TRURO CITY COUNCIL

Town Clerk’s
Department

Municipal Buildings
Boscawen Street

Truro TR1 2NE

Tel. (01872) 274766
www.truro.gov.uk
email: info@truro.gov.uk

11 September 2026

To: Chairperson and members of the STAFFING COMMITTEE
Councillors Mrs Carlyon, Douglas-Martin, Green, Knuckey and Rabey
and all other Members of TRURO CITY COUNCIL for information

Before the meeting the Chairperson will read out the Fire Procedures

Dear Councillor
AGENDA

NOTICE IS HEREBY GIVEN that the meeting of the STAFFING COMMITTEE will be held the Large
Community Room (Second Floor), Truro Community Library Building, Union Place, Truro TR1 1EP
on THURSDAY 17 SEPTEMBER 2026 at 7.00 pm for the transaction of the under mentioned business:

1 COUNCILLORS IN ATTENDANCE AND APOLOGIES
To note apologies.

2 DECLARATIONS OF INTEREST

3 OPEN SESSION FOR ELECTORS OF TRURO RELATING TO ITEMS ON THIS AGENDA VERBAL
QUESTIONS (5 minutes only)

4 MINUTES
To resolve to approve and sign the minutes of the Staffing Committee meeting held on
22 June 2026 (Appendix A) page 3

5 CHAIRMAN'S REPORT
None.

6 CORRESPONDENCE
a. Copy of Employment Rights Action Plan. (Appendix B) page 8

7 STANDING ITEMS
a. Health and Safety Issues (Appendix C) page 13
b. HR Report
To note HR data report for Q2. (Appendix D) page 21
c. Recruitment -
* HR Assistant
* Public Facilities Cleaning Operative

8 AGENDA ITEMS
a. Christmas 2026 and New Year 2027 Office Opening Hours
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To resolve that the two extra-statutory days will be 29 and 30 December 2026 and
that the Truro City Council contact centre will be restricted to emergencies only from
midday 24 December 2026 to 4 January 2027.

b. Mobile Devices Policy (Appendix E) page 34

To resolve to approve the updated Mobile Devices Policy for implementation from 1st
April 2027.

c. Long Service Holiday Enfittement (Appendix F) page 41

To resolve to start negotiating with the Unions regarding the long service entitlements.
d. Performance Improvement Policy (Appendix G) page 44

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.

CONFIDENTIAL AGENDA ITEMS
a. Deputy Town Clerk Report (Appendix H) page 53

READMITTANCE OF THE PRESS AND PUBLIC
Press and public will be permitted to rejoin the meeting following the conclusion of the
confidential items.

DATE OF NEXT MEETING
19 November 2026

ITEMS FOR FUTURE MEETINGS
Praise and Complaints Log

David Rodda MBE
TOWN CLERK
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Appendix A

TRURO CITY COUNCIL

Town Clerk’s Department
Municipal Buildings
Boscawen Street

Truro TRIT 2NE

Tel. (01872) 274766
www. fruro.gov.uk

email: info@fruro.gov.uk

CITY OF TRURO
Town Clerk

MEETING OF STAFFING COMMITTEE HELD ON
MONDAY 22 JUNE 2026 at 19:00
in the Large Community Room, Second Floor, Library Building, Union Place, Truro

PRESENT: Councillors Rabey (Chairman), Mrs Carlyon, and Douglas-Martin.
APOLOGIES: Councillors Green and Knuckey.

ABSENT: None.

ALSO PRESENT: None.

Also in Attendance: Esther Greig, Deputy Town Clerk and Cheryl Simpson, Committee
Clerk.

1 COUNCILLORS IN ATTENDANCE AND APOLOGIES
Attendance of those Councillors present was noted. S/26/282

2 DISCLOSURES OR DECLARATIONS OF INTERESTS
None. S/26/283

3 OPEN SESSION FOR ELECTORS OF TRURO RELATING TO ITEMS ON THIS AGENDA
VERBAL QUESTIONS

There were none. S/26/284
4 MINUTES

It was proposed by the Chairman, seconded by Councillor Douglas-Martin,

and

RESOLVED that the Minutes of the Staffing Committee Meeting held on 18
May 2026 were considered a correct record. $/26/285

5 TERMS OF REFERENCE
The Terms of Reference for the Staffing Committee were reviewed. Reference
was made to Agenda Item 10 and the suite of draft policies which had been
updated by primary legislation, and it was suggested that the terms of
reference be amended to enable the Committee to approve updates to
existing policies — new policies would continue to be recommended to
Council for approval.

It was proposed by Councillor Douglas-Martin, seconded by the Chairman,
and

RECOMMENDED TO COUNCIL that new point 15 be added to the Terms of
Reference “To approve any legislative updates to existing policies.” $/26/286

It was proposed by Councillor Douglas-Martin, seconded by the Chairman,
and
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RECOMMENDED TO COUNCIL that the amended Terms of Reference be

approved. S$/26/287
DEPUTY TOWN CLERK REPORT

None. S/26/288
CHAIRMAN'S REPORT

None. S/26/289
CORRESPONDENCE

a. A copy of the national employer local government pay 2026 circular

dated 26 03 26 was noted.
b. A copy of the review of NJC ‘Green Book' pay spine dated 18.05.26
was noted.
C. A copy of the draft HR Staff newsletter was noted. The newsletter
would be issued to staff following approval of the updated policies at
Agenda Item 10.

S/26/290
STANDING ITEMS
a. Health and Safety Issues
The Deputy Town Clerk introduced the report provided by the Facilities, Estates
and Compliance Manager. It was noted that 1 incident had been reported to
the Health and Safety Executive. In future information shown would be
differentfiated between staff and members of the public and a narrative would
be provided. The report was noted. S/26/291

b. Training - E-learning

The Committee considered an update on the implementation and further
development of the Council’s E-learning and Training Framework following the
upgrade to the WorkNest Enterprise platform. The Deputy Town Clerk estimated
that staff spent an average of half an hour per week on E-learning. Other in-
person training took place, particularly in the Parks Department. The report was
noted. S/26/292

C. HR Report
The Q1 HR Report showing the most recent data and analytics on Truro City

Council staff over the past 12 months was considered. The Deputy Town Clerk
explained that the HR external contractor cost £80 per hour, 24 hours per month
and undertook policy work, employment law updates, difficult disciplinary and
grievances legacy issues, complex issues and support for the Deputy Town
Clerk and the HR Officer. An issue of different interpretation of the Council’s
Time Off in Lieu (TOIL) scheme was being addressed. The Council’s work from
home scheme was supervised by line managers in line with business demands.
The HR data report for Q1 was noted. S/26/293

d. Recruitment

It was reported that the following recruitment exercises had taken place since
the last meeting and were all within agreed budgets. The casual Café
Assistant role would help meet the summer peak in workload at the Café in
the Park.:

¢ Facilities Maintenance Technician - permanent (candidate left due to
personal reasons)

* Weekend Park Attendant (Victoria Gardens) - permanent

* Weekday Summer Park Attendant (Victoria Gardens) - fixed-term

* Weekday Summer Park Attendant (Boscawen Park) - fixed-term
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10

Summer Waterer/Gardeners (x2) - fixed-term

Casual Cafe Assistant

* Boscawen Park Pavilion Manager - internal sscondment

e Boscawen Park Pavilion Assistant - permanent

The report was noted. S/26/294

AGENDA ITEMS

a. ADOPTION POLICY
It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
and

RECOMMENDED TO COUNCIL to approve the Adoption Policy.
[Councillor Mrs Carlyon requested that her name be recorded as having
voted against the motion.] $/26/295

. BEREAVED PARTNERS PATERNITY POLICY
It was proposed by Councillor Mrs Carlyon, seconded by Councillor Douglas-
Martin, and

RECOMMENDED TO COUNCIL to approve the Bereaved Partners Paternity
Policy. S$/26/296

Cc. MATERNITY POLICY
It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
and

RECOMMENDED TO COUNCIL to approve the Maternity Policy.
$/26/297

d. NEONATAL CARE POLICY
It was proposed by Councillor Douglas-Martin, seconded by the Chairman,
and

RECOMMENDED TO COUNCIL to approve the Neonatal Care Policy.
$/26/298

e. PATERNITY POLICY

In response to a query around surrogacy and adoption rights the Deputy
Town Clerk agreed to clarify the matter with the Council’s external HR
contractor and report back to Council.

