6th October 2016

Chairman:
Vice-Chairman:
Aldermen:
Councillors:

Councillor O Gawith
Councillor B Mallon
J Dillon MBE, D Drysdale, A Ewart, T Jeffers, W Leathem,
T Beckett, S Carson, J Craig, A Ewing, A Grehan, B Hanvey,
V Kamble and A McIntyre

Ex Officio

The Right Worshipful The Mayor, Councillor B Bloomfield MBE
Deputy Mayor, Alderman S Martin

The Monthly Meeting of the Corporate Services Committee will be held in the Cherry
Room, Island Civic Centre, The Island, Lisburn on Tuesday 11th October 2016 at
7.00 pm for the transaction of business on the undernoted Agenda.
Tea/coffee shall be available in the Members’ Suite after the meeting.
You are requested to attend.

DR THERESA DONALDSON
Chief Executive
Lisburn and Castlereagh City Council

Agenda
1 Apologies
2 Declarations of Interest
3 Minutes – Meeting of Corporate Services Committee held on 13th September 2016
(Copy Attached)

4

Report from Director of Corporate Services
1

Report of Head of Central Support Services
• Ceremonial Insignia for Members’ Robes & for Former Mayors
• Lagan Valley Island – Carpet in Council Chamber
• Registration Unit – Appointment System at Bradford Court
• Corporate Uniform – Policy
• Mobile Phones – Policy
• Contract for Provision of Legal Services
• Health Working Group – 9th September 2016
Dementia Friendly Communities Steering Group
South Eastern Steering Group – Council Representatives
• Health Working Group – 9th September 2016
South Eastern Health & Social Care Trust - Presentation
• Department of Health
“Consultation on Protect Life 2 – A Draft Strategy for Suicide
Prevention in the North of Ireland”
(Closing Date: 4th November 2016)
• Moneyrea Primary School
Draft Development Proposal 479 - Establishment of Nursery
Unit for 26 Pupils (As from 1st September 2017)
(Closing Date: 9th November 2016)
• Northern Ireland Confederation for Health & Social Care
Discussion Series
• South Eastern Health & Social Care Trust
Smoke Free Policy Committee – Council Representation
• Pancreatic Cancer Awareness
Lighting Up of Council Buildings in Purple - 17th November 2016
• Health Working Group
Minutes of Meeting – 14th April 2016
• Lisburn & Castlereagh Policing & Community Safety
Partnership - Chairman
• Lisburn & Castlereagh Policing & Community Safety
Partnership – Minutes of Meetings
• Lisburn & Castlereagh Policing & Community Safety
Partnership – Schedule of Meetings
• Public Realm CCTV System transferring to Lisburn & Castlereagh
Policing & Community Safety - 1st November 2016
• National Malaya & Borneo Veterans' Association (NI Branch)
Service at Pantridge Memorial, LVI – 1st October 2016
Letter of Thanks

2

Report of Head of Finance & I.T.
• Treasury Management Advice
• Financial Statement
• Reserves/General Fund

3

Report of Acting Head of Human Resources & Organisation
Development
• Suite of Policies
• Voluntary Contribution Healthcare Scheme
• Organisation Design: Filling of Posts
• Investors in People: Assessment & Employee Recognition
Event
• Workplan for Implementation of Filling Posts in New Council
Structures
• Number of Staff per Head of Population
• Employee Health & Wellbeing

4

Report of Head of Marketing & Communications
• Christmas Card
• Media Plan – Emergency Planning Implementation Group
• Digital Comms
• Crowd Control Event Training
• Christmas Switch-On
• Media Coverage

5

Consumer Council – Presentation to Committee

6

University of Birmingham and the Housing Executive
“Tenant Involvement In Governance – Where Next for Northern
Ireland” - Half Day Workshops
19th October 2016 – Twickenham House, Ballymena
20th October 2016 – Belfast Castle
21st October 2016 – Marlborough House, Craigavon

7

Northern Ireland Veterans Association
50th Anniversary of Operation Banner – Parade March & Service in
Lisburn - Mid August 2019

8

Department for Communities
Consultation – “Draft Local Government (Payment to Councillors)
Regulations (NI) 2016”
(Closing Date: 30th November 2016)

5.

9

Translink
Consultation – Draft Disability Action Plan (Revised)
(Closing Date: 23rd November 2016)

10

Fermanagh & Omagh District Council
Equality Screening Report (April – September 2016)
(Closing Date: 25th November 2016)

11

Local Government Auditor’s Report 2016

12.1

Post Office at Convenience Store & Petrol Station, 1 Saintfield Road,
Lisburn, BT27 5BA - Opening of New Style Local Branch

12.2

Dundonald Post Office, Spar, 756 Upper Newtownards Road,
Dundonald, BT16 1LA - Change to Main Style Branch

13

Northern Ireland Fire & Rescue Service
Annual Report & Statement of Accounts 2015/2016

Confidential Report from Director of Corporate Services
Confidential Business Report – Members are requested to go to the
Confidential Section of the Corporate Services Committee folder on
SharePoint to access information
1

Report of Head of Central Support Services
(Confidential for reason of (i) information relating to the financial or
business affairs of any particular person (including the Council holding
that information) and (ii) information relating to individuals)
• Land at Glenmore Drive, Lisburn – Purchase of
• Officers authorised to direct persons from Council property

2

Report of Head of Finance & IT
(Confidential for reason of information relating to an individual)
• Voluntary Severance – Insurance

3

Report of Head of Marketing & Communications
(Confidential for reason of information relating to individuals)
• Freedom of Information

4

6

Report of Head of Human Resources & Organisation Development
(Confidential for reason of (i) information which is likely to reveal the
identity of individuals and (ii) information relating to any consultations
or negotiations, or contemplated consultations or negotiations, in
connection with any labour relations matters arising between the
Council or a Government Department and employees of, or office
holders under, the Council)
• Voluntary Severance: Amendments to Severance Payments
• Agency Workers
• Payment of Overtime in Holiday Pay
• Single Status Update: Appeals
• HR&OD Workforce Data

Any other Business

--OoOOoo--

To:

Members of Lisburn & Castlereagh City Council

CSC 13.09.2016
LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of Meeting of the Corporate Services Committee held in the Cherry
Room, Island Civic Centre, The Island, Lisburn on Tuesday 13th September
2016 at 7.00 pm.
PRESENT:

Councillor O Gawith (Chairman)
The Right Worshipful The Mayor
Councillor R B Bloomfield, MBE
Deputy Mayor
Alderman S Martin
Aldermen W J Dillon MBE, D Drysdale, A G Ewart,
T Jeffers and W A Leathem
Councillors R T Beckett, S Carson, J Craig, A P Ewing,
A Grehan, B Hanvey, V Kamble, B Mallon and A McIntyre

OTHER MEMBER:

Councillor H Legge and John Palmer

IN ATTENDANCE:

Lisburn & Castlereagh City Council
Director of Corporate Services
Head of Central Support Services
Head of Finance & IT
Head of Marketing & Communications (Ms A Goddard)
Acting Head of Human Resources & Organisation Development
Rural Development Manager
Committee Secretary

Electoral Office for Northern Ireland
Mr Graham Shields, Chief Electoral Officer

The Chairman, Councillor O Gawith, welcomed Members to the meeting.
The Chairman asked that any Member entering or leaving the meeting alert him
accordingly so that the Committee Secretary might accurately reflect arrival and
departure times in the minutes.
The Chairman referred to the recent passing on the 1st September 2016 of Ms
Marita Jaschob, a Members’ Services Officer, and as a mark of respect to Marita,
invited those present to stand and observe a minute’s silence. It was agreed that
a letter of sympathy be sent to Marita’s family.
741

Agenda

CSC 13.09.2016
Alderman W J Dillon expressed sympathy to Mr Adrian Donaldson, Director of
Corporate Services, on the recent passing of his mother, Mrs Elizabeth
Donaldson. Mr Donaldson thanked Alderman Dillon for his kind words.
The Chairman also referred to an incident at Lagan Valley Island on the 1st
September 2016, when a member of the security team had suffered a cardiac
arrest. The prompt and expert actions of the LVI Centre Management team in
administering CPR and using the defibrillator had allowed the employee in
question to be taken to hospital where cardiac procedures were carried out. The
Director was pleased to report that the security guard was recovering and was
very grateful to the LVI staff for their swift actions which undoubtedly had helped
to save his life. Alderman W J Dillon, Chairman of the Pantridge Trust, reminded
Members that the defibrillator had been invented by Professor Frank Pantridge
(now deceased) and it was good to know that this equipment and its application
had been so crucial in this incident.

1.

Apologies
There were no apologies.

2.

Declarations of Interest
The Chairman invited Members to declare any Interests they might have in
relation to the business of the meeting and reminded them of the
requirement that they complete Declaration of Interest forms in this regard
which had been provided at the meeting.
The following Declarations of Interest were made during the course of the
meeting:•

Alderman D Drysdale – Item 3 of Report of Head of Central Support
Services – “Visit to Hyroease Flotation Centre at Inspire Business
Park, Dundonald, on 12th August 2016”. (Chairman of Inspire
Business Park.)

•

Councillor B Mallon – Item 4.1 of Report of Head of Central Support
Services – “Request from AMH Action Mental Health to light the
Council buildings on the 10th October 2016 to mark World Mental
Health Day”. (Provides policy support to Action Mental Health.)

•

Alderman S Martin – Item 10 of Report of Head of Central Support
Services – “Libraries NI: Lisburn City Library – Opening Hours”.
(Member of Board of Libraries NI.)

•

Alderman S Martin – Item 2 of Report of Acting Head of Human
Resources & Organisational Development – “Elected Member
Development Steering Group”. (Chairman of NILGA Elected
Member Development Working Group.)
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3.

•

Alderman S Martin – Item 6 of Report of Acting Head of Human
Resources & Organisational Development – “Meeting of Local
Government Training Group’s Elected Member Development
Steering Group on 18th May 2016”. (Member of Local Government
Training Group’s Elected Member Development Steering Group.)

•

Mr Adrian Donaldson (Director of Corporate Services) – Item 2 of
Report of Head of Central Support Services – “Mayoral & Chief
Executive Portraits and Council Chamber at Bradford Court”.
(Trustee of Royal Irish Regiment Museum which will be involved in
discussions about relocation of the Belfast UDR Battalion’s
Memorial.)

•

Mr Adrian Donaldson (Director of Corporate Services) – Item 3 of
Confidential Report of Acting Head of Human Resources &
Organisational Development – “Draft Local Government Reorganisation
(Compensation for Diminution of Emoluments) Regulations (Northern
Ireland) 2015”. (Relevant human resources’ issue.)

Minutes of Meeting
It was proposed by Councillor S Carson, seconded by Councillor A McIntyre
and agreed that the minutes of the Meeting of Committee held on the 21st
June 2016 as adopted by the Council at its Meeting held on the 28th June
2016 be confirmed and signed.

4.

Closure of Regional Electoral Offices
Presentation – Mr Graham Shields, Chief Electoral Officer for Northern
Ireland
To be dealt with later in the meeting.

5.

Reports of Director of Corporate Services
It was agreed that the reports and recommendations of the Director of
Corporate Services be adopted, subject to any decisions recorded below
and other items noted:5.1

Closure of Regional Electoral Offices
Attendance of Chief Electoral Officer for Northern Ireland

To be dealt with later in the meeting.
5.2

Council EU-Funded Projects

The Rural Development Manager was in attendance at the meeting in order
to answer any questions which Members might have on this matter.
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Members noted the content of a schedule of Council projects which are
either totally or partially funded by the European Union. This information
was being presented to Members in light of the outcome of the EU
Referendum to exit Europe and the potential financial implications thereof.
The Rural Development Manager advised that clarification was awaited as
to whether any funding guarantees were in respect of the Council or in
respect of the applicants within their “Letters of Offer”. Further clarity might
also be forthcoming within the Chancellor’s autumn statement.
The Rural Development Manager left the meeting. (7.10 pm)
5.3

Report of Head of Finance & IT

It was agreed to bring forward the report of the Head of Finance & IT as she
was required to leave the meeting early.
Presented by Head of Finance & IT.
It was agreed that the report and recommendations of the Head of Finance
& IT be adopted, subject to any decisions recorded below and other items
noted:5.3.1

Estimates 2017-2018 – Programme of Meetings

It was agreed to recommend that the timetable for the preparation of the
Estimates for 2017-2018 be approved.
5.3.2

Financial Statement
Period ended the 31st July 2016

It was noted that the net profiled expenditure for the period ended the 31st
July 2016 was 6.00% below the approved estimates for the financial year
2016/2017.
5.3.3

Capital Programme

It was agreed to recommend that a report on the progress of expenditure on
the Council’s capital programme for the period up to the 31st July 2016 be
noted.
5.3.4

Forecast First Quarter Actual Penny Product (APP)
2016/2017

It was agreed to recommend that the undernoted items of correspondence
which had been received from Land & Property Services in relation to the
Forecast First Quarter Actual Penny Product (APP) for 2016/2017 be
noted:•
•

letter dated the 1st August 2016;
APP Analysis Sheet.
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6.

Confidential Report of Director of Corporate Services
It was agreed to bring forward the confidential report of the Head of Finance
& IT as she was required to leave the meeting early. The confidential report
of the Head of Marketing & Communications was also considered at this
point in the meeting.
The Director advised that:• the report of the Head of Finance was confidential for reason of
information which was likely to reveal the identity of individuals;
• the report of the Head of Marketing & Communications was
confidential for reason of information which related to individuals.
It was proposed by Councillor A McIntyre, seconded by Councillor S Carson
and agreed that the items in the confidential report of the Director of
Corporate Services be considered “in Committee”, in the absence of
members of the press and public being present.
It was agreed that the confidential report and recommendations of the
Director of Corporate Services be adopted, subject to any decisions
recorded below and other items noted:6.1

Report of Head of Finance & IT

Presented by Head of Finance & IT.
It was agreed that the confidential report and recommendations of the Head
of Finance & IT be adopted, subject to any decisions recorded below and
other items noted:6.1.1

IT Manager – Voluntary Severance

The Head of Service verbally reported a revised total cost of release and a
revised payback period in respect of the above severance.
It was agreed to recommend that the request for voluntary severance from
the IT Manager for release under the RPA Staff Severance Scheme on the
30th November 2017 be acceded to. The Head of Service advised of the
nature of work which the employee would be carrying out pre-severance.
6.1.2

Insurance Reports

It was agreed to recommend that the report on Insurance Claims up to the
31st August 2016 be noted.
The Head of Service reminded Members that – whilst all claims were listed,
they could in time be withdrawn or closed. She gave an assurance that all
claims were robustly defended.
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The Head of Finance & IT left the meeting. (7.20 pm)

6.2

Report of Head of Marketing & Communications

Presented by Head of Marketing & Communications.
It was agreed that the confidential report and recommendation of the Head
of Marketing & Communications be adopted, subject to any decisions
recorded below and other items noted:6.2.1

Freedom of Information

It was agreed to recommend that the summary of Freedom of Information
requests received in June – August 2016 be noted.
The Head of Service agreed to investigate if the source of a request could
be included in the schedule, ie private individual or business.
It was proposed by Councillor A McIntyre, seconded by Councillor A
Grehan and agreed to come “out of Committee” and normal business was
resumed.

7.

Reports of Director of Corporate Services (Continued)
7.1

Report of Head of Marketing & Communications

Presented by the Head of Marketing & Communications.
It was agreed to recommend that the report and recommendations of the
Head of Marketing & Communications be adopted, subject to any decisions
recorded below and other items noted:7.1.1

Christmas Lights Switch On 2016
Lisburn City Centre – 17th November 2016
Thursday, 17th November 2016 (6.30 pm to 7.30 pm)

Members had been provided with a detailed report on proposals for the
above event.
It was agreed to recommend that the report on proposals be accepted and
that the event continue to be progressed.
In response to comments made by Members about the crowd control
measures which were usually put in place for this event, the Head of
Service confirmed that a meeting had been held with the PSNI in this regard
and that MCU would also be attending a meeting of the Safety Advisory
Group (SAG) with regard to the issues pertaining to crowd control measures
that had been raised.
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The Director advised that an event safety awareness training seminar was
being organised for Members. The PSNI would be present at that forum
and the opportunity would exist for Members to air their concerns on health
and safety measures put in place at various events.
7.1.2

Citywide

The Committee noted that work was underway on the compilation and
production of CityWide, which would be distributed in November 2016.
It was agreed to recommend that work on the CityWide magazine be
progressed as outlined with Elected Members and Council information,
updates and area news.
7.1.3 Projects undertaken by Marketing & Communications Unit
The Committee noted that the undernoted projects had been undertaken by
the Marketing & Communications Unit:•
•
•
•
•
•
•

Ulster Grand Prix
Reusable Nappy Scheme
‘Go For It’ Campaign
Half Marathon, 10K & Fun Run
Recycle Week promotions (12th – 18th September 2016)
Waste Management Communications
Planning Portal
7.1.4

Media Coverage

It was agreed to recommend that the media coverage reports for June –
August 2016.
The Head of Marketing & Communications left the meeting. (7.25 pm)

7.2

Reports of Head of Central Support Services

Presented by Head of Central Support Services.
It was proposed by Councillor A P Ewing, seconded by Councillor B Mallon
and agreed that the reports and recommendations of the Head of Central
Support Services be adopted, subject to any decisions recorded below and
other items noted:7.2.1

Ceremonial Insignia
(a)

Former Mayors

Further to the previous meeting of Committee, Members were provided with
a report which had been prepared in respect of the above matter.
Photographs and sample insignia were circulated at the meeting.
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A lengthy discussion took place following which it was agreed on a Proposal
made by Alderman W A Leathem, seconded by Councillor A McIntyre and
agreed to recommend that:•

the provision of insignia for past Mayors be in regard to past Mayors
of Lisburn & Castlereagh City Council, the first recipient being
Councillor R T Beckett;

•

the purpose of the insignia being to recognise past mayoral status
and to be worn at civic and ceremonial events;

•

Option 2 of the report be progressed in principle, ie Sterling Silver
Gilt Jewel (36mm x 45mm) sourced from Fattorini;

•

Fattorini be asked to provide a design for an insignia which would
include a bar depicting mayoral status of the legacy councils, this
insignia to be worn by Mayors of the legacy councils who were
serving Members of Lisburn & Castlereagh City Council;

•

actual designs for the Lisburn & Castlereagh City Council full
insignia and the bar insignia for the legacy councils be sourced from
Fattorini and presented to the Committee at its next meeting at
which time the decisions taken in principle would be confirmed or
otherwise.
(b)

Mayoral Chains of Lisburn & Castlereagh City Council

In response to comments from Alderman W A Leathem, the Head of
Service confirmed that the provision of ceremonial insignia for Lisburn &
Castlereagh City Council was being investigated and that a report would be
made to the Committee in due course.
7.2.2

Mayoral & Chief Executive Portraits and
Council Chamber at Bradford Court

With the establishment of Lagan Valley Island as the Council headquarters,
Members were invited to consider the issue of Mayoral and Chief Executive
Portraits (new Council and the legacy Councils) and also issues relating to
the Council Chamber at Bradford Court and also memorial effects at that
location.
A paper outlining options in this regard had been provided with the Head of
Service’s report.
(a)

Mayoral & Chief Executive Portraits

The Director left the meeting to speak to the Chief Electoral Officer and
returned to it during discussion. (7.45 pm and 7.47 pm).
After lengthy discussion, it was agreed to recommend that:-
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•

portraits of Lisburn & Castlereagh City Council mayors and chief
executives be placed in the corridor linking the Council Chamber with
the 1st Floor Rotunda;

•

portraits of the Legacy Councils’ mayors and chief executives from
2002 onwards be placed in the curved corridor to the left of the
Chamber and next to the canal, 2002 being the year in which Lisburn
Council was conferred with City status and it being Lisburn City
Council which was the Legacy Council in RPA. This corridor would
be included in tours of LVI;

•

portraits of the Legacy Councils’ mayors and chief executives pre2002 be placed in the corridor to the right of the Chamber;

•

the above be progressed in consultation with the Chairman and ViceChairman of the Committee with a report to a future meeting.
(b)

Council Chamber, Bradford Court

After lengthy discussion, it was agreed to recommend that the
recommendations of the report be accepted, ie that:•

any reusable furniture be redistributed within the Council including
the relocation of appropriate desks to the Council Chamber at LVI;

•

options for the resale and disposal of other furniture be investigated
and progressed, such items to be in an appropriate condition for
resale;

•

the relocation and rededication of the stained glass windows
(“Victims of La Mon” and “Innocent Victims of Terrorism”) from
Bradford Court to an appropriate area at Lagan Valley Island
(possibly adjacent to the portraits) be considered in consultation with
the relevant groups.

The Director confirmed the units and organisations that were still based in
Bradford Court.
(c)

Other memorials

It was agreed to recommend that:•

options for the relocation of the memorial to the Belfast Battalions of
the Ulster Defence Regiment be explored with the Royal British
Legion (Belfast) and the Trustees of the Royal Irish Regiment
Museum.

