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MEMBERS OF ODIHAM PARISH COUNCIL’S STAFFING COMMITTEE 
ARE SUMMONED TO ATTEND THE STAFFING COMMITTEE MEETING WHICH WILL 

BE HELD IN THE LIBRARY ROOM, THE BRIDEWELL, THE BURY, ODIHAM, RG29 1NB 
ON 9th OCTOBER 2024 COMMENCING AT 2pm                                                                        

 

3rd October 20024     Andrea Mann, Parish Clerk  

 
Committee Membership:  Cllrs McFarlane (Chair), Sanger, Seabrook and Verdon 

 

 
SC09/24 To receive apologies for absence 
 
SC10/24 To receive declarations of interests and requests for dispensation relating to 

any item on the agenda. 
 

SC11/24 Chairs Announcements 
 

SC12/24 Approval of Minutes 
To approve the minutes of the extraordinary Staffing Committee meeting held on 4th 
June 2024 (SC01-08/24). 
 

SC13/24 Staffing Committee Schedule (page 3) 
To review and agree the annual schedule of tasks for the Staffing Committee. 

 
SC14/24 Pensions Discretion Policy (pages 4-14) 

To consider the draft Pensions Discretion Policy, as required by the Council’s pension 
provider, Hampshire Pension Services. 

 
SC15/24 Staff Handbook (pages 15-18 cover pages only) 

To carry out the annual review of the Staff Handbook. 
 
SC16/24 Date of the next meeting 

Scheduled 22nd May 2025 at 11am. 
 
SC15/24 To pass a resolution in accordance with the Public Bodies (Admission to 

Meetings) Act 1960 to exclude the public and press to consider confidential staff 
related matters which meet the criteria of Schedule 12A of the Local 
Government Act 1972 Part 1. 

 
SC16/24 Training Schedule (pages 19-26) 

To note the update on training undertaken since the previous meeting. 
 

SC17/24 Annual Leave (pages 27-28) 
To note the year to date position and consider requests. 

 
SC18/24 Working Hours (page 29) 

To consider one request under the https://odihamparishcouncil.gov.uk/wp-
content/uploads/2023/10/Flexible-Working-Policy-October-2023.pdf  

 

https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/10/Flexible-Working-Policy-October-2023.pdf
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/10/Flexible-Working-Policy-October-2023.pdf
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SC19/24 Confidential staffing matter (circulated separately) 
To review report and agree next steps. 

 
SC20/24 Appraisals (pages 30-34) 

i) To agree the Clerk’s 2023/24 appraisal form, date of review and councillors to 
carry out review (pages 24-28) 

ii) To note that other staff appraisals will be carried out as soon as possible after 
the Clerk’s review has taken place. 

 
SC21/24 Annual review of the staffing structure (page 35) 
 
SC22/24 Staffing budgets (page 36) 

i) To review the 2024/25 position and end of year estimate. 
ii) To consider 2025/26 budget. 



STAFFING COMMITTEE ANNUAL SCHEDULE FC - Full Council, SC - Staffing Committee, FiC - Finance Committee, C - Councillor, PC - Parish Clerk, SCC - Staffing Committee Chairman, OPCC - OPC Chairman
Updated 09.10.24

Task Resp May-24 Jun-24 Jul-24 Aug-24 Sep-24 Oct-24 Nov-24 Dec-24 Jan-25 Feb-25 Mar-25 Apr-25 May-25

General
1 Appoint annual membership FC √ √
2 Appoint SC Chairman FC √ √
3 Set 6 monthly meetings PC √ √
4 SC Members to complete training SC Members
5 Review SC ToR SC √ √
6 Review Staffing Policies SC √
7 Review Staffing Structure SC √
8 Review programme of training SC √
9 Assist in staff recruitment process SC (Ad-hoc)

10 Determine staff terms & conditions SC (Ad-hoc)
11 Deal with staff grievance & disciplinary SC (Ad-hoc)
12 Be aware of relevant, new legislation SC, PC (Ad-hoc)

