional work, you should notify the 
Council so that it can discuss any implications arising from the current working 
time legislation. 

 
12. Break Entitlement 
12.1. You are entitled to an unpaid break lasting [insert number] minutes each day. 
 
 

Page 35 of 83



Written Statement of terms and conditions of 
engagement:  Casual Worker 

  Page 4 of 10 

13. Remuneration 
13.1. You will be paid £[amount] per hour to be paid monthly on the [insert day] of 

each month by bank transfer, in arrears.  
 
13.2. [Include any requirements and rules for submission of hours or timesheets]. 
 
14. Deductions from Pay 
14.1. You agree that deductions from your pay will be made for the following costs 

incurred by the Council in relation to your engagement. The Council expressly 
reserves the right to make these deductions: 

 
• any fines, penalties or losses sustained during the course of your 

engagement which were caused through your conduct, carelessness, 
negligence, recklessness or through your dishonesty or a breach of Council 
rules. 

• any damages, expenses or any other monies paid or payable by the 
Council to any third party for any act or omission by you, for which the 
Council may be deemed vicariously liable on your behalf. 

• on termination of engagement, any holiday pay paid to you in respect of 
holiday granted in excess of your accrued entitlement. 

• any other sums owed to the Council by you, including, but not limited to, 
any overpayment of wages, outstanding loans or advances, or relocation 
expenses for whatever reason. 

• any deductions otherwise entitled under this agreement. 
• where you have entered into a separate agreement with the Council, any 

outstanding costs detailed in the agreement. 
 
14.2. You understand and agree that the Council may make these deductions from 

all monies due to you or any monies outstanding at the end of your 
engagement. If outstanding monies are insufficient to cover the entire 
deduction, the Council will seek to agree a continuing repayment method with 
you to ensure that full funds are received. 
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15. Holiday  
15.1. Your holiday year begins on 1st April and ends on 30th March each year, during 

which you will accrue annual leave on the last day of each pay period at the 
rate of [12.07% or [insert other percentage if more than statutory minimum – to 
be agreed]] of the number of hours you have worked in that pay period (which 
is calculated based on [5.6 or [insert other percentage if more than statutory 
minimum]] weeks’ annual leave per holiday year inclusive of bank holidays). In 
accordance with current legislation, fractions of an hour will be rounded down 
to the nearest hour if they are less than 30 minutes or rounded up to the 
nearest hour if they are 30 minutes or more.  
 

15.2. It is the Council’s policy to encourage you to take all your holiday entitlement 
in the current holiday year. Any leave not taken by the end of the current 
holiday year, that cannot be carried forward, will be lost.  

 
15.3. During periods of sickness absence, your holiday entitlement will accrue at the 

rate of [12.07% or [insert other percentage if more than statutory minimum]] of 
your average weekly hours over the 52 weeks preceding the start of your 
absence. 

 
15.4. Your holiday pay will be paid to you at the rate of 12.07% [or [insert other 

percentage if more than statutory minimum]] of your normal pay for each hour 
worked in each pay period. Your holiday pay will be clearly identified on your 
payslip and will be paid to you at the same time as your remuneration on your 
usual pay date. As holiday pay will be included each time you are paid, you 
are strongly advised to set aside and save up the holiday pay in order that you 
have funds to draw on at the time you take holidays. You will be expected to 
plan and to take your full holiday entitlement each year. You will be paid 
holiday pay for annual leave that you accrue during periods of sickness 
absence in each pay period that you are off sick, based on the average 
holiday pay you were paid for each pay period during the 52 weeks before the 
start of your absence.  

 
15.5. You should give at least twice the length of the time you want to take off for 

notice of your intention to take holidays. All holiday bookings should be made 
using the Council’s HR Portal. 

 
15.6.  The Council will allocate agreed leave dates to take account of business 

needs and the arrangements made by other workers and its employees to 
ensure operational efficiency. The Council reserve the right to refuse leave 
requests, where you have already accepted work, if they conflict with the 
needs of the business. 

 
15.7. The Council may require you to take all or part of your holiday entitlement on 

specified dates and will give you twice as much notice as the amount of 
holiday the Council require you to take. 
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15.8. You will not be entitled to any payment for bank holidays or public holidays 
unless you are actually required to work them, or they are taken as part of your 
annual leave entitlement. 

 
15.9. In the event of termination of engagement holiday entitlement will be 

calculated as one-twelfth of the annual entitlement for each completed 
month of engagement during that holiday year and any holidays accrued but 
not taken will be paid for. However, in the event of you having taken more 
paid leave than you have accrued pro rata, then the appropriate payments 
will be deducted from your final payment. This is an express written term of your 
engagement. 

 
16. Other Paid Leave  
16.1. You may be eligible to take the following period of paid leave as required, 

subject to any statutory eligibility requirements and the Council’s rules. This 
incorporates the following:  
• statutory maternity leave  
• statutory paternity leave 
• statutory adoption leave  
• statutory neonatal leave 
• shared parental leave  
• parental leave   
• parental bereavement leave  

 
16.2. The Council’s rules relating to such leave and pay whilst on such leave are set 

out in the Council’s Maternity and Family Friendly Policies. 
 
17. Sickness Absence 
17.1. You must notify the Council by telephone on the first day of incapacity at the 

earliest possible opportunity and by no later than 30 minutes before your 
planned start time on the first day of your absence where you have accepted 
or are already engaged on an assignment to work. Other than in exceptional 
circumstances notification should be made personally to your manager. 

 
17.2. If you are absent from work during an assignment because of sickness for seven 

consecutive days or more, you must produce a GP Fit Note. Further Fit Notes 
are required for absences which exceed the period stated in the first Fit Note. 
Absences of fewer than seven consecutive days are to be self-certified. 

 
17.3. You can read more on the Council’s sickness absence policy. 
 
18. Sick Pay  
18.1. You are entitled to statutory sick pay (SSP) if you are absent because of 

sickness or injury provided you meet the statutory qualifying conditions, which 
include a period of sickness of at least four consecutive days. 

 
18.2. The Council’s rules relating to sick pay are available in the Council’s Sickness 

Absence Policy on its HR Portal or from HR. 
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19. Pension 
19.1. Where you become eligible, you will be automatically enrolled in the LGPS in 

accordance with the Council’s obligations under the Pensions Act 2008.  
 
19.2. Full details regarding the pension scheme, including the rate of employee and 

employer contributions and your right to opt-out, will be provided by the 
Council at the point where you become eligible to join the scheme. 

 
20. Benefits  
20.1. Aside from any set out elsewhere in this statement, you are not entitled to any 

additional benefits from the Council.  
 
21. Confidentiality 
21.1. All information that: 

• is or has been acquired by you during, or in the course of your 
engagement, or has otherwise been acquired by you in confidence. 

• relates particularly to Council business, or that of other persons or bodies 
with whom the Council have dealings of any sort, and 

• has not been made public by, or with the Council’s authority. 
shall be confidential, and (save in the course of Council business or as required 
by law) you shall not at any time, whether before or after the termination of 
your engagement, disclose such information to any person without its prior 
written consent. 

 
21.2. You shall make yourself aware of the Council’s policies in relation to 

compliance with data protection legislation that is in force from time to time 
and undertake to act in accordance with these at all times, including 
exercising reasonable care to keep safe all documentary or other material 
containing confidential information. You shall inform the Council immediately 
upon discovery of a data breach. You shall, at the time of termination of your 
engagement with the Council, or at any other time upon demand, return to 
the Council any such material in your possession. 

 
22. Collective Agreements  
22.1. No collective agreements directly affect your terms of engagement.  
 
23. Standards of Performance/Behaviour 
23.1. The Council expect certain standards of performance and behaviour from you.  

If the Council have concerns about your performance or behaviour, the 
Council will take action with a view to enabling improvement or, in certain 
circumstances, the Council will terminate your engagement with or without 
notice. You can find more information on this in the Council’s code of conduct. 

 
24. Complaints Procedure 
24.1. Any complaints that you may have about your engagement should be made 

to your manager.  
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25. Equal Opportunities 
25.1. The Council provides equal opportunities and is committed to the principle of 

equality regardless of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy or maternity, race, religion or belief, sex or sexual 
orientation. The Council will apply policies that are fair, equitable and 
consistent with skills and abilities. You have a duty to support the Council in 
implementing these policies to ensure equality of opportunity. 

 
26. Personal Data Declaration 
26.1. The Council is committed to ensuring compliance with the General Data 

Protection Regulation and the Data Protection Act in force from time to time.  
The Council collects and processes relevant personal data about you as 
necessary for the purposes of managing your Casual Worker Agreement, to 
comply with its legal obligations and for the Council’s legitimate business 
interests.  Your explicit consent will be sought if the Council needs to collect or 
process other types of personal data (which may be sensitive). 
 

26.2. You should read the Employment Privacy Notice which explains more 
information about the types of data the Council process and the reasons for 
processing.  You should make yourself aware of the Council’s policies on Data 
Protection with regard to data processing undertaken by you in the course of 
your duties and act in accordance with these policies at all times. The 
Employment Privacy Notice and Data Protection policies are available on the 
Council’s HR Software or by contacting HR. 

 
26.3. If you have any queries or are unsure about any aspect of the Council’s 

policies and practices on data protection, including how to ensure 
compliance with them, please speak to your manager for guidance. Failure to 
comply may result in action being taken against you, and the Council may 
terminate your engagement with or without notice. 

 
27. Termination of Engagement  
27.1. The Council will inform you if a decision is made to no longer consider you for 

periods of work. You agree that you will inform the Council that you no longer 
intend to offer your services to it. 

 
28. Return of Council Property 
28.1. On the termination of your engagement, you must return all Council property 

which is in your possession, or for which you have responsibility, by the last day 
of your engagement. This includes, but is not limited to, the following: 

 
• Council documents, books or other written material (on whatever media 

given to you) 
• keys 
• ID/access card 
• Any electronic devices given to you. 

page 14
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28.2. Failure to return such items may result in the cost of the items being deducted 

from any monies outstanding to you. 
 
