[image: logo sign]                 BRADLEY STOKE TOWN COUNCIL
WORK LIFE BALANCE POLICY
Changes highlighted in grey

1.	FLEXIBLE WORKING

1.1 	Flexible working is a way of working that suits an employee’s needs. Flexible working could be part time working, job sharing, working from home, staggered hours (different start, finish or break times), compressed hours (working full time hours over fewer days) or phased retirements.

1.2 	All employees have the statutory right to request flexible working from their first day in the job.  However the Council recognises the importance of helping their staff to achieve a good work-life balance so will consider informal and statutory requests. For the purposes of this procedure, the focus will be on the process for making statutory requests.

1.3 	Statutory Right to Request Flexible Working
1.3.1 	Employees should submit their request in writing to their line manager, outlining how they want to work flexibly and their requested flexible working start date. 
1.3.2 	The line manager should consider the application and hold a meeting to discuss the request with the employee, at the earliest opportunity (within two months of the request).  
1.3.3 	If the request can be accommodated, or an agreement reached by all parties on the request, a start date for the change and written statement of terms and conditions will be sent to the employee, within 28 days of the request being approved.
1.3.4	If, following the meeting, the Council decision is to reject the request, it must be for one or more of the following reasons: 
· The burden of additional costs
· Detrimental effect on the ability to meet customer demand
· Inability to re-organise work among existing staff
· Inability to recruit additional staff. 
· Detrimental impact on quality of work and/or performance
· Insufficient work during the periods the employee proposes to work
· Planned structural changes.
If the Council is intending to refuse the employees flexible working request, they must consult with the employee before refusal. The reasons for a refusal will be detailed in writing to the employee along with a right of appeal, to the Council’s Staffing Committee.  
1.3.5 	The Staffing Committee will hold an Appeal Hearing at the earliest opportunity and confirm the outcome of this hearing in writing to the employee.
1.3.6 	All requests should be dealt with within three months of the date of application.  An employee can make two requests for flexible working in any 12-month period.  Human Resources or more senior colleagues can be contacted for further advice and support. 

2.	MATERNITY LEAVE
The Council operates a Maternity Policy Leave and Pay Scheme.  Details of eligibility, criteria and pay can be found in the Maternity Policy Leave and Pay Policy.

3.	ADOPTION LEAVE
The Council operates an Adoption Policy Leave and Pay Scheme.  Details of eligibility, criteria and pay can be found in the Adoption Policy Leave and Pay Policy.

4.	A. PATERNITY LEAVE
The Council operates a Paternity Policy Leave and Pay Scheme.  Details of eligibility, criteria and pay can be found in the Paternity Policy Leave and Pay Policy.

B. SHARED PARENTAL LEAVE
The Council operates a Shared Parental Leave Policy and Pay Scheme.  Details of eligibility, criteria and pay can be found in the Shared Parental Leave Policy and Pay Policy.

C. NEONATAL CARE LEAVE
The Council operates a Neonatal Care Policy.  Details of eligibility, criteria and pay can be found in the Neonatal Care Policy.

D. BEREAVED PARTNER’S PATERNITY LEAVE
The Council operates a Bereaved Partner’s Paternity Leave Policy.  Details of eligibility, criteria and pay can be found in the Bereaved Partner’s Paternity Leave Policy.

5.	MATERNITY SUPPORT LEAVE

5.1	One half day paid leave for the child’s father or the partner of the nominated carer to 	attend a specific ante natal session which can only be accommodated in working 	hours.  

5.2	Maternity Support Leave of 5 days with pay shall be granted to Bradley Stoke Town 	Council employees who are the child’s father or the partner or nominated carer of an 	expectant mother at or around the time of the birth.  A nominated carer is the person 	nominated by the mother to assist in the care of the child and to provide support to 	the mother.

5.3	The employee must have been continuously employed by Bradley Stoke Town Council for at least 26 weeks by the end of the 15th week before the week that the baby is due. The employee must then continue to be employed by Bradley Stoke Town Council until the date the baby is born.

6.	PARENTAL LEAVE

	6.1	Criteria

6.1.1	This gives an employee the right to take up to 18 weeks unpaid leave to care for a 	child providing they have 1 year’s continuous employment.