It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
and

RECOMMENDED TO COUNCIL to approve the Paternity Policy. S$/26/299

f. SHARED PARENTAL LEAVE POLICY
It was proposed by Councillor Douglas-Martin, seconded by the Chairman,
and

RECOMMENDED TO COUNCIL to approve the Shared Parental Leave Policy.
$/26/300

g. PROBATIONARY POLICY
It was proposed by the Chairman, seconded by Councillor Mrs Carlyon, and
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RECOMMENDED TO COUNCIL to approve the Probationary Policy.

$/26/301
h. HR ASSISTANT
It was reported that the HR Officer was expected to go on Maternity Leave in
November 2026, and a part-time HR Assistant was required for the duration of
the leave to assist the HR Department in its operations. The Deputy Town Clerk
and HR Compliance and Safety Officer would deal with more complex
matters. This is within existing budgets. The report was noted.

S/26/302

It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
and

RESOLVED to approve the HR Assistant jolb description and recruitment to this
post. $/26/303

EXCLUSION OF THE PRESS AND PUBLIC

It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
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. S$/26/304

CONFIDENTIAL AGENDA ITEMS

a. VERBAL REPORT FROM DEPUTY CLERK ON CURRENT STAFFING MATTERS
INCLUDING SICKNESS, ABSENCE, GRIEVANCES AND DISCIPLINARIES.
The Deputy Town Clerk updated the Committee on a number of cases of
sickness in the Library, Café and Parks Departments. A meeting had been
held with the Trades Unions on the updating of various policies and business
cases before being reported to the Committee. The meeting had also
covered the collective agreement on holiday pay. Work continued on the
updating of staff job descriptions and contracts. The report was noted.
S/26/305

. OVERTIME

Overtime payments across the Council had been reviewed for rationale and
cost effectiveness. Senior Management had been requested by Council to
identify efficiencies within staffing costs and look to adjust staffing levels, in
consultation with Trade Unions to reduce unnecessary expenditure. The final
business case following the notfification to the Unions, and the consultation
process with the Unions and Staff was noted. S/26/306

c. HOLIDAY PAY ON OVERTIME

Normally if an employee has regularly received overtime pay during the
previous year; holiday pay must be paid in proportion to the overtime hours
worked. Extra holiday hours are not accrued, it is paid out. However, in
previous years payments had not been made and Officers had been in
negotiations with the Trades Unions to rectify the situation.

[The Committee Clerk left the meeting at 20:25 and returned at 20:38.]
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14

15

The Deputy Town Clerk explained the single status agreement and terms of
conditions to the Committee.

It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
and

RECOMMENDED TO COUNCIL:

That it resolves to approve the collective agreement on Holiday Pay, noting
regular overtime would be calculated on 4 months + and back pay
calculated for previous 3 years; 2023-24, 2024-25 and 2025-26. $/26/307

It was proposed by the Chairman, seconded by Councillor Mrs Carlyon, and

RECOMMENDED TO COUNCIL:
That it resolves to allocate a further £5k from general reserves for back
payments. S/26/308

READMITTANCE OF THE PRESS AND PUBLIC
It was proposed by the Chairman, seconded by Councillor Douglas-Martin,
and

RESOLVED that the meeting was re-opened for press and public access.
S/26/309

DATE OF NEXT MEETING
17 September 2026. S/26/310

ITEMS FOR FUTURE MEETINGS

Six-month review of secondment policy, review of contract of employment
implementation, Employment Rights Action Plan, Expenditure to budget
reports. S/26/311

The meeting closed at 20:36

CHAIRMAN
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FOCUS

Appendix B

HR Employment Law Timetable

~—" Recent Legislative Changes:

8 April 2026

Sponsorship
and Right to
Work

Changes to guidance for employers with a sponsorship
licence including:
. Changes to the Skilled Worker framework, including
skills thresholds and salary requirements
. Increase in Visa application fees, sponsor licence fees
and associated costs

7 April 2026

Employment
Rights Act 2025

. The establishment of the Fair Work Agency

6 April 2026

Employment
Rights Act 2025

« Collective redundancy protective award - doubling the
maximum period of the protective award

. “Day 1” Paternity Leave and Unpaid Parental Leave

. Whistleblowing - strengthening protections for workers
who “blow the whistle” on sexual harassment

. Bereaved Partners’ Paternity Leave - will enable
bereaved fathers and partners to take up to 52 weeks of
paternity leave if the mother or primary adopter dies
within the first year of the child’s life

. Statutory Sick Pay (SSP) - removing the Lower Earnings
Limit (LEL) and waiting period

. Action plans encouraged to reduce gender pay gap and
support employees experiencing Menopause

. Simplifying trade union recognition process

. Holiday pay records - employers now required to keep
adequate records to show they have complied with
holiday pay and entitlement rules. These records need
to be retained for 6 years from the date they were made

1 April 2026

National Living
Wage and
National
Minimum Wage
2026

New rates from 1 April 2026:
« £12.71 per hour for workers aged 21 and over
« £10.85 per hour for 18 to 20 year olds
« £8.00 per hour for 16 to 17 year olds and apprentices
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FOCUS

~—" Recent Legislative Changes:

1 April 2026

Changes to
LGPS Pension
Contributions

Changes to the Local Government Pension Scheme (LGPS)
include:

. Pension contributions will be compulsory for authorised
unpaid leave lasting less than 15 calendar days

. For authorised unpaid leave of 15 days or more, a
Qualifying Additional Pension Agreement (QAPAs) has
now been introduced

. The definition of Child Related Leave now includes
periods of unpaid additional maternity leave; adoption
leave; and shared parental leave. Assumed Pensionable
Pay will automatically apply during unpaid periods of
these types of leave, in addition to the paid periods.

. Periods of maternity leave and bereaved partner’s
paternity leave, whether paid or unpaid, should now also
be treated as Child Related Leave. Assumed
Pensionable Pay will apply during paid and unpaid
periods of these types of leave

18 February
2026

Employment
Rights Act

. The repeal of the great majority of the Trade Union Act
2016, thereby simplifying requirements on trade unions,
including in relation to industrial action and political funds

« Removing the 10-year ballot requirement for trade union
politics funds

« Simplifying industrial action notices and industrial action
ballot notices

. Protections against dismissal for taking industrial action

. Employees that are newly eligible for “Day 1” Paternity
Leave and Unpaid Parental Leave can give notice

29 December

Paternity Leave

. The Act removed the current 26-week qualifying period
for fathers or partners to take paternity leave where their
partner dies in childbirth, or within the first year following

B
2025 (Bereavement) birth or adoption. Those employees may also take
Act 2024 . .
paternity leave even if they have already taken shared
parental leave
Emblovment « Employment Rights Bill passed
December 2025 poy . Repeal of the Strikes (Minimum Service Levels) Act 2023

Rights Bill

to take immediate effect Page 9 of 54
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HR HR Employment Law Timetable

FOCUS
~—" Recent Legislative Changes:

The Apprenticeship (Miscellaneous Provisions) (England)
. . (Amendment) Regulations 2025 (S1 2025/599) reduce the
Apprenticeship . . . . . .
August 2025 Reaulations minimum duration of the practical period of apprenticeships
9 in England from twelve to eight months. The change applies
to apprenticeships that begin on or after 1 August 2025
Key changes include:
« Raising the skilled worker threshold from RQF3(A-Level
Skilled Worker or equn{alent) tp RQFG '(graduate I'evel) or abovg o
and other « Abolishing the immigration salary list and replacing it with
a temporary shortage list to include roles below graduate
22 July 2025 Sponsored - .
. . level that could be eligible for sponsorship
Immigration . . . .
Routes « Closing social care visas from overseas (subject to
transitional arrangements until 2028)
« Further information is available via this link: Sponsor a
Skilled Worker - GOV.UK
Key changes include:
6 April 2025 Neonatal Care . providing parents whose baby requires neonatal care,
P Leave and Pay with a right to 12 weeks’ leave and pay in addition to
their existing parental leave entitlement