28.3. Deductions will also be made from your final payment in relation to any other 

deduction agreement you have entered into during your engagement with 
the Council. 

 
29. Health and Safety at Work 
29.1. The Council is committed to ensuring so far as is reasonably practicable the 

health and safety and welfare at work of all its employees and workers. 
 
29.2. Under Health and Safety legislation each individual also has a legal 

responsibility for their own welfare and for the health and safety of others.  Any 
queries you may have relating to health and safety matters should be raised in 
the first instance with your manager. 

 
29.3. The Council operates a non-smoking policy. This includes all customer sites, 

offices and also Council Vehicles.  Smoking is only permitted outside in 
designated areas. If you wish to smoke, you should do so during ordinary break 
times.  The Council does not allow for additional smoking breaks. 

 
30. Governing law and jurisdiction 
30.1. This agreement is governed by the laws of England and Wales and any 

claim/dispute arising from its construction or enforceability will be governed by 
and in accordance with those laws. This extends to non–contractual disputes or 
claims. 

 
30.2. Each party irrevocably submits that the Courts of England and Wales will have 

jurisdiction over any claims and attempts to resolve all controversies or claims 
of whatever nature arising from this contract’s construction or enforceability or 
any breach of it. 

 
31. Acknowledgement 
31.1. I acknowledge receipt of this document. I have read and understood its 

contents and accept that it forms part of my agreement with Truro City Council 
together with [delete as appropriate – my offer letter].  

 
31.2. This document supersedes all previous contracts, agreements, arrangements or 

understanding whether oral or written. 
 
31.3. You will be subject to and must observe and comply with all HR policies that 

apply to workers as communicated by the Council.  These policies do not form 
part of this agreement, and the Council may amend, cancel or introduce such 
policies, as it considers necessary.  A worker who breaches any of the HR 
policies may be subject to notice of improvement action or your agreement 
may be terminated. 
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Signed by the worker: ___________________ Date:  ____________________ 
 
Name:  _________________________ 
 
 
 
Signed by: ____________________________ Date:  ____________________  
 
Name and position:  _____________________________________________ 
 
for and on behalf of Truro City Council 
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 Town Clerk’s 
Department 
Municipal Buildings  
Boscawen Street 
Truro   TR1 2NE 
Tel.  (01872) 274766  
www.truro.gov.uk  
email: 
HR@truro.gov.uk   

 
STATEMENT OF PARTICULARS 

 
This Statement dated [insert date contract is written] sets out the main terms and conditions of 
your employment in accordance with the Employment Rights Act 1996, which [together with 
your offer letter] form the terms and conditions of your employment. 
 
1. PARTIES DETAILS 

1.1. NAME OF EMPLOYER: Truro City Council (“the Council”) 
1.2. ADDRESS:   Municipal Buildings, Boscawen Street, Truro, Cornwall  

TR1 2NE 
 

1.3. NAME OF EMPLOYEE: XX XX 
 
 
2. COMMENCEMENT OF EMPLOYMENT 

2.1. Your employment in this contract commenced on [insert date]. 
 
3. CONTINUOUS SERVICE FOR EMPLOYMENT RIGHTS 

Insert for New Recruits with no transferring rights: 
3.1. No previous employment counts toward your period of continuous employment with 

the Council.  
 
[OR – if issuing a new contract for existing employee and no other prior local government 
continuous service] 

3.2. Your continuous employment commenced on [insert date] 
 
 
OR where a TUPE transfer has occurred,  

3.3. Your previous employment with [insert name of Company] counts towards your 
continuous employment with the Council. 

3.4. Therefore, your continuous service with Truro City Council (for statutory employment 
rights) is: [insert date] 

3.5. This date includes any service transferred by Statutory Transfer Order or Transfer of 
Undertakings (Protection of Employment) Regulations to Truro City Council.  

 
OR where a suitable transfer under the local government modification order The Redundancy 
Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999 

Appendix G
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3.6. Previous service with an organisation covered by The Redundancy Payments 
(Continuity of Employment in Local Government, etc.) (Modification) Order 1999 which 
includes local authorities and certain other public bodies, can count in calculating any 
entitlement to a redundancy payment and for certain contractual purposes including 
sickness allowances, annual leave and maternity leave. 

 
3.7. Date of commencement of continuous local government service: [insert date]. 

 
[Replace above date with this statement or delete this statement as appropriate]:  

3.8. As your service is not continuous because you left local government service for 
maternity reasons and you have not had other paid permanent full-time employment 
in the last 8 years, your previous local government service of:  xx years and xx months 
will be taken into account for continuous service purposes, other than for redundancy 
rights and annual leave.  
 

3.9. For these purposes, your notional service commenced on: [insert date]. 
 

 
 
4. [INSERT IF APPLICABLE] FIXED TERM CONTRACT  

Choose from the following example reasons: 
General 

4.1. Your employment is for a fixed-term and will terminate on [insert date]. Either the 
Council or you may terminate your employment at any time before its expiry by giving 
the notice specified later in this Statement.  

 
[OR] To cover a period of family leave 

4.2. Your employment is for a fixed term to cover an employee’s period of family leave. It is 
anticipated that your employment will terminate on [insert date]. or when the 
employee returns from leave. Either the Council or you may terminate your 
employment at any time before its expiry by giving the notice specified in this 
Statement.  

 
[OR] To cover a period of absence 

4.3. Your employment is for a fixed term, commencing on [insert date]. and continuing until 
the post holder returns to work after the period of [insert date]. at which time it will 
automatically expire, unless otherwise agreed in writing between you and the Council. 

 
4.4. The Council cannot confirm at this point in time exactly how long the leave will last, but 

it is unlikely to be more than [insert details]. The Council cannot guarantee you any 
specific period of employment, and it is a condition of this contract that you agree that 
when the employee returns to work, your employment will be terminated. 

 
4.5. Either the Council or you may terminate your employment at any time by giving the 

notice specified later in this contract.  
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[OR] To undertake a particular project 
4.6. Your employment is for a fixed-term duration to provide administrative support to 

project [insert details]. The completion of this project is expected to take a maximum of 
[insert number] months, however the Council will review progress on a monthly basis 
and will keep you informed of any changes to the project duration.  

 
4.7. It may be terminated at any time before completion of the project by either party 

giving to the other party the notice specified later in this Statement, except during the 
first month of employment where no notice is required or will be given. 

 
[OR] Fixed-term due to funding 

4.8. Your employment is for a fixed term commencing on [insert date] and continuing so 
long as funding is available to the Council to support the post in which you are 
employed.  

 
4.9. Due to the uncertainty of the availability of ongoing funding, the Council cannot 

guarantee you any minimum or maximum period of employment. It is a condition of 
this contract that you agree that if or when funding for the post is withdrawn, your 
contract of employment will be terminated. 

 
OR for Funding use the following if know length of time: 

4.10. Your employment is for a fixed term of 36 months due to funding available to the 
Council to support the post in which you are employed.  

 
4.11. Due to the uncertainty of the availability of ongoing funding, the Council cannot 

guarantee employment beyond 36 months and therefore your employment will 
terminate on 31st July 2027. It is a condition of this contract that you agree that if or 
when funding for the post is withdrawn, your contract of employment will be 
terminated. The Council will endeavour to look for suitable alternative employment for 
you at the appropriate time. 

 
4.12. Either the Council or you may terminate your employment at any time before its expiry 

by giving the notice specified later in this Statement.  
 
 
5. PROBATIONARY PERIOD 

[Select from the paragraphs below and delete as applicable] 
5.1. You join the Council on an initial probationary period of 6 months.  

 
5.2. During your probation period, the following areas will be assessed:  

• Job performance 
• Attendance 
• Conduct 
• General Suitability 
you will be provided with adequate support where needed 

 
5.3. If these areas are satisfactory, your employment will continue. However, if your work 

performance is not up to the required standard, or you are considered to be generally 
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unsuitable, the Council may either take remedial action (which may include the 
extension of your probationary period) or terminate your employment at any time. 

 
5.4. You will receive written confirmation that your probationary period has been passed, 

and you should not consider your probationary period passed until you have received 
this confirmation. 

 
5.5. The notice periods that apply to your employment both during and following your 

probationary period are set out later in this document. 
 

5.6. The Council's disciplinary and full absence policy shall not apply during your 
probationary period, and your performance will be managed through the 
probationary policy. 

 
[OR] Include 5.7 for an existing employee changing roles or terms & not in probation 

5.7. Your employment is not subject to a probationary period. 
 
 
6. FREEDOM TO WORK 

6.1. By signing this contract, you are confirming that you are legally entitled to work in the 
UK. This is necessary for the Council to be able to employ you. 

 
6.2. You must tell the Council immediately if you lose your right to work in the UK while being 

an employee of the Council.  
 

6.3. You also promise the Council that there is no other legal prohibition (including any 
contractual provision such as a restrictive covenant) on your ability to work for the 
Council in the way set out in this contract.  

 
6.4. You agree to indemnify the Council against any liability and financial outlay the 

Council may incur as a result of your breach of obligations under this Freedom to Work 
clause. 

 
 
7. JOB ROLE AND RESPONSIBILITIES 

7.1. Your appointment in this contract is to the role of [insert job title]. 
 

7.2. Your role and responsibilities will be as set out in the job description given to you. The 
job description is not to be regarded as an exclusive or exhaustive definition of your 
role.  
 

7.3. In addition to your normal duties, you may from time to time be required to undertake 
additional or other duties as necessary of a similar level and responsibility to meet the 
needs of the Council. 

 
7.4. The Council may amend your duties from time to time. You will be consulted upon any 

significant change. 
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8. POLITICALLY RESTRICTED POSTS 

8.1. Your role is not a politically restricted post. 
 
 

9. For Posts in Regulated Activity: DISCLOSURE AND BARRING SERVICE (DBS CHECK)  
9.1. Your role is subject to a satisfactory enhanced/standard disclosure being obtained from 

the Disclosure & Barring Service.  
 