•

a further report be made to the Committee in relation to memorial
trees for Elected Members and Council employees who died in
service and the re-location of existing trees in the memorial garden at
Bradford Court.
749

Agenda

CSC 13.09.2016
7.2.3

Hydroease Flotation Centre
C3 Inspire Business Park, Dundonald
Visit on Friday, 12th August 2016

Members had been provided with copy of an e-mail dated the 8th August
2016 from Ms Julie-Ann Spence (Senior Journalist & Entertainment Editor
at the Ulster Star) regarding the Hydroease Flotation Centre at Dundonald
which seeks to provide pain relief for people suffering from fibromyalgia.
The centre had agreed to facilitate a visit thereto on Friday 12th August
2016 at 11.00 am and Councillor O Gawith (Chairman of the Committee
and of the Health Working Group) had agreed to this. All Members were
notified accordingly on the 9th August 2016.
It was agreed to recommend that the attendance of any Member who might
have visited the Hydroease Flotation Centre at Dundonald on the 12th
August 2016 be retrospectively approved and that approved expenses be
paid in this regard.
Councillor A McIntyre left the meeting. (7.55 pm)
7.2.4 Lighting Up of Council Buildings
(a)

World Mental Health Day – 10th October 2016
Lighting Up of Council Buildings in Purple

Members had been provided with a copy of a letter from AMH Mental
Health asking that the Council consider lighting its offices in purple on World
Mental Health Day, the 10th October 2016.
It was agreed to recommend that Lagan Valley Island be lit in purple on
World Mental Health Day, the 10th October 2016.
(b)

Pancreatic Cancer Awareness
Lighting Up of Council Buildings in Purple
17th November 2016

Members had been provided with a copy of an e-mail dated the 27th June
2016 from the Pancreatic Cancer Research Fund asking that the Council
consider lighting its offices in purple on a nominated day in November 2016
which is Pancreatic Cancer Awareness Month. World Pancreatic Cancer
Day is the 17th November 2016.
It was agreed to recommend that Lagan Valley Island be lit in purple on
World Pancreatic Day, the 17th November 2016.
7.2.5 Christ Church Lisburn – 175th Anniversary
Request for Financial Assistance
Members had been provided with copy of an e-mail dated the 2nd
September 2016 from the Department for Communities referring to a
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request which they had received from Christ Church Lisburn for funding
towards an event to celebrate 175 years of ministry to the people of Lisburn.
Christ Church had received a quotation of £3,000 for the use of
Hillsborough Castle for their event.
It was agreed to recommend that - by way of assisting Christ Church
Lisburn in their celebratory event - they be offered the use of Lagan Valley
Island at the reduced rate applicable to charities.
Councillor A McIntyre re-entered the meeting. (7.58 pm)
7.2.6 Department of Justice for Northern Ireland
Consultation – “Witness Charter - A Charter for
Witnesses of Crime”
(Closing Date: 27th September 2016)
The above consultation was available at https://www.justiceni.gov.uk/consultations/consultation-draft-witness-charter.
It was agreed to recommend that any comments which Members might
wish to make on the above consultation be conveyed to the Head of Service
for submission to the Department of Justice.
7.2.7 Health Working Group
(a)

Membership 2016/2017

Further to its previous meeting, the Committee noted that the confirmed
membership of the Health Working Group for 2016/2017 was as follows:PARTY/POST
Chairman of CSC (of the day)
Vice-Chairman of CSC (of the day)
Mayor of the day
DUP
UUP
ALLIANCE
SDLP
TUV

REPRESENTATIVE
Councillor O Gawith
Councillor B Mallon
Councillor R B Bloomfield
Councillor M Tolerton
Alderman M Henderson
Councillor V Kamble
Councillor B Hanvey
Councillor A Girvin

In line with a previous decision that the Chairman and Vice-Chairman of the
Health Working Group be the Chair and Vice-Chair of the Corporate
Services Committee, the Committee noted that Councillors O Gawith and B
Mallon were therefore Chairman and Vice-Chairman respectively of the
Health Working Group for 2016/2017.
(b)

Minutes of Meeting

It was agreed to recommend that the minutes of the meeting of the Health
Working Group held on the 14th April 2016 be noted.
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7.2.8 South Eastern Health & Social Care Trust
No-Smoking Policy
It was agreed to recommend that correspondence dated the 13th June 2016
from the South Eastern Health & Social Care Trust by way of a response to
the Council’s concerns on the implementation of the no-smoking policy at
South Eastern Health & Social Care Trust premises be noted.
The Head of Service agreed to confirm the Council’s representative on the
Smoke Free Policy Committee of the SE Trust.
7.2.9 National Malaya & Borneo Veterans' Association (NI Branch)
Service at Pantridge Memorial, LVI – 1st October 2016
The Committee noted that the service of the Northern Ireland Branch of the
National Malaya & Borneo Veterans’ Association at the Pantridge Memorial,
Lagan Valley Island was being held on Saturday 1st October 2016.
7.2.10 Libraries NI
Lisburn City Library - Opening Hours
Members were reminded of a Libraries NI consultation document in respect
of the above matter which had been considered by the Committee at its
previous meeting.
Members now noted copy of a letter dated the 5th August 2016 from
Libraries NI advising that the Minister for Communities had allocated an
additional £225,000 to Libraries NI to ensure that the reduction in opening
hours of the 14 busiest libraries which had been planned for November
2016 so as to live within budget this year, would not now be required.
Lisburn Library was one of the 14 which would have been affected.
7.2.11 Lisburn & Castlereagh Policing & Community Safety
Partnership
(a)

Vice-Chairman

The Committee noted that – at a special meeting of the Independent
Membership of the Lisburn & Castlereagh Policing & Community
Partnership held on the 16th August 2016 - Ms Christine McCullough had
been elected as Vice-Chairman for 2016/2017.
(b)

Minutes of Meetings

It was agreed to recommend that the minutes of the following meetings of
the Lisburn & Castlereagh Policing & Community Safety Partnership be
noted:• Meeting in Private held on the 19th April 2016
• Meeting in Public held on the 17th May 2016
(c)

Schedule of Meetings
752

Agenda

CSC 13.09.2016
It was agreed to recommend that the schedule of forthcoming meetings of
the Lisburn & Castlereagh PCSP be noted.
(d)

Lisburn Commerce Against Crime CCTV Scheme
Transfer to Corporate Services Department for
Management through Lisburn Policing & Community
Safety Partnership

Members were reminded of the decision of the Development Committee in
September 2015 that the CCTV project and related budget be transferred to
the Corporate Services Department following the agreement of the financial
appraisal. At its meeting in January 2016, the Development Committee had
agreed the CCTV Scheme Financial Appraisal 2015-18, subject to approval
by Financial Services, with funding committed of up to £141,600 for the year
2015-16.
The scheme was to be managed through the Lisburn Policing & Community
Safety Partnership.
Members had been provided with the progress report on the operation of
the CCTV System, the content of which was noted.

Additional Report
7.2.12 Health Working Group – Conference Nominations
(a)

South Eastern HSC Trust Family Nurse Partnership
Programme - Invitation to 1st Year Celebratory Event
30th September 2016
Laganview Enterprise Centre, Lisburn

Details of the above event had been reported to the meeting of the Health
Working Group held on the 9th September 2016. Councillor M H Tolerton
had been nominated to attend the event. The only expenses would be
those in relation to travel.
It was agreed to recommend that the attendance of Councillor M H Tolerton
at the 1st year celebratory event of the Family Nurse Partnership
Programme being held at the Laganview Enterprise Centre, Lisburn on the
30th September 2016 be agreed; that arrangements for attendance progress
and that the Council be responsible for the payment of approved expenses.
(b)

”Excellence in Local Government & Excellence in
Healthcare” - Local Government Meeting
25th & 26th October 2016
Hilton Hotel, Templepatrick

Details of the above event had been reported to the meeting of the Health
Working Group held on the 9th September 2016. The Chairman (Councillor
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O Gawith) and Councillor A Girvin had been nominated to attend the event.
The only expenses would be those in relation to travel.
It was agreed to recommend that the attendance of Councillors O Gawith
and A Girvin at the Local Government meeting entitled “Excellence in Local
Government & Excellence in Healthcare” being held in Templepatrick on the
25th & 26th October 2016 be agreed; that arrangements for attendance
progress and that the Council be responsible for the payment of approved
expenses.
(c)

Policy Forum Seminar
Improving Mental Health Provision in NI:
Prevention, Treatment & Developments in Care
17th January 2017 - Belfast

Details of the above seminar had been reported to the meeting of the
Health Working Group held on the 9th September 2016. Alderman M
Henderson and Councillor B Hanvey had been nominated to attend the
seminar. The cost of a Member’s attendance had been estimated at
£223.00.
It was agreed to recommend that the attendance of Alderman M Henderson
and Councillor B Hanvey at the Policy Forum Seminar entitled “Improving
Mental Health Provision in Northern Ireland: Prevention, Treatment and
Developments in Care” being held in Belfast on the 17th January 2017 be
agreed; that arrangements for attendance progress and that the Council be
responsible for the payment of approved expenses.
7.2.13 Heart City
It was agreed to recommend that the provision by Central Support Services
of organisational support to the Heart City lunch event being held at Lagan
Valley Island on Monday 3rd October 2016 be noted.
The Head of Central Support Services left the meeting. (8.02 pm)
Alderman W A Leathem left the meeting. (8.03 pm)
7.3

Report of Head of Finance & IT

Dealt with under Item 5.3.

8.

Closure of Regional Electoral Offices
Presentation – Mr Graham Shields, Chief Electoral Officer for Northern
Ireland
The Chairman, Councillor O Gawith, extended a welcome to Mr Graham
Shields, Chief Electoral Officer for Northern Ireland, who had been invited to
address the meeting on the issue of the closure of Regional Electoral
Offices.
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Mr Shields thanked the Committee for the opportunity to address the
meeting and explained that the modernisation of electoral services in
Northern Ireland which included changes within the Electoral Office was
necessary to address the following issues:•

Digitalisation Process – On-line registration would go live in Northern
Ireland at end of 2016 or within the first few days of 2017. This
would impact on the working practices of the Electoral Offices and
reduce the number of staff required.

•

Normalisation Process – This will bring election procedures into line
with those in Great Britain whereby local councils will have a greater
role in the delivery of the election process.

•

Sustainability of Election Offices – Budget cuts dictate that operating
structures of the election offices have to change to keep them
financially viable.

Mr Shields advised that a consultation process on “The Future Delivery of
Electoral Services” would be launched in September 2016 for a period of 12
weeks. Decisions on the way forward would be announced early in 2017.
Mr Shields stated that the role of the local councils in relation to Election
Office work could be in terms of:•

a larger role in all elections (similar to the current role in local
government elections), ie receipt of nomination papers and the
staffing of Count Centres;

•

counter service provision in principle council offices for ID checks,
the taking of photographs for election cards, the provision of blank
registration forms for completion and submission to the Electoral
Office.

The Electoral Office would maintain and update the Registers of Electors
and would be responsible for the organisation of Polling Days, ie staffing for
Polling Days and the training of those staff.
Regarding the loss in revenue to the Council when the Lagan Valley
LeisurePlex was used as a Count Centre, Mr Shields stated that the
Electoral Office would hope to use three super-size Count Centres where
up to six counts could take place at one time. LVLP was not one of those
facilities envisaged to be a super-size Count Centre.
After Mr Shields had answered Members’ questions, the Chairman thanked
him for his attendance and informative presentation and he left the meeting.
(8.30 pm)
Councillor B Hanvey left and re-entered the meeting during discussion.
(8.25 pm and 8.27 pm)
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9.

Confidential Report of Director of Corporate Services (Continued)
The Director advised that the report of the Acting Head of Human
Resources and Organisation Development was confidential for reason of
information (1) which was likely to reveal the identity of individuals and (2)
information which related to any consultations or negotiations or
contemplated consultations or negotiations in connection with any labour
relations matter arising between the Council or a Government Department
and employees of, or office holders under, the Council.
It was proposed by Councillor A P Ewing, seconded by Councillor A
McIntyre and agreed that the items in the confidential report of the Director
of Corporate Services be considered “in Committee”, in the absence of
members of the press and public being present.
It was agreed that the confidential report and recommendations of the
Director of Corporate Services be adopted, subject to any decisions
recorded below and other items noted:9.1

Report of Acting Head of Human Resources &
Organisation Development

Presented by the Acting Head of Human Resources & Organisation
Development.
It was proposed by Councillor A McIntyre, seconded by Councillor A P
Ewing and agreed that the confidential report and recommendations of the
Acting Head of Human Resources & Organisation Development be
adopted, subject to any decisions recorded below and other items noted:9.1.1 Payment of Overtime in Holiday Pay
It was proposed by the Deputy Mayor, Alderman S Martin, seconded by
Alderman A G Ewart and agreed to recommend that a decision in respect of
the above matter be deferred pending the Committee’s consideration of a
report as to the approach which other Councils in Northern Ireland were
taking in this regard, with SOLACE being asked if they had a position on
this matter.
9.1.2 Request to undertake Development Programme
It was agreed to recommend that the attendance of an Elected Member on
the Next Generation Leadership Programme being held at Queen’s
University Belfast from the 28th November – 2nd December 2016 be
approved. The fees were £1,400.00 of which the Local Government
Training Group would contribute £700.00.

The Director of Corporate Services (having declared an interest in the next
item under discussion) and Councillor B Mallon left the meeting. (8.37 pm.)
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9.1.3 Draft Local Government Reorganisation (Compensation for
Diminution of Emoluments) Regulations (Northern Ireland) 2015
It was agreed to recommend that the proposal in relation to the pay
protection of employees as a result of RPA be approved and that this be
raised with the Trade Unions for agreement prior to implementation.
Councillor R T Beckett left the meeting at 8.39 pm and returned to it at 8.40
pm. The Director re-entered the meeting at 8.40 pm.
9.1.4 Single Status Update: Appeals
It was agreed to recommend that the progress report in respect of the
number of job evaluation appeals outstanding from the former Councils’
Single Status process and the percentages of appeals both successful and
unsuccessful be noted.
Councillor B Mallon re-entered the meeting at 8.42 pm.
9.1.5

HR & OD Workforce Data

It was agreed to recommend that reports in respect of the following be
noted, such reports being in accordance with the Council’s Strategic
Workforce Plan 2015-2017:•
•
•
•

Workforce Profile – Headcount, Contract (permanent/fixed term/fulltime/part-time) and Agency Workers
Short Term Absence for the periods April 2015 – March 2016
through to July 15 – June 16.
Long Term Absence – Employees absent due to long term sickness
(over 12 weeks)
Recruitment – Internal trawls and open competition.

The Acting Head of Service verbally updated Members on amendments to
the Long Term Absence schedule.
It was further agreed that the content of a report outlining absence data for
the Council and the actions being taken, together with additional proposed
measures to manage absenteeism, be noted.
The Deputy Mayor, Alderman S Martin, conveyed concerns raised by two
other Standing Committees in relation to absenteeism. A lengthy
discussion took place about this matter. The Officers gave assurances that
all measures were being taken to address absenteeism and that additional
measures as contained in the above-mentioned report were proposed.
A lengthy discussion also took place on the Workforce Profile arising from
which it was agreed that reports be made to the next meeting of Committee
in respect of the following:-

757

Agenda

CSC 13.09.2016
•

the number of staff per head of population for similar-sized councils
in Northern Ireland;

•

details of posts that agency workers were engaged with within the
Council and the reasons for this.

9.1.6

Review of NJC “Green Book” Pay Spine

It was agreed to recommend that the following information in respect of the
above review be noted:•
•

Agreed Terms of Reference;
Memorandum dated the 1st July 2016 from NILGA outlining the key
points from the Pay Scale Group Meeting.
9.1.7

Appointment to Chief Executive’s Office

It was agreed to recommend that the appointment of a Policy Officer on a
fixed-term secondment basis in the Chief Executive’s Office be noted.

It was proposed by Councillor J Craig, seconded by Councillor B Hanvey
and agreed to come “out of Committee” and normal business was resumed.
Councillor H Legge left the meeting. (9.13 pm)

10. Report of Director of Corporate Services (Continued)
10.1

Report of Acting Head of Human Resources &
Organisation Development

Presented by the Acting Head of Human Resources & Organisation
Development.
It was proposed by Councillor S Carson, seconded by Councillor A McIntyre
and agreed that the report and recommendations of the Acting Head of
Human Resources & Organisation Development be adopted, subject to any
decisions recorded below and other items noted:10.1.1 Occupational Health Tender
The contract for the Occupational Health Service was due for renewal and
whilst the option of a collaborative tender with a number of other councils
had been investigated, this was not considered feasible.
In accordance with best practice and to support attendance management in
accordance with the Council’s Policy for Managing Attendance, the
provision of an Occupational Health Service was required and a business
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case for this provision had been provided with the Acting Head of Service’s
report.
It was agreed to recommend that - in accordance with the associated
business case - the procurement of an Occupational Health Service
proceed.
10.1.2 Elected Member Development Steering Group
The Acting Head of Service referred to the undernoted party nominations to
the above group which had been received at the meeting of Council on the
24th November 2015, it being noted that parties could substitute members if
their nominated member was not available:•
•
•
•
•
•

Councillor N Anderson, DUP;
Councillor R Butler, UUP;
Alderman S Martin, APNI;
Councillor J Gallen, SDLP;
Councillor A Girvin, TUV; and
Councillor J McCarthy, NI21.

The first meeting of the Steering Group had taken place on the 20th January
2016 and at that meeting Mr Wavell Moore of PSM Consulting had been
endorsed to undertake a Training Needs Analysis with Members.
Given that the Training Needs Analysis had been carried out and in order to
progress it and the other activities of the group, and cognisant of Councillor
Butler’s resignation from the Council and there being no NI21 party
representative, nominations for the Group required confirmation by the
remaining parties.
The Acting Head of Service reported that Councillor H Legge was the Ulster
Unionist Party representative on the Steering Group. The Acting Head of
Service would be seeking confirmation from the DUP, APNI, SDLP and
TUV as to their nominations. On receipt of all nominations, the next
meeting of the group would be arranged.
Members also noted the content of a letter dated the 30th June 2016 from
Alderman Stephen Martin, Chairman of NILGA’s Elected Member
Development Working Group, endorsing the Council’s vision in this regard.
10.1.3 Workplan for Implementation of Filling Posts
in New Council Structures
It was agreed to recommend that the progress report on the Work Plan for
the implementation of the filling of posts in the new Council structures be
noted.
The Acting Head of Service advised that the trade unions had notified the
Council of disengagement due to a matter in relation to the matching
process and that meetings were ongoing in an attempt to resolve this.
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10.1.4 Local Government Staff Commission
People & Organisation Development Conference “Transformation in Practice”,
La Mon House Hotel & Country Club, Belfast
8th & 9th December 2016
It was agreed to recommend that preliminary details of the above
conference be noted with nominations thereto being considered on receipt
of further details of the conference.
10.1.5 Local Government Staff Commission
Code of Procedures on Recruitment & Selection Consultation Feedback
It was agreed to recommend that a report on the consultation feedback in
respect of the LGSC Code of Procedures on Recruitment and Selection be
noted.
10.1.6 Local Government Training Group
Elected Member Development Steering Group
Meeting – 18th May 2016
It was agreed to recommend that the report of the LGTG Elected Member
Development Steering Group meeting held on 18th May 2016 be noted.
Alderman A G Ewart left the meeting. (9.15 pm)

10.2

Report of Head of Marketing & Communications

Dealt with under 7.1.
10.3

Members’ Allowances
10.3.1 Scheme of Allowances Payable to Councillors
1st April 2016 – 31st March 2017 and
1st April 2017 - 31st March 2018

Members had been provided with copies of the undernoted:•

Circular LG 14/2016 from the Local Government Policy Division of
the Department for Communities which provided a consolidated
record of all current councillor allowances and superseded Local
Government Circular 12/2016. This consolidated circular had been
required to determine and reflect a determination of maximum basic
and special responsibility allowances applicable from the 1st April
2016.

•

the Council’s Scheme of Allowances Payable to Councillors for the
periods 1st April 2016 – 31st March 2017 and the 1st April 2017 – 31st
March 2018, such a scheme having been revised in line with Circular
LG 14/2016.
760

Agenda

CSC 13.09.2016
It was agreed to recommend that:•

the revised rates for maximum basic and special responsibility
allowances applicable from the 1st April 2016 be accepted and
applied from that date;

•

Circular LG 14/2016 from the Local Government Policy Division
which consolidated all Councillor allowances be noted;

•

the Council’s updated Scheme of Allowances Payable to
Councillors for the periods 1st April 2016 – 31st March 2017 and the
1st April 2017 – 31st March 2018 be approved.

10.3.2 Dependants’ Carers’ Allowance
Proposal to widen definition
(Extended closing date: 14th September 2016)
Members had been provided with copy of a letter dated the 26th August
2016 from the Local Government Policy Division of the Department for
Communities containing a wider definition of a qualifying carer, the
proposed new definition being as follows:“A carer is defined as a responsible person over 16 years old who does
not normally live with the councillor as part of that household; and is not a
parent/guardian of the dependent child.”.
It was agreed to recommend that the revised definition of a qualifying carer
be accepted.
Alderman A G Ewart re-entered the meeting. (9.17 pm)
10.4

Department for Communities
Consultation re Provision of Broadband, Telephone Calls &
Mobile Data Costs for Elected Members
(Closing Date: 14th September 2016)

Members had been provided with a copy of a report which had been
prepared in respect of the above matter upon receipt of a letter dated the
2nd September 2016 from the Department for Communities which sought
views on the provision of broadband, telephone calls and mobile data for
Elected Members.
It was proposed by Alderman A G Ewart, seconded by Alderman D
Drysdale and agreed to recommend that:•

in response to its consultation letter of the 2nd September 2016, the
Department for Communities be advised that the Council would wish
to state that councils should be permitted to pay for broadband,
telephone calls and mobile data costs for Elected Members and
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would also ask that they be permitted to pay for ink cartridges and
printer paper;
•

in the event of the Department approving the payment of the costs
referred to above, with the exception of the current £2.50 that
members pay towards the costs of calls which would no longer be
applicable, the current download allowances for mobile data on
iPhones/iPads remain and that Elected Members be responsible for
any mobile data and call costs incurred in excess of the
current/revised tariffs as outlined above.

The Director agreed to ensure that Alderman D Drysdale’s sim card for
Lisburn & Castlereagh City Council had been switched off as requested.
10.5

Provision of Council/Committee Reports, Minutes etc by
Electronic Means

Members were advised that – at its meeting held on the 16th April 2014 –
the Statutory Transition Committee of Lisburn City & Castlereagh Borough
Councils had agreed that in the interest of business efficiency and in
continuation of current arrangements, the purchase of IPads for Members of
the new Council be approved on the basis of a Business Case which had
been provided in this regard.
The business case stated that documents were being produced in a format
which was compatible with IPads and – amongst other things – the
provision of an IPad would provide for:• more effective document management (meeting papers)
• reduction in paper consumption and the environmental impact.
In line with the above and as IPads continue to be the optimum mechanism
for office efficiency, it was agreed to recommend that:•

The current procedure continue whereby hard copies of reports,
minutes etc were not provided for meetings of the Council and its
committees. A hard copy would continue to be provided for the
Mayor at Council meetings and for the Chairman at his/her
Committee meeting.

•

Only in exceptional circumstances would the above policy be
deviated from. This would include when the IPad is in for repair as
confirmed by IT Services.

10.6

Somme Pilgrimages
10.6.1 2016 Pilgrimage – Report of Attendance

The Committee noted that the following persons had represented the
Council at the centenary of the Battle of the Somme in France and Belgium
from the 29th June – 3rd July 2016:762
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The Right Worshipful The Mayor, Councillor R B Bloomfield MBE,
Aldermen W J Dillon MBE and W A Leathem
Councillors J Baird, R T Beckett, P Catney, V Kamble, U Mackin,
B Mallon and R Walker
Transition Manager
Director of Corporate Services
The Committee also noted a report on the Pilgrimage as prepared by the
Director of Corporate Services.
Alderman W J Dillon expressed his appreciation to the Director for his
excellent organisation of the visit to the Somme and expressed the hope
that the Director would be available for the 2017 visit. These comments
were endorsed by The Right Worshipful The Mayor, Councillor R B
Bloomfield.
10.6.2 2017 Pilgrimage – Attendees & Arrangements
Members were reminded that - at its meeting held on the 28th January 2015,
the Council (in Shadow form) had agreed that a maximum of eight
Members, plus Officers, attend the Somme Pilgrimage in 2017. The
number of officers for this nature and size of trip is normally two.
The Director advised that preliminary work had commenced on this visit in
terms of accommodation. In order to achieve best price for flights etc, it
was considered important that flights be booked as soon as they became
available on the relevant website.
It was agreed to recommend that the names of the attendees for the
Somme Pilgrimage in 2017 (eight Members and two Officers) be identified
as soon as possible and that arrangements for the visit progress as
appropriate.
10.7

Armed Forces Day

Members had been provided with a copy of a letter dated the 28th July 2016
from the Chief Executive of the Reserve Forces and Cadets Association for
Northern Ireland, seeking the Council’s agreement to host Armed Forces
Day in 2017. The Council had previously, in response to earlier
correspondence, offered to host Armed Forces Day in 2018, this being the
centenary year of the ending of WW1 and also of the formation of the RAF.
Also provided in this regard was a copy of a report prepared by the Director
of Corporate Services.
It was proposed by Councillor B Mallon, seconded by Councillor A Grehan
and agreed to recommend that the Council adhere to its original decision
that it would wish to host Armed Forces Day in 2018, given the major
significance of this date, and that the Reserve Forces and Cadets
Association for Northern Ireland be advised accordingly.
10.8

Northern Ireland Fire & Rescue Service - Consultations
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10.8.1 “Section 75 Consultation Exercise on
NIFRS Volunteering Policy”
(Closing Date: 30th September 2016)
The above consultation documentation was available at
http://www.nifrs.org/consultation.
It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
10.8.2 NIFRS Corporate Procurement Strategy &
Procurement Policy
(Closing Date: 28TH October 2016)
The above consultation was available at http://www.nifrs.org/consultation.
It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
10.8.3 NIFRS Equality & Inclusion Statement and
Equal Opportunities Policy
(Closing Date: 11th November 2016)
The above consultation documentation was available at
http://www.nifrs.org/consultation.
It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
.
10.9
Probation Board for Northern Ireland
Corporate Plan Consultation 2017-20
(Closing Date: 14th October 2016)
The above consultation was available at http://www.pbni.org.uk/corporateplan-consultation-2017-20/.
It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
10.10

Northern Ireland Courts & Tribunals Service
Single Jurisdiction in Northern Ireland
Consultation – “Lord Chief Justice Direction: Single Jurisdiction”
(Extended Closing Date: 16th September 2016)

The above consultation was available at http://www.courtsni.gov.uk/enGB/Services/CourtLists/LCJDirections/Pages/default.aspx.
The Director verbally reported that the date for the receipt of the Council’s
comments had been extended to the 16th September 2016.
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It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
10.11

Department for Communities
Consultation on Proposed Change to the
Frequency of DFC Statistical Publication
(Extended Closing Date: 16th September 2016)

The above consultation was available at https://www.communitiesni.gov.uk/consultations.
It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
10.12

Department for the Economy
Consultation on Statement of Insolvency Practice 15
(Extended Closing Date: 14th September 2016)

The above consultation was available at https://www.economyni.gov.uk/consultations.
It was agreed to recommend that the above consultation be noted with the
option remaining for political parties to make submissions thereto.
10.13

Translink
Moira Train Station – Proposed Park & Ride Facility
10.13.1

Translink Consultation
(Closing Date: 30th November 2016)

Members had been provided with copies of the undernoted items of
correspondence which had been received from Translink in regard to the
above consultation:-

• letter dated the 5th September 2016;
• leaflet and attendant map.
It was agreed to recommend that the proposal in respect of the park & ride
facility at Moira Train Station be noted.
10.13.2

Public Information Meeting
Moira Train Station
22nd September 2016 (3.00 pm – 6.30 pm)

Members had been provided with copy of a Translink press release dated
the 2nd September 2016 advising of the above-mentioned public information
meeting.
It was agreed to recommend that the attendance of any Member who might
wish to attend the public information meeting at Moira Train Station on the
22nd September 2016 be approved.
765

Agenda

CSC 13.09.2016
10.14

Off-Street Car Parking

It was agreed to recommend that the content of a report providing an
update on the service delivery of the Off-Street Car Parking function since it
was assumed by the Council in April 2015 be noted.
Councillor John Palmer raised the issue of the Council assuming the
Parking Warden role. As this rested with Environmental Services,
Councillor Palmer was asked to raise this matter at that Committee.
10.15

Northern Ireland Local Government Officers’
Superannuation Committee
Funding Strategy Statement

Further to the meeting of Committee on the 10th May 2016 at which the
NILGOSC Funding Strategy Statement in draft form was noted, Members
now noted the Final Circular Letter in respect of the Funding Strategy
Statement be noted.
10.16

Pond Park Post Office, 1 Pond Park Road, Lisburn
Change to Main-Style Branch

Members noted the content of a letter dated the 6th September 2016 from
the Post Office advising that Pond Park Post Office would change to a
main-style branch as of Friday 21st October 2016 at 1.00 pm. To facilitate
this change, the branch would close on Wednesday 12th October at 5.30
pm.

