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EMPLOYEE SERVICES POLICIES, PROCEDURES AND PRACTICES

1. POLICY STATEMENT

Knowsley Town Council (KTC) recognises the need to recruit and retain the best people to ensure KTC can provide the best service to the community. This policy will ensure the effective recruitment of the most suitable candidates for appointment thereby maximising available resources and ensuring KTC’s workforce is fit for purpose.

KTC is committed to valuing diversity by promoting and implementing equality of opportunity within the recruitment process. This policy demonstrates our commitment. KTC recognises that it can only deliver high quality services through its employees. It values and welcomes the perspectives and contributions that a large and diverse workforce brings.

This means that KTC is committed to equality of opportunity, both in the way that potential employees are encouraged to seek and gain employment within KTC, and in the way that existing employees are treated. No applicant or employee will receive less favourable treatment than others because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity (not included within direct discrimination), race, religion and belief, sex, sexual orientation, trade union activity or responsibility for dependants.
This policy will also seek to serve as a lead to other employers by demonstrating our commitment to best practice in recruitment and retention.

2. PURPOSE

This integrated policy will ensure that managers follow KTC’s guidelines regarding the processes required for recruitment and ensuring the legislation and relevant guidance concerning recruitment is adhered to. The policy also includes KTC’s guidance on retention of employees.

This policy will incorporate: -

· The establishment and filling of vacancies;
· The recruitment and selection procedure;
· Equality & Diversity in recruitment;
· The employment of disabled persons;
· The procedure for filling posts following a staffing review;
· Requirements under the Disclosure and Barring Service;
· Temporary and casual workers.

This procedure describes a framework for the management of each activity. It is not intended to be prescriptive in specific detail as it recognises the necessity for flexibility in the approach taken in each individual circumstance. However, where necessary, this policy must be read as supplementary to the provisions of relevant Employment Acts, and the National Schemes of conditions of service of the various employee groups affected. This policy is not intended to supersede, rescind or amend any of the stipulations, principles or procedures of the aforementioned Acts and Scheme Conditions.

3. RESPONSIBILITIES

Managing	recruitment	and	retention	at	work	is	a	joint responsibility of employees and management.

3.1 Employees Responsibilities

It is expected that all employees who are involved in the recruitment, supervision or management of employees will take responsibility for ensuring they are competent in the relevant procedures and processes in line with KTC’s and legislative requirements.

3.2 Managers Responsibilities

Managers have additional responsibilities to:

· Ensure that the processes outlined in this policy are followed by any employee involved in the recruitment of staff and that any issues are addressed in accordance with the appropriate process;
· Ensure that they have the skills necessary to implement the processes effectively; and
· that KTC’s commitment to the employment of disabled people is met.

4. GENERAL PRINCIPLES FOR THE ESTABLISHMENT OF POSTS AND RECRUITMENT AND SELECTION PROCESS

4.1 Establishment of Posts

KTC is responsible for determining the establishment of the Town Council. No person may be employed in addition to the approved establishment without the approval of KTC. The recruitment process must be followed in order to ensure the principles of equality and diversity are promoted, furthering the aim of KTC to minimise discrimination.
4.2 Recruitment and Selection

KTC must always ensure that the most suitable candidates are selected for appointment thereby maximising available resources. This process will ensure that the relevant legislation is followed and will promote the principles of equality and diversity to minimise the chances of discrimination taking place.

This policy refers to the temporary or permanent appointment of all employees and the filling of posts following a restructure.

The overall responsibility for the short-listing and appointment of employees lies with Town Clerk or as directed by the Town Council.

The policy will aid best practice across KTC and assist KTC, should it be in the position of having to defend a claim of discrimination, by the possession of documentation to demonstrate that the selection process is fair.
5.  EQUALITY AND DIVERSITY

5.1. Recruitment and Selection.

KTC is committed to securing a workforce that, where possible, is reflective of the local community and the fair treatment of its staff, potential staff and users if its services. It actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcomes applications form a wide range of candidates, including those with criminal records. Having a criminal record should not automatically bar applicants from being shortlisted. KTC will assess the nature of the position and the circumstances and background of the offences.

All staff appointments will be carried out in accordance with para 7 below. KTC will endeavour through appropriate training, to ensure that in making these appointments KTC do not discriminate unfairly.

Job requirements will be such that they do not discriminate directly or indirectly against any of the groups covered by the policy. All applicants for Council jobs will be made aware of this policy.

KTC will take steps to ensure that publicity for vacancies does not unfairly restrict the range of applicants.