Pending Legislative Changes:

Employment . Electronic and workplace balloting for Statutory Trade

August2026 | pights Act 2025 Union ballots

« Bringing forward regulations to establish the Fair Pay
Agreement Adult Social Care Negotiating Body in
England

« Procurement - two-tier code
Employment « Tightening tipping law

Rights Act 2025 « The duty to inform workers of their right to join a trade
union

. Strengthening trade unions’ right of access

« Requiring employers to take “all reasonable steps” to

prevent sexual harassment of their employees
Page 10 of 54

October 2026

14



https://www.gov.uk/government/publications/workers-and-temporary-workers-sponsor-a-skilled-worker#full-publication-update-history
https://www.gov.uk/government/publications/workers-and-temporary-workers-sponsor-a-skilled-worker#full-publication-update-history

HR

FOCUS

HR Employment Law Timetable

~— Pending Legislative Changes:

October 2026

Employment
Rights Act 2025

Introducing an obligation on employers not to permit the
harassment of their employees by third parties
Introducing a power to enable regulations to specify
steps that are to be regarded as “reasonable” to
determine whether an employer has taken all reasonable
steps to prevent sexual harassment

Unfair practices in the trade union recognition process
New rights and protections for trade union
representatives

Extending protections against detriments for taking
industrial action

Employment tribunal time limits

October 2026

Right to Work

Consultation in place regarding a draft code of practice
for employers on avoiding unlawful discrimination while
preventing illegal working

December
2026

Employment
Rights Act 2025

Commencement of the Mandatory Seafarers’ Charter

January 2027

Employment
Rights Act 2025

Reduction of unfair dismissal qualifying period to 6
months, for dismissals from 1 January 2027 and
uncapping compensatory awards

Fire and rehire protections

2027

Employment
Rights Act 2025

Action plans on gender equality and supporting
employees through the menopause (mandatory)
Enhanced dismissal protections for pregnant women and
new mothers

Specifying steps that are to be regarded as “reasonable”
to determine whether an employer has taken all
reasonable steps to prevent sexual harassment
Extending blacklisting protections

Industrial relations framework

Regulation of umbrella companies

Collective redundancy - collective consultation threshold
Flexible working

Bereavement leave including pregnancy loss

Ending the exploitative use of zero—ho%%eqqrg;%qcts
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FOCUS
~— Pending Legislative Changes:

2027 Employment . Electronic and workplace balloting for recognition and
Rights Act 2025 derecognition ballots
Date TB? Proposed legislation includes:
(Consultation o . :

. . Introducing into law the full right to equal pay for ethnic
undertaken Equality (Race minorities and disabled people and give them the right to
but has not and Disability) . .

formally been Bill bring an equal p.a.y claim - ,
. . Mandatory ethnicity and disability pay reporting for
introduced to .
Parliament) employers with 250 or more employees
Date TBC Proposed legislation includes:
(Introduced in . Providing a statutory definition of bullying at work
2023, second . Creating a new claim relating to workplace bullying that
reading in can be brought before an employment tribunal
Parliament in Bullying and « Providing for a Respect at Work Code to set minimum
July 2025 but Respect at Work standards for positive and respectful work environments
is yet to . Giving powers to the Equalities and Human Rights
progress Commission to investigate workplaces and organisations
further) where there is evidence of a culture of, or multiple
incidents of, bullying and to take enforcement action

SOUTH WEST Returning for 2027
GHALLENGE  Early Bird Discount

Giving aspiring and emerging leaders the chance to step into the shoes of a senior
management team for the day.

Expect fast-paced scenarios, strategic decision making, teamwork under pressure
and a few unexpected curveballs along the way.

Teams will tackle real-world style challenges, balance competing priorities and
attempt to keep calm while the pressure ramps up.

It's competitive, collaborative and a brilliant opportunity to develop leadership skills
while strengthening team connections.

Think your team is up for the challenge?

I CLICK HERE FOR FULL DETAILS AND BOOKING INFO "
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Appendix C

i TRURO

CITY COUNCIL

Report to: Staffing Committee
Date: 17 September 2026
Title: Health and Safety Incident Perfformance Update

Authors, Roles and Mark Wright BSc (Hons), MIET
Contact Details:

Facilities, Estates and Compliance Manager

Approval and clearance obtained from chair of committee: Y

Urgency Procedure(s) used? If yes include rationale. N

Recommendation to the committee

1.

That it notes the Council’s health and safety incident performance for the
reporting period.

That it notes the key incident trends and the management actions being
taken.

1.1

1.2

1.3

2.2

2.3

Executive Summary

During the 12 months to 11 September 2026, 50 health and safety incidents
were recorded: 20 accidents and 30 near misses. No incidents were recorded
as reportable under RIDDOR.

Near misses accounted for 60% of reports, indicating that hazards are being
identified before injury occurs. The main hazards were slips, trips and falls, and
falling, moving or flying objects.

Incident reporting increased during July and August 2026. Four incidents
remain under investigation. Incident investigations and outstanding actions
are reviewed by the Senior Management Team (SMT).

Purpose of Report and Key Information

The purpose of this report is to provide the Staffing Committee with oversight
of the Council’s health and safety performance, including incident frends,
investigations and corrective actions.

Regular performance reporting supports the Check and Act stages of the
HSE's HSGé65 Plan, Do, Check, Act framework and improves organisational
visibility of health and safety risks.

The most common hazards were:

e Slips, frips and falls, accounting for 10 incidents (20%).
e Being struck by falling, moving or flying objects, accounting for ¢ incidents
(18%).
Page 10of3
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2.4

2.5

2.6

6.1
6.2

CITY COUNCIL

e Violence and aggression accounted for 5 incidents (10%). All were near
misses arising from public-facing duties, including verbal aggression,
threatening behaviour, confrontation and unauthorised entry. No
employee injury was recorded, and all five incidents are closed.

These areas will remain a focus for risk assessment, safe working practices,
inspections and training.

Workplace and environmental conditions were identified as the root cause of
16 incidents (32%). Human factors accounted for 10 incidents (20%), while
equipment and plant and training and competency each accounted for 9
incidents (18%). This indicates that improvement activity should address
physical conditions, equipment, procedures and competence rather than
relying solely on individual behaviour.

Incident reporting increased to 10 incidents in both July and August 2026, with
near misses accounting for most of the increase. This reflects improved staff
awareness and greater use of the Council’'s reporting process, allowing
hazards to be identified and addressed before injury occurs.

At the reporting date, 46 incidents were closed and 4 remained under
investigation. Investigations identify immediate and underlying causes, with
resulting actions monitored through the Council’s incident management
arrangements.

Benefits for Customers/Residents

Effective incident reporting, investigation and follow-up help to provide safer
Council workplaces, facilities, services and public spaces. Lessons identified
from incidents can be applied across services to reduce the risk of
recurrence.

Relevant Previous Decisions

Full Council approved the Council’s Health and Safety Policy Statement on 27
July 2026.

Consultation and Engagement

Incident investigations involve the relevant employees, managers and
withesses. Competent health and safety advice is obtained where required,
and findings are communicated to the relevant teams.

Financial Implications of the proposed course of action/decision

There are no direct financial implications arising from noting this report.

Effective incident management can reduce the direct and indirect costs of
workplace injury, including absence, lost productivity, service disruption,
investigation time, repairs, insurance claims and enforcement action. HSG65
emphasises the need to provide proportionate resources to manage health
and safety risks effectively.

Page 2 of 3
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CITY COUNCIL

6.3 Any corrective action requiring additional expenditure will be managed
through existing budgets or reported separately for approval.

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

7.1 The Council has duties under the Health and Safety at Work etc. Act 1974 to
protect employees and others affected by its activities. Regulation 5 of the
Management of Health and Safety at Work Regulations 1999 requires
effective arrangements for planning, organising, confrolling, monitoring and
reviewing preventative and protective measures.

7.2 Regular reporting to Members supports the Check and Act stages of HSG65
and provides evidence of active oversight. Incidents must also be assessed
against the reporting requirements of RIDDOR 2013.