Financial
13 Review current & next year salaries SC √
14 Propose adjustments to FiC and FC FiC and FC √
15 Next year salaries to be approved FC √
16 Review staff pension arrangements √

Clerk
17 Appoint C day-to-day line manager SC √ √
18 Appoint C to carry out appraisal C + OPCC √ √
19 Support Meetings PC, AM, PV √ √ √ √ √ √ √ √ √ √ √ √ √
20 Annual Appraisal C + OPCC √ √
21 Review workload √ √
22 6 month review of targets √

Other Staff
23 Quartlery 1-2-1 PC √ √ √ √
24 Annual Appraisals PC √ √
25 Review salaries & discuss with SC PC √
26 6 month review of targets PC √
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Employer  
Local Government 
Pension Scheme 

Discretions Policy 
 

 
Employer name:  Odiham Parish Council 
Employer number: K7020 

 18th June 2024 
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Statement of policy 

on the Local Government Pension Scheme Regulations (LGPS) 2013 
and the LGPS (Transitional Provisions, Savings and Amendment)  
Regulations 2014. 
 
This document sets out the scheme employer’s policy on the operation of each of the 
mandatory discretions (and optional discretions where chosen) available under the LGPS 
Regulations. It states whether or not discretions will be operated and the circumstances and 
criteria for applying them. 
 

The following discretions apply to members who were actively paying into 
the scheme as at 1 April 2014 onwards 
 

PART A -  Mandatory Discretions  
 

Power to award additional pension  
Regulation 31 
Whether, at the full cost to the Scheme employer, to grant extra annual pension of up to £7,579 
(figure at 1 April 2023) to an active member or within 6 months of leaving to a member whose 
employment was terminated on the grounds of redundancy or business efficiency [regulation 31 
of the LGPS Regulations 2013]  

Employer Policy Decision 
Odiham Parish Council will only exercise this discretion in exceptional circumstances and on the 
recommendation of the Staffing Committee where a clear financial or operational advantage can 
be gained in doing so. 
(AS PER 2014 POLICY) 

Shared cost additional pension contributions  
Regulation 16(2e) (4d) 
Whether, how much, and in what circumstances to contribute to a Shared Cost APC scheme 

Whether, where an active member wishes to purchase extra annual pension of up to £7,579 
(figure as at 1 April 2023), by making additional pension contributions (APCs), to voluntarily 
contribute towards the cost of purchasing that extra pension via a shared cost additional pension 
contribution (SCAPC) [regulations 16(2)(e) and 16(4)(d) of the LGPS Regulations 2013]. 
 
Note:  This does not include instances where the employee is paying for lost pension via an APC 
where the election was made in the first 30 days (or longer if the employer allows) – in this 
circumstance the employer must pay two-thirds of the cost of such purchase  

Employer Policy Decision 

Odiham Parish Council will only exercise this discretion in exceptional circumstances.  It will not 
establish a SCAPC scheme for any employee unless there is a clear financial or operational 
advantage to be gained from doing so. 
(AS PER 2014 POLICY). 
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Whether to allow flexible retirement  
(Regulation 30 (6)) & TP11(2) & R30(8) 
Whether to allow flexible retirement for staff aged 55 or over who, with the agreement of the 
Scheme employer, reduce their working hours or grade [regulation 30(6) of the LGPS Regulations 
2013] and, if so, as part of the agreement to allow flexible retirement:  

• whether, in addition to the benefits the member has built up prior to 1 April 2008 (which 
the member must draw), to allow the member to choose to draw: 

I. all, part or none of the pension benefits they built up after 31 March 2008 and 
before 1 April 2014, and / or  

II. all, part or none of the pension benefits they built up after 31 March 2014  
[regulations 11(2) and 11(3) of the LGPS (Transitional Provisions, Savings and 
Amendment) Regulations 2014], and  

• whether to waive, in whole or in part, any actuarial reduction which would otherwise be 
applied to the benefits taken on flexible retirement before Normal Pension Age (NPA) 
[regulation 3(5) of the LGPS Transitional Provisions, Savings and Amendment) Regulations 
2014, regulation 18(3) of the LGPS (Benefits, Membership and Contributions) Regulations 
2007 and regulations 30(6) and 30(8) of the LGPS Regulations 2013]. 