All relevant aspects affecting the composition of the workforce including applications, short listing, interviews, appointments, promotions, departures or dismissals will be monitored and the information obtained will be actively used to devise action plans, positive action training and other steps to promote greater equality throughout KTC's workforce, where the law allows.

5.2. Monitoring and Evaluation

The effectiveness of this policy can only be judged by using information about how it is operating. Key information on important aspects of employment will be collated and analysed to obtain a detailed understanding of how this and other policies are working towards creating equality of opportunity. Action will be taken to deal with any particular obstacles or difficulties, which are identified.

The success of KTC's monitoring system is dependant upon the information being available. Therefore, all employees and job applicants will be asked to indicate their ethnic origin and whether they are disabled on a self-classification basis. The reason for monitoring will be made clear to all job applicants.

KTC will comply with all statutory requirements in terms of monitoring and publishing equality information.

The Town Clerk has specific responsibility for monitoring the effectiveness of this policy.
		5.3. Positive Action

KTC's aim is to assist with and encourage opportunities for particular groups in areas where they are under-represented. Where appropriate, positive action initiatives will be developed for the employment, training and development of people from under-represented groups at all levels of the workforce, in order that they may achieve equality of opportunity for selection at the point of entry and further promotional opportunities.

5.4. Conditions of Service

All employees must carry out all duties with full regard to the principles of equality and diversity.

Prejudicial and discriminatory language and behaviour which offends or threatens colleagues or customers will not be tolerated and will be dealt with in accordance with Council procedures, and can lead to disciplinary action being taken.

This policy applies to all employees of KTC, particularly those who have responsibility for employment decisions about other people. The Town Clerk is responsible for ensuring the implementation of this policy; however, the policy must be made to work by all employees. Everyone has a duty, both morally and legally not to discriminate.

5.5. Implementation

In implementing this policy, KTC recognises the different needs of the following groups of people who may particularly experience oppression, discrimination and disadvantage in society:

· Age
· Disability
· Gender Reassignment
· Marriage and Civil Partnership
· Pregnancy and Maternity (not included within Direct Discrimination)
· Race
· Religion & Belief
· Sex; and
· Sexual Orientation.

It is also acknowledged that there are other people who may experience discrimination on the grounds of their age, language, marital status, religion, membership or non-membership of a trade union, offending background or any other unjustifiable reason.

Eliminating prejudice and discrimination in all Council business is dependent upon the personal commitment of everyone in the workforce.

5.6. Disabled People

KTC is opposed to discrimination on the grounds of disability, whether such discrimination is intentional or through ignorance. KTC is committed to combating all forms of discrimination against disabled people.

Disabled applicants will not be barred from selection on the grounds of their impairments nor will disability in itself be acceptable as a reason for dismissal from any job.

To support this commitment KTC will keep a centralised record of all existing and newly appointed disabled employees.

5.7. Employment of people with offending backgrounds
KTC recognises that people with an offending background can experience discrimination and is committed to make all efforts to prevent this discrimination or other unfair treatment against any of its staff or potential staff regardless of offending background, as long as this does not create a risk to children, vulnerable groups or other service users.

There are important social and business arguments for employers facing up to the challenge of employing people with criminal records. KTC aims to do this in a reasonable and balanced way that maintains its duty of care to employees and customers and gives access to the widest pool of talent.

All prospective and current employees, regardless of their offending history, will be recruited, trained and developed on the basis of their ability and requirements of the job unless they are barred from undertaking the job due to the nature of the job or their criminal conviction.

KTC uses the Disclosure and Barring Service (DBS) to assess applicants' suitability for positions of trust. It complies fully with the DBS Code of Practice and undertakes not to discriminate unfairly against an individual on the basis of conviction or other information received.

5.8. Transgender applicants

The DBS has a confidential checking process for transgender applicants who do not wish to reveal details of their previous identity to the person who asked them to complete an application form for a DBS check.

Further information can be obtained by email to the DBS sensitive applications team. 

5.9. Access to Work Scheme

An employee with health issues or a disability as defined in the Equality Act 2010 (see Appendix 1) that affects their ability to carry out their day to day activities will need to contact I or meet with an access to Work advisor to discuss their application and the level of support offered by the scheme administered through the Job Centre.

The employee may wish to include the Town Clerk in these discussions to provide additional support and advice and must inform the Town Clerk when being assessed for support.

The Town Clerk should make sure that any employee who has approached KTC for advice or support who has a disability as defined in the Equality Act 2010, are made fully aware of the process they need to follow.