9.2. You agree that at the Council’s request, you will assist the Council in obtaining an 
updated DBS Check relating to you at any period during this employment.  
 

9.3. You are required to inform the Council immediately if you are the subject of a referral to 
the Disclosure and Barring Service (DBS), charged or convicted of any criminal offence 
or in receipt of a police caution, reprimand or warning; or if there is a formal child 
protection investigation in relation to you. 
 

9.4. Disclosure of a criminal conviction will not necessarily de-bar you from employment with 
the Council depending on the nature of the offence, how long ago it was and what 
age you were when it was committed and any other factors that may be relevant to 
this appointment.  Failure to declare a conviction, caution or bind-over may disqualify 
you from appointment or result in summary dismissal without notice if the discrepancy 
subsequently comes to light. 

 
 

10. TRAINING ENTITLEMENTS 
10.1. The Council will fund the following training for you, which you are required to 

undertake:  
• mandatory induction and refresher training as identified by the Council from time 

to time. 
 

10.2. You are required to undertake the following training at your own expense: 
• [none] 

 
10.3. During the course of your employment you may be required to take part in training and 

development identified by the Council and as part of your personal development. 
Normally the Council will fund training but where you are required to contribute to costs 
a separate training agreement will be entered into. 

 
 
11. PLACE OF WORK 

11.1. Your principal place of work shall be at XX, Truro or any other current or future premises 
of the Council. The Council may need you to work elsewhere within a reasonable 
distance in order to properly perform your role.   

 
11.2. [Optional] You may also be required to accommodate homeworking. 
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11.3. [Optional] The nature of your employment requires you to travel [within the city/region], 

to meet the needs of the Council. 
 
12. MOBILITY 

12.1. The Council reserves the right for you to work on either a temporary or a permanent 
basis, at any future premises of the Council within a reasonable travelling distance of 
your normal place of work, to meet the needs of the Council and the work you are 
required to perform. 

 
13. WORKING ABROAD 

13.1. The nature of your employment does not require you to work outside the United 
Kingdom. 

 
 
14. HOURS OF WORK 

Need to detail Options to choose from in line with current working practices 
14.1. This employment is on a permanent / fixed-term contract.  

 
14.2. The standard weekly hours for full-time employment, excluding meals and other breaks 

is 37 hours.  
 

14.3. This employment is full time 37 hours per week (35 hours in the Winter and 39 hours in the 
Summer).  

OR 
14.4. This employment is on a part-time contract of x hours per week (X FTE). 

 
14.5. You are entitled to a 60-minute unpaid lunch break each day to be taken at a time as 

agreed with your manager and suitable to the work you are required to perform. 
 

14.6. Insert details of any role specific contracted breaks. 
 

14.7. Your days and hours of work are: (eg Monday to Friday from 08:30 to X ). These days 
are OR are not flexible. 

 
14.8. Overtime enhanced rates will only be applicable to any hours worked in excess of 37 

hours per week. 
 
INCLUDE PARKS OPTION 
 

 
15. PAY  

15.1. Your commencing salary on appointment will be £XX gross per annum. 
 

15.2. If Part Time: Your actual pro rata salary is £[amount] per annum. 
 

15.3. The grade for this job is X, defined by NJC spinal column points X to X.   
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15.4. You are appointed on scp X of Grade X on the Council pay scales on commencement 
of this contract. 

 
15.5. You will be paid monthly on the 25th day of every month or the nearest working day to 

this by credit transfer direct to your bank account. If you do not have an account, you 
will be required to open one; any charges in respect of this will be your responsibility. 
 

15.6. The specific terms and conditions as set out in the Single Status Agreement in relation to 
pay are applicable to this post. 

 
15.7. If the Council need to base any calculations on ‘one day’s pay’, ‘one day’s pay’ will 

be 1/365th of your annual salary.   
 
16. DEDUCTIONS FROM PAY 

16.1. You agree that deductions from your pay will be made for the following costs incurred 
by Truro City Council in relation to your employment. The Council expressly reserves the 
right to make these deductions: 

16.1.1. any fines, penalties or losses sustained during the course of your employment and 
which were caused through your conduct, carelessness, negligence, 
recklessness or through your breach of the Council's rules or any dishonesty on 
your part; 

16.1.2. any damages, expenses or any other monies paid or payable by the Council to 
any third party for any act or omission by you, for which the Council may be 
deemed vicariously liable on your behalf; 

16.1.3. any loss suffered as a result of your actions which results in any motor insurance 
excess or uninsured loss relating to a Council vehicle in your care ((subject to 
the provisions of the National Minimum Wage Act 1998); 

16.1.4. on termination of employment, any holiday pay paid to you in respect of holiday 
granted in excess of your accrued entitlement; 

16.1.5. any other sums owed to the Council by you, including, but not limited to, any 
overpayment of wages, outstanding loans or advances, or relocation expenses 
for whatever reason; 

16.1.6. any deductions otherwise entitled under this contract; 
16.1.7. where you have entered into a separate agreement with the Council, any 

outstanding costs detailed in the agreement. 
 

16.2. You understand and agree that the Council may make these deductions from all 
monies due to you. 

 
 
17. ANNUAL LEAVE 

17.1. The leave year is from 1st April to 31st March each year.   
 

17.2. The starting basic annual leave entitlement for all employees is 23 days. 
 

17.3. A further 3 days annual leave is given after five years continuous local government 
service. These extra days accrue at the start of the annual leave year. 
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17.4. Basic annual leave entitlement for employees is based upon the permanent full-time 

equivalent of 37 hours per week.  For employees who work part time or for part of the 
year, the annual leave entitlement is the pro-rata equivalent of the full-time 
entitlement; full details will be given on joining the Council. 

 
17.5. In addition to your basic annual leave, you are entitled to the Public and Bank Holidays 

falling within the leave year (normally 8, although this may vary), pro rata for part-time 
employees. 

 
17.6. You are also entitled to 2 statutory days (pro rata or part-time employees) the council 

grants employees each year. The specific dates will be notified to you in advance 
each leave year. 

 
17.7. In addition, you will receive an extra statutory day to account for St Piran’s day on the 

05 March, if this falls on a working day and you are employed at that time.  
 

17.8. All leave entitlement may be expressed and taken in hours. 
 

17.9. You may be required to work bank and public holidays on occasion and will be notified 
of this in advance.  

 
17.10. Your free choice annual leave should be taken by arrangement at times mutually 

convenient to the Council and other members of staff within your department.  
 

17.11. In the first holiday year your entitlement will be proportionate to the amount of time left 
in the holiday year, accruing at the rate of one twelfth of the full annual holiday 
entitlement, on the 1st of each month.  Thereafter you will be entitled to your full annual 
holiday entitlement each year. 

 
[Select from the following paragraphs and delete as appropriate] 

17.12. [for Salaried/Fixed Hour posts] You will be paid at your normal rate of pay in respect of 
periods of annual holiday.  

 
[OR: Keep in for the template so you don’t forget this legal point] 
17.13. [For posts where rate of pay or hours vary] Your holiday pay will be based on your 

average earnings over the previous 52 weeks.  
 

17.14. [POSTS WORKING OVERTIME: need to keep in to cover this legal point and check 
practice] The Council will let you know whether any overtime payments will be 
included in your holiday pay.  If the Council do include these elements in the Council’s 
holiday pay on one occasion, it does not set a precedent, and the Council reserve the 
right not to include them in the future. 

 
17.15. In the event of termination of employment, you will be entitled to holiday pay 

calculated on a pro-rata basis in respect of all annual holiday already accrued but not 
taken at the date of termination of employment (payment will be at the rate of 1/260th 
of your basic salary per day).   If you have taken more annual holiday entitlement than 
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you have accrued in that holiday year, a pro rata deduction (calculated at the daily 
rate of 1/260th of your basic salary) will be made from your final salary payment. 
 

17.16. The Town Clerk may give approval for up to 5 working days (pro rata for part time 
employees) to be carried forward to the next leave year. Any days carried forward 
must be taken before the end of May in the new leave year. An exception to this rule 
exists for employees on long-term sickness or absent due to maternity or other family 
friendly circumstances where statutory legislation applies. More information can be 
found in the Council’s specific policies or by contacting HR. 

 
18. OTHER PAID LEAVE 
18.1. You may be eligible to take the following periods of leave, subject to any eligibility and 

notice requirements:  
• maternity leave  
• neonatal care leave 
• paternity leave 
• adoption leave  
• shared parental leave  
• parental bereavement leave  

 
18.2. The Council’s rules relating to paid leave and pay whilst on such leave are set out in 

Truro City Council’s Single Status Agreement and the Council’s Maternity and Family 
Friendly Policy. HR can advise on any specific entitlements where requested. 

 
 
19. REPORTING SICKNESS ABSENCE 

19.1. If you are absent through sickness, you must report your absence to your manager, or 
other designated person, at the earliest opportunity; normally within one hour of your 
starting time. You will need to include the date your illness commenced. Failure to do 
so may result in sick pay not being paid and/or disciplinary action. 

 
19.2. You will be required to complete a self-certification form when you return to work after 

each period of sickness. For absences of 8 days or more you will be required to obtain 
a medical statement signed by your GP. Saturdays and Sundays are deemed to be 
working days for this purpose. 

 
19.3. The Council’s Sickness Absence Procedure is available on the Council’s HR Portal or 

from the HR Department. 
 

20. SICK PAY AND CERTIFICATION 
20.1. The Council operates a sick pay scheme for all eligible employees, the full terms of 

which are set out in the Single Status Agreement. 
 
20.2. Sick pay will only be paid to eligible employees who comply with the requirements for 

reporting sickness as set out in the Council’s Sickness Absence Procedure and the other 
requirements of the Occupational Sick Pay Scheme set out in the National Joint 
Council’s Scheme of Conditions of Employment for Local Government Services (“The 
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Green Book”). A failure to comply with these requirements will result in the suspension of 
sick pay.   