Risk Implications

8.1 Failure to report, investigate and learn from incidents could result in recurring
hazards, injury or ill health, service disruption, enforcement action, financial
loss and reputational damage.

8.2 Effective incident management reduces these risks by identifying causes and
ensuring appropriate corrective action is taken.

9 Options available

9.1 The report is for noting. No alternative options are presented.

10 Supporting Information (Appendices)

10.1  Appendix 1 — Health and Safety Incident Performance Dashboard.

11 Approval and clearance

11.1 Al necessary approvals for this report to be presented to the Staffing
Committee have been obtained.

All reports:

Final report sign offs This report has been cleared by (or Date
mark not required if appropriate)

Town Clerk

Deputy Town Clerk (Finance

and HR)

Page 3 of 3
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Health & Safety Incidents (Last 12 Months)
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Hazards (Last 12 Months)
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CITY COUNCIL

Hazard Category
® Biological agents

® Electricity

® Entrapment

® Fire and explosion

® Hazardous substances (COSHH)

® Machinery & work equipment

® Manual handling

® Missing, unsuitable or defective PPE
® Slips, trips and falls

® Struck against fixed objects

® Struck by falling, moving or flying objects
® Vehicles & workplace transport

® Vibration

® Violence and aggression

® Work at height
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Root Causes (Last 12 Months)
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Root Cause

® Workplace & Environment
® Human Factors

® Equipment & Plant

® Training & Competency

® Procedures & Planning

® Organisational Factors



Incidents over time (Last 12 Months)

Total Incidents by Month Label and Incident Type

10 I I

Oct 25 Nov 25 Dec 25 Jan 26 Feb 26 Mar 26 Apr 26 May 26 Jun 26 Jul 26 Aug 26

Total Incidents

Incident Type ® Accident ® Near Miss



Current Investigations

CITY COUNCIL

Incident Type Created Hazard Category Title
o
Accident 8/27/2026 9:37:00 AM Hazardous substances (COSHH) Chemical contact during line painting
Outcome Notes Actions
Update Date Update Update Date Action Owner title Update

Friday, September 11, 2026 A full COSHH review will support the creation of an Activity Risk Assessmen  Friday, September 11, 2026 Katarzyna Randhawa Review Safe Systems of Work

Page 20 of 54



Appendix D

i

@ TRURO

'lﬂ

ZZPHE CITY COUNCIL

Report to: Staffing Committee
Date: Thursday 17t September 2026
Title: Quarterly HR Report

Authors, Roles and Mica Crook, HR Officer
Contact Details:

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 Q2 HR Report showing the most recent data and analytics on Truro City
Council staff over the past 12 months. TCC has 73 employees with 65% being
full time. This equates to a Full-time Equivalent (FTE) of 58.6. 51% of the work
force are female.

2 Purpose of Report and key information
2.1 To provide key data obtained by the HR Department on numbers, equality
information and sickness absence.

2.2 Current Personnel Information
TCC currently have 73 staff employed at Truro City Council as of 24/08/2026.

Current Departments & Staff in each:

HR -2

Admin - 4

Finance - 3

SMT - 4

Community Development — 1
Events & Communications — 1
Visit Truro — 2

Facilities — 8

Parks — 23

VIC -4

Café -12

Library — 9

The below pie chart clearly shows staff ratio department by percentage (%).
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No. Staff by Department

3%

1%

EHR B Admin Finance
B Town Clerk B Community Development Events
M Visit Truro & Communications B Facilities M Parks
mVIC B Café H Library

Weekly hours of work per Department (Aug 2026)

m SMT

= Finance

mHR

m Events

m Administration

m Community Development
m Communications
mVIC

m Facilities

m Parks & Amenities
m Library

m Cafe

m Visit Truro

The above chart shows the weekly hours of work per department. The data
used excludes the hours for the 2 casual library staff and 7 casual café staff as
their hours vary on a weekly basis.
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The above bar chart shows the breakdown of full-time vs part-time working
pattern by department within the Council.

2.3 Full-time & Part-time Staff ratio

Full-time vs Part -time Staff Ratio

Full-time
65%

m Ful-tme  mPart-ime

The above Pie Chart shows the ratio of Full-Time and Part-time staff employed
at Truro City Council as of June 2026.

Number of staff for each category:
Full-time — 48
Part-time - 26
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Truro City Council’s Full-time Equivalent (FTE) is 58.6. The FTE does not include
hours for casual staff as these fluctuate on a weekly basis.

Departmental FTE

HR -2

Admin — 4.1

Finance - 2.8

SMT-3.9

Community Development — 1
Events & Communications — 1.5
Visit Truro - 1.8

Facilities — 3.1

Parks — 20.3

VIC-3

Café -3.5

Library — 5.1

The Departmental FTE does not include hours for casual staff as these
fluctuate on a weekly basis.
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The above Organogram clearly shows all current Truro City Council Staff displaying their roles, departments and who they

report to.
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2.4 Equal Opportunities Data

2.4.1 Gender

Staff Gender

= Male
m Female

m Other

The Pie Chart shows the current split of genders employed at Truro City
Council.

Number of staff for each category:
Female — 37
Male — 36

2.4.2 Ethnicity

Ethnicity

~

n Cornich w Mixed Race w Other Asian (non-Chinese) w White Other » White Britch wm »
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The above chart shows the ratio of Ethnicity within the Council. This clearly
shows diversity of staff when reviewing Ethnicity.

2.4.3 Age of Workforce

Age of Workforce

3% _ 0% 0

mlGorunder m17-2 @m25-35 witd5 md655 phe65 mbb+ mMotspecified

The above pie chart shows the diversity of the workforce in terms of age
group. As stated in the previous report the HR Department has been able to
obtain additional data to make this chart more accurate when representing
the age of TCC’s workforce. The Pie Chart clearly shows a good range of
ages.

2.5 Sickness Types over the past 12 months

Sickness Types (Aug 2025 -26)

Work related injury ]|
Peychiairic/Stress NN
Other |
Mon work-related injury I

Headache/Migraine I

Digestive/Stomach | I
Cowd .

Cough, Cold, Flu |

0 3 10 13 20 25 30

The Chart shows the various types of sickness types taken over the past 12
months. The most used selection was Cough, Cold, Flu with Other following
closely behind this. The HR Department is looking into ways in which sickness is
reported through BreatheHR to provide more accurate data. Comparing this
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month graph with last quarters there has been a decrease in the number of
Other categorised sickness. As you can see — the categories are very broad;
when staff have a specific problem, they tend to put Other and identify the
exact nature of their issue. The general consensus is that most types are listed
as Other due to the lack of choices available that do not apply when logging
sickness type.

When comparing the sickness data with those from ONS it is clear that TCC's
reports align with data that has been gathered nationally.

Department | Total Days | Total no. working | Percentage of the year
Lost to days in the year | lost to sickness (%)
sickness

Café 41.5 798 5.20

Library 95 1162.8 8.17

TIC 29 684 4.23

Parks 445 4537.2 9.80

Town Clerk's 135 4856.4 2.78

TOTAL

Percentage lost

to sickness across

organisation 6.04
Average UK

sickness absence

percentage

(2024-2025) 2.00

The above table shows the total numbers of days lost due to sickness from 24th
August 2025 to 241 August 2026 per department. A percentage has then
been calculated for each to show its relevance within the expected number
of working days.

As shown above, the Library and Parks departments have the highest sickness
percentage. This has been noted by HR and is due to long-term sickness
brought on by non-work-related medical conditions.

Please note — the Town Clerk’s Department includes HR, Admin, Finance, SMT,
Community Development, Events & Communications, Facilities and Visit Truro.

The higher figure of sickness is also due to various long term sicknesses being
closed since the report shared in June. When a sickness occurrence is still
open it is not shown in the data.