Additional Report
10.17

Report of Head of Central Support Services

Dealt with under Items 7.2.12 and 7.2.13.

11. Confidential Report of Director of Corporate Services
Dealt with under Items 6 and 9.

12. Any Other Business
There was no other business.

There being no further business, the meeting terminated at 9.37 pm.
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_____________________________________
MAYOR/CHAIRMAN
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LISBURN AND CASTLEREAGH CITY COUNCIL
MEETING OF CORPORATE SERVICES COMMITTEE – 11TH OCTOBER 2016
REPORT BY DIRECTOR OF CORPORATE SERVICES
PURPOSE AND BACKGROUND

The purpose of this report is to set out for Members’ consideration, a number of
recommendations relating to the operation of the Council.
The following decisions are required:
To consider the report of the Head of Central Support Services.
To consider the report of the Head of Finance & I.T.
To consider the report of the Acting Head of Human Resources &
Organisation Development.
To consider the report of the Head of Marketing & Communications.
To agree that representatives from the Consumer Council be received by
the Committee at its meeting to be held on the 8th November 2016 in order
to discuss the report entitled “Empowering Consumers – Beginning a
Conversation on Consumer Priorities for the Northern Ireland Electricity
Network”.
To approve the attendance of Councillor A Girvin at the “Tenant
Involvement in Governance” workshop being held at Belfast Castle on the
20th October 2016 and to agree that approved expenses be paid in this
regard.
To further agree that the attendance of any other Member who may
indicate their intention to attend any of the “Tenant Involvement in
Governance” workshops be approved and that approved expenses be paid
also.
To consider correspondence dated the 23rd September 2016 from the
Northern Ireland Veterans Association advising of their intention to hold a
parade march and service in Lisburn in August 2019 to mark the 50th
anniversary of Operation Banner and to agree that any comments thereon
be conveyed to the Leisure & Community Development Committee which
is the lead committee on this matter given the request for the use of
Wallace Park.
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To agree that any comments which Members may wish to make on the
Department for Communities’ consultation entitled “Draft Local
Government (Payment to Councillors) Regulations (NI) 2016” be submitted
to that department by the stipulated closing date of the 30th November
2016.
To agree that any comments which Members may wish to make on the
Draft Disability Action Plan of Translink be submitted to Translink by the
stipulated closing date of the 23rd November 2016.
To agree that any comments which Members may wish to make on a
number of policies of Fermanagh & Omagh District Council which have
been screened for Equality of Opportunity and Good Relations be
submitted to that Council by the stipulated closing date of 25th November
2016.
To note the Local Government Auditor’s report for 2016.
To note the opening of a new style local branch post office at the
convenience store and petrol station at 1 Saintfield Road, Lisburn, BT27
5BA, on Wednesday 19th October 2016 at 1.00 pm.
To note the change to a main-style branch of Dundonald Post Office at the
Spar, 756 Upper Newtownards Road, Dundonald, BT16 1LA, as from 1.00
pm on the 17th November 2016.
To note the publication of the Northern Ireland Fire & Rescue Service’s
Annual Report & Statement of Accounts 2015/2016.

ITEMS FOR DECISION

1.

REPORT OF HEAD OF CENTRAL SUPPORT SERVICES

Attached at Appendix 1 DCS is a report from the Head of Central Support Services
in respect of items under her remit.
Recommendation
It is recommended that the report of the Head of Central Support Services be
considered.
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2.

REPORT OF HEAD OF FINANCE & I.T.

Attached at Appendix 2 DCS is a report from the Head of Finance & I.T. in respect
of items under her remit.
Recommendation
It is recommended that the report of the Head of Finance & I.T. be considered.
3.

REPORT OF ACTING HEAD OF HUMAN RESOURCES & ORGANISATION
DEVELOPMENT

Attached at Appendix 3 DCS is a report from the Acting Head of Human Resources
& Organisation Development in respect of items under her remit.
Recommendation
It is recommended that the report of the Acting Head of Human Resources &
Organisation Development be considered.
4.

REPORT OF HEAD OF MARKETING & COMMUNICATIONS

Attached at Appendix 4 DCS is a report from the Head of Marketing &
Communications in respect of items under their remit.
Recommendation
It is recommended that the report of the Head of Marketing & Communications be
considered.
5.

CONSUMER COUNCIL – PRESENTATION TO COMMITTEE

I refer to the decision of the Council on the 23rd August 2016 to note a report from the
Consumer Council entitled “Empowering Consumers – Beginning a Conversation on
Consumer Priorities for the Northern Ireland Electricity Network”. The Council also
agreed that an invitation be extended to the Chief Executive of the Consumer Council to
address the relevant committee about the Consumer Council’s findings on this matter.
I wish to advise that the Consumer Council have accepted the Council’s invitation to
address the Corporate Services Committee and have indicated provisional acceptance
for the meeting on the 8th November 2016.
Recommendation
It is recommended that representatives from the Consumer Council be received by the
Committee at its meeting to be held on the 8th November 2016 in order to discuss the
report entitled “Empowering Consumers – Beginning a Conversation on Consumer
Priorities for the Northern Ireland Electricity Network”.
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6.

UNIVERSITY OF BIRMINGHAM AND THE HOUSING EXECUTIVE
“TENANT INVOLVEMENT IN GOVERNANCE – WHERE NEXT FOR
NORTHERN IRELAND” - HALF DAY WORKSHOPS
19TH OCTOBER 2016 – TWICKENHAM HOUSE, BALLYMENA
20TH OCTOBER 2016 – BELFAST CASTLE
21ST OCTOBER 2016 – MARLBOROUGH HOUSE, CRAIGAVON

Attached hereto under Appendix 5 DCS is copy of a flyer relating to the above
workshops which are being organised by the University of Birmingham and the Housing
Executive.
All members were notified of these workshops on the 16th September 2016. Councillor
A Girvin indicated that he hopes to attend the seminar at Belfast Castle on the 20th
October 2016. There is no fee for the workshops. The only expenses that would be
incurred would be those in relation to mileage.
Recommendation
It is recommended that the attendance of Councillor A Girvin at the “Tenant Involvement
in Governance” workshop being held at Belfast Castle on the 20th October 2016 be
approved and that approved expenses be paid in this regard.
It is further recommended that the attendance of any other Member who may indicate
their intention to attend any of the “Tenant Involvement in Governance” workshops be
approved and that approved expenses be paid also.
7.

NORTHERN IRELAND VETERANS ASSOCIATION
50TH ANNIVERSARY OF OPERATION BANNER – PARADE MARCH &
SERVICE IN LISBURN - MID AUGUST 2019

Attached hereto under Appendix 6 DCS is copy of a letter dated the 23rd September
2016 from the Northern Ireland Veterans Association advising of the 50th anniversary of
Operation Banner in mid-August 2019 and of the association’s intention to hold a
parade march and service in Lisburn to mark that anniversary. The occasion would
start in Wallace Park, parade through Lisburn taking in significant locations and finish
with a drumhead service in Wallace Park.
Given that the use of Wallace Park is being requested, this correspondence is also
being reported to the Leisure & Community Development Committee.
This will be a significant event on a large scale and the organisers hope to liaise closely
with the Council.
Recommendation
It is recommended that correspondence dated the 23rd September 2016 from the
Northern Ireland Veterans Association advising of their intention to hold a parade march
and service in Lisburn in August 2019 to mark the 50th anniversary of Operation Banner
be considered and that any comments thereon be conveyed to the Leisure &
Community Development Committee which is the lead committee on this matter given
the request for the use of Wallace Park.
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8.

DEPARTMENT FOR COMMUNITIES
CONSULTATION – “DRAFT LOCAL GOVERNMENT (PAYMENT TO
COUNCILLORS) REGULATIONS (NI) 2016”
(CLOSING DATE: 30TH NOVEMBER 2016)

Attached hereto under Appendix 7 DCS is copy of a letter dated the 3rd October
2016 from the Department for Communities in respect of the above consultation.
The consultation document shall be available at the meeting and can also be accessed
at https://www.communities-ni.gov.uk/consultations.
Recommendation
It is recommended that any comments which Members may wish to make on the
Department for Communities’ consultation entitled “Draft Local Government (Payment
to Councillors) Regulations (NI) 2016” be submitted to that department by the stipulated
closing date of the 30th November 2016.
9.

TRANSLINK
CONSULTATION – DRAFT DISABILITY ACTION PLAN (REVISED)
(CLOSING DATE: 23RD NOVEMBER 2016)

Attached hereto at Appendix 8 DCS is copy of an e-mail dated the 1st September
2016 from Translink regarding the above consultation.
The consultation documentation is attached at Appendix 9 DCS.
Recommendation
It is recommended that any comments which Members may wish to make on the Draft
Disability Action Plan of Translink be submitted to Translink by the stipulated closing
date of the 23rd November 2016.
10.

FERMANAGH & OMAGH DISTRICT COUNCIL
EQUALITY SCREENING REPORT (APRIL – SEPTEMBER 2016)
(CLOSING DATE: 25TH NOVEMBER 2016)

Attached hereto under Appendix 10 DCS is a copy of a letter dated the 30th
September 2016 from Fermanagh & Omagh District Council detailing a number of
policies which have been screened for Equality of Opportunity and Good Relations.
The documents are available at http://www.fermanaghomagh.com/yourcouncil/consultations/current-consultations/.
Recommendation
It is recommended that any comments which Members may wish to make on a number
of policies of Fermanagh & Omagh District Council which have been screened for
Equality of Opportunity and Good Relations be submitted to that Council by the
stipulated closing date of 25th November 2016.
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ITEMS FOR NOTING

11.

LOCAL GOVERNMENT AUDITOR’S REPORT 2016

Members are advised of the receipt of the above report. The receipt of this report was
reported to the Governance & Audit Committee on the 21st September 2016.
The report can be accessed under https://www.niauditoffice.gov.uk/publication/localgovernment-auditors-report-2016.
Recommendation
It is recommended that the Local Government Auditor’s report for 2016 be noted.
12.

POST OFFICE
12.1

Convenience Store & Petrol Station,
1 Saintfield Road, Lisburn, BT27 5BA
Opening of New Style Local Branch

Attached hereto at Appendix 11 DCS is copy of a letter dated the 12th September
2016 from the Post Office advising that a new style local branch post office will be
opening at the convenience store and petrol station at 1 Saintfield Road, Lisburn, BT27
5BA, on Wednesday 19th October 2016 at 1.00 pm.
Recommendation
It is recommended that the opening of a new style local branch post office at the
convenience store and petrol station at 1 Saintfield Road, Lisburn, BT27 5BA, on
Wednesday 19th October 2016 at 1.00 pm be noted.
12.2

Dundonald Post Office, Spar, 756 Upper Newtownards Road,
Dundonald, BT16 1LA
Change to Main Style Branch

Attached hereto at Appendix 12 DCS is copy of a letter dated the 29th September
2016 from the Post Office advising that Dundonald Post Office at the Spar, 756 Upper
Newtownards Road, Dundonald shall change to a main style branch on Thursday 17th
November 2016 at 1.00 pm. To facilitate this change, the branch shall close on
Tuesday 8th November 2016 at 5.30 pm.
Recommendation
It is recommended that the change to a main-style branch of Dundonald Post Office at
the Spar, 756 Upper Newtownards Road, Dundonald, BT16 1LA, as from 1.00 pm on
the 17th November 2016 be noted.
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13.

NORTHERN IRELAND FIRE & RESCUE SERVICE
ANNUAL REPORT & STATEMENT OF ACCOUNTS 2015/2016

I wish to advise that the Northern Ireland Fire & Rescue Service has notified the Council
of the publication of its Annual Report & Statement of Accounts 2015/2016 and that this
document can be accessed at https://www.nifrs.org/wpcontent/uploads/2012/05/NIFRS-Annual-Report-2015-16-1.pdf.
Recommendation
It is recommended that the publication of the Northern Ireland Fire & Rescue Service’s
Annual Report & Statement of Accounts 2015/2016 be noted.

ADRIAN DONALDSON MBE DL FCMI
DIRECTOR OF CORPORATE SERVICES
6TH OCTOBER 2016
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Appendix 1 DCS
LISBURN AND CASTLEREAGH CITY COUNCIL
MEETING OF CORPORATE SERVICES COMMITTEE – 11TH OCTOBER 2016
REPORT BY HEAD OF CENTRAL SUPPORT SERVICES
PURPOSE AND BACKGROUND

The purpose of this report is to set out for Members’ consideration a number of
recommendations relating to the operation of the Council.
The following decisions are required:
To consider the report on ceremonial insignia for former Mayors.
To agree that the replacement of the Council Chamber carpet to
incorporate the new crest at an approximate cost of £7,200 be progressed
and that if funding permits, this work be carried out in the current financial
year.
To agree that the appointment system for the Registration Unit at Bradford
Court be implemented on a permanent basis with a similar appointment
system being introduced at Lagan Valley Island at a future date.
To consider the draft policy in respect of Corporate Uniform and that –
subject to Members’ comments thereon – it be agreed and referred to the
trade unions for consultation.
To consider the draft policy on the Supply and Use of Mobile Phones and
Sim Cards by Council staff and that - subject to Members’ comments
thereon – it be adopted and implemented.
To agree that - in order to complete the complex tender work - the current
contact for the provision of legal services be extended until 31st March
2017.
To endorse the decision of the Health Working Group on the 9th September
2016 to nominate Councillors B Hanvey, V Kamble and M H Tolerton to
serve on the South Eastern Steering Group of the Dementia Friendly
Communities Steering Group and to agree that the appropriate action be
taken in this regard.
To agree that a letter be sent to the South Eastern Health & Social Care
Trust thanking them for their presentation to the Health Working Group on
the 9th September 2016 and reminding them of any action which they were
to take.
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To agree that any comments which Members may wish to make on the
Department of Health’s consultation entitled “Consultation on Protect Life
2 – A Draft Strategy for Suicide Prevention in the North of Ireland” be
submitted to the Department of Health by the stipulated closing date of the
4th November 2016.
To agree that any comments which Members may wish to make on Draft
Development Proposal 479 for the establishment of a nursery unit at
Moneyrea Primary School for 26 part-time pupils with effect from the 1st
September 2017 or as soon as possible thereafter be conveyed to the
Education Authority by the stipulated closing date of the 9th November
2016.
To consider Member representation at any of the discussion series events
being hosted by the Northern Ireland Confederation for Health & Social
Care in Belfast on the 19th October, 2nd and 16th November 2016.
To further agree that approved expenses be paid in regard to any
Member’s attendance at any of the discussion series events.
To note the Council’s representation on the “Smoke Free Policy
Committee”.
To note the appreciation of the Pancreatic Cancer Research Fund in
regard to the decision to light Lagan Valley Island in purple on World
Pancreatic Day, the 17th November 2016.
To note the minutes of the meeting of the Health Working Group held on
the 14th April 2016.
To note that the Chairman of the Lisburn & Castlereagh Policing &
Community Partnership as from the 1st September 2016 is Alderman M
Henderson MBE.
To note the minutes of meetings of the Lisburn & Castlereagh PCSP held
on the 29th June and the 16th August 2016.
To note the schedule of forthcoming meetings of the Lisburn &
Castlereagh PCSP.
To note the transfer of the management of the Public Realm CCTV system
within the Council’s area to the Lisburn & Castlereagh Policing &
Community Safety Partnership with effect from the 1st November 2016.
To note the letter of thanks from the National Malaya & Borneo Veterans
Association in respect of the service held at Pantridge Memorial on the 1st
October 2016, and the associated reception.
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ITEMS FOR DECISION

1.

CEREMONIAL INSIGNIA FOR MEMBERS’ ROBES AND FOR FORMER
MAYORS

I refer to the decisions of the Committee at its previous meeting that:•

the provision of insignia for past Mayors be in regard to past Mayors of
Lisburn & Castlereagh City Council, the first recipient being Councillor R T
Beckett;

•

the purpose of the insignia be to recognise past mayoral status and to be
worn at civic and ceremonial events;

•

Option 2 of the report be progressed in principle, ie Sterling Silver Gilt Jewel
(36mm x 45mm) sourced from Fattorini;

•

Fattorini be asked to provide a design for an insignia which would include a
bar depicting mayoral status of the legacy councils, this insignia to be worn
by Mayors of the legacy councils who were serving Members of Lisburn &
Castlereagh City Council;

•

actual designs for the Lisburn & Castlereagh City Council full insignia and the
bar insignia for the legacy councils be sourced from Fattorini and presented
to the Committee at its next meeting at which time the decisions taken in
principle would be confirmed or otherwise.

This item of business was referred back to the Committee from the meeting of Council
held on the 27th September 2016.
Attached under Appendix 1 is the additional information which was requested by the
Committee at its last meeting.
Recommendation
It is recommended that the report on ceremonial insignia for former mayors be
considered.
2.

LAGAN VALLEY ISLAND – CARPET IN COUNCIL CHAMBER

I wish to advise that the cost to replace the centre of the Council Chamber carpet to
incorporate the new crest is approximately £7,200. Due to the required design and size,
this will have to be hand loomed.
Recommendation
It is recommended that the replacement of the Council Chamber carpet to incorporate
the new crest at an approximate cost of £7,200 be progressed. If funding permits, this
work will be carried out in the current financial year.
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3.

REGISTRATION UNIT
APPOINTMENT SYSTEM AT BRADFORD COURT

As agreed by the Corporate Services Committee in May 2016, an appointment system
was introduced in Bradford Court on the 13th June 2016. Prior to the implementation,
stakeholders were advised of the impending change through direct mail shot, posters
and via the Council website. The appointment system went live on the 13th June 2016
and it has worked well with customers having reduced waiting times. It has also
facilitated better resource planning for staff within the Registration service.
Recommendation
It is recommended that the appointment system for the Registration Unit at Bradford
Court be implemented on a permanent basis with a similar appointment system being
introduced at Lagan Valley Island at a future date.
4.

CORPORATE UNIFORM - POLICY

I refer to the decision of the Committee at its meeting held on the 10th November 2015
that tenders be sought for the provision of a new corporate uniform to enable a further
report to be brought to the Committee regarding the cost, design and entitled personnel.
Attached hereto under Appendix 2 CSS is a draft policy, which has been considered
by the Corporate Management Team, in respect of Corporate Uniform.
Recommendation
It is recommended that the draft policy in respect of Corporate Uniform be considered
and that – subject to Members’ comments thereon – it be agreed and referred to the
trade unions for consultation.
5.

MOBILE PHONES - POLICY

Attached at Appendix 3 CSS is a copy of a draft policy in respect of the Supply and
Use of Mobile Phones and Sim Cards by Council staff.
Recommendation
It is recommended that the draft policy on the Supply and Use of Mobile Phones and
Sim Cards by Council staff be considered and that - subject to Members’ comments
thereon – it be adopted and implemented.
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6.

CONTRACT FOR PROVISION OF LEGAL SERVICES

I refer to the decision of the Committee on the 10th May 2016 that the current contract for the

provision of Legal Services be extended until the 30th November 2016 to facilitate the
procurement process for a new contract which was anticipated to be in place by the 1st
December 2016.
I wish to advise that in order to facilitate the ongoing complex tender work, a further
extension of the existing contract to 31 March 2017 is required.
Recommendation
It is recommended that in order to complete the complex tender work, the current
contact for the provision of legal services be extended until 31 March 2017.
7.

HEALTH WORKING GROUP – 9TH SEPTEMBER 2016
DECISIONS REQUIRING ACTION

Members will be aware that a meeting of the Health Working Group took place on the
9th September 2016 and I would seek permission to take the necessary action in
respect of the undernoted decisions.
7.1

Dementia Friendly Communities Steering Group
South Eastern Steering Group
Council representatives

The Health Working Group agreed that Councillors B Hanvey, V Kamble and M H
Tolerton be nominated to serve on the South Eastern Steering Group of the Dementia
Friendly Communities Steering Group.
Recommendation
It is recommended that the decision of the Health Working Group on the 9th September
2016 to nominate Councillors B Hanvey, V Kamble and M H Tolerton to serve on the
South Eastern Steering Group of the Dementia Friendly Communities Steering Group
be endorsed and that the appropriate action be taken in this regard.
7.2

South Eastern Health & Social Care Trust – Presentation

Officials from the South Eastern Health & Social Care Trust made a presentation to the
Health Working Group on the 9th September 2016.
I wish to thank the Trust for their presentation and to provide them with a copy of the
minute extract for their appropriate action.
Recommendation
It is recommended that a letter be sent to the South Eastern Health & Social Care Trust
thanking them for their presentation to the Health Working Group on the 9th September
2016 and reminding them of any action which they were to take.
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8.

DEPARTMENT OF HEALTH
“CONSULTATION ON PROTECT LIFE 2 – A DRAFT STRATEGY FOR
SUICIDE PREVENTION IN THE NORTH OF IRELAND”
(CLOSING DATE: 4TH NOVEMBER 2016)

Attached hereto under Appendix 4 CSS is a copy of a letter dated the 9th September
2016 in regard to the above consultation.
The consultation can be accessed at https://www.health-ni.gov.uk/consultations and
shall also be available at the meeting.
Recommendation
It is recommended that any comments which Members may wish to make on the
Department of Health’s consultation entitled “Consultation on Protect Life 2 – A Draft
Strategy for Suicide Prevention in the North of Ireland” be submitted to the Department
of Health by the stipulated closing date of the 4th November 2016.
9.

MONEYREA PRIMARY SCHOOL
DRAFT DEVELOPMENT PROPOSAL 479
ESTABLISHMENT OF NURSERY UNIT FOR 26 PUPILS (AS FROM 1ST
SEPTEMBER 2017)
(CLOSING DATE: 9TH NOVEMBER 2016)

Attached hereto at Appendix 5 CSS is copy of a letter dated the 10th September
2016 from the Education Authority together with attendant document in relation to Draft
Development Proposal 479 for the establishment of a nursery unit at Moneyrea Primary
School for 26 part-time pupils with effect from the 1st September 2017 or as soon as
possible thereafter.
Recommendation
It is recommended that any comments which Members may wish to make on Draft
Development Proposal 479 for the establishment of a nursery unit at Moneyrea Primary
School for 26 part-time pupils with effect from the 1st September 2017 or as soon as
possible thereafter be conveyed to the Education Authority by the stipulated closing
date of the 9th November 2016.