Employer Policy Decision 

i) Whether to allow flexible retirement 
Odiham  Parish Council will consider requests for flexile retirement on a case by case 
basis after considering all cost and operational implications.  The decision will be the 
responsibility of the Staffing Committee. 
(AS PER 2014 POLICY) 

ii) Whether to allow the member to choose to take 
a. part or none of the pension benefits they built up after 31 March 2008 and before 1 

April 2014, and / or 
See response i) (SUGGESTED) 

b. all, part or none of the pension benefits they built up after 31 March 2014 
See response i) (SUGGESTED) 

iii) Whether to waive, in whole or in part, any actuarial reductions which would 
otherwise be applied to the benefits taken on flexible retirement before Normal 
Pension Age  
Odiham Parish Council will only waive the actuarial reduction on flexible retirement or 
other bases on a recommendation from the Staffing Committee.  Costs are borne by 
the employer and these must be carefully considered. 
(AS PER 2014 POLICY) 

Switching on the 85year rule  
[paragraph 1(1)(c) of Schedule 2 to the LGPS (Transitional Provisions, Savings and 
Amendment) Regulations 2014] 
Whether to “switch on” the 85 year rule for a member voluntarily drawing benefits on or after 
age 55 and before age 60. 

Members are now able to voluntarily retire between ages 55 and 60. If they were a member of the 
LGPS on 30 September 2006 then some of their benefits could be protected from reductions 
applied to early payment under the 85-year rule. This rule only applies automatically to members 
voluntarily retiring from age 60 but the employer has the discretion to “switch it on” for voluntary 
retirements between age 55 and 60.   
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This discretion does not apply to flexible retirement (see Regulation 30(6)) whereby the 85 year 
rule is always switched on. 
Where the employer does not choose to “switch on” the rule, then  

a) if the member has already met the 85 year rule, the member’s benefits are to be reduced 
in accordance with actuarial guidance issued by the Secretary of State (with the benefits 
from any pre 1 April 2008 membership for members who will not be 60 or more on 31 
March 2016, and benefits from any pre 1 April 2016 membership for members who will be 
60 or more on 31 March 2016, which would not normally have been subject to an actuarial 
reduction nonetheless being subject to a reduction calculated by reference to the period 
between the date the benefits are drawn and age 60) [paragraphs 1(2) and 1(4) of 
Schedule 2 to the LGPS (Transitional Provisions, Savings and Amendment) Regulations 
2014], or  

b) if the member has not already met the 85 year rule, the member’s benefits are to be 
reduced in accordance with actuarial guidance issued by the Secretary of State (with the 
reduction on that part of the member’s benefits subject to the 85 year rule being 
calculated by reference to the period between the date the benefits are drawn and age 60, 
or the date of attaining the 85 year rule, whichever is the later), and  

c) the Scheme employer can exercise a discretion to waive any actuarial reductions (including 
where an actuarial reduction may still be applied to a member’s benefits after ‘switching 
back on’ the 85 year rule in full) (at cost to the Scheme employer, via an employer strain 
charge). 

Employer Policy Decision 

Odiham Parish Council will only “switch on” the 85 year rule in exceptional circumstances on the 
recommendation of the Staffing Committee once costs have been fully assessed. 
(AS PER 2014 POLICY) 

Waiving of actuarial reductions  
Regulation 30(8), TP3(1), TPSch 2, para 2(1), B30(5) and B30A(5) 
Whether to waive, in whole or in part, any actuarial reductions on benefits which a member 
voluntarily draws before normal pension age (other than on the grounds of flexible retirement). 