 
20.3. Truro City Council’s contractual sick pay scheme is as follows: 

 
Length of Continuous Local 
Government Service 

Allowance at Full Pay 
can be up to: 

Allowance at Half Pay can 
be up to: 

Under 4 months service 
During 1st year 

SSP payment payable 
1 month 

 
1 months (after completing 
4 month’s service) 

During 2nd year 2 months 2 months 
During 3rd year 4 months 4 months 
During 4th year 5 months 5 months 
During 5th year 5 months 5 months 
After 5 years 6 months  6 months 
 

20.4. In the case of full pay periods sick pay will be an amount which when added to 
Statutory Sick Pay and Incapacity Benefit, Employment and Support Allowance or 
equivalent social security benefit receivable will secure the equivalent of normal pay.  
 

20.5. In the case of half pay periods sick pay will be an amount equal to half normal 
earnings plus an amount equivalent to Statutory Sick Pay and Incapacity Benefit, 
Employment and Support Allowance or equivalent social security benefit receivable, so 
long as the total sum does not exceed normal pay.  
 

20.6. Normal pay includes all earnings that would be paid during a period of normal working, 
but excluding any payments not made on a regular basis. 
 

20.7. Sick pay is subject to the usual deductions for PAYE, national insurance, pension 
contributions and any other usual deductions. 

 
20.8. All sickness or injury absence will be recorded on your employment record. 

 
20.9. If your absence is as a result of an injury or illness caused by a third party, any 

discretionary or contractual sick pay paid is required to be repaid if any compensation 
for loss of earnings is recovered from the third party. 
 

20.10. If it becomes necessary to terminate your employment either on grounds of capability 
due to continuing sickness absence or on the grounds of permanent ill-health, your 
employment may terminate before the full period of contractual sick pay has been 
exhausted. 
 

20.11. The Council may require you to undergo a medical examination at its request.  Before 
the Council do this, it will ask for your consent in writing and for permission to see any 
medical report under the Access to Medical Reports Act 1988.  The Council will pay 
the cost of any such examination and for any medical report. 
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21. MEDICAL APPOINTMENTS 
21.1. The Council understand that there may be occasions where you have to book 

appointments with healthcare providers. You are expected to book such appointments 
either before or after work to accommodate any such appointments. If this is not 
possible in certain situations, please speak to your line manager. Time off for medical 
appointments is paid where appointments cannot be held in non-work time. Maternity 
related appointments are paid, see Maternity and Family Friendly Policy for more 
information.  
 

22. PENSION 
22.1. Your position with regard to pension is set out in the Local Government Pension 

Scheme, details of which are available from the administration team.  
 
23. BENEFITS 

23.1. In addition to any set out elsewhere in this statement, you are entitled to receive the 
following benefits from the Council provided you meet any qualifying conditions: 
 

• Benefits contained in the NJC Green Book Terms and Condition  
 

23.2. Truro City Council retain the right to review all benefits applicable to your employment 
and will write to you to inform you of any changes including the introduction of new 
benefits. 

 
 
24. CODE OF CONDUCT 

24.1. The Council’s Code of Conduct setting out the standards expected from its employees 
is enclosed. 

 
24.2. Any specific rules, which apply to your post or the department in which you work, will 

be explained to you when you start work. 
 

24.3. Any breach of the Code of Conduct or specified departmental rules will render you 
liable to disciplinary action. 

 
 

 
25. DISCIPLINARY PROCEDURE 

25.1. Along with the Council’s Code of Conduct, the Council has adopted a Disciplinary and 
Capability Procedure to deal with issues relating to an employee’s conduct or 
performance. You should make yourself aware of the standards which apply to your 
conduct and performance.   
 

25.2. The Council may suspend you, on standard pay whilst an investigation of alleged 
misconduct takes place.   
 

25.3. The ‘Disciplinary Procedure’ also contains the procedure for dealing with appeals from 
disciplinary decisions.  Appeals should be made in writing within 7 days of receipt of 

Page 53 of 83



TRURO CITY COUNCIL 

Page 12 of 18 
 

written confirmation of a decision, to the manager specified in that letter.  The 
procedure can be found in the Administration office. 

 
25.4. If you want to appeal a disciplinary decision made against you, set out your reasons in 

writing. The disciplinary decision letter will set out who your appeal should be sent to, 
and the timeframe required.  

 
25.5. Further information can be found in the Council’s disciplinary policy available on the 

Council’s HR portal, or from your manager. The Council’s HR policies are for guidance 
only and do not form part of your contract of employment. 

 
 

26. GRIEVANCE PROCEDURE 
26.1. The Council’s grievance procedure provides a mechanism whereby employees may 

seek a resolution to a complaint they have about their employment with the Council. 
Before using the formal procedure, you should speak to your line manager on an 
informal basis to seek a satisfactory outcome. The formal procedure may be used if you 
do not feel the informal method is appropriate for your concerns, or if the informal 
method has not produced an outcome with which you are satisfied. In this case, you 
should raise the grievance in writing to the Town Clerk. 
 

26.2. Should you be dissatisfied with the outcome of the formal grievance procedure, you 
may appeal it in writing to the person named in your grievance outcome letter within 
the timeframe given.  
 

26.3. Further information can be found in the Council’s grievance policy available on the 
Council’s HR portal, or from your manager. The Council’s HR policies are for guidance 
only and do not form part of your contract of employment. 
 

 
27. CONFIDENTIALITY 

27.1. The Council places great emphasis on the importance of maintaining confidentiality in 
the interests of sustaining the integrity of the services it provides to the local community. 

 
27.2. You are therefore required both during your employment and afterwards not to use for 

your own benefit or for the benefit of any other person, nor to disclose to any person, 
any information which you know or could reasonably have been expected to know to 
be confidential and which relates to any aspect of the Council’s activities. 

 
27.3. You acknowledge that during the course of your employment you will have access to 

confidential information belonging to the Council and concerning the Council’s 
business. Such information may include personal and sensitive data. You shall not at 
any time during, except in the proper course of carrying out your duties, or after your 
employment whether directly or indirectly disclose to a third party or make use of any 
confidential information concerning the business of the Council, its suppliers and 
business associates, unless: 

 

(a) the Council have authorised you to do that; 
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(b) the law says you must; 

(c) you are required to as part of your job; or 

(d) you are making a protected disclosure under the Employment Rights Act 1996. 

This is known as ‘whistleblowing’, and you should refer to the Council’s 

Whistleblowing Policy.  
 

27.4. For the purposes of this section, ‘confidential information’ is defined as information, 
regardless of the format or manner in which it is recorded or stored, which is not within 
the public domain and shall include but may not be limited to: information relating to 
business methods; corporate plans; finances; Council employees; funding; business 
opportunities and development projects of the Council; trade secrets including 
designs, inventions or intellectual property belonging to the Council; and any 
information in respect of which the Council owes an obligation of confidentiality to a 
third party. 

 
27.5. You must do everything reasonable to protect Confidential Information and must tell 

the Council straightaway if you know or suspect that Confidential Information has been 
leaked and/or is being used outside the Council or inappropriately inside the Council. 

 
27.6. You shall make yourself aware of the Council’s policies in relation to compliance with 

data protection legislation that is in force from time to time and undertake to act in 
accordance with these at all times, including exercising reasonable care to keep safe 
all documentary or other material containing confidential information. 

 
27.7. If you use personal data, as defined by the legislation, you should ensure that this data 

is processed fairly, lawfully and in accordance with the terms of the current legislation. 
 

27.8. You shall inform the Council immediately upon discovery of a data breach. You shall, 
at the time of termination of your employment with the Council, or at any other time 
upon demand, return to the Council any such material in your possession. 

 
 
28. INTELLECTUAL PROPERTY 

28.1. During your employment and when carrying out your role (whether during your core 
working hours or not) you may, by yourself or with another person, design, write or 
otherwise create works that give rise to intellectual property rights. These rights include 
copyright, patents, trademarks, and design rights.  
 

28.2. You agree that the Council will own any intellectual property in the work you do in the 
course of your employment. You also agree to waive any moral rights in the work you 
have carried out, or will carry out, for the Council. 

 
 
29. DATA PROTECTION  

29.1. The Council is committed to ensuring compliance with the UK General Data Protection 
Regulation and the Data Protection Act in force from time to time.  The Council collects 
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and processes relevant personal data about you as necessary for the purposes of 
managing your Contract of Employment, to comply with the Council’s legal obligations 
and for its legitimate business interests.  Your explicit consent will be sought if the 
Council needs to collect or process other types of personal data (which may be 
sensitive). 
 

29.2. You should read the Employee Privacy Notice which explains more information about 
the types of data the Council process and the reasons for processing.  You should 
make yourself aware of the Council’s policies on Data Protection with regard to data 
processing undertaken by you in the course of your duties and act in accordance with 
these policies at all times. The Employee Privacy Notice and Data Protection policies 
are available on the Council’s HR Software Portal, from your manager or from HR.  
 

29.3. If you have any queries or are unsure about any aspect of the Council’s policies and 
practices on data protection, including how to ensure compliance with them, please 
speak to your manager or HR for guidance.  Failure to comply with these policies may 
result in disciplinary action being taken against you, up to and including dismissal. 

 
 
30. SECONDARY EMPLOYMENT OR WORK 

30.1. You are required to disclose details of any secondary employment or work that you are 
already undertaking when you commence employment with Truro City Council. This 
includes details of any employment with any organisation other than Truro City Council, 
such as any part-time, fixed-term, casual or shift-work. It also includes any self-
employment or work as an independent consultant or contractor.  
 

30.2. If you wish to undertake any secondary employment or work after you commence 
employment with the Council, you must seek the permission of the Town Clerk in writing 
before starting that work. A failure to disclose this information or to seek the permission 
of the Council before starting any other work may be considered misconduct and 
could lead to disciplinary action being taken against you.  