DCS Report

10.

NORTHERN IRELAND CONFEDERATION FOR HEALTH & SOCIAL CARE
DISCUSSION SERIES

Attached hereto under Appendix 6 CSS is a copy of an e-mail dated the 27th
September 2016 from the Northern Ireland Confederation for Health & Social Care
regarding the undernoted discussion series events:Title
“Clinical Leadership:
An essential
ingredient in
delivering sustainable
change. Are we
doing enough?”
“Michelle O’Neill MLA
Minister for Health:
Continuing Reform –
Building on the
Bengoa
Recommendations
“Stephen Dalton,
Chief Executive of
the NHS
Confederation:
Brexit, NHS Reform
and Balancing the
Books”

Date
Wednesday
19th October
2016

Time
4.30 pm –
6.00 pm

Venue
Cost
HSC Board, 12-22 £35.00 per
Linenhall Street,
delegate
Belfast

Wednesday
2nd November
2016

4.00 pm –
5.45 pm

Long Gallery,
Stormont

£35.00 per
delegate

Wednesday
16th November
2016

4.00 pm –
5.45 pm

Knockbracken
Hall,
Knockbracken
Healthcare Park,
Belfast

£35.00 per
delegate

Recommendation
It is recommended that Members consider if they wish to be represented at any of the
discussion series events being hosted by the Northern Ireland Confederation for Health
& Social Care in Belfast on the 19th October, 2nd and 16th November 2016.
It is further recommended that approved expenses be paid in regard to any Member’s
attendance at any of the discussion series events.
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ITEMS FOR NOTING

11.

SOUTH EASTERN HEALTH & SOCIAL CARE TRUST
SMOKE FREE POLICY COMMITTEE – COUNCIL REPRESENTATION

Members will recall that – at the previous meeting of the Committee – I agreed to
confirm the Council’s representative on the Smoke Free Policy Committee of the SE
Trust.
I wish to advise that Paul Woods represents Lisburn & Castlereagh City Council, Ards &
North Down Borough Council and part of Newry & Mourne District Council on the
“Smoke Free Policy Committee”.
Paul Woods is a Tobacco Control Officer employed by Ards & North Down Borough
Council and is authorised to enforce the Smoke Free legislation. The SE Trust Smoke
Free Policy which goes above and beyond the legislative requirements cannot be
enforced by the Tobacco Control Officer and any infringements by staff, patients or
visitors should be reported to the SE Trust.
Recommendation
It is recommended that the Council’s representation on the “Smoke Free Policy
Committee” be noted.
12.

PANCREATIC CANCER AWARENESS
LIGHTING UP OF COUNCIL BUILDINGS IN PURPLE
17TH NOVEMBER 2016

I refer to the decision of the Committee on the 13th September that Lagan Valley Island
be lit in purple on World Pancreatic Day, the 17th November 2016.
The Pancreatic Cancer Research Fund have asked that their appreciation of this
decision be conveyed to Members.
Recommendation
It is recommended that the appreciation of the Pancreatic Cancer Research Fund in
regard to the decision to light Lagan Valley Island in purple on World Pancreatic Day,
the 17th November 2016 be noted.
13.

HEALTH WORKING GROUP
MINUTES OF MEETING – 14TH APRIL 2016

Attached hereto under Appendix 7 CSS are the minutes of the meeting of the Health
Working Group held on the 14th April 2016.
Recommendation
It is recommended that the minutes of the meeting of the Health Working Group held on
the 14th April 2016 be noted.
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14.

LISBURN & CASTLEREAGH POLICING & COMMUNITY SAFETY
PARTNERSHIP
14.1

Chairman

Further to the meeting of the Committee on the 21st June 2016, I wish to advise that the
Ulster Unionist nominee as Chairman of the Lisburn & Castlereagh Policing &
Community Partnership as from the 1st September 2016 is Alderman M Henderson
MBE.
Recommendation
It is recommended that the Chairman of the Lisburn & Castlereagh Policing &
Community Partnership as from the 1st September 2016 be noted as Alderman M
Henderson MBE.
14.2

Minutes of Meetings

Attached hereto are the minutes of the following meetings of the Lisburn & Castlereagh
Policing & Community Safety Partnership:•
•
•

Meeting in Private held on the 29th June 2016 (Appendix 8 CSS)
Meeting in Private held on the 16th August 2016 (Appendix 9 CSS)
Special Meeting in Private held on the 16th August 2016 (Appendix 10

CSS
•

Meeting in Public held on the 16th August 2016 (Appendix 11 CSS)

Recommendation
It is recommended that the minutes of meetings of the Lisburn & Castlereagh PCSP
held on the 29th June and the 16th August 2016 be noted.
14.3

Schedule of Meetings

Attached hereto under Appendix 12 CSS is a schedule of forthcoming meetings of
the Lisburn & Castlereagh PCSP, including detail of venue.
Recommendation
It is recommended that the schedule of forthcoming meetings of the Lisburn &
Castlereagh PCSP be noted.
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14.4

Public Realm CCTV System Transferring to Lisburn Policing &
Community Safety Partnership - 1st November 2016

I wish to confirm the transfer of the management of the Public Realm CCTV system
within the Council’s area to the Lisburn & Castlereagh Policing & Community Safety
Partnership with effect from the 1st November 2016.
Recommendation
It is recommended that the transfer of the management of the Public Realm CCTV
system within the Council’s area to the Lisburn & Castlereagh Policing & Community
Safety Partnership with effect from the 1st November 2016 be noted.
15.

NATIONAL MALAYA & BORNEO VETERANS' ASSOCIATION (NI BRANCH)
SERVICE AT PANTRIDGE MEMORIAL, LVI – 1ST OCTOBER 2016
LETTER OF THANKS

Attached hereto under Appendix 13 CSS is a copy of a letter dated October 2016 which
The Right Worshipful The Mayor, Councillor R B Bloomfield, has received in regard to the
Council’s hosting of the above service and associated reception.
Recommendation
It is recommended that the letter of thanks from the National Malaya & Borneo Veterans
Association in respect of the service held at Pantridge Memorial on the 1st October
2016, and the associated reception, be noted.

CARMEL CONNOLLY
HEAD OF CENTRAL SUPPORT SERVICES
6TH OCTOBER 2016
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Appendix 1 CSS
PAST MAYOR JEWEL OPTIONS

Proposed Jewel - Option from Vaugtons (Similar to Option 1 attached)
Mayors jewel (Lisburn & Castlereagh City Council Crest, no Council name and Badge for past
Mayor)
Cost of one jewel = £729.72
Cost of 4 Jewels = £1966.88 (£491.72 each)
Cost of 15 jewels = £6377.40 (£425.15 each)

Given the intricate nature of our logo there could be +/- 10% of these guideline prices.

Proposed Jewel – Options offered by Fattorini (Option 2 photo A attached)

Option A
Lisburn & Castlereagh City Council Pendant only
Pendant 3 – as per pic
Total cost for 1 pendant - £1050
Total costs for 4 Lisburn & Castlereagh City Council pendants - £2100 (£525 each)

Option B
Pendant 3 with an extra bar added to name each of the 3 Councils ie:
Past Mayor
Name of Council - (LCC/CBC/LCCC)
Pendant
Total Cost of one pendant - £1450
Total cost of 4 pendants - £2850 (£712.50)
Total cost for 15 pendants with individual Council names £7605 (£507 each)

Option C
Pendant 3 with each of the Council names stamped onto it:
Total cost for 1 pendant - £1500
Total cost for 4 pendants - £3000 (£750.00 each)
Total cost for 15 pendants with individual Council names - £7450 (£497 each)

CSS Report

Option D
Pendant 3 – leave the name area at the top of the pendant itself blank ie gold finish to which the
name of the relevant Council could be enamelled blue (gold background with blue text). This
option would not involve any additional tooling but would increase the unit cost of each pendant
by £80 net approximately now and going forward:
Total cost of 1 pendant – £1130
Plus unit cost 15 = £5700
Total costs for 15 pendants - £6400 (£427)
Given the intricate nature of our logo there could be +/- 10% of these guideline prices.

Please note each jewel would remain the property of the Council with an option for Members to
purchase.
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DRAFT UNIFORM POLICY

Version Control
Version
3.0

Date
22 September 2016

Author / Amendments
C Connolly

Status
Version following
Screening & HR
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Lisburn & Castlereagh City Council
Corporate Uniform Policy
Introduction
Lisburn & Castlereagh City Council has been in place since 1 April 2015 with the 2
former Councils of Lisburn City and Castlereagh Borough being brought together.
With the conferment of the new Council crest in June 2016, it is now appropriate to
look at a corporate uniform policy for L&CCC.

What is meant by Corporate Uniform ?
Corporate Uniform is the provision of corporate dress to designated employees. The
following uniform would be supplied to designated employees:Ladies
1 x Jacket
2 pair of Trousers/Skirts
3 Blouses l/s or s/s

Gents
1 x Jacket
2 pair of Trousers
3 Shirts l/s or s/s
2 x Ties

*pro-rata provision for part time employees
The above provision will be issued every 2 years with a refresh of Shirts /blouse and
Trousers / Skirts provided on an annual basis.
It should be noted that this policy does not cover PPE issued to employees to meet
health and safety requirements.

Aims of the policy
The broad aims of the policy are:
•
•
•
•

To portray a professional image of Council;
To assist in establishing the “identity” of the Council
To assist members of the public as a first point of contact
To be cost-effective in meeting these aims;

Eligible Employees
Following, employees have been identified for provision of Corporate Uniform:
The Council will provide a uniform which will be compulsory for all front line
staff to be designated by each director to include the following - reception,
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duty officers, registration, porters, Environmental Health, Building Control and
Planning Officers, support staff working at council events (to assist attendees
to identify Council staff) and public meetings.

It should be noted that other staff / employees will be covered by a Corporate Dress
Policy and PPE as appropriate.

Review
This policy will be reviewed after 2 years.

CC 22.09.16
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LISBURN & CASTLEREAGH CITY COUNCIL
MOBILE TELEPHONE POLICY FOR THE SUPPLY AND USE OF MOBILE
PHONES AND SIM CARDS BY COUNCIL STAFF

1.0

Policy Rationale

1.1

The purpose of this policy is to facilitate the effective management
and administration of costs relating to the Council’s mobile phones
and sim cards.

1.2

The Council wishes to set standards for acceptable use of mobile
phone and sim card resources in the conduct of its business to
safeguard employees, protect Council assets and ensure compliance
with appropriate legislation.

1.3

This policy has been established to ensure that employees use
mobile phone resources and sim cards appropriately and act
professionally in the use of these facilities.

1.4

The policy outlines guidelines for the appropriate use of mobile phone
resources and sim cards and indicates acceptable and unacceptable
behaviour in relation to their use.

2.0

Scope

2.1

The policy applies to all employees of the Council who have access to
mobile phone resources including sim cards, provided by the Council
to assist them in the performance of their duties.

3.0

Principles

3.1

The policy ensures that Health & Safety issues are identified in
relation to the use of mobile phones and ensures compliance with
legislation on mobile phones and driving.

3.2

The Policy underpins any operational procedures connected with the
Council’s framework for lone worker safety.

3.3

The Policy establishes the responsibilities of employees of the
Council in regard to the issue and use of Council mobile phones and
sim cards.

3.4

The Council will consider provision of mobile phones and sim cards to
eligible staff where there is a supporting business case.

1
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3.5

Council provided mobile phones and sim cards supplied for other
Council devices may be used for personal use but the costs arising
from personal use must be identified and repaid to the Council
promptly and in full.

4.0

Criteria for use of a Council mobile phone

4.1

Mobile phones and/or sim cards will only be available to staff who
have the approval of their Head of Service and authorisation of the
Director/Chief Executive.
An employee will be eligible to have a mobile phone and/or sim card,
either for calls only or a device which enables access to
emails/internet, if it is deemed necessary to their position and they
meet any one of the following criteria:
•
•

•
•
•
•

5.0

If the employees’ duties require them to spend a substantial
amount of time out of the office on work related duties (this will
be determined by the Head of Service/Director)
The employee is a lone worker and their personal safety could
be compromised if they are not in possession of a mobile
phone. Please note that a mobile phone should not be relied
upon as the sole means of ensuring an employees’ personal
safety. A Health and Safety Risk assessment should therefore
be carried out to assess this requirement
Employees who are required to make essential work related
calls away from their desk, as part of their normal course of
work
Employees who are required to be contactable in an
emergency situation, when working away from their desk
Employees who are on call or who must be contactable after
normal business hours
Employees identified through the risk assessment procedure.

Pool Phones
Mobile phones may be issued to an individual or on a shared basis.
In all cases it is the Managers responsibility to determine which
officers will be part of a shared resource pool and how this will
operate within their area of control.

6.0

Purchase
The purchase of mobile phones and sim cards must be in compliance
with the Council’s purchasing policy. Corporate contracts will be put
in place which will be reviewed at least three months before expiration
of the contract.

2
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To order a mobile phone or sim card, written confirmation must be
provided by the Director, together with full cost centre codes that any
hardware charges are to be paid from and the cost centre codes that
the monthly bills are to be paid from.

7.0

Replacement Phones/Fault Reporting
The Council expects all employees who have been allocated a mobile
phone and/or sim card to take full responsibility for the device. If a
phone is faulty or has been lost or stolen please contact Vodafone
Customer Services immediately on 0333 3043333. Individual users
cannot request a replacement phone. If the phone has been lost or
stolen ask for a complete block to be placed on the phone to ensure
that it cannot be used.
As soon as possible, and certainly within 24 hours of the loss/theft,
contact the Police Service of Northern Ireland and report the incident.
Ensure that you receive a crime reference number from the Police.
Advise the Members’ Services of the loss/theft and provide details of:•
•

the date of the theft or when the phone was lost
the Police Station to which it was reported

Members’ Services Section will organise for a replacement handset
and SIM card in line with item 6.0 of this policy.
On the first working day after the incident compile a detailed report on
the circumstances surrounding the loss/theft and send a copy to your
Director/Head of Service, Internal Auditor and Members’ Services.
Depending on the circumstances in which the phone was lost or
broken, the Council will be responsible for replacing the phone.
However if carelessness on the part of the employee can be shown
as the cause of the loss, the Director/Head of Service will ask the
employee to meet the replacement cost.
If a phone is broken or faulty, the handset should be returned to
Members’ Services. If the phone cannot be repaired, a request for a
replacement phone will be required in line with item 6.0 of this policy.
When a phone is being upgraded or replaced the old phone must be
returned to Members’ Services to ensure proper disposal.

3

CSS Report

8.0

Termination of Employment Responsibilities

8.1

On termination of employment, the employee must return the phone
unless the Manager has authorised a transfer to a new user, which
also must be reported to Members’ Services. Any accessories
supplied by the organisation for use with the mobile phone must also
be returned.

9.0

Conditions of Use

9.1

Council mobile phones must be on at all times during business or call
out hours.

9.2

Calls from a mobile should be kept to a minimum and in
circumstances where a fixed telephone is available to make outgoing
calls, then use of the mobile for that purpose is discouraged.

9.3

Mobile phones should be switched off or placed on silent during
meetings, lectures, training courses etc other than in exceptional
circumstances where it is necessary to taken an urgent call. In these
circumstances it is courteous to alert colleagues that an urgent call is
expected and where possible, the phone should be kept on ‘silent’.

9.4

Confidential information must not be discussed in open areas or
inappropriate locations.

9.5

If an employee is on an extended period of absence beyond 3
months, the mobile phone should normally be returned to their
manager, who in turn will contact Members’ Services regarding its
status. If the Employee, with the agreement of his/he Line Manager
retains the phone, he / she will be responsible for payment of any
excess charges. The Line Manager should make contact and make all
the necessary arrangements with the employee.

9.6

Council mobile phones and sim cards should be used in accordance
with the Council’s IT policy and must not be used inappropriately.

10.0

Health and Safety

10.1

The Management of Health and Safety at Work Regulations 1999,
require the Council to ensure all information and instruction is
provided to conform to the appropriate Health and Safety Legislation
and associated regulations.

10.2

Employees must never use a mobile phone while driving and must
only use the phone when the vehicle is safely parked.

4

CSS Report

10.3

Employees must ensure that when they carry a Council mobile phone,
they have included in the contacts an appropriate contact for
emergency purposes.

11.0

Security

11.1

To reduce exposure of sensitive data all devices must be password
protected.

12.0

Private Use

12.1

Council issued mobile phones are intended for Council business use,
however, employees can take up the option to use the Council mobile
phone for private calls and texts. This option will enable staff who are
issued with a Council mobile phone to make private calls and to
reimburse the Council on a monthly basis for all associated costs
above the agreed tariff negotiated by Council with the mobile phone
provider.
Sim cards will be supplied with a data limit for business purposes.
Any personal usage above the tariff negotiated by Council will have to
be reimbursed to the Council

12.2

All bills must be settled promptly. Failure to do so may result in this
benefit being withdrawn.

13.0

Monitoring of business/personal use

13.1

Directors/Heads of Service will monitor usage of Council mobile
phones and sim cards for both private and business use. They are
responsible for ensuring that employees of the Department/Unit are
made aware of this policy and the conditions of use relating to the
mobile phone and sim cards provided by the Council and for ensuring
that any alleged breaches of the policy are fully investigated.

13.2

Internal Auditors have an audit role in the monitoring of mobile
resources.

13.3

The Council is responsible for monitoring appropriate business and
personal use and will assist or carry out any investigation required as
a result of any alleged breach of this policy.

14.0

Inventory

5
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14.1

Members’ Services Section maintains a complete list of mobile
telephones and sim cards held by the Council.

14.2

No exchange of SIM cards between mobiles are permitted without
prior notification to Members’ Services Section.

15.0

Breaches of the Policy

15.1

Any breach of this policy will be investigated and may result in
disciplinary action under the relevant Council policy.

16.0

Special Requirements

16.1

Council will endeavour to meet the needs of a person required
to receive a mobile phone who, under special circumstances, requires
a mobile phone adaptation.
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From: Natasha McQuade [mailto:Natasha.McQuade@niconfedhss.org]
Sent: 27 September 2016 13:51
To: Rachel O'Reilly
Subject: NICON discussion series - Important Update
Importance: High

NICON Autumn Discussion Series - Important
Update
In The NICON Autumn Discussion Series our aim is to support colleagues to better understand how
we can address system issues at pace and scale, following clarity on Minister O’Neill’s vision for the
HSC, in light of the recent Bengoa Report: The Reconfiguration of Health and Social Care in Northern
Ireland. We welcome our members and partners to join us for these important conversations. To
register for any of these events, please just click the ‘register here’ hyperlinks below.

Clinical Leadership | An essential ingredient in
delivering sustainable change. Are we doing
enough?
19 October, 4.30pm – 6.00pm, Venue confirmed - HSC Board, 12-22
Linen Hall Street Belfast
In this session Professor Keith Gardiner will lead a discussion with Mark Taylor, Bengoa expert
panel member, and a range of clinical leaders to consider the implications of implementing the
proposed changes at pace and scale, specifically focusing on the issue of clinical and system
leadership in delivering change. Charlie Martyn, Clinical Director SEHCT, Brenda Creaney,
Director of Nursing and User Experience, Hazel Winning, Lead AHP Officer DH, Dr Brian Dunn
GP, ICP Clinical Lead and Fionnuala McAndrew, Director of Social Care and Children, HSCB, will
join the panel to set out their views and early work to begin this important cultural
and leadership work. Register here
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Change of Date & Venue
Michelle O’Neill MLA Minister for Health |Continuing
Reform – Building on the Bengoa Recommendations
New Date and Venue - Wednesday 2nd November, 4.00pm - 5.45pm, Long Gallery
Stormont
In the early Autumn, Minister Michelle O’Neill is due to make public her vision for health and
social care in Northern Ireland following the completion of the work of the Expert Panel in the
summer. In this discussion session she will set out her vision and implementation proposals to lead
reform and transformation in the HSC in the context of the new Programme for Government and the
increasingly pressurised funding environment. After a short presentation the Minister will be happy
to answer questions and join a wider discussion to consider how we move on, individually and
collectively. We hope to see many of you for this important and timely discussion which has been
rescheduled from the 12th of October to the 2nd November to accommodate Assembly timings.
NB If you have already registered your registration will automatically be moved to the new
date. If you are on the waiting list or have not yet registered please just Register here

Stephen Dalton, CEx NHS
Confederation | Brexit, NHS Reform and
Balancing the Books
16 November 2016, 4.00 – 5.45pm, Knockbracken Hall,
Knockbracken Healthcare Park
In this session Stephen Dalton, the Acting Chief Executive of the NHS Confederation, will update
members on the key strategic issues impacting on the NHS, specifically setting out the implications
of Brexit on the NHS, the pressing financial challenges, political positioning and progress on reform.
In his talk Steve will draw on the evidence presented to the Health Select Committee on NHS
Finances and implications of Brexit. In the discussion after the short presentation local leaders will
consider the some of the key implications for progress in Northern Ireland. Register here.

Registration, directions and further information can be accessed on each registration link, or
do not hesitate to contact the office for further information on 028 90644811. Please note
these events are free for NICON members (includes all HSC colleagues) and associate
members with a small charge for non-members. See Eventbrite for further details.

Kind Regards
Heather Moorhead
NICON Director
NI Confed for Health & Social Care
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Health Working Group – 14.4.2016
LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of the Meeting of the Health Working Group held in the Chestnut Room,
Island Civic Centre, The Island, Lisburn, on Thursday, 14 April 2016, at 2.00 pm

PRESENT:

Alderman J Tinsley (Chairman)
Councillor P Catney
Councillor O Gawith
Councillor A Girvin
Councillor M H Tolerton

IN ATTENDANCE:

Director of Corporate Services
Head of Central Support Services
Community Planning Manager
Committee Secretary
Belfast Integrated Care Partnership (Belfast ICP)
Dr Alan Stout, Chairperson and GP Lead of the East Belfast
ICP
Mr Michael Megaw, Business Manager, East Belfast ICP

1.

Apologies

Apologies for non-attendance at the meeting were accepted and recorded on behalf of
the Right Worshipful The Mayor, Councillor T Beckett, Alderman M Henderson,
Councillor A Grehan and the Chief Executive.
Councillor Catney left the meeting at 2.05 p.m.
2.

Declarations of Interest

The Chairman invited Members to declare any conflicts of interest they might have in
relation to the business of the meeting and he reminded them of the requirement to
complete Declaration of Interest forms in this regard, which had been provided at the
meeting. The following Declaration of Interest was made:
o Councillor M Tolerton in Item 5.1 (Department of Health, Social Services and
Public Safety for NI Consultation – Draft Diabetes Strategic Framework and
Implementation Plan) on the basis that she was a Type 1 Diabetic.
3.

Minutes of the Meeting of the Health Working Group held on 8 February
2016

It was agreed that the Minutes of the Health Working Group meeting held on 8
February 2016 be confirmed and signed.
1
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4.

Belfast Integrated Care Partnership (Belfast ICP)

The Chairman, Alderman J Tinsley, welcomed Dr Alan Stout, Chairperson and GP
Lead of the East Belfast ICP and Michael Megaw, Business Manager, East Belfast ICP
to the meeting.
Dr Stout advised that each ICP was a network of care providers bringing together
healthcare professionals, the voluntary and community sectors, local council
representatives, service users and carers to design and co-ordinate local health and
social care services. This collaborative approach helped to make sure that each person
got the care they needed, enhanced the co-ordination of care in the community and
avoided hospital admissions, unless absolutely necessary. He took Members through
the detail of specific initiatives which ICP’s were currently focusing on, as outlined
below:
•
•
•
•

People with respiratory conditions
Frail older people
People who have had a stroke
People with diabetes

The Chairman, Alderman Tinsley thanked Dr Stout and Mr Megaw for their very
informative presentation and invited questions from Members.
Dr Stout then addressed queries from Alderman Tinsley in relation to the overall
allocation of funding for the 17 ICP’s across Northern Ireland; breakdown of General
Practitioners in each ICP area, and the process for approving and funding specific
health initiatives.
In response to Councillor Gawith, Mr Megaw agreed that more financial resources were
needed for caring for the frail elderly at home. While ICP’s could show that their health
initiatives were cutting the number of hospital beds being used by the elderly, more
research was required to know exactly what resources were needed for social care and
to plan around that.
Dr. Stout then responded to a number of issues raised by Councillor Tolerton in relation
to the high cost of diabetic testing strips; monitoring performance of the various health
initiatives in each area, the need for professional ‘out of hours’ advice and support for
diabetics to avoid visits to emergency departments.
In response to a query from Alderman Tinsley with regard to the link between
community planning and health issues, the Community Planning Manager outlined that
both the South East and Belfast Trusts were currently working in isolation of each
other. Unfortunately this could be problematic for Lisburn and Castlereagh City Council
residents as the level of service provision could be different in each area. She added
that she would continue to develop the link between the Council and the Trust.
It was agreed that the presentation by the Belfast Integrated Care Partnership be
noted.
5.