· the employee may be the mother or father of a child or adopted child under the age of 18.  
·  the right lasts for 5 years from the date on which the child is placed for adoption, or until the   child’s 18th  birthday whichever is the sooner or
· the employee has acquired formal parental responsibility under the Children Act 1989 for a child who is under 18 years old
	
	6.1.2	The right is an individual right, so both parents are entitled to unpaid parental leave.

	6.2	Key Elements

6.2.1	The right is for up to 18 weeks per child. In the case of multiple births, 18 weeks leave must be provided for each child. This will be pro rata for part-time staff. 

	6.2.2	A father of a newly born child is entitled to 5 days Maternity Support Leave and a 	further 12 weeks unpaid Parental Leave.

	6.2.3	Parental Leave can be taken in locks of between 1 and 4 weeks in any one year (part 	weeks count as 1 week). The parents of a disabled child may take leave in single days.

	6.2.4	The Town Clerk can postpone the leave where the needs of the Council make this 	necessary and it is reasonable, but not for more than 6 months. If leave is postponed 	unreasonably, the employee can take the Council to an Employment Tribunal.

6.2.5	A minimum of 21 days notice of the exact start date of the leave must be given. Notice is double the amount of leave if the employee wishes to take more than 2 weeks at a time. For example, 8 weeks notice must be given for 4 weeks leave.

6.2.6	A special provision can be made for fathers to take time off immediately after the 	birth or adoption, providing at least 28 days notice is given before the week in which the birth or adoption is expected. The employer may not postpone this.

	6.2.7	The employer must reply to a request for Parental Leave within a time equal to the 	amount of time requested.

	6.2.8	The contract of employment will continue but the employee will not be paid.

	6.2.9	Managers can ask for evidence, it is reasonable, for example proof of a child’s age.  	This could be a birth certificate, certificate of parental responsibility, documentation 	from Social Services, the child’s parent, a legal document, a letter from a solicitor or 	doctor.

	6.2.10	If an employee tries to claim for Parental Leave dishonestly, they will be subject to 	the Managing Employee Performance procedures.

7.	DEPENDANTS’ CARE LEAVE

	7.1	The Employment Relations Act 1999 (EReIA) introduces a statutory right to unpaid 	dependants leave.   

7.2	The Act defines a ‘dependant’ and the ‘unexpected or sudden problem’ for which 	leave would be granted and these are detailed below.

	7.3	Bradley Stoke Town Council has incorporated this statutory entitlement into 	Dependants’ Care Leave.

	7.4	Entitlement

7.4.1	Dependant Care Leave entitles an employee to a maximum of five days per year paid leave. This leave would normally be taken in blocks of 1 or 2 days at a time, but it may be taken in hours if this is agreed between the employee and the Town Clerk.

	7.4.2	Entitlement will be per employee’s leave year and pro rata for part-timers.

	7.4.3	There is no length of service requirement for the entitlement and it will apply to 	temporary and permanent employees.

7.4.4	The Town Clerk will grant reasonable additional unpaid leave up to a further four 	weeks. Alternatively reduced hours working may be agreed (with appropriate reduction in pay).

	7.4.5	Employees using this provision must telephone the Town Clerk before 10.00am or as 	soon as is reasonably practicable on the day.

	7.4.6	Employees are expected to use annual leave or time in lieu in other situations.

	7.5	Dependants

	The definition of a ‘dependant’ emphasises the people employees are closest to rather than a particular blood relationship i.e.:-
· Spouse/Partner
· Child (including adopted child)
· Someone who lives with the employee (excluding lodgers, friends, flatmates etc.)
· Someone who reasonably relies on the employee for assistance.

	7.6	Unexpected or Sudden Problems

	Dependants Care Leave is for unforeseen matters, not where the employee knows in advance that they are going to require time off. The situations covered by Dependants Care Leave are:-
· Caring for dependant who is ill, injured or assaulted. (Dependants Care Leave only applies where the employee accompanies dependants to doctor of hospital appoints for emergency visits and not to planned, routine visits.)
· Making new arrangements for care of a dependant who is taken ill or injured.
· Making new arrangements when there is an unexpected disruption or termination of care arrangements for the dependant. This would include the employee looking after their children when the normal child care arrangements are disrupted.
· Dealing with a serious incident involving a child which occurs unexpectedly during school hours.