Employers can agree to waive any actuarial reductions due in the case of employees retiring any 
time after age 55.  For active members voluntarily retiring on or after age 55 and before Normal 
Pension Age (NPA), who elect under regulation 30(5) of the LGPS Regulations 2013 to immediately 
draw benefits, and for deferred members and suspended tier 3 ill-health pensioners who elect 
under regulation 30(5) of the LGPS Regulations 2013 to draw benefits (other than on ill health 
grounds) on or after age 55 and before NPA. 
There are 4 member groups which you would be making the discretions policy on, the below 
covers in what circumstance reductions can be waived and to which benefits these would apply: 
Group 1 - Members joined before 1 October 2006 and who reached 60 before 1 April 2016 

• To waive on compassionate grounds, any actuarial reductions applied to benefits built up 
before 1 April 2016, and/or 

• To waive, in whole or in part, on any grounds, actuarial reductions applied to benefits built 
up after 31 March 2016 

Group 2 - Members joined before  1 October 2006 and who reach age 60 between 1 April 2016 
and  31 March 2020 and also meet their critical retirement age before 1 April 2020 (date member 
meets the 85 year rule) 

http://www.lgpsregs.org/index.php/regs-legislation/timeline-regulations-2014?showall=&start=4#reg27
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• To waive on compassionate grounds, any actuarial reductions applied to benefits built up 
before 1 April 2020, and/or 

• To waive in whole or in part on any grounds, actuarial reductions applied to benefits built 
up after 31 March 2020 
 

Group 3 - Members joined before 1 October 2006 and who reach age 60 after 31 March 2020 (or 
who would reach age 60 between 1 April 2016 and 31 March 2020 and don’t meet their critical 
retirement age before 1 April 2020 (date member meets the 85 year rule) 

 

• To waive on compassionate grounds, any actuarial reductions applied to benefits built up 
before 1 April 2014, and/or 

• To waive, in whole or in part on any grounds, actuarial reductions applied to benefits built 
up after 31 March 2014 

 
Group 4 - Members joined after 1 October 2006 

 

• To waive on compassionate grounds, any actuarial reductions applied to benefits built up 
before 1 April 2014, and/or 

• To waive, in whole or in part on any grounds, actuarial reductions applied to benefits built 
up after 31 March 2014 
 

Employers should also note that the strain cost of any such retirements would need to be met 
by the employer and paid into the Pension Fund at the appropriate time. 

Employer Policy Decision 

Whether to waive any actuarial reductions for a member voluntarily drawing benefits before 
NPA (other than on the grounds of flexible retirement), as outlined above.  
Odiham Parish Council will only waive the actuarial reduction on flexible retirement or other bases on a 
recommendation from the Staffing Committee.  Costs are borne by the employer and these must be 
carefully considered. 
(AS PER 2014 POLICY) 
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The following discretions apply to members who left the scheme between 1 
April 2008 and 31 March 2014 
 
RECORDS SHOW THAT OPC ONLY JOINED THE SCHEME FROM 01.04.14. 
 

Whether to “switch on” the 85 year rule for a member with deferred benefits 
voluntarily drawing benefits on or after age 55 and before age 60  
[paragraph 1(1)(c) & 1(2) of Schedule 2 to the LGPS (Transitional Provisions, Savings 
and Amendment) Regulations 2014] 
Whether to “switch on” the 85 year rule for a member with deferred benefits voluntarily drawing 
benefits on or after age 55 and before age 60. 
A member with a deferred benefit who left the scheme voluntarily between 1 April 2008 – 31 
March 2014 and who has subsequently become a deferred pensioner may now claim their 
benefits from age 55 without their employer’s consent. However, these benefits will be reduced 
for early payment. 
Where a member has reached the 85 year rule at the point of retirement, an employer can 
consent to switching on the 85 year rule. Any ‘strain’ to the Fund will be payable immediately by 
the Scheme employer.   

Employer Policy Decision 

N/A 

Whether to ‘switch on’ the 85 year rule upon the voluntary early payment of a 
suspended tier 3 ill health pension?  
[paragraph 1(1)(c) & 1(2) of Schedule 2 to the LGPS (Transitional Provisions, Savings 
and Amendment) Regulations 2014] 
Whether to “switch on” the 85 year rule for a member with a suspended tier 3 ill-health pension  
voluntarily drawing benefits (on or after 14 May 2018) on or after age 55 and before age 60. 
Where a member has reached the 85 year rule at the point of retirement, an employer can 
consent to switching on the 85 year rule. Any ‘strain’ to the Fund will be payable immediately by 
the Scheme employer.   