Report by the Head of Central Support Services
2
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It was agreed that the report and recommendations of the Head of Central Support
Services be adopted subject to any decisions recorded below.
5.1

Department of Health, Social Services and Public Safety for NI
Consultation – Draft Diabetes Strategic Framework and Implementation
Plan (closing date 31 May 2016)

Members were advised that the Draft Diabetes Strategic Framework and
Implementation Plan was also being reported to the meeting of the Corporate Services
Committee on 10 May 2016. Any comments made by the Health Working Group would
be conveyed to the Corporate Services Committee for inclusion in the Council’s
response.
The Head of Central Support Services stated that she had studied the document and
wished to raise a number of points, as outlined below:
•
•
•

the need for adequate resources to meet the growing number of people with
diabetes
the need for adequate preventative measures in respect of all types of diabetes,
and not just Type 2
the document was very much stand-alone and the findings needed to be
integrated with other health initiatives

It was agreed that the points raised by the Head of Central Support Services in relation
to the Draft Diabetes Strategic Framework and Implementation Plan be conveyed to
the meeting of the Corporate Services Committee on 10 May 2016 for inclusion in the
response.
5.2

Department of Health, Social Services and Public Safety for NI
Consultation – Innovation Scheme for Voluntary and Community Sector
(closing date 3 June 2016)

The Head of Central Support Services outlined that the only comment she wished to
make was that there needed to be a link with this and other similar health initiatives.
It was agreed that the Head of Central Support Services respond to the Department of
Health , Social Services and Public Safety for NI - Consultation : Innovation Scheme
for Voluntary and Community Sector highlighting the need for the findings to be
integrated with other health initiatives.
5.3

Northern Ireland Confederation for Health & Social Services - Annual
Conference and Exhibition – 28 and 29 June 2016 in La Mon Hotel,
Castlereagh

It was noted that details of this conference were also being reported to the meeting of
the Corporate Services Committee on 10 May 2016.
The Chairman, Alderman Tinsley, advised that as he was not available to attend the
conference on these dates, a nominee would be appointed to attend in his place.
It was agreed that the Chairman’s nominee and the Vice Chairman attend the Northern
3
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Ireland Confederation for Health & Social Services’ Annual Conference and Exhibition
on 28 and 29 June 2016 in La Mon Hotel, Castlereagh, with the Council being
responsible for the cost of Members’ attendance, estimated at £181.50 per person.
5.4

Northern Ireland Confederation for Health & Social Services – ‘One Voice
– Time for Change – Policy Priorities for Health & Social Care in Northern
Ireland : An Election Briefing for the 5 May 2016 Northern Ireland
Assembly Elections

Members noted that a copy of the publication had been made available at the meeting
for their perusal.
It was agreed to note receipt of the Northern Ireland Confederation for Health & Social
Services publication entitled ‘One Voice – Time for Change : Policy Priorities for Health
& Social Care in Northern Ireland : An Election Briefing for 5 May 2016 Northern
Ireland Assembly Elections.
5.5

‘Improving Health Within Criminal Justice’ – Draft Strategy and Action
Plan (closing date : 20 June 2016)

Members noted that a copy of the Consultation Document, Action Plan and
Consultation Response template had been made available at the meeting for their
perusal. The document was also being reported to the meeting of the Policing &
Community Safety Partnership Committee on 19 April 2016
It was agreed to note receipt of ‘Improving Health within Criminal Justice’ – Draft
Strategy and Action Plan.
5.6

‘Contact’ Information Bulletin : Contact Zero Suicide Manifesto 2016

It was agreed to note receipt of the ‘Contact’ Information Bulletin : Contact Zero Suicide
Manifesto 2016.
6.

Additional Report by the Head of Central Support Services
6.1

Northern Ireland Confederation for Health & Social Services Conference
– Breakfast Session : Leadership for High Quality Healthcare –
Wednesday 20 April 2016 : 8.30 to 10.00 a.m. – Lisburn and Castlereagh
City Council Offices, Bradford Court

It was noted that the only cost associated with Members’ attendance was mileage.
The Head of Central Support Services advised that she would be attending the
conference and would report back to Members at the next meeting of the Health
Working Group.
Alderman Tinsley thanked Officers for the significant amount of time required of them in
studying and highlighting pertinent issues within the lengthy consultation documents
tabled at the meeting.
It was agreed that any Member wishing to attend the Northern Ireland Confederation
4
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for Health & Social Services Conference – Breakfast Session on Wednesday 20 April
2016 in Lisburn and Castlereagh City Council Offices, Bradford Court should contact
the Committee Section
7.

Date of Next Meeting

It was agreed that the next meeting of the Health Working Group would be held in June
2016, at a date and time to be arranged by Officers, in liaison with the Chairman.
As there was no further business, the meeting closed at 2.42 p.m

____________________________________
MAYOR/CHAIRMAN
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PCSP 29.06.2016
LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of the Meeting of the Lisburn & Castlereagh Policing and Community
Safety Partnership held in the Island Civic Centre, The Island, Lisburn, on
Wednesday, 29 June, 2016 at 5:38 pm
PRESENT:

Councillor S Carson (Chairman)
Mr M Busch
Mrs Y Craig
Mr P Dean
Alderman D Drysdale
Ms D Guy
Councillor B Hanvey
Ms P Leeson
Ms C McCullough
Councillor A McIntyre
Ms R Orr
Councillor J Palmer
Alderman G Rice MBE
Councillor M Tolerton
Councillor N Trimble

IN ATTENDANCE:

Head of Central Support Services
PCSP Manager
Committee Secretary
Designated Organisations
Chief Inspector J Wilson, Police Service of Northern Ireland
Sergeant D Lucas, Police Service of Northern Ireland
Mr K Doherty, Youth Justice Agency
Mr A Hannaway, Northern Ireland Housing Executive
Mr P Thompson, Probation Board for Northern Ireland
Blu Zebra Consulting
Ms T Hogg

1.

Apologies
It was agreed to accept apologies for non-attendance at the meeting on behalf of
Alderman M Henderson, Councillor U Mackin, Ms D Hancock and
Superintendent S Wright.
The Chairman, Councillor S Carson, advised Members that Councillors J Baird
and A Redpath had resigned from the Partnership and had been replaced by
Alderman M Henderson and Councillor N Trimble, who was newly elected to
Council. The Chairman expressed his thanks to Councillors Baird and Redpath
for the contribution they had made during the time they had served on the PCSP
and extended a particular welcome to Councillor Trimble.
44
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2.

Minutes
It was agreed that the minutes of the private meeting of the Partnership held on
19 April, 2016 and the public meeting of the Partnership held on 17 May, 2016 be
confirmed and signed.

3.

Declarations of Interest
Councillor J Palmer arrived to the meeting during consideration of this item of
business (5.39 pm).
At this stage, Mr P Dean and Mr M Busch declared an interest in item 5.4
“Lisburn Commerce Against Crime – Retail Crime Audit, Strategy and Action
Plan”, in light of their membership of the Board of Lisburn Commerce Against
Crime.
During the course of the meeting, the following declarations of interest were
made:
•
•

4.

Mr P Dean in respect of the Lisburn SAFE project, as considered under
item 4 “Blu Zebra Consulting – Strategic Review of PCSP Funded
Projects”; and
Mr A Hannaway in respect of the Lisburn SAFE project, as considered
under item 4 “Blu Zebra Consulting – Strategic Review of PCSP Funded
Projects”, given his membership of the Steering Group.

Blu Zebra Consulting – Strategic Review of PCSP Funded Projects
The PCSP Manager reported that, in order to provide the Partnership with a
sound basis for making a decision regarding financial support during 2016/17 for
the 4 Tier Home Security Scheme, Lisburn SAFE and the Domestic Violence
Liaison post, based at Lisburn police station, it had been agreed by the PCSP to
initiate a formal evaluation of the projects and the outcomes achieved. The
Partnership had agreed that the results of the evaluation should be presented to
its meeting in June 2016 to allow it to make a decision regarding the inclusion of
the projects in the PCSP Plan and the submission to the Northern Ireland
Policing Board (NIPB) and Department of Justice (DOJ).
Blu Zebra Consulting had been appointed to undertake the strategic review
which had been carried out over the last three weeks.
The Chairman, Councillor S Carson, welcomed to the meeting Ms T Hogg, Blu
Zebra Consulting (5.42 pm). With the use of visual aid equipment, Ms Hogg
made a presentation to the Partnership outlining the key outcomes of the review
of the three PCSP funded projects.
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4.

Blu Zebra Consulting – Strategic Review of PCSP Funded Projects (Contd)
During discussion:
(a)

Alderman D Drysdale suggested that a business plan in respect of
social enterprises be established. He offered to liaise with personnel in
Dundonald Enterprise Park regarding assistance with this piece of work;
Chief Inspector Wilson took on board comments by Alderman G Rice
regarding the need to communicate to residents in the Carryduff area
what services were available for victims of domestic violence;
Mrs Y Craig suggested that a business case be established for Women’s
Aid funding and that funding be sourced from various other sources, such
as the Department of Justice (DOJ), Department of Health, Northern
Ireland Housing Executive (NIHE) and the Office of the First Minister and
Deputy First Minister.

(b)

(c)

Having answered several queries by Members, the Chairman, Councillor S
Carson thanked Ms Hogg and she left the meeting (6.37 pm).
The PCSP Manager advised that, at this stage, the Partnership was not in a
position to guarantee funding to the three projects for the remainder of the
financial year, until the final report outlining recommendations was completed. It
was agreed to extend the current level of funding to the end of September 2016,
as follows, pending submissions of funding requests from Lisburn SAFE and
Women’s Aid:
•
•
•

Lisburn SAFE
Domestic Violence Liaison Officer
4 Tier Home Security Scheme

£5,000
£7,500
£3,750

It was noted that representatives from Lisburn SAFE and Women’s Aid would be
in attendance at the September meeting of the PCSP to put forward business
cases for their projects and advise of the amount of funding they would require
for the remainder of the financial year.

5.

Report of PCSP Manager
It was agreed that the report and recommendations of the PCSP Manager be
adopted, subject to any decisions recorded below.
5.1

Blu Zebra Consulting – Strategic Review of PCSP Funded Projects

It was noted that this matter had been dealt with under item 4.
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5.2

Update from Statutory Organisations
5.2.1 Police Service of Northern Ireland
(a)

Radio Link Extension to Castlereagh

Sergeant D Lucas confirmed that the radio link system had been extended from
Lisburn across to Dundonald. The system was available to retailers and
statutory partnerships and was being monitored daily by Lisburn Commerce
Against Crime. There had been a number of successes to date as a result of the
extension of the system and it was hoped this could be further extended.
(b)

CCTV Camera at the Blue Bridge

Sergeant Lucas advised that there had been a delay in the provision of a CCTV
camera at the Blue Bridge which had resulted from problems relating to tree
cutting. Sergeant Lucas thanked Mr A Hannaway, the PCSP Manager and the
Council’s Parks Officer for assistance they had provided in dealing with this
matter. It was anticipated that work to install the camera would be completed in
mid-July.
(c)

Part-time Police Officers

Chief Inspector Wright responded to comments by Councillor J Palmer regarding
the hours of part-time police officers. Members stated that, in future, matters
such as this, which related to operational matters, should be raised directly with
the PSNI as they were not relevant for consideration by the PCSP.
5.2.2 Northern Ireland Housing Executive
Mr Hannaway referred to funding for the Domestic Violence Liaison Worker, as
considered under item 4. Given the merits of this post and the benefits provided
to the area, he agreed to make representation to the NIHE locally for a
contribution to be made towards this post from the Supporting People Fund.
Mr Hannaway referred to the benefits of the Lisburn SAFE project, which had
brought about a reduction in antisocial behaviour in a number of NIHE estates,
and stated that the Executive would continue to lend its support to this scheme.
At the request of Alderman G Rice, Mr Hannaway agreed to provide her with an
update in respect of the current review of the Supporting People Fund.
Following discussion regarding the need to establish a forum for all housing
providers, the Chairman, Councillor S Carson, advised that some Members of
the former Lisburn City Council had participated in a Housing Executive Liaison
Committee. The re-establishment of this group had been raised at a recent
Council meeting and the Chairman agreed to investigate this matter and report
back the Partnership at a future meeting.
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5.2.3 Probation Board for Northern Ireland
Mr P Thompson advised Members that the Community Service Project was very
active in Lisburn and there were specific pieces of work that could be assisted
with, eg. grass cutting. He reported that a graffiti bus proposal was being
brought forward which would allow for a rapid response to incidents of graffiti.
Mr Thompson reported that, for the first time in a number of years, the Probation
Board for Northern Ireland (PBNI) would be carrying out a recruitment exercise
for permanent staff in the autumn.
Mr Thompson referred to the large backlog of cases that had been occasioned
by the legal aid dispute, as reported previously to the Partnership, and stated that
an additional 900 Crown Court reports had been referred to the PBNI. PBNI
staff had been required to take these on, whist trying to maintain services, and
this had had a dramatic impact on the Board’s operations.
Mr Thompson responded to comments by Councillor M Tolerton regarding the
release of prisoners back into the community. He advised that the PBNI had an
input if the prisoner was being released under licence. A pre-release risk
assessment would be carried out and a risk management plan put in place for
each individual. Licence conditions would be focused around risk issues
identified.
5.3

TransportNI

Members noted the contents of correspondence dated 7 June, 2016 from
TransportNI regarding the request from the Partnership for an official from the
division to attend a private meeting to discuss community safety and road
infrastructure issues of concern in the City.
Following consultation with the Chairman, Councillor S Carson, and further
discussion with TransportNI, it had been agreed that a delegation from the PCSP
would attend a meeting based at the offices in Hydebank on 28 June. Members
were provided with a report on the outcomes of the meeting with TransportNI.
Councillor M Tolerton thanked the PCSP Manager for her work in preparing this
detailed report. Ms R Orr referred to the “issue of narrowing of road at Warren
Gardens” and asked that this be changed to Woodland Park.
5.4

Lisburn Commerce Against Crime – Retail Crime Audit, Strategy and
Action Plan

Members were provided with a copy of a request from Lisburn Commerce
Against Crime (LCAC) for the completion of a City-wide Retail Crime Audit,
Strategy and Action Plan. The provision for this was included within the new
PCSP Strategy and Action Plan. The Chairman and PCSP Manager had met
with LCAC to discuss the proposal and its requirement in order to progress
focused retail crime reduction actions across the Council area. LCAC had
requested financial assistance of £6,500 and a breakdown of costs was included
in the correspondence from LCAC. It was agreed that financial assistance of
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5.4

Lisburn Commerce Against Crime – Retail Crime Audit, Strategy and
Action Plan (Contd)

£6,500 be provided to LCAC in order to facilitate the delivery of a Retail Crime
Audit, Strategy and Action Plan, with LCAC agreeing to report back on progress
at regular intervals to the Partnership.
5.5

Inpartnership

Members noted the contents of the latest edition on the Inpartnership newsletter,
which included a submission from the Lisburn & Castlereagh PCSP.
Proposed PCSP Structure to Deliver the Strategy and Action Plan

5.6

The PCSP Strategic Plan, as agreed at the last private meeting, identified local
priorities that impacted upon more than one theme within and across strategic
objectives. Likewise, the outcomes-based planning approach had identified a
significant need to create more joined-up solutions to addressing these needs.
The community planning process had also identified the need for this more
joined-up and collaborative approach. The strategic context analysis had also
identified the wide range of outcomes-based strategies, all of which required
collaboration with other key stakeholders, including local communities for these
strategies to be effectively delivered.
The PCSP Manager advised that there were connections between the impact of
drug and alcohol misuse, antisocial behaviour and domestic and sexual violence.
Additionally, there were similarities in respect of the issues of people’s sense of
vulnerability, their fear of crime and confidence in policing.
To effectively address these cross-cutting issues, the strategy proposed the
establishment of two PCSP thematic working groups, which would cover the
range of inter-related local priorities, as follows:
•
•

Thematic Group 1: Antisocial Behaviour, Drugs and Alcohol and other
related crimes; Domestic Violence; Confidence in Policing;
Thematic Group 2: Burglary; Road Safety; Vulnerable People and
Retail Crime

These two working groups would effectively drive the collaborative approach for
each theme by making appropriate recommendations for delivery to the PCSP.
Each working group would plan how it intended to roll out the delivery of the
action plan and what other stakeholders with whom it needed to engage to make
the delivery of the action plan as effective as possible.
The PCSP Manager recommended that each working group consist of a balance
of Elected and Independent Members (maximum 9) and designated
organisations, with the Chairman and Vice-Chairman being Members of both.
The thematic group meetings would be chaired by the Chairman/Vice-Chairman
of the PCSP, or their nominee. It was envisaged that the groups would meet on
a bi-monthly basis and the meetings would take place during the day.
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5.6

Proposed PCSP Structure to Deliver the Strategy and Action Plan (Contd)

It was agreed that (a) Members advise the PCSP Manager which Thematic
Group they wished to participate in; and (b) meetings of the working groups
would commence in August, with a date and time being advised in the near
future.
5.7

PCSP Annual Report

Each year, by 30 June, the PCSP was required to submit to the NIPB an Annual
Report outlining its activities for the 12 month period. The Marketing and
Communications Unit had been working on the design of the document and
Members present at the meeting were provided with a draft copy. It was agreed
that the design and content of the Annual Report be approved, subject to an
article being included in respect of the three PCSP funded projects (as
considered in item 4).
It was noted that the annual report would be distributed to Neighbourhood Watch
Co-ordinators, be available at public meetings and emailed to community groups.
Mrs Y Craig left the meeting at this point (7.17 pm).
5.8

Draft Programme for Government 2016-21

The PCSP Manager reported that the consultation on the Programme for
Government (PfG) Framework 2016-21 had been launched by the Executive
Office. The document and related papers were available to view on the
Executive website; however, an easy read two page version had been provided
to Members. The PCSP Manager asked that Members provide her with any
comments they had on the consultation in order to inform a PCSP response.
5.9

PCSP Letter of Offer

Members were provided with a copy of a letter of offer dated 18 May, 2016 from
the NIBP and the DOJ outlining the funding awarded for 2016/17. The total
amount awarded was £284,493 and the amount available for operational delivery
was £201,000. Members noted that the number of meetings for which an
expense was payable was 30 for the Chairman/Vice-Chairman and 20 for
Elected/Independent Members. A further detailed breakdown of the funding and
agreement against project delivery would be considered at a future meeting of
the Partnership.
5.10

Applications for Funding Under £500

It was agreed that retrospective approval be given for the following applications
for funding which the Chairman had approved due to the timescales involved for
delivery:
(a)
(b)

Lisburn North - £270 for the Wednesday Club senior citizens for a crime
Prevention session and outing;
Ballybeen - £500 contribution towards Ballybeen Activity Week;
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5.10

Applications for Funding Under £500 (Contd)

(c)

SEDACT - £500 contribution towards the production of a Roadmap of
Alcohol and drug services in the South Eastern Trust area; and
PSNI Tractor for Saintfield Show (18 June) - £200

(d)

6.

Any Other Business
6.1

Provision of Drug Bin at Seymour Hill/The Dales
Chairman, Councillor S Carson

The Chairman, Councillor S Carson, advised that an approach had been made to
Councillor M Tolerton for the provision of a drug bin at Seymour Hill/The Dales.
The proposed location for the drug bin was at the front of the shops at Seymour
Hill. It being noted that these premises were in the ownership of the NIHE, the
PCSP Manager agreed to email details of the request to Mr Hannaway in order
that he could progress this matter with the Executive.
Members present at the meeting were provided with information relating to the
types and quantities of drugs deposited in the drug bin located at Laganview
Enterprise Centre, Old Warren, from January to May 2016. Discussion took
place regarding the large amounts of prescription drugs, particularly antipsychotics, deposited in the bid which led to concern about the proper
distribution of medication. The PCSP Manager agreed to speak to the PSNI in
relation to making this information known to healthcare representatives.
6.2

Filter Light at Oakwood Primary School
Councillor M Tolerton

Councillor M Tolerton referred to a petition by parents of children attending
Oakwood Integrated Primary School to have a filter light provided at the junction
of The Cutts and McKinstry Road, which was a very dangerous junction that had
seen many serious accidents. Councillor Tolerton, who had brought a number of
petitions with her, asked Members to take these and get as many signatures as
possible. The petition was to be presented to the Minister for Infrastructure in
August.
6.3

Traffic Problems at Comber Road
Alderman D Drysdale

Alderman D Drysdale referred to traffic problems at Comber Road (from The Elk
to the Cumberland Road), which had become nearly unmanageable during rush
hour. Alderman Drysdale had received numerous complaints regarding this
matter from constituents who had requested that yellow lines be provided on at
least one side of the road. He asked that the PSNI support a request being
made to the Department of Infrastructure to have this work carried out. Chief
Inspector Wilson stated that, from memory, this issue had been raised with the
PSNI as a cause for concern and agreed to provide Alderman Drysdale with
supporting information.
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There being no further business, the meeting was terminated at 7.29 pm.

Chairman
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LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of the Meeting of the Independent Members of the Policing and
Community Safety Partnership held in the Kingdom Life City Church, Graham
Gardens, Lisburn, on Tuesday, 16 August 2016 at 6.16 pm

PRESENT:

Mr M Busch
Ms Y Craig
Mr P Dean
Ms C McCullough
Ms R Orr

IN ATTENDANCE:

Head of Central Support Services
PCSP Manager
PCSP Officer (JB)
PCSP Administrative Officer
Committee Secretary

1.

Apologies

There were no apologies.
2.

Election of the Vice Chairman of the Lisburn & Castlereagh PCSP 2016/17

The Head of Central Support Services welcomed everyone to the meeting and
outlined that the term of office for the Vice-Chairman of the Partnership would be for
a period of 12 months commencing from October 2016. She thanked the outgoing
Vice-Chairman for his work and support for the Partnership. She then invited
nominations for the position.
It was proposed by Mr M Busch and seconded by Ms R Orr that Ms C McCullough
be elected Vice-Chairman of the Partnership for the ensuing year.
With no further nominations received, Ms C McCullough, having accepted the
position, was therefore declared Vice-Chairman of the Policing and Community
Safety Partnership for the ensuing year 2016/17 and was congratulated on her
appointment.

There being no further business, the meeting was terminated at 6.18 pm.

Vice- Chairman
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LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of the Special Meeting of the Policing and Community Safety
Partnership held in Kingdom Life City Church, Graham Gardens, Lisburn, on 16
August 2016 at 6.37 pm

PRESENT:

Councillor S Carson (Chairman)
Alderman D Drysdale
Alderman M Henderson MBE
Councillor A McIntyre
Councillor J Palmer
Councillor N Trimble
Mr M Busch
Ms Y Craig
Mr P Dean
Ms D Guy
Ms D Hancock
Ms P Leeson
Ms R Orr
Ms C McCullough

IN ATTENDANCE:

Head of Central Support Services
PCSP Manager
PCSP Officer (JB)
PCSP Administrative Officer
Committee Secretary
Designated Organisations
Mr A Hannaway, Northern Ireland Housing Executive
Chief Inspector J Wilson, Police Service of Northern
Ireland
Inspector A Johnston, Police Service of Northern
Ireland
Mr P Thompson, Probation Board for Northern Ireland

1.

Apologies

It was agreed to accept that apologies for non-attendance be recorded at the meeting
on behalf of Alderman G Rice MBE, Councillor M Tolerton, Mr A Armour (NIFRS), Mr
K Doherty (Youth Justice Agency), Superintendant S Wright (PSNI) and Chief
Inspector L Dobson (PSNI)
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2.