 
 
31. TRADE UNION MEMBERSHIP 

31.1. You have the right to join an independent trade union and to take part in its activities.   
Details of the specified trade unions/professional association or the appropriate 
negotiating body are available from HR. 

 
31.2. The Council and the trade unions are committed to working together to promote good 

working relationships and to promote a culture of mutual trust and fairness where 
employees feel valued and respected. 

 
 

32. COLLECTIVE AGREEMENTS 
32.1. Various terms and conditions of employment appropriate to your job apply in addition 

to those specifically referred to in this statement. They are contained in the National 
Joint Council for Local Government Services (“The Green Book”). The national 
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conditions are supplemented by local collective agreements negotiated and agreed 
with the trade unions recognised by the Council e.g. The Single Status Agreement. 
 

32.2. The Council’s rules in place from time to time in the Council’s policies and procedures 
also apply. 

 
32.3. These documents are available for your reference from the HR Department. 

 
 

33. CHANGES TO TERMS OF EMPLOYMENT 
33.1. Any future changes in national conditions of employment negotiated by The National 

Joint Council will be implemented locally only after the Council’s Finance and General 
Purposes Committee have formally adopted them. 

 
33.2. Changes to terms and conditions of employment may be varied without your consent 

if such terms are imposed by statute. 
 

33.3. Any proposed changes to your term of employment which entail a major change will 
follow a process of consultation or negotiation, depending on the extent of the 
change, with the trade unions recognised by the council for local collective 
bargaining. The Council reserve the right to vary the contract of employment if the 
changes are deemed reasonable and necessary for economic, technological, 
operational or other substantial reasons. 

 
33.4. The Council undertakes to ensure that any changes to the terms of your employment 

are confirmed to you in writing within one month of the change taking effect. 
 
 
34. NOTICE ON TERMINATION OF EMPLOYMENT 

 
OPTION 1: The following clauses should be used where a probationary period applies. 
 

34.1. During the probationary period, you are required to give one weeks’ notice in writing to 
terminate your employment with the Council. 
 

34.2. During the probationary period, you are entitled to receive the following notice of 
termination of employment from the Council:   

 
Less than one month's 
continuous service 
 

None 

At least one month but until 
probation has been successfully 
passed  

One week 

 
34.3. Following successful completion of your probationary period the minimum period of 

notice, which you are required to give to terminate your employment, is one month. 
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34.4. The minimum period of notice, which you are entitled to receive to terminate your 
employment, is as set out below: 

 
Period of Continuous 
Employment 

Minimum Notice 

Less than one month's continuous 
service 

None 

At least one month but less than 
two years' continuous service 

One week 

Two years’ continuous service or 
longer 

One week for each complete year of 
service up to a maximum of 12 weeks 
after 12 years’ service. 

 
 
OPTION 2:  The following clauses should be used where no probationary period applies or for an 
existing employee moving onto a new contract and out of probation. 

 
34.5. You are required to give [one month’s] notice in writing to terminate your employment 

with the Council. 
 

34.6. You are entitled to receive the following notice of termination of employment from the 
Council:  

 
Period of Continuous 
Employment 

Minimum Notice 

Less than one month's continuous 
service 

None 

At least one month but less than 
two years' continuous service 

One week 

Two years’ continuous service or 
longer 

One week for each complete year of 
service up to a maximum of 12 weeks 
after 12 years’ service. 

 
 

The following clauses should be included for all contracts: 
 

34.7. The Council reserves the right to require you to take all or part of any outstanding 
holiday entitlement during your notice period. 
 

34.8. The Council reserves the right to make payment of pay in lieu of notice equal to the 
basic remuneration due for the relevant period rather than requiring you to work your 
notice period. This may apply for all or any part of your notice period. 
 

34.9. The Council reserves the right, at its sole discretion, not to offer you any work during the 
whole, or any part, of the notice period, and to require you not to attend the 
workplace during this time.  You, whether or not provided with work, will continue to 
receive your normal pay/salary to which you are entitled during the notice period.  
Your contract of employment will remain in force during this period.  You are not 
permitted to undertake any other form of employment, whether paid or unpaid, during 
the notice period, without the Council’s prior written permission. 
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34.10. The Council may exclude these notice provisions in the event of dismissal for gross 

misconduct. 
 
35. RETURN OF COUNCIL PROPERTY 

35.1. On the termination of your employment, you must return all Council property which is in 
your possession, or for which you have responsibility, by the last day of your 
employment.  
 

35.2. This includes, but is not limited to, the following: 
• All confidential information (including copies) belonging to Truro City Council. You 

will also need to confirm that you have safely and securely deleted all versions and 
copies. 

• Council documents, books or other written material, records, correspondence, 
papers and information (on whatever media and wherever located) 

• keys 
• ID/access card 
• Company credit/debit card 
• Council vehicle 
• Laptop/ computer 
• Mobile phone. 

 
35.3. Truro City Council retains the right to deduct the cost of any Council equipment or 

property that is not returned or is returned in a damaged condition due to your actions, 
from your final pay and any monies outstanding to you. 

 
35.4. Where you have entered into a separate deduction agreement with the Truro City 

Council, any outstanding costs detailed in the agreement will be deducted from your 
final pay. 

 
 
36. GOVERNING LAW AND JURISDICTION 

36.1. Any dispute or claim arising out of, or in connection with, this Statement or its subject 
matter or formation (including non–contractual disputes or claims) will be governed by 
and construed in all respects in accordance with the laws of England and Wales. 

 
36.2. Each party hereby irrevocably agrees that the Courts of England and Wales shall have 

exclusive jurisdiction to resolve all controversies or claims of whatever nature arising out 
of or relating to this Statement or breach of it, and each party irrevocably submits to 
the jurisdiction of the Courts of England and Wales. 

 
37. ACKNOWLEDGEMENT 

37.1. I acknowledge receipt of this document.  I confirm that I have read, understood and 
accept the terms and conditions of employment contained within this document, 
which [delete as appropriate – together with my offer letter] forms my written contract 
of employment. 
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37.2. This document supersedes all previous contracts, agreements, arrangements or 
understanding whether oral or written. 

 
37.3. You will be subject to and must observe and comply with all HR policies as 

communicated by the Council.  These policies do not form part of this Contract, and 
the Council may amend, cancel or introduce such policies, as it considers necessary.  
An employee who breaches any of the HR policies may be subject to disciplinary 
action. 

 
 
Signed: ……………………………………………………… 
Employee 
 
Date:  ……………………………………………………… 
 
 
 
Signed: ……………………………………………………… 
For and on behalf of Truro City Council 
 
Date:  ……………………………………………………… 
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identification number, location, online identifier. It can also include pseudonymised 
data.  
 
Types of data the Council process  
 
The Council hold many types of data about you, including: 

• your personal details including your name, address and contact details, date 
of birth, email address, phone numbers; 

• your photograph; 
• gender; 
• marital status; 
• whether or not you have a disability for which the Council needs to make 

reasonable adjustments during the recruitment process; 
• information included on your CV including references, current level of 

remuneration including benefit entitlements, education history and 
employment history; 

• documentation relating to your right to work in the UK; 
• driving licence. 

 
How The Council collect your data  
 
The Council collect data about you in a variety of ways including the information 
you would normally include in a CV or a job application cover letter, application 
forms or notes made by our recruiting officers during a recruitment interview or other 
forms of assessment. Further information will be collected directly from you when you 
complete forms at the start of your employment, for example, your bank and next of 
kin details. Other details may be collected directly from you in the form of official 
documentation such as your driving licence, passport or other right to work 
evidence.  
 
In some cases, the Council will collect data about you from third parties, such as 
employment agencies, former employers when gathering references or credit 
reference agencies. The Council will seek information from third parties only once a 
job offer to you has been made and will inform you that it is doing so.  
 
Personal data is kept in personnel files or within the Council’s HR and IT systems 
(which may include our email system).  
 
Why the Council process your data 
 
The Council needs to process data to take steps at your request prior to entering into 
a contract of employment with you. The law on data protection allows the Council 
to process your data for certain reasons only: 

• in order to perform the employment contract that the Council are party to; 
• in order to carry out legally required duties; 
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• in order for the Council to carry out our legitimate interests; 
• to protect your interests; and 
• where something is done in the public interest. 

All of the processing carried out by the Council falls into one of the permitted 
reasons. Generally, the Council will rely on the first three reasons set out above to 
process your data.  
 
The Council need to collect your data to ensure it is complying with legal 
requirements such as: 
 

• carrying out checks in relation to your right to work in the UK; and 
• making reasonable adjustments for disabled employees. 

 
The Council also collect data so that it can carry out activities which are in the 
legitimate interests of the Council. The Council have set these out below: 
 

• making decisions about who to offer employment to; 
• making decisions about salary and other benefits; 
• assessing training needs; and 
• dealing with legal claims made against the Council. 

 
If you are unsuccessful in obtaining employment, the Council may seek your consent 
to retaining your data in case other suitable job vacancies arise in the Council for 
which the Council think you may wish to apply. You are free to withhold your 
consent to this and there will be no consequences for withholding consent.  
 
 
Special categories of data 
 
‘Special categories of personal data’ are types of personal data consisting of 
information as to:  
 

• your racial or ethnic origin; 
• your political opinions; 
• your religious or philosophical beliefs; 
• your trade union membership; 
• your genetic or biometric data; 
• your health; 
• your sex life and sexual orientation; and 
• any criminal convictions and offences.  

 
The Council must process special categories of data in accordance with more 
stringent guidelines. Most commonly, it will process special categories of data when 
the following applies:  
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• you have given explicit consent to the processing; 
• the Council must process the data in order to carry out our legal obligations; 
• the Council must process data for reasons of substantial public interest; 
• you have already made the data public. 

 
The Council will use your special category data: 

• for the purpose of equal opportunities monitoring; 
• to monitor recruitment statistics.  

