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TORPOINT TOWN COUNCIL 

PAY AND CONDITIONS POLICY 
INTRODUCTION 

 
This policy provides a framework for making decisions on staff pay and conditions. It has 
been developed so that a reference document is available to which Torpoint Town Council 
and employees can refer. 

 
1. STATEMENT OF INTENT 

 
Future revisions to the policy will be subject to an annual review by the Personnel 
Committee at the June meeting and from there for formal approval by Torpoint Town 
Council. 

 
Torpoint Town Council will act with integrity, confidentiality, objectivity and honesty in the 
best interests of the Council; will be open about decisions made and actions taken, and 
will be prepared to explain decisions and actions to interested persons. Its procedures for 
determining pay will be consistent with the principles of public life: objectivity, openness 
and accountability. 

 
2. EQUALITIES / DISABILITIES LEGISLATION 

 
Torpoint Town Council is committed to ensuring equality in everything that we do. The 
Equality Act 2010 has replaced and strengthened previous equality legislation. 

 
This Policy will be applied consistently to all employees irrespective of age, disability, 
gender (sex), gender reassignment, marriage and civil partnership, pregnancy and 
maternity, religion or belief, and sexual orientation. 

 
Torpoint Town Council will comply with all relevant equalities legislation. 

 
Torpoint Town Council will promote equality in all aspects of Council life, particularly in 
relation to all decisions on promoting and paying staff, training, conditions at work and 
staff development. 

 
3. EQUALITIES AND PAY 

 
Torpoint Town Council will ensure that its pay processes are transparent and fair.  All 
decisions made will be objectively justified and recorded. Reasonable adjustments will be 
made on a case by case basis to take account of circumstances such as an absence due to 
maternity or long-term sick leave. 

 
4. JOB DESCRIPTIONS 

 
Torpoint Town Council will ensure that each member of staff is provided with a job 
description in accordance with the staffing structure agreed by the Council.  Job 
descriptions will identify key areas of responsibility and will only be changed by 
agreement, other than through a staffing restructure. The current staffing structure is 
appended to this policy – Appendix  1 . 
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5. APPRAISAL 
 

Torpoint Town Council will ensure that the appraisal process is fair, open and transparent 
and will form part of the Council performance management strategy. Members of staff will 
each receive an annual appraisal that will shape and determine their performance against 
their job description and future development. 

 
6. TOWN COUNCIL OBLIGATIONS 

 
Torpoint Town Council will: 
 Fulfil its obligations to staff not only in legislation, but also with due deference to 

Council HR polices, staff contracts and job descriptions. 
 Encourage staff to merit progress through salary scales and promotion based on 

succession planning 
 Ensure that any revised pay policy complies with relevant legislation and conditions of 

service 
 Ensure that it makes finances available to support pay decisions, in accordance with 

this policy and the council’s spending plan 
 Ensure that staff are informed about pay decisions made which affect them and that 

records are kept of recommendations and decisions made 
 Monitor on an annual basis the outcomes of pay decisions, ensuring the Council’s 

continued compliance with equalities legislation. 
 Recognise union representation within the workplace.  
 Promote and encourages professional membership of the industry standard 

professional body or bodies and will contribute membership fees to assist with 
professional standards being maintained. 

 From 1st July 2023 Torpoint Town Council became an accredited Real Living Wage 
Employer and signed up to the accredited living wage employers list. 

 
7. TOWN CLERK’S AND RFO OBLIGATIONS 

 
The Town Clerk & RFO will ensure the following: 
 Notify payroll at Cornwall Council about pay decisions to be implemented; 
 Record in the employees file the decision of the Personnel Committee and Council; 
 Complete the monthly overtime schedule to Cornwall Council;  
 Inform staff about the council’s Pay and Conditions policy and ensure they have 

access to it; 
 Submit pay recommendations to the Personnel Committee and ensure the Committee 

has relevant information upon which to make pay decisions.  This may be based on: 
i)   continuing professional development undertaken outside the usual working 

hours 
ii) Secondment to another organisation 
iii) Additional responsibilities and activities undertaken in pursuance of the Town 
Councils service provision or additional tasks. 
Present to the Personnel Committee an analysis of the overtime or casual hours 
worked by each employee and the reason for the additional hours.  

 
8. STAFF OBLIGATIONS 

 
All staff should familiarise themselves with the provisions of this policy. 

 
9. DIFFERENTIALS AND PAY SCALES 
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Appropriate differentials will be created and maintained between posts within 
the council, recognising responsibility, knowledge and skills, and the Council’s need to 
recruit, retain and motivate staff of the required quality at all levels. The Town Council 
operates the National Joint Council for Local Government Services (NJC) Pay 
Scales. The NJC spinal point band for posts are determined by Torpoint Town Council 
and are detailed below subject to performance management. The NJC has revised the pay 
spinal points commencing from the 1st April 2024 and these are appended as Appendix 
2. 

 
Additionally, Torpoint Town Council will adopt any agreement and recommendations 
negotiated between the Local Government Association (LGA) and the Trade Unions in 
respect to the annual pay bargaining process or other additional emoluments. 
*Where staff have undertaken the training for Enforcement Officer duties’ and 
responsibilities, staff will commence on spinal point 6 to reflect the increase in job 
responsibility and accountability. 
 
10. SUPERANNUATION 

 
Torpoint Town Council is a member of the Local Government Pension Scheme (LGPS) 
operated by Cornwall Council and all employees will automatically opt-in to this scheme on 
appointment.  All new employees will complete the “new starter form” and if the employee 
wishes to “opt out” of the scheme, the section of the form referring to superannuation shall 
be signed to this effect together with the Cornwall LGPS Opt out form. 