6. PROCEDURE FOR FILLING POST FOLLOWING A STAFFING REVIEW

6.1. Restructure of Establishment 

Following a staffing restructure approved by KTC upon taking advice from their HR Advisors, the Town Clerk or Chair of the Town Council’s HR Committee will ensure the following process applies:

6.2. Establishing the ring-fence

All staff whose job roles are covered by the new proposals should be included in a ring-fence. This means that all employees within the existing service area or employees from other services whose roles are to be included in the new arrangements will be considered first for any new posts. 
6.2.1 	No change
If a post on the new structure does not change in job content or grade or does not change substantially being a change of 50% other than in exceptional circumstances and for which duties are carried out by one person (or more in the event of a job share) the post will be filled by straight assimilation (i.e. an employee will be appointed to the new post automatically.
In trying to establish whether or not an employee meets the 50% criteria, managers should be aware that this is not simply a numerical exercise in respect of the list of duties contained within the job description.

Instead managers should assess the primary purpose of the role and the key functions attached to that and measure the significance of those and the frequency of tasks.
This is a management process; however it is good practice to share proposed assimilations with staff and trade unions during consultation on the service review.
Claimed assimilation 
An employee may ‘claim’ assimilation to any post on the structure if they believe that the new post is substantially their existing post. Any claims must be in writing and will be considered by the Town Clerk (or Chair of the Town Council’s HR Committee if appropriate) in the first instance. Claims must be received without delay and certainly before any new posts are advertised.
The definition of "substantially" with regard to claiming assimilation means that an employee must be able to demonstrate that they are currently carrying out at least 50% of the duties and responsibilities of the new role. 
The Town Clerk (or Chair of the Town Council’s HR Committee if appropriate) will consider all such claims and decide to either accept the claim and make the appointment accordingly or to reject the claim, for which grounds will be provided. If an employee remains dissatisfied following the decision a further appeal can be considered at a meeting of the full Town Council.
Within a service review there is a potential for a reduction in the number of posts available. Therefore, in such circumstances it is likely that assimilation would not be possible if there are more employees than posts.
If this is the case, those employees who would normally be assimilated would instead be ring-fenced for the post(s). A competitive selection process will then be held. The process would normally involve an interview and relevant methods of assessment, if appropriate as approved by the Town Council’s HR Committee.
Managers need to note that if the outcome of any interview process is that employees are going to be left without a post and therefore potentially made redundant, that any process they use will effectively be a redundancy selection criteria. In such circumstances KTC will week advice from their HR advisors.
It should be noted that the provisions of Regulation 10 of the Maternity and Parental Leave Regulations 1999 give precedence in redundancy situations to employees absent on maternity leave over other employees to suitable alternative vacancies. Therefore if KTC have any employees for whom this applies they will first discuss the application of the regulations with their HR advisors.
6.2.1. Significant Changes / New Post
If an occupied post changes substantially in job content and/or grade following a restructure the post will be advertised. (see above for definition of ‘substantially’).
Instead an assessment will be made if the primary purpose of the role and the key functions attached to that, the measure if their significance and the frequency of tasks.
6.2.2. Multiple post holders
Within a staffing review there is a potential for a reduction in the number of posts available. Therefore in such circumstances it is likely that assimilation would not be possible if there are more employees than posts.
If this is the case, those employees who would normally be assimilated would instead be ring fenced for post(s). A competitive selection process, approved by the Town Council’s HR Committee will then be held. The process would normally be an interview and relevant methods of assessment if appropriate.
[bookmark: _Hlk110324471]It should be noted that the provisions of Regulation 10 of the Maternity and Parental leave Regulations 1999 give precedence in redundancy situations to employees absent on maternity leave over other employees to suitable alternative vacancies. 
6.2.3. New Posts
Where new posts are created as part of a restructure process it may be appropriate to ring fence those vacancies to the employees affected by the restructure in the first instance.
It should be noted that the provisions of Regulation 10 of the Maternity and Parental leave Regulations 1999 give precedence in redundancy situations to employees absent on maternity leave over other employees to suitable alternative vacancies. 
If the post cannot be filled through the ring fence process, it will be advertised following the recruitment and selection procedure.

6.2.5 Appeals
Appeals will be allowed, heard by a Committee of KTC Elected Members appointed in accordance with Standing Orders. 
6.2.4. At Risk
Following assimilation and the selection processes outlined above there may well be employees who have been unable to secure a post alongside a number of posts unfilled.
In such circumstances all unfilled posts must be offered to those employees without a post in the first instance. Employees will be provided with details of the posts and asked to ‘express an interest’ in posts they are suited to.
Suitability interviews will then take place and employees appointed where appropriate. Where more than one employee expresses an interest in a post a competitive process should take place.
It is usual practice to appoint to higher graded posts first.