Declarations of Interest

The Chairman outlined the procedure in respect of Declarations of Interest after which
the following Declarations of Interest were made:
•

3.

Ms D Hancock declared an interest in Item 3.1 PCSP Small Grants on the basis
that she was a potential applicant for the small grants scheme.
PCSP Manager’s Report
3.1

PCSP Small Grants

(Ms D Hancock left the meeting at 6.42 pm)
Members agreed that the Small Grants Programme be launched with the
following timetable:
•
•
•
•
•
•

Monday 22 August 2016 – Launch of Small Grants Programme
Friday 23 September 2016 – Closing date for receipt of applications
Tuesday 27/Wednesday 28 September 2016 – Assessment of
applications
Tuesday 18 October 2016 – Outcome of assessment panel considered
by PCSP
Wednesday 19 October 2016 – Notification to applicants
Friday 28 February 2017 – Completion of projects and monitoring and
evaluation details submitted to PCSP

Members agreed that the PCSP allocate £47,000 to the Small Grants
Programme and that awards be restricted from £500 to £5,000.
It was further agreed that, in addition to the Chairman and Vice-Chairman, the
Partnership nominate 2 members to sit on the assessment panel and present
the outcome of its assessment to the PCSP private meeting on 18 October
2016 (immediately prior to the public meeting). It was noted that the PSNI and
Department of Justice representatives would sit on the panel in an advisory
capacity.
Mr M Busch nominated the incoming Vice-Chairman, Ms C McCullough, to sit
on the small grants assessment panel. It was agreed that the second member
on the panel should be an Elected Member and that any Elected Member who
would be available should notify the PCSP Manager accordingly.
3.2

Violent Crime Initiative in Castlereagh

Members noted that the PSNI had advised regarding an increase in violent
crime particularly in the Castlereagh area. The Crime Prevention Officer,
working with the local Inspector and PCSP, wished to roll out an initiative
based on the ‘One Punch’ campaign to all off-licences and pubs/clubs. It was
agreed to approve a funding request for £2,000 to cover promotional material
including posters, stickers and beer mats.
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4.

Any Other Business
4.1 Registration of Interest Forms
The PCSP Manager advised that Registration of Interest forms had been
distributed at the meeting and she advised that every Member was required to
complete and submit the form even if no interest was to be registered.

There being no further business, the meeting was terminated at 6.45 pm.

Chairman
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LISBURN & CASTLEREAGH CITY COUNCIL
Minutes of the Public Meeting of the Policing and Community Safety Partnership
held in Kingdom Life City Church, Graham Gardens, Lisburn, BT27 1XE on 16
August 2016 at 7.10 pm
PRESENT:

Councillor S Carson (Chairman)
Alderman D Drysdale
Alderman M Henderson
Councillor U Mackin
Councillor A McIntyre
Councillor J Palmer
Councillor N Trimble
Mr M Busch
Ms Y Craig
Mr P Dean
Ms D Guy
Ms D Hancock
Ms P Leeson
Ms R Orr
Ms C McCullough

IN ATTENDANCE:

Head of Central Support Services
PCSP Manager
PCSP Officer (JB)
PCSP Administrative Officer
Committee Secretary
Designated Organisations
Mr A Hannaway, Northern Ireland Housing Executive
Chief Inspector J Wilson, Police Service of Northern Ireland
Inspector A Johnston, Police Service of Northern Ireland
Mr P Thompson, Probation Board for Northern Ireland

Commencement of the Meeting
At the commencement of the meeting, the Chairman, Councillor S Carson, welcomed
those present to the meeting and he thanked the Kingdom Life City Church for its
hospitality. He extended a particular welcome to Ms Wendy Osborne OBE, Vice Chair
of the NI Policing Board’s Partnership Committee, who was seated in the public gallery.
The Chairman welcomed representatives of Lisburn Commerce Against Crime who
were also seated in the public gallery and advised that Mr Stanley Clements would give
a presentation on a retail crime audit that was being funded by PCSP.
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The Chairman referred to the PSNI report on local crime trends and stated that he was
very encouraged by the reduction in domestic burglaries, anti-social behaviour and
violent crime and hoped that the pattern of crime reduction would continue through the
course of the year.
For the benefit of those members of the public seated in the public gallery, the members
of the PCSP who were present introduced themselves.
1.

Apologies

It was agreed to accept that apologies for non-attendance be recorded at the meeting
on behalf of Alderman G Rice, MBE, Councillor M Tolerton, Mr A Armour (NIFRS), Mr K
Doherty (Youth Justice Agency), Superintendant S Wright (PSNI) and Chief Inspector L
Dobson (PSNI).
2.

Declarations of Interest

There were no Declarations of Interest.
3.

Presentation in respect of Retail Crime

The Chairman, Councillor S Carson, welcomed Chief Inspector John Wilson and
Inspector Alexander Johnston. Inspector Johnston provided a presentation on the local
district’s crime prevention strategy in respect of retail theft and shop lifting. He outlined
the main aspects of the strategy as follows:
Prevention:
• CCTV – latest upgrade included high definition cameras; radio link between retailers
and the control room; work in progress to extend CCTV to Dundonald,
Newtownbreda and Forestside
• Instructing and Educating Retailers – working with retailers to deliver practical
solutions
• Signage
• Safe Shop Scheme organised by the Crime Prevention Officer
Intelligence:
• PSNI producing briefing documents in relation to ongoing thefts
• Circulation of images of prolific offenders
• Information sharing and partnership working
• Retailers against Crime briefing PSNI face to face before officers go out on patrol
Confidence and Reassurance:
• Increased visibility throughout retail areas
• Agreement with stakeholders
• Use of social media
• Proactive and targeted mini operations
• Radio Link
• PCSP and partnership working
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Enforcement:
• Use of ASBOs/banning orders
• Use of fixed penalties
• Regular liaison with Lisburn CCTV
• Regular use of search powers
• Use of pro-arrest and pro-charge
The Chairman, Councillor S Carson, thanked Inspector Johnston for a very thorough
presentation and welcomed questions.
3.1

Member of the Public
Discretionary Disposal of Shoplifting Instances

A member of the public enquired regarding the cost effectiveness of extending CCTV to
outer areas of the district. He also enquired as to how many of those arrested for
shoplifting were taken to court or were given a warning.
Inspector Johnston stated that CCTV was viewed as a protective shield and the further
it could be extended across the district the better. He advised that each case of
shoplifting was considered on its merits but that a first offence tended to be a fixed
penalty and offenders with a history of offending were charged and brought to court
subject to there being sufficient evidence available. He stated that some reoffenders
were career criminals and these were the people that the police wished particularly to
target. He advised that 48 young people had been referred to the Youth Diversion
Officer which had a deterrent effect meaning the likelihood of them reoffending was not
great.
In response to an additional query, he advised that there were over 30 CCTV cameras
in Lisburn and that some of the bigger retail stores had additional cameras within the
store.
3.2

Member of the Public
Admissibility of CCTV Evidence

In response to a query by a member of the public, Inspector Johnston confirmed that
CCTV evidence was admissible in court and formed a large part of police evidence. He
indicated that CCTV coverage could also be played back to the person being
prosecuted in advance of the case coming to court.
3.3

Member of the Public
In-Store CCTV

A member of the public indicated that they worked for a major retailer at Sprucefield
which had upgraded its CCTV system and now had 96 cameras in-store and liaised
closely with PSNI. He stated that, over a 5 year period, approximately 400 shop lifters
had been caught, one person with over £7,000 worth of stolen goods on their person.
3.4.

Safe Shop Scheme

Mr Michael Green gave a short presentation on the Safe Shop Scheme. He outlined
ways to identify shoplifters and the methods they used to avoid detection. He also
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explained shopkeepers’ rights in stopping and dealing with those suspected of
shoplifting. He stated that shop staff were the best defence against shop lifters but
often they were not aware of what to look for or do. He advised that the Safe Shop was
a free scheme offering a bespoke training service for local shop staff and he asked the
PCSP members to promote the scheme throughout the district.
(Ms Y Craig left at 7.45 pm)
3.5

Retail Crime Audit

Mr Stanley Clements thanked the PSNI for providing funding to carry out a Retail Crime
Audit and thanked the Council for providing funding to integrate the CCTV systems. He
stated that he had been involved with the CCTV scheme as a consultant and had been
working with Lisburn Commerce against Crime for the past 6 months.
He stated that the Retail Crime Audit would address issues such as assessing the
current position, identifying opportunities for further cooperation between retailers and
PSNI and for partnership working. He provided some UK statistics on retail crime, for
example, while customer theft had decreased by 2% over the last year, the average
cost of each theft had increased by 35% to £325 per theft. He indicated that the
average cost of employee theft was over £1,000 per theft. He stated however that
these were national statistics and there was a lack of statistical information relating
directly to the Lisburn and Castlereagh area. He stated that the Retail Crime Audit
would be a value for money exercise.
The Chairman, Councillor S Carson, thanked Mr Clements for his presentation and
noted that Lisburn and Castlereagh were leading the way in Northern Ireland with this
initiative. He then welcomed Members’ questions.
3.6

Alderman D Drysdale
Theft by Employees and Cyber Crime

In response to queries by Alderman D Drysdale, Inspector Johnston stated that the
PSNI statistics presented at the meeting related to shoplifting and customer theft and
not to employee theft. He further advised that PSNI now had a specialist unit
investigating cyber crime.
4.

PSNI Report in respect of Local Crime Trends

Chief Inspector J Wilson presented a report in respect of crime statistics for the Lisburn
area for the period to 1 April 2016 to 8 August 2016, a copy of which had been
circulated to those attending. After presentation of the report, the Chief Inspector
answered questions.
(Mr P Thompson, PBNI, left at 8.10 pm)
4.1

Member of the Public
Role of Neighbourhood Watch Schemes

In response to a query by a member of the public, Chief Inspector Wilson confirmed that
Neighbourhood Watch schemes had an important role in tackling crime. The Chairman,
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Councillor S Carson, advised that SelectaDNA kits had recently been distributed to a
number of Neighbourhood Watch Schemes in burglary hot spots. In response to a
further comment, Inspector Wilson stated that he had appointed specific officers to act
as points of contact with the Neighbourhood Watch co-ordinators and he would
investigate why this contact was not working as effectively as it should.
4.2

Members of the Public
Support for Small Independent Shops

A member of the public stated that she was a small independent retailer in Lisburn and
had never received a visit from PSNI officers giving crime prevention advice. Chief
Inspector Wilson stated that he would ask beat patrols in the town centre to call into
shops. Another independent retailer asked that any such visits should be extended to
other retail areas like Hillsborough. Mr S Clements indicated that the Retail Crime Audit
would identify and address issues relating to small independent retailers as well as the
larger stores.
(Mr P Dean left at 8.25 pm)
4.3

Member of the Public
Signage relating to CCTV Cameras

In response to a query by a member of the public, Mr S Clements confirmed that
retailers who installed in-store CCTV had to display signage indicating that CCTV was
operating and a contact telephone number.
Alderman D Drysdale suggested that the PCSP should consider organising a number of
workshops to provide retailers with crime prevention advice and training.
5.
5.1

Any Other Business
Member of the Public
Security Issues for Residents in Lisburn Square

The Chairman, Councillor S Carson, stated that an email had been received from a
resident in Lisburn Square stating that, following the removal of a 24 hour security
service at residential property in Lisburn Square, there had been increased incidents of
squatting and anti-social behaviour. Chief Inspector Wilson stated that he was not
aware of any such issues being reported to PSNI. He stated that issues regarding
security provision should be taken up with the residents’ management company and
issues relating to anti-social behaviour should be reported to the police who would
respond appropriately.
5.2

Councillor J Palmer
Non-Payment at Petrol Filling Stations

Councillor J Palmer welcomed the fact that PSNI were reviewing a recent proposal not
to deal with incidents of people making off from petrol filling stations without paying.
Chief Inspector Wilson clarified that the proposal had been that, when a garage
reported someone leaving without payment, they would be given a police reference
number but the call handler would then ask a number of questions to ascertain whether
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a crime had taken place. He advised that, in 85% of such cases, the non-payment was
a genuine mistake. If it was considered that the incident was not a crime, then the
retailer would be given the driver’s contact details to allow them to seek payment
directly. If there was evidence of a deliberate attempt to avoid payment, then the PSNI
would take appropriate action. Alderman D Drysdale pointed out that there was a cost
involved to garage retailer to obtain the driver’s contact details.
(Councillor A McIntyre left at 8.30 pm)
Conclusion of the Meeting
At the conclusion of the meeting, the Chairman, Councillor S Carson, thanked those
present for attending and engaging with both Police and Members of the Partnership.
He advised that this would be his last meeting as Chairman of the PCSP and he
thanked all the members of the Partnership for their consideration and support during
his term of office. He thanked the Director of Corporate Services, the Head of Central
Support Services, the PCSP Manager and the PCSP Officers for their contribution to
the work of the Partnership.

There being no further business, the meeting was terminated at 8.55 pm.

Chairman
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SCHEDULE OF PUBLIC/PRIVATE MEETINGS 2016/17

Date of meeting

Type of meeting

Location

Tuesday 18 October 2016

Public Meeting
(Commander’s 6 month
report)

TBC

Tuesday 15 November 2016

Private Meeting

L.V.I.

To be confirmed in December
(Local Policing Plan)

Private Meeting

L.V.I.

Tuesday 17 January 2017

Public Meeting
(PCSP Themed Meeting)

TBC

Tuesday 21 February 2017

Private Meeting

L.V.I

Tuesday 21 March 2017

Public Meeting

TBC

Tuesday 18 April 2017

Private Meeting

L.V.I

Tuesday 16 May 2017

Public Meeting
(Commander’s 12 Month
Report)

TBC

Tuesday 20 June 2017

Private Meeting

L.V.I

•
•

All private meetings will commence at 5.30pm unless otherwise indicated. A light
tea will be served prior to all private meetings and will be available from 5.00pm
All public meetings will commence at 7pm unless otherwise stated
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APPENDIX 2 DCS
LISBURN AND CASTLEREAGH CITY COUNCIL
MEETING OF CORPORATE SERVICES COMMITTEE – 11TH OCTOBER 2016
REPORT BY HEAD OF FINANCE & I.T.

PURPOSE AND BACKGROUND
The purpose of this report is to set out for Members’ consideration a number of
recommendations relating to the operation of the Council.

The following decisions are required:
To approve the appointment of Treasury Management Advisers.
To note the financial statement for the period ended the 31st August 2016.
To note the report on Reserves/General Fund.

ITEM FOR DECISION

1.

TREASURY MANAGEMENT ADVICE

Following a request from the Chairman of the Corporate Services Committee, a
report has been prepared considering the potential for refinancing Council loans
given the current interest rates. A copy of the report is attached under Appendix 1

Finance & IT.
Recommendation
It is recommended that the report on Interest Rates be noted. In addition, due to
the significant funds now available to the Council for investment it is recommended
that the Council considers the appointment of Arling Close through the collaborative
procurement arrangement with other NI Councils at an annual cost of £4,500.

ITEMS FOR NOTING

2.

FINANCIAL STATEMENT

DCS Report

The financial statement for the period ended the 31st August 2016 is attached to this
report under Appendix 2 Finance & I.T. It is to be noted that the net profiled
expenditure for the period is 8% below the approved estimates for the financial year
2016/2017.
Recommendation
It is recommended that the financial statement for the period ended the 31st August
2016 be noted.
3.

RESERVES/GENERAL FUND

I would remind the Committee that – at its meeting held on the 21st June 2016 – I
indicated that I would present a report on Reserves/General Fund to the September
2016 meeting of the Committee.
This report is now prepared and is attached under Appendix 3 Finance & IT.
Recommendation
It is recommended that the report on Reserves/General Fund be noted.

LEAH SCOTT
HEAD OF FINANCE & IT
6TH OCTOBER 2016
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Appendix 1 Finance & IT

Council Borrowing and Interest Rate Risk Exposure
Introduction & Terms of Reference
At the June 2016 Committee meeting, the Chairman of the Corporate Services Committee
requested a review of the Councils Loans Portfolio in the context of the historically low rate
of interest in the current economic climate in the UK to identify any potential for refinancing
through existing or alternative sources of funding.

Findings
The total outstanding Loans at 31 March 2016 was just over £31.5m and cash resources
amounted to £17m.
The majority of loans (95%) are on fixed rate terms.
The majority of loans (65%) are Repayment Loans which are costly to refinance.
There may be some scope to review refinancing of Maturity Loans from the ex Castlereagh
Borough Council.
Further investigation would be required through Treasury Management experts to provide
the Council with a fully informed strategy for refinancing and for future projects which
require funding.

Recommendations
Council should continue to internally finance projects using cash resources as the most cost
effective option until such times as cash is required to fund major capital expenditure.
Council should consider appointment of qualified Treasury Management Experts to advise
on the use of Council resources, including refinancing existing loans and loan financing in
the new Council regime.
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Sources of Funding
The Council can make use the following sources of funding:
• Internal Borrowing through available cash resources;
• External Borrowing
For a number of years, the extant Lisburn City Council has utilised internal resources to
finance capital expenditure therefore eliminating the additional cost of interest charges. At
the year ended 31 March 2016, the Council held £17.3m in cash balances. It would
therefore be possible to continue this practise for the incoming financial year.
Councils in Northern Ireland primarily use the Public Works Loans Board (PWLB) for funding
through the Department of Finance, due to the discounted interest rate available.
The Annual report of the PWLB contains useful information explaining the background and
mix of financing which Councils in Great Britain are utilising. The report can be found
at: http://www.dmo.gov.uk/documentview.aspx?docname=publications/annualreports/pwl
brep2016.pdf&page=Annual_Report .

Comparison of available Rates
Historically, the PWLB have been able to offer Councils financing at extremely competitive
rates. The table below is gives indicative rates from some of the Counterparties on the
Councils existing Treasury Management providers for investments. It provides an indication
of the rates available on the general market compared with those available from PWLB.

PWLB
Ulster Bank
Barclays

Indicative Rate for 25 year loan of £25m
advance
%
2.00
3.18
4.00

It is likely therefore that the sources of funding will continue to be through internal
financing and through PWLB for external borrowing.

Types of funding
The Council can enter into two types of interest rate – variable rate or fixed rate. There has
been some considerable debate over the appropriateness of each rate. The following chart
shows the split between total Principal outstanding by Fixed Rate and Variable Rate Loans.
In 2015-6 the PWLB reported that out of total advances of £3,021m, 100% were at fixed
rate.
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VR INTEREST RATE TYPE
SUMMARY OF
5%

FR
95%

The majority of the Councils existing loans were historically taken over a long period to
finance a specific asset – they were therefore Fixed Rate so the full life costing of assets
could be known with certainty at the outset.
When the Council requires external funding it should review the economic climate to
ascertain the mix of variable rate and fixed rate exposure.

Existing Loans
The Council currently has £35m of externally provided Loans, all through the PWLB. There
are 130 separate loans held in different types:
• Fixed Rate Interest only (Maturity Loans);
• Variable Rate Interest only (Maturity Loans);
• Annuity Loans; (Repayment)
• Equal Instalments of Principal (Repayment);
An analysis of principal outstanding by interest rate is shown below. A significant portion of
loans are in the 4-5% band. (42%) It would follow that there is potential to consider
refinancing existing loans due to the variance between existing loan rates and current
interest rates.

BANDING OF INTEREST RATES BY PRINCIPAL
9%

2%

6%

0%
4% 2% 3%

12%
1%

4%

2%
4%

16%
42%

5%
6%
7%
8%
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Early Redemption
In order to refinance loans, the Council will pay early redemption settlement fees which are
usually equivalent to the difference between the rate which the loan was taken out on and
the prevailing rate of the day, therefore making refinancing not financially viable.
However, following an initial review, it may be feasible to make savings by refinancing
maturity Loans which were acquired from the extant CBC. To make savings, however, it will
be necessary to utilise some reserves to reduce the required borrowing.
The chart below analyses the split of outstanding loans by repayment type and interest only
type loans.
A = Repayment Loans
M = Maturity Loans

REPAYMENT LOAN TYPE
M
35%

A
65%

A refinancing exercise should be entered into only after consideration of professional
advice.

Affordability
The Council has planned an ambitious capital programme over the medium term. Financing
of the programme will require careful consideration of Prudence, Affordability and
Sustainability. A review of financing should only be considered in the context of medium
term financial planning and the Councils Prudential Indicators.

Future Financing
The Council will need to make carefully considered decisions about the funding of future
capital projects. The use of Treasury Management experts should be considered to provide
Members with assurances on the optimum approach in each project.
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Appendix 3 Finance & IT
LISBURN & CASTLEREAGH CITY COUNCIL
RESERVES @31 MARCH 2016
Extant Council
Balance 1/4/15
Movement in Year

Balance at 31/3/16

Capital
Capital receipts Grants
Repairs &
Reserve
Unapplied
Capital Fund Renewals Fund Other Reserves General Fund
1,075,582
11,667
543,939
985,823
5,705,851
12,330,941

1,075,582

- -

543,939

11,667

39,023 -

TOTAL

20,653,803

430,632

2,349,540

1,413,992

1,024,846

5,275,219

14,680,481

22,067,795
-

1,024,846

160,354

6,384,121

8,656,570

-

5,114,865

8,296,360

13,411,225

Earmarked
Available Reserves

1,075,582

11,667

-

-

-

General Fund as
% of Adjusted Turnover
Adjusted Turnover
Net operating Expenditure
Less REFCUS
Less Depreciation & Impairments
Less Financing Costs
Add MRP
Less Pension Adjustments

22%
£
-

46,423,778
1,991,835
4,100,257
2,426,335
1,354,883
1,559,000
37,701,234
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APPENDIX 3 DCS
LISBURN AND CASTLEREAGH CITY COUNCIL
MEETING OF CORPORATE SERVICES COMMITTEE – 11TH OCTOBER 2016
REPORT BY ACTING HEAD OF HUMAN RESOURCES & ORGANISATION
DEVELOPMENT

PURPOSE AND BACKGROUND
The purpose of this report is to set out for Members’ consideration, a number of
recommendations relating to the operation of the Council.

The following decisions are required:
To agree that, subject to any comments made by the Committee, the Trade
Union Facilities Agreement, Policy and Procedure on Acting Up, Agile
Working (Flexible Working and Working from Home), Family Rights at Work,
Use of Social Media, Networking and Blogging (employee), Capability
Procedure and Dignity at Work policies be progressed for consultation with
Trade Unions prior to being implemented, at the next Local Trade Union
meeting and LCCC Joint Consultative Committee.
To agree that the Voluntary Contribution Healthcare Scheme be made
available to Members who wish to avail of this.
To agree that front-line operational posts and student placement posts,
which are confirmed on the current organisation structure, progress for
recruitment up to and including external recruitment without further
Committee approval being required.
To note the action plan for the assessment process for IIP Bronze.
To agree that approval be given for a proposed engagement event.
To note the progress report on the Work Plan for the implementation of the
filling of posts in the new Council structures.
To note comparative information on the numbers of staff per head of
population for similar-sized councils in Northern Ireland.
To note information on a Public Health Agency initiative.
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ITEMS FOR DECISION

1.

SUITE OF POLICIES

The following policies have been identified and developed as priority policies for the
new Council. The policies are presented in Appendices 1 - 7 HR&OD.
•
•

Trade Union Facilities Agreement (Appendix 1 HR&OD)
Policy and Procedure on Acting Up (Appendix 2 HR&OD)

• Agile Working (Flexible Working and Working from Home) (Appendix 3
HR&OD)
• Family Rights at Work (Appendix 4 HR&OD)
• Use of Social Media, Networking and Blogging (employee) (Appendix 5
HR&OD)
• Capability procedure (Appendix 6 HR&OD)
• Dignity at Work (Appendix 7 HR&OD)
Recommendation
It is recommended that, subject to any comments made by the Committee, the Trade
Union Facilities Agreement, Policy and Procedure on Acting Up, Agile Working
(Flexible Working and Working from Home), Family Rights at Work, Use of Social
Media, Networking and Blogging (employee), Capability Procedure and Dignity at
Work policies be progressed for consultation with Trade Unions prior to being
implemented, at the next Local Trade Union meeting and LCCC Joint Consultative
Committee.
2.