 
The Council do not need your consent if it uses special categories of personal data 
in order to carry out our legal obligations or exercise specific rights under 
employment law. However, the Council may ask for your consent to allow it to 
process certain particularly sensitive data. If this occurs, you will be made fully aware 
of the reasons for the processing. As with all cases of seeking consent from you, you 
will have full control over your decision to give or withhold consent and there will be 
no consequences where consent is withheld. Consent, once given, may be 
withdrawn at any time. There will be no consequences where consent is withdrawn. 
 
Criminal conviction data 
 
The Council will only collect criminal conviction data where it is appropriate given 
the nature of your role and where the law permits it. This data will usually be 
collected at the recruitment stage, however, may also be collected during your 
employment should you be successful in obtaining employment. The Council use 
criminal conviction data in the following ways: 
 
The Council rely on the lawful basis of the following reasons to process this data: 

• In order to perform the employment contract that the Council are party to; 
• In order to carry out legally required duties; 
• In order for the Council to carry out the Council’s legitimate interests. 

 
 
If you do not provide your data to the Council  
 
One of the reasons for processing your data is to allow the Council to carry out an 
effective recruitment process. Whilst you are under no statutory or contractual 
obligation to provide the Council with your data, the Council may not be able to 
process, or continue with (as appropriate), your application.  
 
 
 
Sharing your data 
 
Your data will be shared with colleagues within the Council where it is necessary for 
them to undertake their duties with regard to recruitment. This includes, for example, 
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the HR and recruitment department, interviewers involved with the recruitment 
process, those in the department where the vacancy is that are responsible for 
screening your application and interviewing you, the IT department where you 
require access to the Council’s systems to undertake any assessments requiring IT 
equipment. 
 
Your data may be shared securely with the Council’s outsourced HR provider who 
advise and assist on the Council’s HR and recruitment practices.  
 
In some cases, the Council will collect data about you from third parties, such as 
employment agencies. Your data will be shared with third parties if you are 
successful in your job application. In these circumstances, the Council will share your 
data to obtain references as part of the recruitment process. 
 
The Council do not share your data with bodies outside of the European Economic 
Area.  
 
The Council are aware of the requirement to ensure your data is protected against 
accidental loss or disclosure, destruction and abuse. The Council have implemented 
processes to guard against such.  
 
Where the Council share your data with third parties, it provides written instructions 
to them to ensure that your data are held securely and in line with data protection 
requirements. Third parties must implement appropriate technical and 
organisational measures to ensure the security of your data. 
 
How long the Council keep your data for 
 
In line with data protection principles, the Council only keep your data for as long as 
it needs and this will depend on whether or not you are successful in obtaining 
employment with the Council. 
 
If your application is not successful and the Council have not sought consent or you 
have not provided consent upon the Council’s request to keep your data for the 
purpose of future suitable job vacancies, it will keep your data for 6 months once the 
recruitment exercise ends.  
 
If the Council have sought your consent to keep your data on file for future job 
vacancies, and you have provided consent, it will keep your data for 6 months once 
the recruitment exercise ends. At the end of this period, the Council will delete or 
destroy your data, unless you have already withdrawn your consent to the Council’s 
processing of your data in which case it will be deleted or destroyed upon your 
withdrawal of consent. 
 
If your application is successful, your data will be kept and transferred to the systems 
the Council administer for employees. The Council have a separate privacy notice 
for employees, which will be provided to you. 
 
 
 
Automated decision making  
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No decision will be made about you solely on the basis of automated decision 
making (where a decision is taken about you using an electronic system without 
human involvement) which has a significant impact on you.  
 
 
Your rights in relation to your data  
 
The law on data protection gives you (the data subject) certain rights in relation to 
the data the Council hold on you. These are: 

• The right to be informed. This means that the Council must tell you how it uses 
your data, and this is the purpose of this privacy notice; 

• The right of access. You have the right to access the data that the Council 
hold on you. To do so, you should make a subject access request. 

• The right for any inaccuracies to be corrected. If any data that the Council 
hold about you is incomplete or inaccurate, you are able to require the 
Council to correct it; 

• The right to have information deleted. If you would like the Council to stop 
processing your data, you have the right to ask i to delete it from the 
Council’s systems where you believe there is no reason for it to continue 
processing it; 

• The right to restrict the processing of the data. For example, if you believe the 
data the Council hold is incorrect, it will stop processing the data (whilst still 
holding it) until it has ensured that the data is correct; 

• The right to portability. You may transfer the data that the Council hold on 
you for your own purposes; 

• The right to object to the inclusion of any information. You have the right to 
object to the way the Council use your data where the Council are using it for 
its legitimate interests; 

• The right to regulate any automated decision-making and profiling of 
personal data. You have a right not to be subject to automated decision 
making in way that adversely affects your legal rights. 

 
Where you have provided consent to the Council’s use of your data, you also have 
the unrestricted right to withdraw that consent at any time. Withdrawing your 
consent means that the Council will stop processing the data that you had 
previously given it consent to use. There will be no consequences for withdrawing 
your consent. However, in some cases, the Council may continue to use the data 
where so permitted by having a legitimate reason for doing so. 
 
If you wish to exercise any of the rights explained above, please contact TCC 
Human Resources on 01872 303452.  
 
Making a complaint 
 
The supervisory authority in the UK for data protection matters is the Information 
Commissioner’s Office (ICO). If you think your data protection rights have been 
breached in any way by the Council, you are able to make a complaint to the ICO.  
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Data Protection Officer 
 
The Council’s Data Protection Officer is Esther Greig, Deputy Town Clerk who can be 
contacted on esther@truro.gov.uk or 07946 477049 
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‘Personal data’ is information that relates to an identifiable person who can be 
directly or indirectly identified from that information. For example, a person’s name, 
identification number, location, online identifier. It can also include pseudonymised 
data.  
Types of data the Council process 
 
The Council hold many types of data about you, including: 

• your personal details including your name, address and contact details, date 
of birth, email address, phone numbers; 

• your photograph; 
• gender; 
• marital status; 
• dependants, next of kin and their contact numbers; 
• medical or health information including whether or not you have a disability; 
• information used for equal opportunities monitoring about your sexual 

orientation, religion or belief and ethnic origin;  
• information included on your CV including references, education history and 

employment history; 
• documentation relating to your right to work in the UK;  
• driving licence and details of any penalties or endorsements; 
• bank details; 
• National Insurance Number 
• current and previous job titles, job descriptions, pay grades, including 

entitlement to benefits such as pensions or insurance cover, hours of work and 
other terms and conditions relating to your employment or engagement with 
the Council;  

• letters of concern, formal warnings and other documentation with regard to 
any disciplinary proceedings or, in the case of workers, confirmation of other 
discussions about your conduct;  

• internal performance information including measurements against targets, 
formal warnings and related documentation with regard to capability 
procedures, appraisal forms, or, in the case of workers, confirmation of other 
discussions about your performance;  

• leave records including annual leave, family leave, sickness absence etc; 
• details of your criminal record; 
• training details;  
• CCTV footage; 
• building entry card records. 

 
 
How the Council collect your data  
 
The Council collect data about you in a variety of ways, and this will usually start 
when it undertakes a recruitment exercise where it will collect the data from you 
directly. This includes the information you would normally include in a CV or a 
recruitment cover letter, application forms or notes made by the Council’s recruiting 
officers during a recruitment interview or other forms of assessment. Further 
information will be collected directly from you when you complete forms at the start 
of your employment or engagement, for example, your bank and next of kin details. 
Other details may be collected directly from you in the form of official 
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documentation such as your driving licence, passport or other right to work 
evidence. 
In some cases, the Council will collect data about you from third parties, such as 
employment agencies, former employers when gathering references or credit 
reference agencies.  
 
Personal data is kept in personnel files of within the Council’s HR and IT systems 
including its email system.  
 
 
Why the Council process your data  
 
The law on data protection allows the Council to process your data for certain 
reasons only: 
 

• in order to perform the employment contract that the Council are party to;  
• in order to carry out legally required duties; 
• in order for the Council to carry out its legitimate interests; 
• to protect your interests, and; 
• where something is done in the public interest; 
• where the Council have your consent. 

 
All of the processing carried out by the Council falls into one of the permitted 
reasons. Generally, the Council will rely on the first three reasons set out above to 
process your data. For example, the Council need to collect your personal data in 
order to: 
 

• carry out the contract that they have entered into with you; 
• ensure you are paid; and  
• administer benefits, such as pension and insurance entitlements.  

 
The Council also need to collect your data to ensure it is complying with legal 
requirements such as: 
 

• ensuring tax and National Insurance is paid; 
• to comply with health and safety laws and to enable employees to take 

periods of leave to which they are entitled; 
• carrying out checks in relation to your right to work in the UK; and 
• making reasonable adjustments for disabled individuals. 

 
The Council also collect data so that it can carry out activities which are in the 
legitimate interests of the Council. The Council have set these out below: 
 

• making decisions about who to offer initial employment or engagement to, 
and subsequent internal appointments, promotions etc; 

• making decisions about salary and other benefits; 
• providing contractual benefits to you; 
• maintaining comprehensive up to date personnel records about you to 

ensure, amongst other things, effective correspondence can be achieved 
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and appropriate contact points in the event of an emergency are 
maintained; 

• if you are an employee, effectively monitoring both your conduct and your 
performance and to undertake procedures with regard to both of these if the 
need arises; 

• if you are an employee, offering a method of recourse for you against 
decisions made about you via a grievance procedure; 

• assessing training needs; 
• implementing an effective sickness absence management system including 

monitoring the amount of leave and subsequent actions to be taken 
including the making of reasonable adjustments; 

• gaining expert medical opinion when making decisions about your fitness for 
work;  

• managing statutory and other types of leave and pay systems (including 
maternity, paternity, adoption, parental and shared parental leave, and 
bereavement leave); 

• business planning and restructuring exercises; 
• dealing with legal claims made against the Council; 
• preventing fraud; 
• ensuring the Council’s administrative and IT systems are secure and robust 

against unauthorised access; and 
• to comply with employment law, immigration law, health & safety law, tax 

law and other laws which affect the Council 
• provide references on request for current or former employees. 