Any employees who are unable to secure a post via assimilation or ring- fenced interviews will be declared at risk and KTC’s ‘At Risk – Redundancy and Redeployment Policy’ will apply.
6.2.7. Advertising of Vacancies
Should there be any posts unfilled following the above process, they will be advertised following the Recruitment and Selection procedure.

7. RECRUITMENT AND SELECTION PROCEDURE 

7.1. Short listing

All the applicants who are selected for interview must meet all the criteria on the person specification. The chair of the selection panel, who with the exception of the position of Town Clerk which must be approved by the full Council, will be drawn from the membership of the Town Council’s HR Committee, must ensure that all applicants who have declared a disability and meet the necessary criteria have been included in the short list.  

7.2. Interviews

Interview record sheets must be completed for all candidates interviewed and will assist chair of the selection panel if a candidate asks for feedback. All managers involved in the recruitment process must be mindful that in accordance with the Data Protection Act 1998, candidates have the right to access all their records made at interview within 6 months of the date of interview.

Interview record sheets must be confidentially destroyed after 6 months after the date of interview unless the information is required for legal purposes.
The chair of the selection panel is responsible for ensuring that any copies of application forms are destroyed in accordance with confidential waste mechanisms.

7.3. Employing migrant workers

Advice will be sought from KTC’s HR advisors as soon as it becomes apparent that a migrant worker may be short listed.
7.4 Pre-employment checks including DBS

All pre-employment checks associated with the successful candidate will be undertaken by the Town Clerk or Chair of the Town Council’s HR Committee if appropriate.

DBS Disclosures do not carry a pre-determined period of validity because a conviction or other matter could be recorded against the subject of the Disclosure at any time after it is issued. Rechecks therefore, must be conducted every 3 years

References to sickness absence related to disability, pregnancy and maternity/or gender reassignment as defined in the Equality Act 2020 will be recorded but not included in an employee’s total sickness record and will not be disclosed in any requests for a reference.

7.4. Start Date

On receipt of all necessary clearances the successful candidate will liaise with the Town Clerk, or Chair of KTC in the case if the Town Clerk, to arrange a suitable start date. 

7.5. Induction

KTC recognises that an effective induction programme is an essential requirement for an efficient organisation – it’s not just about fulfilling policy requirements it’s also about allowing new team members to feel welcomed, understand their role and assisting them to contribute to the work of KTC as quickly as possible. Accordingly KTC will arrange an induction programme for all new employees.

7.6. Probation

All new entrants to KTC shall be subject to a six month probationary period. This must be made apparent to all prospective new employees during the recruitment process, if applicable and in any job offer letter and written Statement of Particulars.

It is the Town Clerk’s responsibility, except in the case where the Town Clerk is the employee on probation, in which case it is the chair if the Town Council’s HR Committee, to set and monitor required standards of work and to complete the necessary documentation.

7.7 Recruitment Complaints

If an individual has a complaint about the recruitment process, they can put their complaint in writing to the Town Clerk or in the case of the Clerk themselves, the Chair of the Town Council’s HR Committee who will liaise with the chair of the panel who will provide feedback to the applicant.


 8 TEMPORARY AND CASUAL WORKERS

Wherever possible a temporary contract of employment should be issued. Where KTC knows at the outset that a worker is to be employed for eight continuous weeks or longer, that worker should be treated as a temporary employee rather than a casual worker.

For those casual workers who work a more regular pattern than has been foreseen, the trigger point for determination of the employment status will be at eight continuous weeks’ employment.

At eight continuous weeks’ employment the casual worker should be regarded as a temporary employee and from this date onwards the employment should be classified as temporary. Entitlement to terms and conditions of employment should be backdated retrospectively to when the employee established a regular working pattern.

Once temporary status is acquired the employee will receive a Written Statement of Particulars and terms and conditions of employment will be in accordance with national or local conditions of service.

Sessional employment is the same as casual employment for the purposes of this policy.

8.1. Casual Workers

Casual workers are not employed under a contract of employment and have been engaged on the basis that they are not employees, the casual work will simply come to an end for whatever reason is agreed at the start of the work. This could be because the work has been completed, the period of time for the work to be done has ended, or simply because the employer has decided to discontinue the worker’s contract for whatever other reason.

Casual workers should normally only be required to work on either:

[a] ‘One off’ jobs‘  meaning the worker is taken on to do just one particular job or carry out a set task and should not exceed eight weeks.

[b] ‘Sporadic’ work meaning that the worker is taken on periodically to cover a period of work or a specific task e.g. bar work and will probably be taken on again at some stage with no firm date in mind. 