The UK average sickness absence percentage for 2025 is 2% compared to
TCC's percentage of 6.04%. The ONS figure of 2% has remained unchanged
since 2024.
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2.6 Other Leave over the past 12 months

Jury Service
Other Leave 1%
Compassionate o
5% Matemity

Study "y 1%
Paternity 09 s
0%

Parental
T

Medical
Appointments
41%

\“\_ Other Leave
e 30%

Other leave is a category the Council uses to establish absences from work
that do not corelate with annual leave. As shown above the most prominent
uses of this are for Medical Appointments and Other Leave.

Two new categories have been added to this report which are Maternity and
Paternity as we have staff that are utilising this other form of leave this year.

The use of medical appointments is monitored closely by the individuals line
manager and HR (when required). This is particularly reviewed during the
Appraisal process which gives the line manager a chance to request further
information and if a new or existing health condition could be causing issues
or impact future workload and attendance. It is the HR Departments intention
during the personnel file audit to obtain updated medical information from all
staff to ensure any pre-existing and current medical issues need to be noted
and/or reasonable adjustments be added to files. This includes updating First
Aiders (with the permission of the employee) with medical conditions should a
member of staff have a medical episode at work and how best to support
them.

The use of Other Leave and Unpaid Leave are usual used by the zero-hour
and casual contracted staff to book in fime off as they are not allotted an
annual leave allowance but paid this on an accrued basis. It is being
considered by the HR Department whether an additional category can be
created for this use alone as the Other Leave category is not the infended
use.
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2.8

29

Company Holiday Usage

As we enter September and our sixth month of the 2026-27 annual leave
enfitlement year, the below bar chart clearly shows the percentage through
the year we are, comparatively with the percentage of holiday taken by staff
so far. As the year progresses and we enter the summer months it is
anticipated that more annual leave will be taken.

Managers have been asked to remind their staff the importance of taking
annual leave and ensuring they plan this out appropriately with their teams to
ensure adequate workload cover.

It is also anticipated that a significant amount of annual leave will start being
taken by the Council’s largest department, Parks, when their busy season
ends in the next couple of months.

Company Holiday Usage

Holiday Taken

Fercent through
year

39.84%

0% 25% 50% 75% 100%

Time off in Lieu (TOIL)

TOIL is an important way that TCC manages additional working hours that are
accrued for Council Committee meetings, Full Council and other operational
activities. Managers have been asked to remind staff to use their TOIL
accordingly. A note of TOIL usage in the holiday request notes section aids
managers on a visual representation of this being ufilised.

Staff Turnover & Recruitment

Every year Truro City Council employs seasonal staff to assist with the peak
season of Spring and Summer work which are covered by fixed-term
confracts. In turn, this then affects our turnover rates every year. However,
every year we predict an average of 3 permanent members of staff to leave
the Council’'s employment.
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Staff Turnover:
o 2023-24-14
o 2024-25-6
e 2025-26-15
e 2026-27 (so far) = 10 (5 Casual/fixed-term)

Recruitment
Recruitment held for early 2026 (2025-26) is as follows:
e Facilities Maintenance Technician
Permanent member of staff to replace leaver last year.
e Weekday Park Attendant (Boscawen Park)
Seasonal 6-month contract to cover longer summer working hours.
e Weekday Park Attendant (Victoria Gardens)
Seasonal 6-month contract to cover longer summer working hours.
e Weekend Park Attendant (Victoria Gardens)
Permanent contract to replace leaver.

Recruitment held so far for this year (2026-27) is as follows:
e Summer Waterer/Gardener — 2
Seasonal 3-month Contracts to cover peak in workload.
e Casual Café Assistants — 2
2 Casual contracts due to start in July. To cover 3 leavers and one
instance of maternity leave.
e Boscawen Park Pavilion Manager - 1
Through internal secondment.
e Boscawen Park Pavilion Assistant — 1
Anticipated to start in July — permanent member of staff.
e Facilities Maintenance Technician
Currently recruiting a replacement following a leaver earlier this year.
e HR Assistant
Currently completing the recruitment for a fixed-term position to
provide HR cover for a period of maternity leave cover.
e Public Facilities Cleaning Operative
Currently recruiting for 1 — 2 12 month fixed-term positions to provide
support to the team.

The Council anticipates the possibility of permanent staff leaving and
requiring replacement.

3 Benefits for Customers/Residents

3.1 Low levels of staff absence due to sickness helps to improve the productivity
of Truro City Council which helps to deliver value for money for residents.
Diversity within feams can also aid productivity and engagement.

4 Relevant Previous Decisions

4.1 N/A
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9.1

Consultation and Engagement

Consultation will take place with the Trade Unions over the levels of sickness
absence if it is required.

Financial Implications of the proposed course of action/decision

Reducing sickness absence and increasing staff retention and productivity will
deliver improved value for money. Conversely high levels of sickness absence
carry a significant cost and are often an indicator of poor morale and can
cause low productivity.

Legal/Governance Implications of the proposed course of action/decision

Sickness Data Collection is necessary to enable compliance with Truro City
Council’'s legal obligations, for example to prevent breaching health and
safety regulations, anti-discrimination rules.

* Truro City Council should distinguish between different forms of sickness
absence.

* Authorised short-term absences may include attending medical
appointments and sickness absence.

* Truro City Council should investigate the cause of unauthorised absences
and respond appropriately.

Authorised absences should be managed in accordance with Truro City
Council's policies.

Risk Implications of the proposed course of action/decision

Monitoring of staff sickness and absence will enable HR to identify and
analyse trends. This analysis will reduce the risk to TCC of individual problems
going unnoticed and not being addressed. It will reduce the likelihood of
issues reoccurring if issues are identified and addressed. Monitoring of
equality and diversity statistics will enable TCC to positively effect change
and reduce the risk of falling foul of the law. Identifying issues will enable TCC
to implement reasonable adjustments as required and make changes to
working practices.

As shown in section 2.5, the Council’s sickness percentage is high due to
various long term sicknesses being closed since the report shared in June.
When a sickness occurrence is still open it is not shown in the data. This is not
an issue to be concerned about at present as this is not work-related sickness.
This will continue to be monitored going forward and percentage should start
decreasing again.

Options available

Do nothing — Do not monitor or analyse data on sickness levels.
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9.2 Other options —Monitor sickness levels for information only

9.3  Chosen option —Monitor sickness levels on a regular basis and consult with line
managers and employees on next best steps etc.

10 Supporting Information (Appendices)

11 Approval and clearance

All reports:
Final report sign offs This report has been cleared | Date
by (or mark not required if
appropriate)
Town Clerk David Rodda 24/08/26
(Required for all reports)
Deputy Town Clerk (Finance | Esther Greig 28/08/26

and HR)
(Required for all reports)
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Report to: Staffing Committee
Date: 17th September 2026
Title: Mobile Devices Policy
Authors, | Esther Greig
Roles: Deputy Clerk and Responsible Financial Officer
Approval and clearance obtained from chair of Y/N
committee:

Recommendations:

To resolve to approve the updated Mobile Devices Policy for
implementation from 1st April 2027.

1.2

1.3

2.2

2.3

24

Executive Summary

A mobile device policy is needed to ensure that the Council’s
arrangements for work-related phone use are consistent, fransparent,
and properly controlled.

The policy will support the Council’s duty to manage resources
efficiently, protect data, and ensure that any allowances connected
with mobile phone use are made on a clear and equitable basis.

The policy helps the Council distinguish between business use with the
provision of a work mobile phone or tablet or an allowance for the use
of a personal phone for work purposes, and the occasional use of
personal devices. This is clearly linked to role and operational need.

Purpose of Report and key information

The Council’s current IT and data policies already recognise the need
for secure handling of information and restricted access to systems. The
mobile phone policy simply extends that principle to day-to-day
working arrangements.

It supports operational efficiency, particularly for staff working away
from the office; and it ensures fair and equitable tfreatment across
departments.

It also sets clear expectations on acceptable use, reimbursement, and
responsibility for loss or damage.

It distinguishes between the occasional use of personal devices (Tier 1 -
annual allowance) and business use (Tier 2 - a work mobile or monthly
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2.6

6.1

6.2

I

allowance). The need for business use is linked to job role or
operational need.

Staff working alone in Council buildings, parks or other off-site locations
may use the relevant allowance to help maintain contact with
managers and colleagues, enabling prompt reporting of concerns,
incidents or emergencies and supporting safer lone working
arrangements.