Employer Policy Decision 

N/A 

Whether to waive upon the voluntary early payment of deferred benefits any 
actuarial reduction on compassionate grounds?  
[regulation 30(5) of the LGPS (Benefits, Membership and Contributions) Regulations 
2007 and paragraph 2(1) of Schedule 2 to the LGPS (Transitional Provisions, Savings 
and Amendment) Regulations 2014]  
A member with a deferred benefit who left the scheme voluntarily between 1 April 2008 – 31 
March 2014 may now claim their benefits from age 55 without their employer’s consent. 
However, these benefits will be reduced for early payment. 
An employer can consent to waiving any reductions, on compassionate grounds, that would 
normally be applied to deferred benefits which are paid before age 65. 

Employer Policy Decision 

N/A 
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Whether to waive upon the voluntary early payment of a suspended tier 3 ill 
health pension, any actuarial reduction on compassionate grounds?  
[regulation 30A(5) of the LGPS (Benefits, Membership and Contributions) 
Regulations 2007 and paragraph 2(1) of Schedule 2 to the LGPS (Transitional 
Provisions, Savings and Amendment) Regulations 2014]  
A member with a suspended tier 3 ill health pension and who left the scheme between 1 April 
2008 – 31 March 2014 may now claim for their pension to be brought back into payment from age 
55 without their employer’s consent. However, these benefits will be reduced for early payment. 
 
An employer can consent to waiving any reductions, on compassionate grounds, that would 
normally be applied to deferred benefits which are paid before age 65. 

Employer Policy Decision 

N/A 
 

The following discretions apply to members who left the scheme between 1 
April 1998 and before 1 April 2008 
 

RECORDS SHOW THAT OPC ONLY JOINED THE SCHEME FROM 01.04.14. 
 

Whether to ‘switch on’ the 85 year rule upon the voluntary early payment of 
deferred benefits  
[paragraph 1 (1) (f) & 1 (2) of Schedule 2 to the LGPS (Transitional Provisions, 
Savings and Amendment) regulations 2014] 
Whether, as the 85 year rule does not automatically fully apply to members who would 
otherwise be subject to it and who choose to voluntarily draw their deferred benefits (on or 
after 14 May 2018) on or after age 55 and before age 60, to switch the 85 year rule back on in 
full for such members. 
Deferred members who left the scheme after 1 April 1998 are now able to voluntarily retire 
between ages 55 and 60. If they were a member of the LGPS on 30 September 2006 then some of 
their benefits could be protected from reductions applied to early payment under the 85 year rule. 
This rule only applies automatically to members voluntarily retiring from age 60 but the ceding 
employer has the discretion to “switch it on” for voluntary retirements between age 55 and 60.   
Where the employer does not choose to “switch on” the rule,  then benefits built up would be 
subject to reduction in accordance with actuarial guidance issued by the Secretary of State 
regardless of whether a member meets the rule or not 
If the employer does agree to “switch on” the 85 year rule, the employer will have to meet the 
cost of any strain on fund resulting from the payment of benefits before age 60 i.e. where the 
member has already met the 85 year rule or will meet it before age 60. 

Employer Policy Decision 

N/A 
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Whether to grant applications for the early payment of pension benefits on or after age 
50 and before age 55  
[regulation 31(2) of the LGPS Regulations 1997].  

 
Whether to grant application for early payment of deferred benefits on or after age 50 and 
before age 55.  
A member with a deferred benefit who left the scheme between 1 April 1998 – 31 March 2008 can 
claim their benefits from age 50 with their employer’s consent.  
However, these benefits may be reduced for early payment and/or be subject to an unauthorised 
payment charge under the Finance Act 2004 

Employer Policy Decision 

N/A 

Whether, on compassionate grounds, to waive any actuarial reduction that would 
normally be applied to benefits  
[regulation 31(5) of the LGPS Regulations 1997 and paragraph 2(1) of Schedule 2 to 
the LGPS (Transitional Provisions, Savings and Amendment) Regulations 2014].  
 