8.	FOSTER CARER LEAVE
	
	Permanent and temporary employees who are foster carers are eligible to receive up to a 	maximum of 5 days paid leave per annum (pro-rata for part-timers) for the purpose of 	attending:
(i) 	Training events
(ii) 	Statutory review, education planning and other meetings related to their foster carer responsibilities.
(iii)	Supervision sessions.

	All paid leave must be authorised by the employee’s manager, so employees who are foster 	carers should provide as much notice as possible of the request for leave.

	Foster carers are also eligible for the Town Council’s Dependants Care Leave Policy which 	provides for up to 5 days per year paid leave (pro-rate for part-timers) to deal with 	unexpected sudden problems related to dependants.

9.	CARERS LEAVE

All employees have a statutory right to one week’s unpaid Carer’s Leave.

The purpose of the Carer’s Leave is to enable employees to give or arrange care for a dependent with long term care needs. This is different to Dependent’s Leave which gives employees the right to take a reasonable amount of unpaid time off work to deal with unexpected emergencies affecting their dependants.

For the purposes of Carer’s Leave, ‘long term care needs’ are defined as someone who has: 
• 	a physical or mental illness or injury that means they’re expected to need care for more than 3 months 
• 	a disability (as defined in the Equality Act 2010) 
• 	care needs because of their old age. 

Entitlement to Carer’s Leave will be a day one right and there is flexibility regarding how the leave can be taken enabling employees to take carer’s leave on separate days over a rolling 12-month period or in a week’s block.

10.	BEREAVEMENT LEAVE

	Up to 4 days paid leave (in addition to Funeral Leave) for an employee who has considerable additional responsibilities as a result of a death of a dependant or relative e.g.
· Main responsibilities for organising the funeral.
· Young children for whom permanent care arrangements need to be made.
· A business to sort out.
· Complicated debts etc.

11.	PARENTAL BEREAVEMENT LEAVE

(i) Parents or primary carers employed by the council are entitled to 2 weeks’ leave if they lose a child under the age of 18, or suffer a stillbirth from 24 weeks of pregnancy
(ii) Employees are entitled to leave in respect to each of their children.
(iii) Up to two weeks’ leave can be taken, either as one two-week block or in two one-week blocks. It may be taken at any time within 56 weeks of the child’s death.
(iv) If you have more than 26 weeks of continuous service with the council,
employees are entitled to government-set statutory parental bereavement pay (SPBP) during the leave. Otherwise the leave is unpaid 
(v) Dependent on length of service, Bereavement Leave and/or Maternity Leave may be taken alternatively to or in conjunction with Parental Bereavement Leave.

12.	FUNERAL LEAVE

	One day’s paid leave to be given to attend funeral of:-

A Dependant (as defined in Dependants Care Leave); or A close relative.  This is defined as:  brother, sister, parent, parent-in-law (including parents of employee’s partner), grandparent, grandchild.

13.	WORKING AT HOME

	The Town Clerk may agree working at home subject to the following guidelines:
(i) It is voluntary.
(ii) It is for the purpose of carrying out specific tasks that can be satisfactorily carried out at home.
(iii) The employee will be contactable at home by Town Clerk and other Council employees.
(iv) The employee’s working at home will not create additional workloads for other employees or otherwise affect operational efficiency and effectiveness.
(v) The employee must seek the prior agreement of the Town Clerk for all periods of working at home.
(vi) Lieu time and other time recording records must be completed.
(vii) Town Clerk will maintain adequate records of employees working at home, including dates and work undertaken.

14.	OTHER LEAVE

Other types of paid leave for certain circumstances can be granted with authorisation from your line manager, or in the case of Special Leave, from the Town Clerk in person. These include the following:

Paid Leave
· Public Duties such as Jury Service, Court appearances etc. (N.B Employees will be offered paid leave if required as a witness in court, but not if summoned for possible prosecution)
· Medical Screenings/Hospital appointments
· If you need to book a medical or dental appointment it should (where possible) be arranged outside of your working hours, if this is not possible you will be allowed to attend the appointment, however no credit will be given for time lost. 
· If you have to attend a hospital appointment (which you are not able to book out of working hours) you will be granted paid time off to attend as long as you can provide proof of the appointment. 
· Study Leave
This must be for approved study to gain qualifications in direct connection with Council work otherwise see Discretionary Leave below. 