[c] ‘a day at a time’ meaning that the work is transient and the continued need for the worker is kept regularly under review. This could be on a daily or  weekly basis but again should not involve in excess of eight continuous weeks’ employment.

For those casual workers who do not accrue eight continuous weeks’ employment i.e. where there is no mutuality of obligation (the employer is not obliged to provide work for the worker and the worker cannot be forced to take the work when it is offered), the working pattern will continue to be reviewed on a regular basis.
Notice of employment will not normally be required however an assessment will be made on conclusion of the work to ensure that the worker is treated fairly and in accordance with legislative requirements.

In accordance with the Working Time (Amendment) Regulations 2001, casual workers will be entitled to paid annual leave from their first day of employment.

8.2. Temporary Employees

The length of temporary employment contracts should be kept to a minimum and should be for periods of less than 12 months duration.

Temporary contracts are usually determined by the following:-

· Long Term Sickness absence cover;
· Maternity cover;
· One off projects; and
· Seasonal employment.

This could be for a single period of up to 12 months or shorter periods aggregating up to 12 months.

Once an employment contract extends beyond 12 months, the employee accrues employment rights.



SUMMARY

After reviewing Knowsley Town Council's Equality and Diversity Policy, it is clear that it effectively fulfils its purpose. The policy ensures that employees are protected from discrimination at all stages of employment, including recruitment, terms and conditions, training, pay, promotions, transfers, dismissal, and redundancy. It provides a legal framework to safeguard individuals' rights and promote equal opportunities, particularly for those with protected characteristics.
The recruitment process is designed to be diverse and inclusive, ensuring fairness for all candidates. The policy highlights the employer's duty to avoid discrimination based on protected characteristics and to comply with relevant legislation. Furthermore, it emphasises the employer's responsibility to regularly review employment practices, procedures, and policies to reflect changes in the law.
All the following acts protect everyone against discrimination.
· Equal Pay Act 1970
· Rehabilitation Of Offenders Act 1974
· Sex Discrimination Act 1975 as amended by Equality Act 2006
· Gender Reassignment Regulations 1999
· Race Relations Act 1976 as amended in 2000 by Race Relations amendment Act Disability Discrimination Act 1995 as amended In 2005
· The Protection from Harassment Act 1997
· The Employment Equality Religion Or Belief Regulations 2003
· The Employment Equality (Sexual Orientation) Regulations 2003
· The Employment Equality (Age) Regulations 2006 
· The Equality Act Sexual Orientation Regulations 2007

	




APPENDIX 1

Equality Act 2010: Protected Characteristics and Work


Disability

1. A person (P) has a disability if;
i) P has a physical or mental impairment, and
ii) The impairment has a substantial and long-term adverse effect on P's ability to carry out normal day-to-day activities.

Discrimination arising from disability

1. A person (A) discriminates against a disabled person (B) if;
i) A treats B unfavourably because of something arising in consequence of B's disability, and
ii) A cannot show that the treatment is a proportionate means of achieving a legitimate aim.
2. Subsection (1) does not apply if A shows that A did not know, and could not reasonably have been expected to know, that B had the disability.
	
Gender reassignment

1. A person has the protected characteristic of gender reassignment if the person is proposing to undergo, is undergoing or has undergone a process (or part of a process) for the purpose of reassigning the person's sex by changing physiological or other attributes of sex.
2. A reference to a transsexual person is a reference to a person who has the protected characteristic of gender reassignment.
3. In relation to the protected characteristic of gender reassignment;
i) A reference to a person who has a particular protected characteristic is a reference to a transsexual person;
ii) A reference to persons who share a protected characteristic is a reference to transsexual persons.

Gender reassignment discrimination: cases of absence from work

1. This section has effect for the purposes of the application of Part 5 (work) to the protected characteristic of gender reassignment.
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2. A person (A) discriminates against a transsexual person (B) if, in relation to an absence of B's that is because of gender reassignment, A treats B less favourably than A would treat B if;
i) B's absence was because of sickness or injury, or
ii) B's absence was for some other reason and it is not reasonable for B to be treated less favourably.
3. A person's absence is because of gender reassignment if it is because the person is proposing to undergo, is undergoing or has undergone the process (or part of the process) mentioned in above.

Pregnancy and maternity discrimination: work cases

1. This section has effect for the purposes of the application of Part 5 (work) to the protected characteristic of pregnancy and maternity.
2. A person (A) discriminates against a woman if, in the protected period in relation to a pregnancy of hers, A treats her unfavourably;
i) Because of the pregnancy, or
ii) Because of illness suffered by her as a result of it.
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