Business use with call, text and data capacity will also enable
supervisors and managers to access files, documents and other
relevant Council systems and applications, such as HR and inspection
records on smart phones and tablets, so that operational duties can be
carried out efficiently and without delay.

Benefits for Residents

The policy as laid out is the most cost-effective option as the alternative
is work mobiles for all staff or a dedicated radio system which would
require significant upfront investment and would not deliver the
functionality required to operate the MaintainX and vehicle inspection
software.

Relevant Previous Decisions

Although the policy was finalised in March 2023, the previous version
was reviewed as part of the staff handbook by the staffing committee
and approved by Full Council on the 28th July 2025 min ref:25/506

Consultation and Engagement

Unions will be consulted regarding the amendments at the next
scheduled meeting in September. Staff will be informed at the all Staff
meeting on the 12th October — an opportunity for feedback will be
given at that time.

Financial and Legal/Governance Implications of the proposed course
of action/decision

This policy supports budgetary control by setting clear entitlement,
approval, and review arrangements.

It will provide an audit trail for payroll, VAT, and internal control
purposes.

Risk Implications of the proposed course of action/decision
Having a clear policy mitigates risk by protecting Council information
and personal data where mobile devices are used for Council business;
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7.2  Recognising the business use of personal mobile phones for staff
working remotely, and for those staff who work outside in parks and visit
Council premises on their own, provides security in lone working
situations.

8 Options available

8.1 Do nothing — not an option — currently there is insufficient consistency
and unequitable application of current allowances. Mobile phone
contracts and usage costs have reduced in price since the policy was
last reviewed.

8.2  Other options — create an additional Tier/allowance to cover out of
hours emergencies — this was disregarded as this is covered in current
contracts, job descriptions and overtime policies

8.3  Chosen option — As policy attached in the appendix - to simplify the
council's arrangement to reduce confusion and increase fairness for
those already using personal phones at work with an annual
allowance.

9 Supporting Information (Appendices)

9.1 Mobile Devices Policy

10 Approval and clearance

All reports:

Final report sign offs This report has been Date
cleared by (or mark not
required if appropriate)
Town Clerk David Rodda 18/08/26
(Required for all reports)
Deputy Town Clerk Esther Greig 18.8.26
(Finance and HR)
(Required for all reports)
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2.2.

2.3.

2.4.

3.2.

3.3.

Municipal Buildings
Boscawen Street

Truro TRT 2NE

Tel. (01872) 274766
www truro.gov.uk
email: info@truro.gov.uk

MOBILE DEVICES POLICY & AGREEMENT

Policy Overview

As part of your day-to-day work for Truro City Council, you may be expected to make and
receive calls, messages and work-related notifications using either a Council-issued mobile
phone and/or tablet (devices), or your own personal mobile phone, where this is authorised
for business use.

This policy sets out the arrangements for business use of mobile devices, the allowances
payable, and the security and data-protection standards that apply when Council
information is accessed on a mobile device.

Purpose

To ensure staff can be contacted and can contact others for operational purposes.
To set clear and fair arrangements for mobile-phone allowances.

To protect Council information, personal data and Council system:s.

To confirm expectations for home working and use of personal devices.

Allowances & Entitlement

Where a personal mobile device is used for Council business, the following allowance
structure applies, subject to manager approval and payroll authorisation:

. Tier 1: £25 per year — for members of staff who use their own phone for occasional work

purposes only, where business use is infrequent and incidental.

. Tier 2: regular business where the role requires frequent calls or messages

o Option 1: £15 per month — where a personal phone and personal number are used
for business purposes.

o Option 2: No allowance is payable where the Council provides a separate work
phone, tablet, or e-SIM with a separate number that can be installed on a personal
phone.

The allowance paid should reflect the extent of business use, the level of responsibility
attached to the role, the need to ensure a safe working environment by facilitating a
method of communicating with colleagues/managers in the event of an emergency and
the degree to which the employee is expected to be contactable outside normal working
hours.

Allowances are not salary, do not form part of contractual pay, and may be varied,
suspended or withdrawn if the role changes or the business need no longer exists.

Rationale for Differing Payment Levels
Tier 1: infended as a modest confribution for staff whose mobile phone use is occasional
and limited, and where the Council does not expect availability outside normal duties.
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4.3.

5.2.

5.3.

5.4.

5.5.

5.6.

6.2.

6.3.

6.4.

7.2.

7.3.

7.4.

7.5.

7.6.

Tier 2: appropriate where the role carries greater responsibility, higher contact volume, line
management or supervisory duties, or a need to respond more promptly to operational
matters during normal working hours and out of hours when necessary.

Managers should record the reason for the chosen rate on the approval form, so that
decisions are transparent and consistent.

Use of a Personal Mobile Phone

You agree to share your personal mobile number where necessary for operational reasons.
You agree that the Council may share your number with key staff for Council business only.

You must use a handset suitable for the role and keep it in good working order.

You must keep Council information secure and follow all security requirements in this policy
and the ICT Use Policy.

£25 per year is payable on Tier 1, and £15 per month is payable on Tier 2. These are paid
through payroll and are taxable.

The Council may remove Council data from the device at the end of the arrangement.
Use of a Council Issued Mobile Device

The Council will provide a separate mobile phone and/or tablet, and contract for work
pUrposes.

Personal use of a Council device is prohibited.

Council property must be returned promptly when employment or the project ends.
Where the Council provides a work device or e-SIM with a separate number for use with a

personal device, no personal mobile allowance is payable.

Security Requirements

All devices used for Council business must be protected by a strong passcode, PIN or
biometric lock where available.

Devices should lock automatically after a short period of inactivity.

Council accounts must not be shared with other people; unless used as the departmental
contact phone.

Council information must not be left visible to others or stored in an insecure manner.

Loss, theft, compromise, or suspected unauthorised access must be reported immediately
to the Facilities team and HR.

The Council may require remote removal of Council data where the device management

system allows this.

Data Protection & ICO Aligned Guidance
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8.2.

8.3.

8.4.

8.5.

8.6.

8.7.

8.8.

10.
10.1.

11.
11.1.

11.2.

When working at home or using your own device, staff must comply with UK GDPR and the
Council's data protection arrangements, including approved access methods, secure
storage, and appropriate confidentiality.

Only access Council information through approved Council system:s.

Do not download Council files to a personal device unless expressly authorised.

Do not use personal messaging apps for Council business unless specifically approved.
Use secure Wi-Fi and take reasonable steps to prevent others seeing Council information.
Keep paper records secure and dispose of them confidentially when no longer needed.
Report any suspected data breach immediately.

This reflects the Council’'s wider data-protection approach, including secure handling,

retention, fransparency and accountability, and its expectation that staff follow approved
procedures when processing personal data.

Additional Costs

The Council will not normally reimburse additional personal costs such as apps, accessories,
premium services or unrelated data charges unless expressly agreed in advance. Where
personal devices are used no separate payment for damage/repair or replacement
handsets will be paid.

Non-Compliance
Failure to comply with this policy may result in removal of access, withdrawal of any
allowance, or disciplinary action where appropriate.

Review & Approval

This policy will be reviewed by the Deputy Town Clerk as appropriate and at least once an
administration by the Staffing Committee. Any proposed amendments will be submitted for
approval through the Council's governance process.

Approved amendments should be communicated to all staff and incorporated into
related ICT/data protection documents.
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MOBILE DEVICES AGREEMENT

Please tick the appropriate option below:
Personal Phone Council Issued E-Sim
Phone

Tier 1
Tier 2

Rationale for choice:

Name:

Signature:

Job Role:

Date:

Line Manager's Name:
Line Manager’s Signature:

Date:

For any queries regarding this policy, please contact HR via email HR@truro.gov.uk.
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Report to: Staffing Committee

Date: Thursday 17t September 2026

Title: Long Service Holiday Entitlement

Authors, Roles and Esther Greig, Deputy Town Clerk

Contact Details: Mica Crook, HR Officer

Approval and clearance obtained from chair of committee: | N/A
Recommendation(s):

To resolve to start negotiating with the Unions regarding the long service
entitlements.