 
 
 
Special categories of data  
 
‘Special categories of personal data’ are types of personal data consisting of 
information as to:  
 

• your race; 
• your ethnic origin; 
• your political opinions; 
• your religious or philosophical beliefs; 
• your trade union membership; 
• your genetic or biometric data; 
• your health; 
• your sex life; and 
• your sexual orientation. 

 
The Council must process special categories of data in accordance with more 
stringent guidelines. Most commonly, the Council will process special categories of 
data when the following applies: 

• you have given explicit consent to the processing; 
• The Council must process the data in order to carry out its legal obligations;  
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• The Council must process data for reasons of substantial public interest; and 
• you have already made the data public.  

 
The Council will use your special category data in the following ways:  
 

• for the purpose of equal opportunities monitoring; 
• in the Council’s sickness absence management procedures; and 
• to determine reasonable adjustments.  

 
The Council do not need your consent if it uses special categories of personal data 
in order to carry out its legal obligations or exercise specific rights under employment 
law. However, the Council may ask for your consent to allow it to process certain 
particularly sensitive data. If this occurs, you will be made fully aware of the reasons 
for the processing. As with all cases of seeking consent from you, you will have full 
control over your decision to give or withhold consent and there will be no 
consequences where consent is withheld. Consent, once given, may be withdrawn 
at any time. There will be no consequences where consent is withdrawn. 
 
 
Criminal conviction data  
 
The Council will only collect criminal conviction data where it is appropriate, given 
the nature of your role and where the law permits it. This data will usually be 
collected at the recruitment stage, however, it may also be collected during your 
employment. The Council use criminal conviction data in the following ways: 
 

• to assess suitability to work in a role that fits the main provisions of regulated 
activity; 

• to carry out its obligations and exercise specific rights in relation to 
employment and safer recruitment practices.  

 
The Council rely on the lawful basis of carrying out its legal obligations to process this 
data.  
 
 
If you do not provide your data to the Council 
 
One of the reasons for processing your data is to allow the Council to carry out its 
duties in line with your contract with it. If you do not provide the Council with the 
data needed to do this, the Council will be unable to perform those duties e.g. 
ensuring you are paid correctly. The Council may also be prevented from 
confirming, or continuing with, your employment or engagement with it in relation to 
its legal obligations if you do not provide the Council with this information e.g. 
confirming your right to work in the UK or, where appropriate, confirming your legal 
status for carrying out your work via a criminal records check. 
 
 
Sharing your data  
 
Your data will be shared with colleagues within the Council where it is necessary for 
them to undertake their duties. This includes, for example, your line manager for their 
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management of you, the person(s) with responsibility for HR for maintaining 
personnel records and the person(s) responsible for payroll/the payroll department 
for administering payment under your contract. 
 
Your data will be shared with third parties in the following situations: 
 

• It's outsourced HR consultancy for all employment related matters, including 
use and storage of personal data on the Council’s shared HR software 
platform; 

• Disclosure and Barring Service to obtain necessary criminal records checks; 
• It's payroll provider to process payroll transactions; 
• It's pension and other benefit providers; 
• It's occupational health service providers.  

The Council may also share your data with third parties:  

• That provide professional services such as specialist employment law 
guidance.  

The Council do not share your data with bodies outside of the European Economic 
Area.  
 
Protecting your data  
 
The Council are aware of the requirement to ensure your data is protected against 
accidental loss or disclosure, destruction and abuse. The Council have implemented 
processes with its IT provider to guard against such.  

Where the Council share your data with third parties, it provides written instructions 
to them to ensure that your data are held securely and in line with current data 
protection requirements. Third parties must implement appropriate technical and 
organisational measures to ensure the security of your data. 
 
 
How long the Council keep your data for 
 
In line with the data protection principles, the Council only keep your data for as 
long as it needs it for, which will be at least for the duration of your employment with 
the Council though in some cases i will keep your data for a period after your 
employment has ended. Retention periods can vary depending on why it needs 
your data as explained in the Council’s Data Retention Policy.  
 
 
Automated decision making 
 
No decision will be made about you solely on the basis of automated decision 
making (where a decision is taken about you using an electronic system without 
human involvement) which has a significant impact on you. 
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Your rights in relation to your data  
 
The law on data protection gives you (the data subject) certain rights in relation to 
the data the Council hold on you. These are: 
 

• the right to be informed. This means that the Council must tell you how it uses 
your data, and this is the purpose of this privacy notice; 

• the right of access. You have the right to access the data that the Council 
hold on you. To do so, you should make a subject access request; 

• the right for any inaccuracies to be corrected. If any data that the Council 
hold about you is incomplete or inaccurate, you are able to require the 
Council to correct it; 

• the right to have information deleted. If you would like the Council to stop 
processing your data, you have the right to ask i to delete it from its systems 
where you believe there is no reason for it to continue processing it; 

• the right to restrict the processing of the data. For example, if you believe the 
data the Council hold is incorrect, it will stop processing the data (whilst still 
holding it) until it has ensured that the data is correct; 

• the right to portability. You may transfer the data that the Council hold on 
you for your own purposes; 

• the right to object to the inclusion of any information. You have the right to 
object to the way the Council use your data where the Council are using it for 
its legitimate interests; and 

• the right to regulate any automated decision-making and profiling of 
personal data. You have a right to not be subject to automated decision 
making in way that adversely affects your legal rights. 

 
Where you have provided consent to its use of your data, you also have the 
unrestricted right to withdraw that consent at any time. Withdrawing your consent 
means that the Council will stop processing the data that you had previously given 
the Council’s consent to use. There will be no consequences for withdrawing your 
consent. However, in some cases, the Council may continue to use the data where 
so permitted by having a legitimate reason for doing so. 
 
If you wish to exercise any of the rights explained above, please contact Mica Crook 
on 01872 303452. 
 
 
Making a complaint 
 
The supervisory authority in the UK for data protection matters is the Information 
Commissioner’s Office (ICO). If you think your data protection rights have been 
breached in any way by the Council, you are able to make a complaint to the ICO.  
 
 
Data Protection Officer 
 
The Council’s Data Protection Officer is Esther Greig, Deputy Town Clerk who can be 
contacted on esther@truro.gov.uk or 07946 477049 
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Town Clerk: David Rodda 
Town Clerk’s Department 
Municipal Buildings 
Boscawen Street 
Truro   TR1 2NE 
Tel.  (01872) 274766 
www.truro.gov.uk 
email: HR@truro.gov.uk 

 
 
Please Note: This document can be made available in other languages, on tape, in 
Braille, large print and in other formats. For more information please contact 01872 
303452  
   
Private and Confidential   
Name 
Address 
By Email - X  
   

XX XX 2025  
  
  

Dear X,  
  
Thank you for attending an interview on XX; I have the pleasure of making a 
conditional offer of employment to you for the permanent/fixed term position of XX 
with Truro City Council, on the terms in your contract of employment attached to this 
email. This offer of employment is conditional upon satisfactory pre-employment 
checks as follows:  
  

• Eligibility to work in the UK - See: Appendage to Offer Letter for details 
of the documents that are required.   
• Identity check  
• Receipt of employment references which the Council finds 
satisfactory; these will now be contacted. One MUST be your current or 
most recent employer. If you are joining from education, one should be a 
tutor or someone with knowledge of you.  
• Optional dependent on job role: An [insert as appropriate to the post: 
enhanced, standard or basic] criminal records check. You will not be able 
to commence your employment until your check has been received and 
is satisfactory.  
• Evidence of your relevant qualifications.  
• Optional dependent on job role: If your post requires you to drive a 
Council vehicle or use your own vehicle on Council business you will be 
asked to provide a copy of your driving licence and information on driving 
endorsements. You will need to obtain a code from: View or share your 
driving licence information - GOV.UK (www.gov.uk)to give to your line 
manager along with the last 8 digits of your driving licence number in 
order to share your licence information. The Council will also require a 
copy of your motor vehicle insurance showing business cover.   
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Please Note: If any of the above are found to be unsatisfactory then the Council will 
withdraw this offer of employment.   
  
The following conditions will also apply to your employment:  
  

• Your employment with Truro City Council will commence on XX  
• The appointment will be confirmed on satisfactory completion of an 
initial six month probationary period. Your probation will not be successfully 
completed until this is confirmed in writing.   
• The employment will be 37 hours per week, Monday to Friday.  
• Your salary on appointment will be £X gross per hour/ year; this will be 
paid monthly in arrears into your bank account by BACS on the 25th day of 
every month or the nearest working day to this.  
• Your annual leave entitlement is twenty-three working days, increasing 
to twenty-five days after five years' continuous service. This leave 
entitlement does not include an allowance for Bank Holidays and Public 
Holidays of which there are normally eight and two extra statutory local 
government holidays. In addition, you will receive an extra statutory day 
to account for St Piran’s Day on the 5th March, if this falls on a working 
day.  

  
The Council will also require certain information for payroll purposes. Therefore, on 
your first day please bring in your National Insurance number and P45, if you have 
one. If you do not have a P45 then you will be required to complete a HMRC New 
Starter Checklist: https://www.gov.uk/government/publications/paye-starter-
checklist  
I will also require your bank account details that you want your monthly pay to be 
paid into, and these can be entered on our HR portal.  
  
Adjust according to job role: On joining the Council, you should also familiarise 
yourself with policies and procedures relating to your employment. You must also 
observe and follow all Health and Safety instructions and policies.   
  
As part of our duty of care and commitment to the Equality Act 2010, the Council 
will consider making reasonable adjustments to your role and/or workspace if you 
declare or are found to have a disability. To enable the Council to provide any 
necessary support, you should inform your manager of any disability you may have. 
You may also be required to complete and return a Health Questionnaire during 
your induction period.  
  