Whether to waive any actuarial reduction on compassionate grounds which would normally be 
applied to benefits which are paid before age 65. 
Employers should note that the strain cost of any such retirements would need to be met by the 
employer and paid into the Pension Fund at the appropriate time. 

Employer Policy Decision 

N/A 

 
The following discretions apply to members who ceased active membership 
before 1 April 1998 
 

RECORDS SHOW THAT OPC ONLY JOINED THE SCHEME FROM 01.04.14. 
 

Whether to grant applications for the early payment of deferred pension benefits 
on or after age 50 and before NRD on compassionate grounds                          
[regulation D11(2)(c) of the LGPS Regulations 1995].  
 
Whether to grant early payment of a deferred benefit on compassionate grounds, on or after age 
50 and before NRD. 
If granted, these benefits may be reduced for early payment and/or be subject to an unauthorised 
payment charge under the Finance Act 2004 

Employer Policy Decision 

N/A 
 

• These policies may be subject to review from time to time.  Any subsequent change 
in this Policy Statement will be notified to affected employees. 

• If the employer decides to amend the policy, no change can come into effect until 
one month has passed since the date the amended policy statement was published. 
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• Any changes to this policy will be notified to the Hampshire Pension Services within 1 
month of the change. 
 

For the full list of discretions policies go to http://lgpslibrary.org/assets/gas/ew/DISCLv1.6c.pdf 

 

Signed on behalf of:  

 
Completed by:  Position:  

 
Signature:  Date:       

 
 
 
 
 
 

        

         

 
 
 
 

        

  

http://lgpslibrary.org/assets/gas/ew/DISCLv1.6c.pdf
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PART B -  Optional Discretions  
(The four detailed are the most frequently used Regulations, but remain optional – see LGA Discretions for the full 

list of optional employer discretions) 

Membership Aggregation 
Regulation 22 (7)(b),(8)(b) 
Whether to extend the 12 month option period for a member to elect to join deferred benefits to 
their current employment/membership  

The election to keep separate pension benefits must be made within 12 months of becoming an 
active member, who must be active at the date of election. 

An employer may allow a period longer than 12 months 

Employer Policy Decision 

Odiham Parish Council will only allow an extension to the 12 month period to separate previous L 
service where it can be show that the member was no provided with he required information. 
(AS PER 2014 POLICY.  NOTE THAT ALL PENSION DOCUMENTS ARE NOW AVAILABLE ONLINE AND 
ACCESSIBLE THROUGH THE MEMBERS PERSONAL LOGIN) 

Transfers of Pension Rights 
Regulation 100(6) 
Extend normal time limit for acceptance of a transfer value beyond 12 months from joining the 
LGPS  

Where an active member requests to transfer previous pension rights into the LGPS, the member 
must make a request within in 12 months of becoming an active member. 

An employer may allow a longer period than 12 months 

Employer Policy Decision 

Odiham Parish Council will only allow an extension to the 12 month period to combine previous 
non-LG service where it can be shown that the member was not provided with the required 
information. 

(AS PER 2014 POLICY.  NOTE THAT ALL PENSION DOCUMENTS ARE NOW AVAILABLE ONLINE AND 
ACCESSIBLE THROUGH THE MEMBERS PERSONAL LOGIN) 

Time limit for a member to elect to purchase additional pension by way of a 
shared cost additional pension contribution (SCAPC) upon return from a period of 
absence. 
Regulation 16(16) of the LGPS Regulations 2013. 
Whether to extend the 30 day deadline for member to elect for a SCAPC upon return from a 
period of absence from work with permission with no pensionable pay (otherwise than because of 
illness or injury, relevant child-related leave or reserve forces service leave)  

Employer Policy Decision 

(NO RESPONSE IN 2014) - SUGGEST  
Odiham Parish Council will only exercise this discretion in exceptional circumstances.  It will not 
establish a SCAPC scheme for any employee unless there is a clear financial or operational 
advantage to be gained from doing so. 