1 Executive Summary
The Council is reviewing its current long service award policy to ensure it
remains compliant with the Equality Act 2010 and reflects current best
practice. The proposal to remove the additional day after 25 years' service is
infended to reduce legal risk, improve consistency, and ensure the benefits
policy remains fair and proportionate for all employees.

2 Purpose of Report and key information
The Council’'s current long service holiday award policy of one additional day
after 25 years’ service is being reviewed because it creates a service-related
benefit that is directly linked to length of service and may disadvantage
younger employees, or employees who have not yet had the opportunity to
attain 25 years’ service.

Whilst service-related benefits can in some circumstances be lawful, the
Council must ensure that any such provision is objectively justified,
proportionate, and capable of being defended as a legitimate reward for
loyalty and experience. On balance, the Council considers that the benefit is
no longer necessary or proportionate, particularly given the financial cost, the
need for consistency and fairness across the workforce, and the risk of
challenge under the Equality Act 2010.

Truro City Councils current holiday allowance is as follows:

On appointment | After 5 years’ After 10 years’ After 25 years’
service service service
23 Days 26 Days 28 Days 29 Days

It is proposed that the additional day after 25 years of service is removed.

It is also proposed that those members of staff that have already completed
over 25 years of service be given a lump sum one off payment in lieu of this
additional day as they will see a reduction in their leave allowance once the
policy is implemented. This currently affects 7 members of staff and will be
negotiated collectively with the Unions.
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The 10-year long service award is retained at present as a proportionate and
modest recognition of service, with less legal and financial risk than the 25-
year award; however, the Council will keep all long-service entitlements
under review to ensure continued fairness, consistency and compliance with
the Equality Act 2010.

Benefits for Customers/Residents

Although this is an internal staffing matter, the proposed change will help the
Council to maintain a fair, lawful and sustainable employment framework. This
supports good governance and reduces the risk of employment disputes or
tribunal claims, which could otherwise have financial and reputational
consequences for the Council and, indirectly, affect the delivery of services
to residents. A consistent approach to staff terms and conditions also assists
with workforce management and helps ensure Council resources are used
efficiently in support of frontline services. It will also help to improve
productivity.

Relevant Previous Decisions
N/A

Consultation and Engagement

Consultation will take place with the Trade Unions over the change and
agreed compensation to be offered in lieu of the existing holiday long service
holiday entitlement.

Financial Implications of the proposed course of action/decision
The change will incur a cost to be paid by the Council for each employee
who has completed over 25 years of service from 2027.

It is proposed that this policy comes into effect from April 2027 to coincide
with the new annual leave entitlements at the start of the new holiday year.

Legal/Governance Implications of the proposed course of action/decision

As a long-service holiday award can give rise to an age discrimination risk if
not properly justified, the Council should review and amend the current
arrangement to ensure it remains compliant with the Equality Act 2010. The
proposed change is intended to reduce the risk of challenge and support the
Council's wider commitment to fair and consistent employment practice.

Risk Implications of the proposed course of action/decision

Removal of the additional day, with appropriate consultation and transitional
arrangements for staff already affected, is infended to reduce the risk of
unlawful age discrimination while maintaining a fair and sustainable leave

policy.

Options available

Do nothing — Do not change the current entitlement for service of 25 years or
more. Not an opftion.

Other options — None.

Page 2 of 3

Page 42 of 54



9.3 Chosen option - Remove the current 25-year, long service holiday entitlement

in with consultation with the Trade Unions and agree compensation for alll
staff affected by the change.

10 Supporting Information (Appendices)

None.
11 Approval and clearance
All reports:

Final report sign offs This report has been cleared | Date
by (or mark not required if
appropriate)

Town Clerk David Rodda 22/08/26

(Required for all reports)

Deputy Town Clerk (Finance | Esther Greig 24.8.26

and HR)

(Required for all reports)
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1 Introduction

Truro City Council expects all its employees to recognise their obligations to the Council
and other employees and to provide consistently high standards of performance at all
times and in accordance with the Council’s ethos. During your employment there may
be times when the Council considers that your performance does not meet the
standards it expects and where poor performance issues exist, the Council will use this
policy to guide it in understanding why you might be experiencing performance issues
and work with you to improve matters. Its aim is to make sure that you perform well in
your role, maximise your own performance and in doing so drive our business forward.

2 Scope

This policy applies to all employees of Truro City Council. The Council reserves the right
not to use this policy for employees in their probationary period whose performance will
be managed through the probationary policy. It does not apply to casual workers,
volunteers, contractors, consultants, and agency workers.

3 Equal Opportunities

The Performance Improvement Policy must always be applied fairly and in accordance
with employment law and the Council's Equality, Diversity & Inclusion Policy.

4 Responsibilities

The role of the Staffing Committee is to ensure that agreed staffing policies and systems
of infrastructure are in place and operating effectively to ensure that the legal
requirements of the Council are met. Responsibility for HR is delegated to the Deputy
Town Clerk.

The role of managers is to apply this policy fairly, taking the steps of a reasonable
employer and seeking advice where necessary.

External advice may be sought regarding matters concerning this policy.

5 When the Council will use this policy

The Council will use this policy where your performance has been identified as falling
below an acceptable level. Its purpose is to provide a framework for resolving the issue,
ideally through the improvement of your performance. As a last resort, the policy
specifies the circumstances in which you may be redeployed to more suitable work or
dismissed on the grounds of capability.
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Where your poor performance is believed to be the result of deliberate negligence, or
where serious errors have been made to the detriment of the Council, it may decide to
use its disciplinary policy instead.

A written record of all meetings conducted under this procedure will be made, either by
the person holding the meeting or by an additional person arranged by the Council to
take notes.

Action Against a Trade Union Official

In normal circumstances no action will be taken against an officer of a recognised Trade
Union until the matter has been discussed with a full-time officer of that union.

6 Exceptions to the normal procedure - Serious Poor Performance

The Council may not follow its performance improvement policy during the early stages
of employment. If the Council is not satisfied with your performance during your
probationary period, or during the first four months of your employment with the Council,
it will follow our probationary policy or in serious cases of underperformance may simply
terminate your employment.

If your poor performance is serious and the facts warrant it, the Council may skip a stage
of the procedure. For example, for serious poor performance the Council may move
straight to a final performance improvement meeting. If you are grossly negligent, such
that the Council could dismiss you without any written warnings, it may move straight to
a dismissal for poor performance meeting to consider your dismissal. If your poor
performance is more to do with refusing to work to acceptable standards (rather than
difficulties doing it), the Council may use our Disciplinary Policy.

Managers must always take advice from HR on deviations to this policy.
Normal Procedure

7 Informal Discussion

Your manager will inform you of the nature of the problem and discuss their concerns
regarding your performance. They will get your view on their concerns and discuss any
underlying issues that may have contributed to the performance issues. The Council will
discuss the support that it can provide to help resolve the performance issues.

Following discussion of the problem, your manager may choose to:
e Take no further action.

e Issue guidance to you on what you need to do to improve your performance and
set out a plan for improvement.
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e Provide you with relevant training.

e Refer the matter for investigation under the disciplinary procedure if the issue is
more of a conduct concern.

The Council will usually agree a time to meet to review the impact of the measures it has
agreed at this informal meeting. This will allow a reasonable amount of time for any
supportive changes to take effect.

If, when the Council meet, your performance has not improved sufficiently, then it will
either extend the informal process or move to the formal performance improvement
process set out below.

8 First Formal Performance Review

Where an informal discussion does not lead to a satisfactory improvement in your
performance, you will be invited to a formal first performance review meeting.

The purpose of a first performance review meeting is to discuss your performance and
decide what measures should be taken, with a view to securing the required
improvement in your performance. The meeting will usually be conducted by your
manager and a HR representative may also be present. The Council aim to deal with
any performance issues sensitively, constructively, and where possible, in confidence.

You will be given an opportunity to respond to any criticisms of your performance and to
put forward any explanation you may have for the matters identified by the Council as
amounting to poor performance.
The outcome of the meeting may be:

e A decision to take no further action.

e A decision to refer the matter for investigation under the disciplinary procedure; or

o The implementation of a performance improvement programme, designed to
bring the employee's performance up to an acceptable level.