Should you wish to accept this offer of employment, please return the following at 
your earliest opportunity to the HR Department, Town Clerk’ Office, Truro Community 
Library:  
  

• One signed copy of the contract of employment (a copy will be 
accessible to you on your HR profile in our HR portal).  
• Completed HMRC form; enclosed with this letter. (Discuss using the link 
to the new starter checklist – see above – to gather this information 
online).  
• Completed Bank Detail Form; enclosed with this letter (Discuss the 
possibility of moving this onto Breathe).  
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• Completed Personal Details Form (Discuss the possibility of moving this 
onto Breathe).  
• Completed PEHQ (If applicable)  
• Appropriate eligibility documents - these MUST be provided in person 
so please bring these on your first day of work.  

  
If you have any queries about this letter, please do not hesitate to contact me on 
01872 303452.  
 
Yours sincerely, 
 

_ Ħ - þ̨̨Ó  

 
Mica Crook  
HR Officer  
Truro City Council   
 
Encls.  
Formal Letter of Employment  
Contract of Employment   
Single Status  
Employee Handbook   
Bank Details Form   
HMRC Form   
Personal Detail Form  
PEHQ  
  
Cc. Personnel File   
  
  
Please sign the enclosed copy of this letter and return it to me, along with a signed 
copy of your contract of employment, to indicate your acceptance of this offer.  
  
I confirm my acceptance of this offer of employment with Truro City Council.  
  
Employee Signature:  
  
Date:  
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Appendage to Offer Letter  
  
Eligibility to work in the UK  
  
Under Immigration Laws, it is unlawful for an employer to recruit, or continue to 
recruit, an employee who is not legally allowed to work in the UK. The individual will 
also commit a criminal offense if they work whilst they are disqualified due to their 
immigration status.   
  
Before you commence employment, the Council is required to carry out certain 
checks to ensure you have the legal right to work in the UK. If you have limited 
permission to work in the UK, the Council will also ask you to provide further evidence 
on an ongoing basis of your right to work.   
  
Please be advised that the Council require you to provide appropriate documents 
which confirm you have the legal right to work in the UK.  
  
For a manual in person Right to Work check please provide the relevant documents 
from List A at the following link (Annex A).This is normally either:   

• Your passport (current or expired) showing the holder, or a person 
named in the passport as a child of the holder, is a British citizen or a 
citizen of the UK and Colonies having the right of abode in the UK.  
• Your birth or adoption certificate issued in the UK, together with an 
official document giving your permanent National Insurance Number 
issued in your name by a government agency or a previous employer.   

  
If you are a migrant worker with a Biometric Residence Permit, then please 
provide:   

• Your Gov.uk Home Office Share Code and date of birth to allow us to 
undertake an online check to confirm you have the legal right to work in 
the UK. You can obtain your Share Code by accessing View and prove 
your immigration status: get a share code - GOV.UK (www.gov.uk)  
• OR you can prove your right to work using Immigration Documents: 
Prove your right to work to an employer: Using immigration documents - 
GOV.UK (www.gov.uk)  

  
Please provide these documents or your Share Code and date of birth to XX no later 
than XX/XX/XXXX. [If an in-person check is required, include details of the 
arrangements to meet] Please contact me as soon as possible if you are unable to 
provide the necessary documents.   
  
A failure to confirm that you have the legal right to work in the UK will result in the 
Council being unable to offer you employment.   
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Town Clerk: David Rodda 
Town Clerk’s Department 
Municipal Buildings 
Boscawen Street 
Truro   TR1 2NE 
Tel.  (01872) 274766 
www.truro.gov.uk 
email: HR@truro.gov.uk 

 
 
This document can be made available in other languages, on tape, in Braille, large 
print and in other formats. For more information, please contact 01872 303452.  
  
Private and Confidential   
Name 
Address 
By Email - X  
  
  

XX XX 2025  
  
  

Dear X,  
  
Offer of Casual Work  
  
Thank you for attending an interview on XX; I have the pleasure of making a 
conditional offer of Casual work to you for the position of XX with Truro City Council, 
on the terms in your worker agreement attached to this email.   
  
You will commence your first engagement on [date].  
  
Work will be offered to you on an "ad hoc" basis as and when there is a requirement 
for work to be done. You are free to accept or decline such offers of work. This offer 
of engagement is conditional upon and subject to the following:  
  

• Eligibility to work in the UK. See: Appendage to Offer Letter for details of 
the documents that are required.  
• Identity check  
• Receipt of two employment references which the Council finds 
satisfactory; these will now be contacted. One MUST be your current or 
most recent employer. If you are joining from education, one should be a 
tutor or someone with knowledge of you.  
• Optional dependent on job role: An [insert as appropriate to the post: 
enhanced, standard or basic] criminal records check. You will not be able 
to commence work until your check has been received and is 
satisfactory.  
• Evidence of your relevant qualifications.  
• Optional dependent on job role: If your post requires you to drive a 
Council vehicle or use your own vehicle on Council business you will be 
asked to provide a copy of your driving licence and information on driving 
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endorsements. You will need to obtain a code from: View or share your 
driving licence information - GOV.UK (www.gov.uk)to give to your line 
manager along with the last 8 digits of your driving licence number in 
order to share your licence information. We will also require a copy of your 
motor vehicle insurance showing business cover.   

  
Please Note: If any of the above are found to be unsatisfactory then the Council will 
withdraw this offer of work.   
  
  
The following conditions will also apply to your engagement:  
  

• Your start date with Truro City Council shall be XX  
• The appointment will be confirmed on satisfactory completion of an 
initial six month probationary period. Your probation will not be successfully 
completed until this is confirmed in writing.  
• The employment will be XX hours per week, Monday to Friday.  
• Your salary on appointment will be £X gross per hour; this will be paid 
monthly in arrears into your bank account by BACS on the 25th day of 
every month or the nearest working day to this.  
• Your annual leave entitlement is XX working days increasing to XX days 
after five years continuous service. This leave entitlement does not include 
an allowance for Bank Holidays and Public Holidays of which there are 
normally eight and two extra statutory local government holidays. In 
addition, you will receive an extra statutory day to account for St Piran’s 
Day on the 5th March, if this falls on a working day.  

  
The Council will also require certain information for payroll purposes. Therefore, on 
your first day please bring in your National Insurance number and P45, if you have 
one. If you do not have a P45 then you will be required to complete a HMRC New 
Starter Checklist: https://www.gov.uk/government/publications/paye-starter-
checklist.  
I will also require your bank account details that you want your monthly pay to be 
paid into, and these can be entered on our HR Portal.  
  
Adjust according to job role: On joining the Council, you should also familiarise 
yourself with policies and procedures relating to your engagement. You must also 
observe and follow all Health and Safety instructions and Policies.   
  
As part of our duty of care and commitment to the Equality Act 2010, the Council 
will consider making reasonable adjustments to your role and/or workspace if you 
declare or are found to have a disability. To enable us to provide any necessary 
support, you should inform your manager of any disability you may have. You may 
also be required to complete and return a Health Questionnaire During your 
induction period.   
  
Should you wish to accept this offer of Casual work, please return the following at 
your earliest opportunity to the HR Department, Town Clerk’ Office, Truro Community 
Library:  
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• One signed copy of the contract of employment (a copy will be 
accessible to you on your HR profile in our HR portal).   
• Completed HMRC form; enclosed with this letter.  
• Completed Bank Detail Form; enclosed with this letter (Discuss the 
possibility of moving this onto Breathe).  
• Completed Personal Details Form (Discuss the possibility of moving this 
onto Breathe).  
• Completed PEHQ (If applicable)  
• Appropriate eligibility documents - these MUST be provided in person 
so please bring these on your first day of work.  

  
If you have any queries about this letter, please do not hesitate to contact me on 
01872 303452.  
 
Yours sincerely, 
 

_ Ħ - þ̨̨Ó  

 
Mica Crook  
HR Officer  
Truro City Council   
 
Encls.  
Formal Letter of Employment  
Contract of Employment 
Single Status   
Employee Handbook 
Bank Details Form   
HMRC Form   
Personal Detail Form 
PEHQ   
  
Cc. Personnel File   
  
  
Please sign the enclosed copy of this letter and return it to me, along with a signed 
copy of your Casual Worker Agreement, to indicate your acceptance of this offer.  
  
I confirm my acceptance of this offer of engagement with Truro City Council.  
  
Employee Signature:  
  
Date:  
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Appendage to Offer Letter  
  
Eligibility to work in the UK  
  
Under Immigration laws, it is unlawful for an employer to recruit, or continue to 
recruit, an employee or worker who is not legally allowed to work in the UK. The 
individual will also commit a criminal offense if they work whilst they are disqualified 
due to their immigration status.   
  
Before you commence work, the Council is required to carry out certain checks to 
ensure you have the legal right to work in the UK. If you have limited permission to 
work in the UK, the Council will also ask you to provide further evidence on an 
ongoing basis of your right to work.   
  
Please be advised that the Council require you to provide appropriate documents 
which confirm you have the legal right to work in the UK.   
  
For a manual in person Right to Work check, please provide relevant documents, 
from List A at the following link (Annex A) this is normally either;  

• Your passport (current or expired) showing the holder, or a person 
named in the passport as a child of the holder, is a British Citizen or a 
Citizen of the UK and Colonies having the right to abode in the UK.   
• Your birth or adoption certificate issued in the UK, together with an 
official document giving your permanent National Insurance Number 
issued in your name by a government agency or a previous employer.   

  
If you are a migrant worker with a Biometric Residence Permit then please provide:   

• Your Gov.uk Home Office Share Code and date of birth to allow us to 
undertake an online check to confirm you have the legal right to work in 
the UK. You can obtain your Share Code by accessing: View and prove 
your immigration status - GOV.UK (www.gov.uk).  

  
Please provide these documents or your Share Code and date of birth to XX no later 
than XX/XX/XXXX. [If an in-person check is required, include details of the 
arrangements to meet]. Please contact me as soon as possible if you are unable to 
provide the necessary documents.   
  
A failure to confirm that you have the legal right to work in the UK will result in the 
Council being unable to offer you work.   
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