VOLUNTARY CONTRIBUTION HEALTHCARE SCHEME

As part of its ongoing Health and Wellbeing strategy, a Voluntary Contribution
Healthcare Scheme is being introduced for employees. Employees will have an
opportunity to avail of a choice of two providers. These schemes can be made
available to Members with the contributions being deducted by the Human
Resources and Organisation Development Unit payroll section. Attached for
consideration at Appendix 8 HR&OD, are the details of the schemes. If
approved, the Human Resources and Organisation Development Unit will arrange
for Members to attend a briefing session on the schemes from the providers.
Recommendation
It is recommended that the Voluntary Contribution Healthcare Scheme be made
available to Members who wish to avail of this.

DCS Report

3.

ORGANISATION DESIGN: FILLING OF POSTS

At the Corporate Services Committee meeting in January 2016, Members agreed
that:
•

In order to prioritise the protection of its employees, govern the workforce
headcount and avoid redundancies occurring, in the event a post within the
new structure being not filled from within the Council (i.e. through the
matching process or internal trawl), a Business Case Report will be brought
back to the relevant Committee for further consideration of filling the post from
outside of the Council. This will relate to all posts not filled through Stage 3 of
the Council’s Protocol for Appointments to Posts under Circular LGRJF/08.

•

In relation to the above point, an Organisation Design Business Case Report
must be completed for any post being filled from outside of the Council
through Stages 4 – 6 of the Council’s Protocol for Appointments to Posts
under Circular LGRJF/08, i.e. at risk employees in the Local Government
Sector; all employees in the Local Government Sector and open recruitment.

Members further agreed at the Committee meeting of September 2016, that,
cognisant of the ongoing efficiency review, posts are to be recruited for a period of
18 months, i.e. until end March 2018.
The Council has a number of vacant posts which are currently being considered for
prioritisation through stages 1-3 of the Council’s recruitment protocol. A number of
these posts are front-line operational posts and student placement posts, which are
unlikely to fill through the internal trawl process. Due to the nature of these posts,
permission is sought to progress with the recruitment of front-line operational and
student placement posts up to and including external recruitment.
Recommendation

It is recommended that front-line operational posts and student placement posts,
which are confirmed on the current organisation structure, progress for recruitment
up to and including external recruitment without further Committee approval being
required.
4.

INVESTORS IN PEOPLE:
ASSESSMENT AND EMPLOYEE RECOGNITION EVENT

The Council continues to work toward Investor in People accreditation with
assessment for the Bronze Standard commencing at the end of October to be
completed by mid-November. A report and action plan for this assessment is
attached for noting at Appendix 9 HR&OD.
As part of its employee engagement and recognition strategy, and in support of the
Investors in People process, the Mayor will host an engagement event on 21st
December 2016. Details of this event are attached at Appendix 10 HR&OD.
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4.

INVESTORS IN PEOPLE:
ASSESSMENT AND EMPLOYEE RECOGNITION EVENT (Continued)

Recommendation
It is recommended that the action plan for the assessment process for IIP Bronze be
noted. It is further recommended that approval be given for the proposed
engagement event as outlined.

ITEMS FOR NOTING

5.

WORKPLAN FOR IMPLEMENTATION OF FILLING POSTS IN NEW
COUNCIL STRUCTURES

Attached under Appendix 11 HR&OD is a progress report in respect of the
above matter. I wish to report that as at 30th September 2016, 98% of employees to
be matched to posts have been confirmed in post and assimilated onto the new
structure. The remaining 2% are those who are in the redeployment pool, have
outstanding appeals against the matching, or require interview for post.
The Planning Unit, Arts Centre and Irish Linen Centre/Lisburn Museum are not
included in this project and will be reported to the Committee in due course.
Recommendation
It is recommended that the progress report on the Work Plan for the implementation
of the filling of posts in the new Council structures be noted.
6.

NUMBER OF STAFF PER HEAD OF POPULATION

At the last meeting of the Committee, I was asked to report on the number of staff
per head of population for similar-sized councils in Northern Ireland. This
comparative information is attached at Appendix 12 HR&OD.
Recommendation
It is recommended that comparative information on the numbers of staff per head of
population for similar-sized councils in Northern Ireland be noted.
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7.

EMPLOYEE HEALTH AND WELLBEING

In addition to the Voluntary Contribution Healthcare Scheme, the Council has
registered intent to participate in a Public Health Agency initiative. The initiative is a
one-year Health and Wellbeing Support Service which aims to mentor and support
public and private sector organisations through a structured four-stage process with
the ultimate aim of improving the health and wellbeing of the workforce. The detail of
this initiative is attached at Appendix 13 HR&OD.
Recommendation
It is recommended that information on a Public Health Agency initiative be noted.

MRS CAROLINE MAGEE
ACTING HEAD OF HUMAN RESOURCES & ORGANISATION DEVELOPMENT
6TH OCTOBER 2016
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DRAFT
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Document Location
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Version
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TRADE UNION FACILITIES AGREEMENT
1.0

INTRODUCTION

1.1

This agreement applies to trade unions recognised by Lisburn and Castlereagh
City Council. The agreement outlines the facilities provided to Shop Stewards
and other officially notified representatives of each of the recognised trade
unions.

1.2

The agreement also outlines the procedures to be followed by trade union
representatives and line management in relation to time off for trade union duties.

1.3

This agreement has been drawn up taking cognisance of the Labour Relations
Agency Code of Practice – Time off for Trade Union Duties and Activities (April
2012).

2.0

POLICY STATEMENT

2.1

Lisburn and Castlereagh City Council recognises the constructive role that trade
unions representatives can play in a range of employee relations activities and to
that end will facilitate reasonable time off for trade union activities or to undertake
trade union training. The Council is also committed to providing reasonable
facilities for trade union representatives.

2.2

The Trade Unions recognise that Lisburn and Castlereagh City Council will not
unreasonably withhold permission for time off for trade union activities and
training and will recognise that the Council has service and operational priorities
which must be met. To the end workplace meetings will be held at times which
cause minimum disruption to the Council’s services. Each of the recognized
trade unions must also notify the Council’s Human Resources & Organisation
Development Unit of the names and of elected representatives.

2.3

When a request for time off for trade union duties or training is received, the
Council will consider relevant factors including the following:•
•
•

2.4

Resources involved in the request
The operational requirements of the section, unit and department
The reasonableness of the request in relation to agreed time off already taken
or in prospect

Approved time off within contractual working hours normally will be paid on the
basis of normal pay for the approved time off.
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3.0

TRADE UNIONS RECOGNISED

3.1

The Council recognises the following Trade Unions for collective bargaining
purposes:
•
•
•

GMB
NIPSA
Unite

3.2

If a member of staff is a member or official of a trade union which is not
recognised by the Council then time off will not be granted to take part in its’
activities or to undertake duties for that trade union.

4.0

PROCEDURE FOR MAKING AND RESPONDING TO REQUEST FOR TIME
OFF

4.1

Procedure for time off to undertake trade union training

4.2

•

The Trade Union representative must make the request in writing to his/her
line manager one month in advance. This request must outline why the
representative wishes to attend the course, and the details of the training
course the representative has been nominated to attend.

•

The line manager, in consultation with Human Resources & Organisation
Development, will consider the details of the course, taking into account all
the relevant factors, and agree a recommendation with Human Resources &
Organisation Development.

•

The line manager will forward this recommendation to the relevant Head of
Service. The Head of Service will review the recommendation and forward
his/her decision to the Line Manager and Human Resources & Organisation
Development.

•

The line manager will then notify the employee of the decision in writing. If a
request is refused the line manager must provide the representative of the
reasons for withholding permission.

Procedure for dealing with requests for time off for Trade Union Activities i.e.
grievance, disciplinary and employee relations issues for employees of Lisburn &
Castlereagh City Council
•

The trade union representative will advise his/her line manager of the nature
of the employee relations issues which he/she has been requested to attend.
The representative will give as much notice as possible – normally one
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week’s notice, and not less than one working days’ notice. He/she will also
advise in writing:
o The purpose of such time, e.g. grievance, investigation hearing
o The intended location
o The timing and duration of time off required

4.3

•

The line manager will record the request, and consider how it can be
reasonably accommodated. Normally such requests do not present
problems. If, however, the line manager has any difficulties, he/she should
contact Human Resources & Organisation Development.

•

After consultation with Human Resources & Organisation Development, if
necessary, he/she will advise the representative of the outcome. The line
manager must forward all details to Human Resources & Organisation
Development who will advise the line manager of the start and finish time of
the meeting, after it has taken place.

•

The line manager must keep a record of all requests received and the
outcome.

Procedure for time off to conduct workplace meetings with members in Lisburn
and Castlereagh City Council
•

The shop steward of the trade union requesting the meeting will write to the
Head of Human Resources & Organisation Development as early as possible
and normally one week in advance, outlining
o The purpose of such time off
o The intended location including venue and room (meetings should take
place in a location where the majority of the trade union members are
based)
o The timing and duration of time off required
o A list of people invited

•

This meeting will be scheduled for a time which would have minimal impact
on Council services, e.g. at meal break times, prior to commencement of shift
or at the end of shift.

•

The Head of Human Resources & Organisation Development will forward a
copy of the correspondence to the relevant Director(s), who will make a
decision in relation to the request. Again, the Council will not unreasonably
withhold permission.

•

Any employee wishing to attend such a meeting must advice his/her Line
Manager. The Line Manager must ensure that operational requirements are
met, and forward a list of employees wishing to attend to Human Resources &
Organisation Development.
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4.4

Procedure for dealing with requests for Lisburn and Castlereagh City Council
branch office bearers meetings
•

The shop steward of the trade union requesting a meeting will write to the
Head of Human Resources & Organisation Development as early as possible,
and normally not less than one week in advance, outlining
o The purpose of such time off
o The intended location
o The timing and duration of time off required
o A list of people invited

•

This meeting will be scheduled for a time where this has minimum impact on
Council services, e.g. at meal break time, prior to commencement of shift or
at the end of shift.

•

The Head of Human Resources and Organisation Development will forward a
copy of the correspondence to the Corporate Management Team together
with a recommendation. The Corporate Management Team will forward their
decision to the Head of Human Resources & Organisation Development who
will advise the trade union of the outcome.

5.0

FACILITIES FOR TRADE UNION REPRESENTATIVES

5.1

Equipment for Shop Stewards
•

5.2

Each recognised trade union will nominate one shop steward who will be
given the use of a PC together with an email facility and telephone for use
within the parameters outlined below. The PC and email must be utilized in
accordance with the provisions of the Council’s IT Policy.

Shop Stewards
•

It is recognised the contrastive role that shop stewards can play in good
employee relations. Notwithstanding the time off at section 4 above, the
Council will permit a shop steward from each of the recognised trade unions
up to 2.5 hours per week to spend on trade union duties such as liaison with
the full time trade union representative, comment on policy documents etc.

•

The shop steward must liaise with his/her line manager with regards to all
time off for trade union duties and the line manager will record all time spent.
In addition, the line manager must ensure that this is recorded on the
employee’s time sheet/flexi record.
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5.3

Other union office bearers
•

For other notified office holders up to a maximum of 4 per trade union, i.e.
departmental representatives, the Council will grant time off in accordance
with the provisions

•

The Council will give each of these representatives access to a PC together
with an email account to be used in conjunction with his/her trade union
duties and to be used in accordance with the provisions of the Council’s IT
Policy.

•

In relation to nominated Health and Safety representatives, arrangements for
time off for nominated Health and Safety representatives to deal with health
and safety issues will be dealt with by the Council’s Health and Safety
Committee.

6.0

TRADE UNION LEARNING REPRESENTATIVES

6.1

The Council recognises that trade union learning representatives can play a role
in learning, training and development initiatives. The Council will establish an
employee Learning & Development group. Each of the recognised trade unions
may nominate a learning representative to sit on this group along with
representatives nominated by management.

6.2

This group will meet on a quarterly basis and will forward reports to the Council’s
JCC.

6.3

In relation to nominated Learning Representatives, arrangements for time off for
Union Learning reps to carry out this role will be dealt with by the Council’s
Learning & Development Working Group.
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1.0

POLICY STATEMENT

1.1

This policy has been developed to provide a framework for the use of acting up
arrangements as a means of:
•

Meeting business needs of efficiency and effectiveness within the Council;

•

Supporting the Council’s overall workforce and succession planning;

•

Developing a workforce which is flexible and adaptable to changing service
needs

2.0

DEFINITIONS

2.1

An Acting Up occurs where there is an absence of an Officer, for reasons other
than annual leave, and the Manager with approval of the Director requests to
have the full duties and responsibilities of the higher graded post filled by another
member of staff on a continuous period of at least four weeks. In accordance with
paragraph (4.1).

2.2

The salary to be applied in this circumstance will be the first point of the scale of
the higher graded post the officer is acting in to (or next incremental point in the
event of overlapping scales). Once the qualifying period of four weeks has been
satisfied, the higher salary will be paid with effect from the first day on which the
officer was required to undertake the duties and responsibilities of the higher
post.

3.0

CONDITIONS

3.1

The additional duties and responsibilities must be carried out in a post of a higher
grade.

3.2

The duties and responsibilities must be carried out in full for a continuous period
of at least 4 weeks.

3.3

The additional duties and responsibilities will normally be taken on as a result
of:
•

Sickness absence of a higher graded Officer

•

Absence of a higher graded Officer due to maternity leave

•

Secondment of a higher graded Officer

•

Career break of a higher graded Officer
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• Temporary filling of a higher graded post while waiting on the post to be filled if
the recruitment process is exceptionally lengthy e.g. higher level posts
3.4

An Officer will not be entitled to a payment under the Acting Up for carrying out
duties and responsibilities as a result of annual leave of a higher graded Officer.

3.5

Payments made should be for a defined period not exceeding one year.

3.6

Any Acting Up that continues beyond notified date will require approval. The
employee will be sent a further letter, extending the Acting Up. This will continue
to be reviewed on a three month basis.

4.0.

ELIGIBILITY

4.1

Managers who require a higher graded post to be filled by acting up, must
identify the most suitable employee(s) eligible for the post. This would normal be
the employee(s) in the next grade below within the same Service Unit. In the
event of more than one employee being eligible the acting up arrangements may
be shared on an agreed basis. In these circumstances an internal recruitment
process must be followed. Contact Human Resources & Organisation
Development for advice and guidance. The Head of Service will consider how
this could be accommodated taking into consider the criteria in 1.1 of this policy.

5.0.

PROCEDURE FOR APPROVAL

5.1

All Acting Ups are subject to review as necessary in line with resource
implications at the time of the request being considered.

5.2

An Acting Up form (see appendix 1) must be completed, signed by the Manager
and the Director and forwarded to the Human Resources & Organisation
Development Manager.

5.3

The Human Resources & Organisation Development Manager will review the
form in terms of the following:
•

The accuracy of the circumstances described will be checked against e.g.
current long term sick, requests for maternity leave, career break approvals,
secondment approvals etc

•

How the employee(s) selected as eligible for the Acting Up have been
identified

•

Signed approval from Manager and Director
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6.0

MONITORING & REVIEW

6.1

When an Acting Up has been approved the employee will be sent a letter
confirming the terms and conditions of the acting up. The letter will specifically
state the terms and conditions in accordance with this Acting Up policy.

6.2

A record of all Acting Ups will be kept in Human Resources & Organisation
Development and reviewed on a continuous basis 2 months prior to completion
date.

6.3

Any Acting Up that continues beyond notified date will require approval. The
employee will be sent a further letter, extending the acting up. This will continue
to be reviewed on a three month basis.

7.0

INCREMENTAL PROGRESSION

7.1

When an Acting Up has been given approval due to exceptional circumstances to
continue for a period longer than one year an officer will be entitled to the
incremental progression.

8.0

SICKNESS ABSENCE

8.1

An officer who is Acting Up in a higher graded post will be entitled to payment of
sick leave based on the enhanced salary. However, if an officer is absent
through illness for more than 28 continuous days then payment of sick pay will be
made at their substantive post.

9.0

PERFORMANCE/CONDUCT OF STAFF DURING THE ACTING UP PERIOD

9.1

An individual’s performance in the acting-up post should be regularly reviewed by
the line manager of the acting up post. If concerns about performance in the
higher graded post arise, advice should be sought from Human Resources &
Organisation Development. These concerns should then be discussed with the
member of staff before a decision is made to discontinue the Acting Up
arrangement.

10.0

SUBSEQUENT PROMOTION FOLLOWING THE ACTING-UP PERIOD

10.1

A period of Acting Up will not result in an individual automatically being appointed
to the higher grade role.
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Appendix 1

To:

Human Resource & Organisation Development Manager

From: ________________________________ Line Manager
Date:

________________________________

A.

Job Title and Salary Scale of Post being filled by Acting Up:

_____________________________________________________________________

B.
Department/Location:
_____________________________________________________________________

C.
Duration (to be less than 1 year);
_____________________________________________________________________

D.
Hours Required:
_____________________________________________________________________

E.
Reason for Vacancy
_____________________________________________________________________

F.

Has the employee(s) eligible for Acting Up been identified (Seek advice from HR&OD)

____________________________________________________________________

G.

Name and job title of employee to be placed in Acting Up Post (if applicable)

_____________________________________________________________________

H.

What is the arrangement in place to cover the substantive post of the postholder acting up

_____________________________________________________________________

I.

Does the Acting Up need to go through recruitment process

______________________________________________
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Signed: ____________________________________
Line Manager

Signed: ____________________________________
Director

Forward to Human Resource & Organisation Development Section
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REQUEST FOR FLEXIBLE WORKING
1.0

INTRODUCTION
All eligible employees have the right to request flexible working. This Policy statement
has been drawn up to outline Lisburn & Castlereagh City Council’s (hereafter referred to
as the Council) Policy and Procedure on this legislation.
The Council is conscious that employees wish to have balance between work and other
commitments. In accordance with the Work and Families (NI) Act 2015, eligible
employees will have requests for flexible working considered in a fair and consistent way.
The Council recognises that there are many flexible working arrangements and this
procedure is designed to apply to such arrangements.
The Council will consider all applications seriously. The right enables employees to
request to work flexibly. It does not provide an automatic right to work flexibly as there may
be circumstances when the Council is unable to accommodate the employee’s desired
work pattern.
The right to apply for flexible working is designed to meet the needs of both employees
and employers, and aims to facilitate discussion and encourage both the employee and
the employer to consider flexible working patterns and to find a solution that suits them
both. The employee has a responsibility to think carefully about their desired working
pattern when making an application, and the Council is required to follow a specific
procedure to ensure requests are carefully considered.

2.0

ELIGIBILITY
Eligibility depends on the employee meeting the following criteria:  Having worked continuously for the Council for 26 weeks at the date the application is
made
 Not be an agency worker or a member of the armed forces
 Not having made another application to work flexibly in respect of the right during the
past 12 months

3.0

MAKING AN APPLICATION
The eligible employees must submit an application in writing either:
 on the application form available on the Council’s intranet
 by letter; or
 by email
The eligible employee will forward the completed application form to his/her Head of
Service (if a Head of Service makes the application, he/she must submit this to the relevant
Director and therefore the reference to the Head of Service outlined below should be
substituted with ‘Director’).
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The application must contain the following:  Demonstrate that he/she is eligible to apply
 State that the application is made under the statutory right to request a flexible working
pattern
 Give details of the flexible working pattern that he/she is applying for, including the
date from which they want it to start
 Explain what effect he/she believes the new working pattern would have upon the Unit
and how any such effect might be dealt with
 State whether he/she has made a previous application and if so, when it was made
The Head of Service will acknowledge receipt of the completed application and liaise with
the relevant Director and contact Human Resources & Organisation Development for
further advice. A completed application will be considered to have been made on the day
that it was received. For applications sent by email or fax this is taken to be the day of
transmission. For applications sent by post it means the day on which it would have been
delivered in the ordinary course of post, unless shown to be otherwise.
If an employee fails to provide all the required information as set out, the Head of Service
should inform the employee of what they have omitted and ask them to re-submit the
application when complete.
The Head of Service will then consider the request and will arrange to meet the employee
concerned within 28 days after the date an application is received.
If the Head of Service is absent from work due to illness, leave etc, the 28 days will
commence from date of his/her return. The Employee may be accompanied at this
meeting by a fellow employee or a recognised trade union representative. The Head of
Service may be accompanied by a representative from Human Resources & Organisation
Development.
If the Head of Service is unable to meet the employee within the timescale, he/she should
contact the employee in order to agree an alternative timescale.
If the employee is unable to make the meeting, he/she must seek to rearrange the meeting
for a time convenient to all parties. It should take place within 7 days of the initially
proposed meeting.
Within 14 days of the meeting, the Head of Service will write to the employee informing
them of their decision. If the application is rejected, he/she should outline the reasons for
refusing the request. If the Head of Service is unable to respond to the employee within
the timescale, he/she should contact the employee in order to agree an alternative
timescale.
In reaching a decision, the Head of Service will consider all relevant aspects of the request
which may include: -
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 The effect of the request on service to the ratepayers
 The impact on the service, the job, Council, Department, Unit and work colleagues.
As part of this he/she may consult with other employees within the Unit although
confidential information relating to the application will not be disclosed. In addition,
he/she may wish to consult with the relevant Line Manager
 Any additional cost
 Could work be reorganised
 Any proposed structural changes
The above is not an exhaustive or exclusive list and other relevant factors may also be
considered.

4.0

ACCEPTANCE OF A REQUEST
If the request is accepted, the Head of Service will notify Human Resources & Organisation
Development who will then write to the employee outlining the following:



The agreed change to the working pattern
The effective date of the agreed change
Any changes to pay, leave and pension and any other contractual changes.

Employees should note that any changes to their contract of employment will be permanent
unless otherwise agreed by both parties. Where no agreed temporary arrangement exists,
there will be no automatic right to return to full time or previous normal contractual
arrangements.

5.0

REFUSING A REQUEST
In cases where a request has been refused, the Head of Service will notify Human
Resources & Organisation Development outlining why the request has been refused.
Human Resources & Organisation Development will then write to the Employee who can
appeal against this decision.
The written notification from Human Resources & Organisation Development will include




6.0

The business ground(s) for refusing
An explanation why the business ground(s) apply to the application
Details of the write of appeal

WITHDRAWING A REQUEST
There will be occasions when an application can be considered withdrawn. These are
outlined below:(a)
(b)

Where an employee decides to withdraw the application. The employee should
do this in writing.
Where the employee fails to attend 2 meetings to discuss the application without
reasonable cause.
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7.0

REVERTING TO ORIGINAL WORK PATTERN
An employee must make an application to revert to their original contracted work pattern,
in writing, to the relevant Head of Service in the first instance, which must then be
approved by the relevant Director/Chief Executive and/or Committee of the Council. The
Director or Chief Executive should discuss the application with the Head of Service
Corporate Services (Human Resources and Organisational Development) and or
Committee to ensure consistency of approach across the Council. An employee may only
revert to their original contracted work pattern where the hours of the post have not been
backfilled and there is a business case to do so. Each case will be assessed on its own
merits.
Employees will continue to be able to apply for other posts in the Council in accordance
with the normal recruitment process.

8.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025.

9.0

APPEAL
Employees can appeal against the decision on the following grounds including:




To bring something to the Head of Service’s attention that they may not have been
aware of when he/she rejected the application;
To query a fact that the Head of Service used in applying business grounds for
refusing the request.
A procedural matter

An employee may not appeal if he/she simply disagrees with the business grounds for
refusing the request.
An employee who wishes to appeal must do so within 14 days of the date of notification of
the Head of Service’s decision. The appeal meeting must be held within 14 days, and the
decision communicated to the employee within 14 days of the date of the meeting. The
employee has the right to be accompanied by a colleague or recognised trade union
representative.
In circumstances where the employee is unable to attend the appeal meeting, he/she must
inform Human Resources & Organisation Development as soon as possible. If the
employee misses 2 appeal meetings, without good reason, the appeal will be considered
withdrawn.
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10.0 FURTHER INFORMATION
Employees who require further information should contact their Line Manager in the first
instance who should then contact Human Resources. Application for Flexible Working Hours
can be found on the Council’s Intranet. In addition, further information on the Right to
Request Flexible Working is available from:





Labour Relations Agency (Tel: 02890321442 or www.lra.org.uk)
Department for the Economy (Tel: 0289052 9900 or email DFEMail@economyni.gov.uk )
(www.delni.gov.uk) (Employment Rights Booklet 36 – Flexible Working)
Department for Business, Energy and Industrial Strategy website
(www.gov.uk/department-for-business-energy-and-industrial-strategy )
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POLICY ON HOME WORKING
1.0

INTRODUCTION

1.1

The Council recognises that there are occasions where employees have difficulties
in balancing work and home commitments or where employees may have occasion
to work from home on specific allocated work.