8.1 Performance Improvement Programme

A performance improvement programme is a series of measures designed to help
improve employee performance. Each measure will ideally be agreed with you,
although the Council reserve the right to insist on any aspect of the performance
improvement programme in the absence of such agreement.

Each programme will be tailored to the particular situation, but will contain the following
elements:
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8.2 Timescale

The overall timescale in which the necessary improvement must be achieved will be set
out, together with the timescale for reaching individual milestones where appropriate.

8.3 Targets

The performance improvement programme will specify the particular areas in which
improved performance is needed and set out how, and on what criteria, your
performance will be assessed. Where appropriate, specific targets will be set that will
need to be achieved either by the end of the programme or at identifiable stages within
it

8.4 Measures

The performance improvement programme will specify what measures will be taken by
the Council to support you in improving your performance. Such measures may include:
training; additional supervision; the reallocation of other duties; or the provision of
additional support from colleagues.

8.5 Feedback

As part of the performance improvement programme, you will be given regular
feedback from your manager indicating the extent to which you are on track to deliver
the improvements set out in the programme.

If your performance problems stem from insufficient skills, any performance improvement
programme may include a plan for training, mentoring or other development activities
to help you develop and apply the skills necessary to perform at the required standard.
For these purposes ‘skills’ will include all the technical skills, soft skills (such as interpersonal
communication) and other characteristics you are required to demonstrate in your job
to be effective at the required standard.

If you, or the Council, consider that a medical condition is affecting your performance, it
will take medical advice where necessary and consider any reasonable adjustments to
support you.

If, at any stage, the Council feel that the performance improvement programme is not
progressing in a satisfactory way, a further meeting may be held with you to discuss the
issue. As a result of such a meeting, the Council may amend or extend any part of the
programme.

8.6 Review
At the end of the performance improvement programme, your performance will be

reviewed. If satisfactory progress has been made, you will be notified of this fact in
writing. However, if the Council feel that progress has been insufficient, it may decide to
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extend and/or amend the performance improvement programme o such extent as it
considers appropriate. Alternatively, the Council may decide to refer the matter to a
final performance review meeting.

8.7 Ongoing Review

Following the successful completion of a performance improvement programme, your
performance will continue to be monitored. If, at any stage during the following [12]
months, your performance again starts to fall short of an acceptable standard, the
Council may decide to initiate a final performance review.

9 Final Performance Review

If the performance improvement programme has not led to sufficient improvement in
your performance, you will be invited to attend a final performance management
meeting. The invitation will set out the respects in which the Council believe that your
performance still falls short of an acceptable standard.

At the meeting, you will be given an opportunity to respond to any criticism of your
performance and to make representations about any aspect of the way in which the
process has been managed.
The outcome of the meeting may be a decision to:

o Take no further action.

e Refer the matter for investigation under the disciplinary procedure.

e Institute another performance improvement programme; or

e Issue a final performance warning.
A final performance warning will be issued if the meeting concludes that reasonable
steps have been taken by the Council that should have allowed you to perform to an
acceptable standard, but that these measures have not worked. The warning will
explain the nature of the improvement that is required in your performance and state
that the improvement must be immediate and sustained. It will also explain that, if the

necessary improvement does not take place, you may be dismissed.

The warning will remain current for a period of 12 months, after which it will cease to
have effect.
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10 Dismissal for Poor Perfformance

If you have been issued with a final performance warning that remains live and your
manager believes that your performance is still not acceptable, or if the performance is
deemed to be so serious as in section é of this policy the matter may be referred to a
performance dismissal meeting.

You will be informed in writing of the grounds on which the meeting is being convened.
In particular, you will be told of the respects in which your performance remains below
an acceptable level.

The meeting will be conducted by a senior manager authorised to make dismissal
decisions, who will be accompanied by a HR representative.

At the meeting, you will have the opportunity to respond to any criticisms made of your
performance and make representations about how the situation should be treated.

The outcome of the meeting may be:
e A decision to take no further action.
e The issuing of another performance management warning.
e An offer to redeploy you to alternative work; or

e A decision to dismiss you with notice.

Before dismissing you, the Council will consider whether you are likely to improve
significantly within a reasonable time. The Council may also explore other actions short of
dismissal. These may include moving you to a different role, demoting you, and/or
extending your final performance review period. If the Council demote you, your pay
and/or benefits may be reduced accordingly.

Any offer to redeploy you will be entirely at the Council's discretion. Such an offer will be
made only where the Council are confident that you will be able to perform well in the
redeployed role. It will normally be offered only as an alternative to dismissal in
circumstances in which the Council is satisfied that you should no longer be allowed to
continue to work in your current role. While you are free to refuse any offer of
redeployment, the only alternative available will usually be dismissal.

If the Council believes that there is no alternative role available and suitable for you, but
that you have not met an acceptable standard of performance, it may decide to
dismiss. Any dismissal will be with full notice or payment in lieu of notice. The decision to
dismiss together with the reasons for dismissal will be set out in writing and sent to you.
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11 The right to be accompanied

You are entitled to be accompanied by a colleague or tfrade union representative at
any meeting called under this policy where you face a formal warning, or dismissal, as a
result of that meeting. This right does not extend to any investigation or informal meetings
that lead up to a formal performance improvement meeting.

If you want to exercise this right, you should tell the Council as soon as possible who you
want to accompany you. It is your responsibility to arrange for them to attend. If you
choose a work colleague, it will not prevent them from attending but the Council may
rearrange the meeting if their absence from work would cause operational problems.

Your colleague or union representative can, if you'd like them to, explain the key points
of your case to the meeting and can respond on your behalf. You can also confer with
them during the meeting. However, they must not answer questions put directly to you or
try to prevent the Council from asking questions or outlining our points.

12 Appeal

You have the right to appeal against any sanction issued under a formal performance
review meeting or dismissal for poor performance. You can exercise your right to appeal
by writing to the person named in the letter confirming the outcome of the performance
meeting or dismissal meeting. You must set out the grounds on which you believe that
the decision was flawed or unfair. The request should be sent within five working days of
you receiving written confirmation of the sanction imposed on you.

An appeal meeting will be convened to consider the matter. Wherever possible, the
appeal hearing will not be led by the manager involved in the original decision.

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

The appeal manager will either confirm the sanction or substitute any outcome that is
reasonable under the circumstances.

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

If you lodge a grievance during the performance improvement process, which the
Council think arises from the performance improvement process itself, it will normally
treat it as an appeal under this process rather than a separate grievance process.

The Council may choose to confinue with the performance improvement process while
your appeal is being considered. This is to prevent the process from being derailed, or
delayed, by one or more appeal being inserted into the timeframe.
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13 A Flexible Process

Our performance improvement process is focused on the positive: improving your
performance at work. The Council will not allow the process to confine it and get in the
way of this aim. The Council may choose to extend formal warnings under this process or
pause them whilst fraining or other supportive steps are undertaken.

The Council are also aware of the close relationship between performance issues,
attendance issues and conduct issues. Sometimes, the circumstances may mean that it
needs to follow more than one policy at the same time, or switch to using a different
policy. For example, if after investigation, the Council decide that the issues are not
actually performance but are misconduct related. If that happens, steps taken under
this policy will be regarded as taken under the other policy, i.e. the Council won't do the
same things twice unless there's a compelling reason to do so.

14 Useful Links

The following internal policies contain additional information and guidance:
a. Disciplinary Policy
b. Absence Management Policy
c. Equal Opportunities Policy

15 Review

This policy does not form part of an employee’s contract of employment, and the
Council may amend it due to statutory requirements or following consultation with our
recognised trade unions.

Should you have any feedback on this policy, please contact hr@iruro.gov.uk.

15.1 History of Policy Changes:

Date Page Details of the change Approved Approved
by Trade by Council
Unions

July 2026 All Policy Refresh throughout -

replaces previous Capability
Policy in Staff Handbook 2025.
Gives Managers the
responsibility of managing
performance for their staff.

Updated with changes to
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Employment Rights Act (ERA)
2025
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