 

http://lgpslibrary.org/assets/gas/ew/DISCLv1.6c.pdf
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Shared Cost Additional Voluntary Contribution arrangements 
Regulation 17 of the LGPS Regulations 2013 and regulation 15(2A) of the LGPS 
(Transitional Provisions and Amendment) Regulations 2014 
Whether to allow a Shared Cost Additional Voluntary Contribution (SCAVC) arrangement.  To 
determine how much will be allowed to be contributed to the SCAVC arrangement.  To define in 
what circumstances contribution to a SCAVC arrangement will be allowed. 

Employer Policy Decision 

(NO RESPONSE IN 2014) - SUGGEST  
Odiham Parish Council will only exercise this discretion in exceptional circumstances.  It will not 
establish a SCAPC scheme for any employee unless there is a clear financial or operational 
advantage to be gained from doing so. 

 

• These policies may be subject to review from time to time.  Any subsequent change 
in this Policy Statement will be notified to affected employees. 

• If the employer decides to amend the policy, no change can come into effect until 
one month has passed since the date the amended policy statement was published. 

• Any changes to this policy will be notified to the Hampshire Pension Services within 1 
month of the change. 

 

Signed on behalf of:  

 
Completed by:  Position:  

 
Signature:  Date:       

 



 
 
 

 
STAFF HANDBOOK 
 

Adopted on 10th November 2021 
Reviewed 2nd November 2023 
Reviewed 9th October 2024 



1. Introduction 
Odiham Parish Council (OPC) takes its role as an employer seriously and understands 
the importance of setting out clear policies and guidelines which apply to all staff.  This 
Staff Handbook will be issued to staff when commencing employment, in addition to a 
personal “Statement of Particulars” (contract) and is intended to provide a useful reference 
document on policies and procedures which apply to all staff. 

 
This Staff Handbook was prepared by the Staffing Committee and adopted by OPC on 
10th November 2021 and reviewed 2nd November 2023 and 9th October 2024.  

2. Statement of Particulars (Contract) 
All permanent appointments will be issued with a Statement of Particulars within one 
month of starting employment.  This will, as a minimum, include: 

1. Period of employment 

2. Job title 

3. Normal place of work 

4. Reporting arrangements 

5. Remuneration 

6. Pay reviews 

7. Hours of works 

8. Termination of employment 

9. Annual leave (with pay) 

10. Sickness absence and sick pay 

11. Pensions (where applicable) 

12. Collective agreements 

13. Health & safety 

14. Disciplinary and dismissal procedure 

15. Grievance procedure 

16. Changes of terms of employment 

17. Inventions and intellectual property 

18. Computer equipment 

19. Data protection 

20. Deductions from salary 

21. Declaration of entitlement to work in UK 
 

3. Other staff related policies adopted by OPC which form part of your terms & 
conditions 

I. Sickness Absence Policy (Appendix 1 and available online at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/10/Sickness-
absence-policy-October-2023.pdf) 

II. Flexible Working Policy (Appendix 2 and available online at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/10/Flexible-
Working-Policy-October-2023.pdf) 

III. Emergency Dependants Leave Policy (Appendix 3 and available online at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/10/Emergency-
Dependants-Leave-Policy-October-2023.pdf)  

 
4. Health & Safety 

The health and wellbeing of staff and volunteers is considered as the highest priority by 
OPC and this commitment is evidenced by the Health & Safety Policy Statement which 
is regularly reviewed and published online at the start of the Health & Safety Policy 
(Appendix 4 and available online at https://odihamparishcouncil.gov.uk/wp-



content/uploads/2023/02/Health-and-Safety-Policy-December-2023.pdf). This applies to 
staff, councillors and volunteers. 

All staff and volunteers must take responsibility for their own health and safety and not 
place themselves in any dangerous situations or take any action which may cause injury 
or harm.  It is essential for all staff to familiarise themselves with the Health & Safety 
Policy and acknowledge in writing they have read and understood it. 