 
11. CAPABILITY 

 
Where a member of staff is subject to a capability procedure, performance management 
arrangements will be suspended in relation to the staff member concerned until the 
capability procedure has been concluded. 

 
On conclusion of the capability procedure, the staff member will resume performance 
management process. 

 
Pay progression will not be permissible in accordance with this pay policy while a staff 
member is subject to a capability procedure.  On conclusion of the capability procedure, the 
staff member will be required to have a successful performance management / appraisal 
review before pay progression is permitted.  The review will be deemed to be successful 
where the staff member has met, or has made significant progress towards meeting, his/her 
objectives during a reasonable period of time following the conclusion of the capability 
procedure.  Pay progression will not be applied retrospectively in any case of capability. 

 
12. PROCEDURES 

 
Torpoint Town Council has delegated its pay determination powers to the Personnel 
Committee to review the pay and conditions of employees with a recommendation to 
Council for consideration and implementation. 

 
Annual determination of pay 

 
All staff salaries, will be reviewed annually to take effect from 1st April of the financial year 
following review. The Council will endeavour to complete staff annual pay reviews by 31st 
October for inclusion in the budget proposals and statement in the Council minutes at the 
November Finance and Operations Committee meeting and confirmed at the November 
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Council meeting. 
 

Reviews may take place at other times of the year to reflect, for example, any changes in 
circumstances, changes in a job description that lead to a change in the basis for 
calculating an individual’s pay and in cases where a staff member resumes performance 
management arrangements following capability processes. 

 
Notification of pay determination 

 
Any amendment to the current pay will be notified to the staff member in writing (or in 
the case of the Town Clerk and RFO by the Town Mayor) (setting out the pay and any 
other financial benefits to which they are entitled following a determination. 
This will follow formal approval by Council. 

 
13. MILEAGE AND OTHER EXPENSES 

 
Torpoint Town Council will reimburse members of staff for mileage incurred whilst 
undertaking Council business, evidence of vehicle business insurance must be shown.  The 
Council will not reimburse travel to the employee’s normal or usual place of work.  The 
Council will reimburse standard class rail fare or mileage allowance whichever is the most 
cost effective.  However where rail travel is not possible or feasible, then the Council will 
accept a mileage claim that must be completed on the Town Council approved form. 

 
The current rate of reimbursement will be: 

 
Up to the first 10,000 miles – 45p per mile (or the current HMRC rate in force at the time). 
Over 10,000 miles - 25p per mile 
Passenger rate  - 5p per mile.  

 
(Note: - this rate will also apply to Council members for travel on Council business outside 
of the parish, VAT receipts for fuel to accompany any claim.) 

 
Accommodation and Meals 
Accommodation and meals should be limited to reasonable amounts.  Full VAT receipts 
must be provided in all cases to guarantee reimbursement.  All re-claim expenditure 
should be submitted within 3 (three) calendar months following the date of incurring the 
expenditure. Claims submitted for expenditure in excess of the three months might not 
be paid. 

 
14. HOLIDAY ENTITLEMENT 
Torpoint Town Council have confirmed that the holiday entitlement for full time working 
staff (5 days per week 37 hours per week) will be: 
Up to 5 years’ service – 24 days holiday (excluding public and bank holidays) 
Over 5 years’ service - 29 days holiday (excluding public and bank holidays) 
For office based staff, 3 days of holiday entitlement must be taken between the Christmas 
holiday and New Year holiday.  For other staff the holiday entitlement can be flexible. 
Holidays must be agreed with the employee’s line manager (for the Town Clerk this is 
the Town Mayor.  A total of 5 days (FTE rate pro rata for part time staff) maximum may 
be carried forward from the current year to the following year. 
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15. SICK PAY ENTITLEMENT 
 

The Council will pay the following occupational sick pay in accordance with the 
requirements stated within this policy and payment includes any entitlement to SSP. 
Benefits are listed in the table below 

 
SERVICE TERM BENEFITS 
During 1st year of service One month’s full pay and (after 

completing 4 months’ service) 2 
months’ half pay 

During 2nd year of service 2 months’ full pay and 2 months’ 
half pay 

During 3rd year of service 4 months’ full pay and 4 months’ 
half pay 

During 4th & 5th - year of service 5 months’ full pay and 5 months’ 
half pay 

After 5 years’ service 6 months’ full pay and 6 months’ 
half pay 

If an employee is in receipt of any benefits due to illness or injury, these will be deducted 
or reclaimed by the Council through the franchise pay arrangement with Cornwall Council. 
The member of staff must notify the Council of these benefits as a failure to disclose these 
may be considered a disciplinary matter and may result in disciplinary action including 
dismissal. 

 
For further information on sickness absence please refer to the Council’s 
Managing Sickness Absence policy. 
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APPENDIX 1 STAFFING STRUCTURE 
 

POST Revised spinal point scale 
as from 1st April  

Town Clerk & Responsible Financial Officer 37-43 
  Operations Manager 18-23 
Community Hub & Library Development 
Manager 

16-23 

Support Officer / Assistant to the Town Clerk & 
Responsible Financial Officer  

13 - 17 

  Caretaker & Enforcement Officer 
  Community Hub and Library Support Assistant 
  Facilities Operative 

 
4-12 
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APPENDIX 2 National Joint Council for Local Government Services (NJC) Pay Scales. 
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