Severe Weather Conditions 
It is the responsibility of employees to make every effort to attend work, even in exceptionally severe weather. Where staff cannot attend work, managers should allow them to take the day as annual leave, unpaid leave or TOIL. Additionally, where child or other dependants care arrangements are disrupted, staff are able to take dependants care leave, in accordance with the scheme. Special leave may be paid in exceptional circumstances.
 
	Leave at the discretion of the Line Manager &/or Council
· Election Duties
· Political Activities
· Other Study Leave 
· International Sports Representatives
· Special Leave
15. PENSIONS 

The following information relates to employees who are members of the Local Government Pension Scheme and who take leave on or after 1 April 2026 (6 April 2026 for Bereaved Partner’s Paternity Leave).  Full details can be found on the Local Government Pension Scheme website or from your county’s LGPS fund.

15.1  Paid Leave
During periods of paid leave such as annual leave, bank holidays and paid time off for public duties, the employer and employee pension contributions continue as if the employer was at work.

15.2	Relevant Child-Related Leave
Information regarding pension contributions during relevant child-related leave, both paid and unpaid, can be found in the separate policies for:
· maternity leave
· adoption leave
· shared parental leave
· paternity leave 
· neonatal care leave
· bereaved partner’s paternity leave

15.3	Parental Bereavement Leave
If the employee is eligible for pay during a period of Parental Bereavement Leave, their pension is usually worked out using their Assumed Pensionable Pay. Assumed Pensionable Pay is a notional figure that is used to make sure their pension is not affected by the pay reduction. 

If the employee does not meet the eligibility for pay during a period of Parental Bereavement Leave and the unpaid leave started on/after 1 April 2026, their pension would be calculated as ‘Authorised Leave Without Pay’.

15.4	Authorised Leave Without Pay (Less Than 15 Days)
If the employer allows an employee to take unpaid leave that starts on/after 1 April 2026 and lasts less than 15 days, their pension will continue to build up in this period. The employee and employer both pay the pension contributions that would have been paid if the employee was at work receiving their normal pay.

15.5	Authorised Leave Without Pay (15 days or More)
If the employer allows an employee to take unpaid leave that that starts on/after 1 April 2026 and lasts for 15 days or more, the break will not automatically count for pension purposes. 

The employee can, if they wish, choose to pay extra contributions to buy the pension they ‘lost’ in the unpaid period.

If they elect to pay these extra contributions within a year of returning to work, the cost is split between the employee and their employer. The contributions can be paid by lump sum or regular deductions from the employee’s pay. The employer will be able to provide information about the cost and the employee’s payment options.

An arrangement to buy pension ‘lost’ in a period of unpaid leave that started 1 April 2026 or later is known as a Qualifying Additional Pension Arrangement or QAPA.

15.6 	Strike Action
If an employee is away from work for a day or more due to a trade dispute, the period will not count for pension purposes unless they elect to pay Additional Pension Contributions (APCs) to purchase the ‘lost’ pension. The employee would pay the full cost unless the employer chose to contribute.

The ‘Buy lost pension calculator’ on the LGPS member website can be used to find out more about this option.  In order to use the calculator, the employer would need to provide the employee with information about the pay they ‘lost’ in the trade dispute.

15.7 	Reserve forces leave
Short periods of time off for activities such as training will be covered by means of the employee requesting annual leave or paid/unpaid leave.  The pension contributions for any unpaid leave will be in accordance with the ‘Authorised Leave Without Pay’ above.

Where an employee is mobilised or ‘called out’ on reserve forces leave, this normally lasts between 3 and 12 months.  If the employee elects to remain in the LGPS, their pension will be worked out using their Assumed Pensionable Pay. This ensures that they continue to build up pension as if they were at work and receiving their normal pay. 

The employer must tell the employee that amount of basic pension contributions they and the Ministry of Defence must pay, as well as any additional contributions the employee is paying and the amount of Assumed Pensionable Pay those contributions must be collected on. The employee should pass the information to the Ministry of Defence who will then deduct the pension contributions and pay them to the employee’s LGPS pension fund.

Pension contributions will not be deducted from any pay which the employee receives from their LGPS employer during this period.
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