 

5. Lone Working Policy 
There is also a separate Lone Working Policy (Appendix 5 and available online at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/10/Lone-Working-Policy-
October-2023.pdf).  Due to the nature of the job, it is inevitable there will be times when 
you are lone working, either in the Parish Office or out at OPC owned sites.  Please take 
time to risk assess each situation and talk through each scenario with your manager 
before acting. 
 

6. Emergency Procedures 
Emergency procedures in the office will be explained to you as close as possible to the 
first day of your employment. 

The Health & Safety Policy and individual Statement of Particulars both include 
information on what to do if an emergency situation arises.  But we cannot guarantee 
they include details of every emergency situation.  All staff and volunteers are expected 
to respond to further instruction and respond reasonably should an unforeseen 
emergency situation arise.  This may include a verbal instruction. 

7. Safeguarding 
As a local council working in the heart of the community, you will come into contact with 
a range of different people living and working in the community.  There is a 
Safeguarding Policy (Appendix 6) setting out what you should do if you identify a 
concern and the process OPC will follow in reporting these concerns to the relevant 
responsible authority. 
 

8. Training and Development 
Training and development is encouraged for everyone and supported by OPC where 
possible.  Please refer to the Training and Development Policy (Appendix 7 and 
available online at https://odihamparishcouncil.gov.uk/wp-
content/uploads/2023/02/Training-and-Development-Policy-December-2023.pdf) for 
further information.  
 

9. Privacy and General Data Protection Policy 
The General Data Protection Regulations (GDPR) 2018 applies to OPC.  There are 
various policies which cover the way in which OPC handles Council documentation and 
personal data. 

All new staff are required to complete a consent form to hold and process personal data 
in connection with their employment (Appendix 8). 

The Privacy Notice (Appendix 9 and available online at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/02/Privacy-notice-Staff-
Cllrs-and-role-holders-July-2023.pdf) provides further information on how OPC will store 
and process your personal data. 



The full data Protection Policy can be read online at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/02/Data-Protection-Policy-
July-2023.pdf  
 
GDPR provides the legal right to request details of your personal data OPC holds. There 
is a subject access request policy  (Appendix 10 also available at 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/02/Subject-Access-
Request-Policy-July-2023.pdf) for this purpose. 
  

10. General 
As a Parish Council, OPC must act in accordance with certain legislation, guidance and 
Council rules (policies).  All policies are published at 
https://odihamparishcouncil.gov.uk/council/policies-and-publications 
 
Whilst we do not expected every role to have an in depth knowledge, the following rules 
determine the way in which OPC operates and every member of staff should be aware 
they exist and refer to them before taking action: 

Standing Orders  https://odihamparishcouncil.gov.uk/wp-
content/uploads/2022/03/Standing-orders-revised-February-
2023.pdfhttps://odihamparishcouncil.gov.uk/wp-content/uploads/2024/04/Standing-
orders-revised-February-2024.pdf 

Financial Regulations https://odihamparishcouncil.gov.uk/wp-
content/uploads/2022/03/Financial-Regulations-December-2022.pdf 
https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/02/Financial-Regulations-
December-2023.pdf 

 

Internal controls https://odihamparishcouncil.gov.uk/wp-
content/uploads/2023/02/Internal-Controls-August-2023.pdf  

11. If things go wrong 
Odiham Parish Council will do everything possible to avoid disputes and respond to 
issues raised in a reasonable and timely manner.  Should you feel your line manager or 
Council has not listened to your immediate concerns, you should follow: 
 
a.  tThe process set out in the Disciplinary Procedure (Appendix 11 and available 

online at https://odihamparishcouncil.gov.uk/wp-
content/uploads/2023/02/Disciplinary-Policy-Procedure-December-2023.pdf 
 
And/or 
 

11. b. and The Grievance Procedures (Included as Appendix 11Appendix 12 and also 
available online at https://odihamparishcouncil.gov.uk/wp-
content/uploads/2023/02/Grievance-policy-procedure-December-2023.pdf). 
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https://odihamparishcouncil.gov.uk/wp-content/uploads/2023/02/Disciplinary-Policy-Procedure-December-2023.pdf