2.0

THE AIM OF THIS POLICY

2.1

The aim of this Policy is to create flexibility for employees to work from home on
an occasional basis which must be balanced with the impact on the Council and
equality of access for all employees.

3.0

SCOPE OF THE POLICY

3.1

This Policy applies to all employees when working from home is available and
compatible with the employees post and duties. It is accepted that not all posts
and duties are compatible or suitable to working at home.

4.0

APPLICATION OF HOME WORKING

4.1

This policy will be applied in the following circumstances:

4.2

(i)

Where an employee has a family arrangement or commitment which
necessitates the employee being at home but would not prevent the
employee from undertaking work at home on a short term basis. A short
term basis is a purely temporary arrangement and must be agreed in
advance, unless this is not feasible due to the circumstances.

(ii)

Where the employee has work that has been identified and agreed in
advance by the Line Manager as suitable for working from home on an adhoc basis or project basis, for example, project work, completion of reports
etc. This arrangement must be agreed in advance, and again is only on an
occasional basis.

In all of the cases above, the Line Manager, in consultation with the relevant Head
of Service, will examine the employee’s post in order to assess if substantial,
meaningful work could be assigned to the employee at home. In assessing this,
the Line Manager must ensure that work could be quantified with definitive outputs.
He/she must also consider how work supervision could be maintained and the
following issues adequately addressed:

insurance

data protection and retention and disposal of documents

lone working
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4.3

Cognisance must also be taken of the availability and cost of any arrangements to
include any IT equipment, the impact on the Unit and how work output could be
assessed. The Line Manager should arrange, where reasonable and feasible, for
the appropriate resources to be given to him/her to carry out the allocated work at
home.

4.4

When an employee is working at home, the Line Manager must assess formally
and on an on-going basis, the work that an employee is carrying out. Prior to the
home working taking place, the Line Manager must clearly identify adequate and
meaningful work or performance targets for the employee to undertake for the
period of home working. During the home working, there is an obligation on both
the employee and Line Manager to maintain regular contact. On the employee’s
return to work, the Line Manager must assess the output of the work or
achievement of the performance targets and only if satisfied, he/she should
approve credit/payment for time worked.

4.5

An employee is not permitted to work from home when on sickness absence or in
lieu of sickness absence. Where an employee is returning to work following sick
leave and requests to work from home as part of a rehabilitative return to work
their request will be considered in accordance with policy.

4.6

It is the Council’s view that patterns or regular from working home for employees,
for example working from home one day per week, must not be permitted by Line
Managers. All working from home requests must be reviewed on a regular basis
and in accordance with the conditions of this Policy.

5.0

RECORDING OF TIME

5.1

An employee who works from home must certify for their Manager the actual time
worked and on approval from the Line Manager credit/payment will be given for
the actual time worked.

6.0

HEALTH AND SAFETY ISSUES

6.1

An information pack on the safety implications of working at home should be issued
to all employees who are undertaking work at home and a risk assessment
completed prior to working at home.

7.0

ABUSE OF THE SCHEME

7.1

Any employee who abuses the provisions of this policy will be investigated under
the Council’s Disciplinary Policy.
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MATERNITY LEAVE SCHEME
1.0

INTRODUCTION
This scheme reflects the amendments from the Work and Families (Northern
Ireland) Order 2006 and consequent regulations as updated by the National Joint
Council and as implemented by Lisburn & Castlereagh City Council and provides
guidance on your entitlements to maternity leave and pay arrangements.

2.0

PROCESS

2.1

ELIGIBILITY
The occupational maternity scheme shall apply to all expectant mothers employed by
Lisburn & Castlereagh City Council (excluding casual workers) regardless of the number
of hours worked per week.

2.2

NOTIFICATION OF MATERNITY LEAVE
Employees are requested to notify their Line Manager of their pregnancy no later
than the 15th week before the expected week of confinement. This will enable the
Council to meet any Health and Safety obligations and also to plan cover for the
maternity absence.
You must notify your Line Manager of your intention to take maternity leave at least 28
days before the absence begins. A Maternity Leave Application Form, which can be
found on the Council’s Intranet must be completed to include the following details:
(a)
(b)
(c)

The expected week of confinement (EWC)
The date of the beginning of your absence and the amount of time you will be off
work on maternity absence (including date of return)
Your intention to return to the Councils employment

A MAT B1 certificate from a registered medical practitioner or a registered midwife must
be enclosed with this form.
The completed application form and the MAT B1 must be submitted to Human
Resources with a copy forwarded to your Line Manager. On receipt of this form, Human
Resources will write to you confirming arrangements in relation to maternity leave.
2.3

ANTENATAL ENTITLEMENT
All Expectant Mothers have the right to paid time off to attend antenatal care and must
produce evidence of appointments to her Line Manager.
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2.4

RISK ASSESSMENT
Line Managers must carry out a risk assessment in relation to the work carried out by
the pregnant employee and also on their return to work following maternity leave. This
may include referral to the Council’s Occupational Health Consultant.

2.5

MATERNITY LEAVE ENTITLEMENT
All employees are entitled to ordinary maternity leave (OML) of 26 weeks duration plus
26 weeks additional maternity leave (AML), a total of 52 weeks maternity leave.
Maternity leave shall commence no earlier than 11 weeks before the EWC or from the
time of childbirth if that is earlier.
If an employee gives birth before she has started her maternity leave her maternity leave
will commence on the day following the birth (even if this is before the 11th week before
the expected week of confinement). The employee must notify her Line Manager in
writing as soon as reasonably practicable after the birth that she has given birth and the
date the birth occurred.
An Employee qualifies for maternity leave and maternity pay if she gives birth to a
stillborn child after 24 weeks of pregnancy.

2.6

MATERNITY PAY ENTITLEMENT
Maternity Pay entitlement is as follows:
A) For an employee who has completed less than 1 year’s continuous service, as
determined by her contract of employment, at the beginning of the 11th week
before the EWC
In this instance payment shall only be entitled to Statutory Maternity Pay (SMP) or
Maternity Allowance (MA) (payable by DSS).
B) For an employee who has at least 1 year’s continuous service, as determined
by her contract of employment, at the beginning of the 11th week before the
EWC.
i. For the first 6 weeks of absence an employee shall be entitled to nine-tenths of a
week’s pay offset against payments made by way of SMP.
ii. An employee who declares in writing that she intends to return to work, for the
subsequent 12 weeks receive half pay plus SMP. Alternatively the equivalent
amount (i.e. 6 weeks’ pay) may be paid on any other mutually agreed distribution.
Further information is available from Human Resources.
iii.

For the remainder 21 weeks payment will be paid at SMP flat rate only.

The above entitlements at points (ii) and (iii) will be made as an average payment
over the 33 week period, unless specifically instructed otherwise by the employee.
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For employees not intending to return to work, payments during the subsequent 33
weeks at (ii) and (iii) above shall be the employee’s entitlement to SMP only.
Payments made by the Council to an employee during maternity leave under (B) above
shall be made on the understanding that the employee will return to Council employment
for a period of at least three months, which may be varied by the Council on good cause
being shown and, in the event of her not doing so, she shall refund the monies in
addition to SMP paid to her. Payments made to the employee by way of SMP are not
refundable.

3.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025

4.0

CONTINUOUS SERVICE
The period of Ordinary Maternity Leave and Additional Maternity Leave will count as
continuous service for statutory and contractual purposes, including the accrual of
additional annual leave and sick pay entitlement.

5.0

ANNUAL LEAVE ENTITLEMENT
Employees going on maternity leave will normally take their leave entitlement prior to
commencing maternity or at the end of the maternity leave. Annual Leave will continue
to accrue during OML and AML.

6.0

SICKNESS ABSENCE
Maternity related absence will not be counted within the triggers for the Council’s
Policy for Managing Attendance.

7.0

GENERAL INFORMATION
The regulations allow employers to maintain “reasonable contact” with an employee
whilst she is on maternity leave.

Page 6 of 30

HR&OD Report

8.0

RETURN TO WORK

8.1

ALTERING THE RETURN TO WORK DATE
An employee shall notify the Council in writing, at least 21 days before the day on which
she proposes to return if this is before the end of the maternity leave period. Where the
notice given is less than 21 days the Council may postpone the return to ensure 21 days’
notice, but not beyond the end of the maternity leave period.
If an employee changes her mind about the day she proposes to return, she must give
her employer 21 days’ notice of the new date, if this is earlier than the original date she
notified or if she is now proposing to return later than the original date, she must give
notice of the new return date 21 days before the original return date.
The Line Manager must forward this to Human Resources.

8.2

RETURNING TO WORK FOLLOWING MATERNITY LEAVE
An employee is entitled to return from maternity leave to the job in which she was
employed before her absence under the original contract of employment and on terms
and conditions not less favourable than those, which she would have received had she
not been absent. If this is not reasonably practicable by reason of redundancy or
general reorganisation, to another job which is both suitable and appropriate for her in
the circumstances on equivalent terms and conditions.

9.0

KEEPING IN TOUCH (KIT) DAYS
Employees can agree to work for the Council (or to attend training) for up to 10 days during
their maternity leave. These are known at ‘Keeping in Touch’ days. The employee’s right
to maternity leave and pay isn’t affected by taking keeping in touch days.
Please refer to the Keeping in Touch Days policy.
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MATERNITY LEAVE / MATERNITY PAY FLOWCHART

All employees are entitled to ordinary maternity leave of 26 weeks duration plus 26 weeks
additional maternity leave, a total of 52 weeks maternity leave

Employee has completed one year’s continuous service, as determined by her contract of
employment, at the beginning of the 11th week before the EWC?

Yes
First 6 weeks entitled to
nine-tenths of a week’s pay
offset against payments
made by way of SMP
Subsequent 12 weeks
entitled to half pay plus
SMP.

No
Entitled to Statutory Maternity Pay (SMP) or
Maternity Allowance (MA)
Maternity Allowance (MA) is applicable if
employee earns below the lower limit for
national insurance purposes at the bee
beginning of the 11th week before the EWC

Reminder 21 weeks
payment entitled to SMP flat
rate only

Page 8 of 30

HR&OD Report

PATERNITY LEAVE/MATERNITY SUPPORT LEAVE
1.0

INTRODUCTION
This policy outlines the legislative (Employment (Northern Ireland) Order 2006) and NJC
provisions in relation to Maternity Support and Statutory Paternity leave as implemented
by Lisburn & Castlereagh City Council.

2.0

MATERNITY SUPPORT LEAVE
Maternity Support Leave of 5 days (or pro rata) with pay shall be granted to the Child’s
Father or the Partner or nominated carer of an expectant Mother at or around the time of
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 at or around the time of the birth.
Maternity Support Leave is available to all employees of Lisburn & Castlereagh City
Council (excluding casual workers).
Maternity support leave only applies to births and not to adoptions. Therefore an
employee who takes paternity leave (adoption) will not be entitled to full pay for any part
of their statutory paternity leave and will receive two weeks statutory pay only.

3.0

STATUTORY PATERNITY LEAVE
In addition to Maternity Support Leave employees have an entitlement to a further
week’s Statutory Paternity Leave subject to satisfying the following criteria:
•

Any employee who will have the responsibility for bringing up the child. He / she
can be the biological father, the mother’s husband or partner (including same sex
couples) or one member of a couple who have jointly adopted a child

And
•

Any employee who has at least 26 weeks’ continuous service with Lisburn &
Castlereagh City Council by the end of the 15th week before the baby is due (or
the week in which a match is made with a child for adoption) and who continues
to work for the Council until the baby’s birth/match is made.
In this instance the employee is entitled to 2 weeks Statutory Paternity Leave.

4.0

DURATION OF LEAVE
Where an employee qualifies only for Maternity Support Leave, this must be taken as
one single period of leave.
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Where an employee qualifies for both Maternity Support Leave and Statutory Paternity
Leave, this can be taken in either a single block of 2 weeks or as 2 separate weeks.
This leave is in addition to 18 weeks unpaid parental leave for which separate provisions
apply (See Parental Leave Policy on page).
4.1

WHEN CAN MATERNITY SUPPORT AND STATUTORY PATERNITY LEAVE BE
TAKEN?
Employees can choose to take paternity leave from at or around the date of the child’s
birth or placement or later as long as the leave is taken within 56 days of the birth. An
employee who has adopted a child from overseas must arrange for the leave to be taken
within 56 days of the date when the child entered the United Kingdom.
If the birth is premature, the leave can be taken within 56 days of the expected date of
birth.
The same right to Maternity Support Leave and Statutory Paternity Leave exists for
infants who are stillborn if born after 24 weeks of pregnancy.

5.0

NOTIFICATION
Employees must notify their line manager of the day on which they expect to start
Maternity Support Leave and Statutory Paternity leave (if entitled) and whether they wish
to take one or two weeks leave. Notice must be given on or before the 15th week before
the expected week of confinement (or within 7 days of matching a child for adoption).
A copy of the MATB1 form provided to the Mother of the child from her doctor must also
be provided.
To ensure correct payment of Maternity Support Leave and Statutory Paternity Pay,
employees must confirm dates of leave to their line manager no later than 28 days
before the pay period commences.
Example
An employee wishes to start their paternity leave 7 days after the child is born. The first
day of the EWC is the 7 December. The employee would therefore have to give their
notice 28 days before the 14 December i.e. on 16 November.
If you want to change this date you must give your Line Manager 28 days’ notice or as
soon as reasonably practicable e.g. in cases of a birth before the EWC.
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6.0

PAY DURING PATERNITY LEAVE/MATERNITY SUPPORT LEAVE
All eligible employees will be entitled to full pay for the period of Maternity Support Leave
i.e. 5 days (or pro rata) plus one week at SPP or in the case of adoption it is 2 weeks at
SPP only.
In the case of Statutory Paternity Pay, employees must earn on average the Lower
Earnings Limit for National Insurance contributions. Statutory Paternity Pay will be paid
at the same rate as Statutory Maternity Pay. Where average weekly earnings are lower
than this earnings limit, Statutory Paternity Pay will be 90% of average earnings.

7.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025.

8.0

KEEPING IN TOUCH (KIT) DAYS
Employees can agree to work for the Council (or to attend training) for up to 10 days during
shared parental leave. These are known at ‘Keeping in Touch’ days.
Please refer to the Keeping in Touch Days and Shared Parental Leave policy.
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PATERNITY LEAVE/MATERNITY SUPPORT LEAVE FLOWCHART
Employee has at least 26 weeks continuous service?

Yes

Entitled to 5 days Maternity
Support leave and 5 days
Paternity Support leave

No

Entitled to 5 days Maternity
Support leave only

Employee needs to have
responsibility for bringing up the
child.

Employee is also entitled to 13
weeks unpaid parental leave
(separate provisions apply)
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ADOPTION LEAVE SCHEME
1.0

INTRODUCTION
This policy outlines the Council’s procedures in relation to Adoption Leave and Pay. It
incorporates statutory pay provisions and provides guidance for managers and
employees.

2.0

ELIGIBILITY
Adoption leave is available to men or women who adopt a child through an approved
adoption agency, (excluding casual workers) regardless of the number of hours worked
per week. Where a couple jointly adopts a child, only one of them will be entitled to
take adoption leave (the couple can choose which). The other adoptive parent will
normally be entitled to take paternity leave, provided that he or she meets the relevant
statutory criteria.

2.1

QUALIFICATION FOR ADOPTION LEAVE AND PAY
In order to be eligible for adoption leave, employees must satisfy the following criteria i.e.
they must:

3.0

•

Have 26 weeks’ continuous service with the Council by the end of the notification
week. This is the week in which the employee is informed by the adoption agency that
they have been matched with a child.

•

Be the child’s adopter i.e. have been matched with the child for adoption. A person is
matched with a child when an adoption agency decides that they would be suitable
adoptive parent for the child.

•

Where a couple are adopting jointly, only one of them will be entitled to adoption leave.
One of them must therefore elect to be the child’s adopter for this purpose when they
receive the notification of matching. The other person may be able to take paternity
leave.

•

Have agreed with the adoption agency that the child should be placed with them and
the date the placement should occur.

EXCEPTIONS
You do not qualify for Statutory Adoption Leave or Pay if you:
•
•
•
•

Arrange a private adoption
Become a special guardian or kinship carer
Adopt a stepchild
Have a child through surrogacy
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4.0

ENTITLEMENTS

4.1

ADOPTION LEAVE ENTITLEMENT
All employees are entitled to ordinary adoption leave (OAL) of 26 weeks duration plus
26 weeks additional adoption leave (AAL) a total of 52 weeks adoption leave.

4.2

ADOPTION PAY ENTITLEMENT
Adoption Pay entitlement is as follows:
A) For an employee who has completed less than more than 26 weeks but less
than 1 year’s continuous service, as determined by his/her contract of
employment at the week that they have been advised they have been matched
with a child:
In this instance payment shall only be entitled to Statutory Adoption Pay (SAP).
B) For an employee who has at least 1 year’s continuous service, as determined
by his/her contract of employment, at the week that they have been advised
they have been matched with a child:

i. For the first 6 weeks of absence an employee shall be entitled to nine-tenths of a
week’s pay offset against payments made by way of SAP.
ii. An employee who declares in writing that they intend to return to work, for the
subsequent 12 weeks receive half pay plus SAP. Alternatively the equivalent
amount (i.e. 6 weeks’ pay) may be paid on any other mutually agreed distribution.
Further information is available from Human Resources.
iii. For the remaining 21 weeks payment will be paid at SAP flat rate only.
The above entitlements at (ii) and (iii) will be made as an average payment over the
33 week period, unless specifically instructed otherwise by the employee.
For employees not intending to return to work, payments during the subsequent 33
weeks at shall be the employee’s entitlement to SAP only.
Payments made by the Council to an employee during adoption leave above shall be
made on the understanding that the employee will return to Council employment for a
period of at least three months, which may be varied by the Council on good cause
being shown and, in the event of not doing so, the employee shall refund the monies in
addition to SAP paid to them. Payments made to the employee by way of SAP are not
refundable.
In addition, to receive Statutory Adoption Pay, the employee must have average
weekly earnings in the 8 weeks ending with the notification week of not less than
the lower earnings limit in force at the end of the notification week.
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5.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025

6.0

STARTING LEAVE
An employee who is entitled to adoption leave can choose to start their leave either:
•
•

On the date the child is placed with them for adoption, or
On a specified date during the 14 days before the date the child is expected to be
placed.

An employee can change their mind about when they start their leave, provided they give
sufficient notice. They must inform their Line Manager of the new date either at least 28
days before the date the child is expected to be placed, if they decide that they now wish
to start their leave on the day the child is placed, or, if they decide that they now wish to
start their leave in the fortnight before the placement or on a different date within that two
weeks than was initially notified, they must give their employer at least 28 days’ notice
before the day they now wish to start their leave.
If the employee chooses to begin their leave and SAP on the date the child is placed and
they are at work on that day, the adoption leave and SAP will start officially on the following
day.
6.1

NOTIFICATION
Within 7 days or as soon as possible after the day the employee receives notification from
the adoption agency that they have been matched with a child, an employee must inform
their Line Manager of the following:
•
•

The date the child is expected to be placed with them for adoption,
The date the employee has chosen to start their leave.

An Adoption Leave Application Form, which can be found on the Council’s Intranet must
be completed.
6.2

EVIDENCE
In order to receive SAP and/or adoption leave, the employee must provide the following
information:
A document, i.e. either a matching certificate and/or a letter from the adoption agency
which shows the following:
•
•

The name and address of the adoption agency,
The employee’s name and address,
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•
•
•

The date the child is expected to be placed for adoption, or where the child has already
been placed, the date of the placement, and
The date the employee was informed that the child would be placed with him.
Where an employee is entitled to SAP they must provide a signed declaration that they
have elected to receive SAP and not statutory paternity pay (adoption).

If the employee is entitled to SAP and has chosen to start their leave on the day the child
is placed, the employee must inform the employer of the date the child was actually placed
as soon as reasonably practicable.

7.0

GENERAL INFORMATION
The regulations allow employers to maintain “reasonable contact” with an employee
whilst they are on adoption leave.

8.0

RETURN TO WORK

8.1

ALTERING THE RETURN TO WORK DATE
An employee shall notify the Council in writing, at least 21 days before the day on which
he/she proposes to return if this is before the end of the adoption leave period. Where the
notice given is less than 21 days the Council may postpone the return to ensure 21 days’
notice, but not beyond the end of the adoption leave period.
If an employee changes his/her mind about the day he/she proposes to return, he/she
must give her employer 21 days’ notice of the new date, if this is earlier than the original
date he/she notified or if he/she is now proposing to return later than the original date,
he/she must give notice of the new return date 21 days before the original return date.
The Line Manager must forward this to Human Resources.

8.2

RETURNING TO WORK FOLLOWING ADOPTION LEAVE
An employee is entitled to return from adoption leave to the job in which he/she was
employed before his/her absence under the original contract of employment and on
terms and conditions not less favourable than those which he/she would have received
had he/she not been absent. If this is not reasonably practicable by reason of
redundancy or general reorganisation, to another job which is both suitable and
appropriate for him/her in the circumstances on equivalent terms and conditions.

9.0

CONTINUOUS SERVICE
The period of OAL and AAL will count as continuous service for statutory and contractual
purposes, including the accrual of additional annual leave and sick pay entitlement.

10.0

ANNUAL LEAVE ENTITLEMENT
Employees going on adoption leave will normally take their leave entitlement prior to
commencing adoption leave or at the end of the adoption leave period. Annual Leave
will continue to accrue during OAL and AAL.
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11.0

KEEPING IN TOUCH (KIT) DAYS
Employees can agree to work for the Council (or to attend training) for up to 10 days during
their adoptive leave. These are known at ‘Keeping in Touch’ days. The employee’s right
to adoptive leave and pay isn’t affected by taking keeping in touch days.
Please refer to the Keeping in Touch Days policy.
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ADOPTION LEAVE FLOWCHART
Adopter has 26 weeks’ service by notification week?

Yes. Entitled to:
26 weeks OAL, 26 week’ AAL

No.
No entitlement to adoption leave.

Employee has completed one year’s continuous service, as determined by his/her contract
of employment at the week that they have been advised they have
been matched with a child:

No
Entitled to Statutory Adoption Pay of 33
weeks

Yes
First 6 weeks entitled to
nine-tenths of a week’s pay
offset against payments
made by way of SAP
Subsequent 12 weeks
entitled to half pay plus SAP.
Reminder 21 weeks
payment entitled to SAP flat
rate only
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KEEPING IN TOUCH (KIT) DAYS
1.0

INTRODUCTION
This policy provides guidance on the legislation governing the rights and obligations of
employees on maternity leave or adoption leave in respect of Keeping in touch (KIT)
days. An employee can work up to a maximum of 10 days during their maternity leave or
adoption leave without bringing the leave to an end.
These days are distinct from maintaining contact with employees on maternity or
adoption leave.

2.0

PROCESS
In considering if KIT days are required, a Line Manager should consider the following: Is there a specific task or work available, which the employee can undertake? Before
entering into any arrangements with regards to KIT days the Line Manager should
consult with his / her Head of Service and Human Resources and Organisation
Development Unit.
KIT days are optional and the decision to undertake a KIT day must be made by
agreement between the employee and the employer (there is no obligation for either the
employer to provide these days or for the employee to accept any days offered
The Line Manager must consider this in the light of duties being carried out by someone
else through acting up arrangements and / or replacement employee recruited to provide
cover in relation to the adoption). KIT days will be used for:





Attending training
Attending a conference
Attending team briefing
Attending a meeting to update the employee on their work / a new initiative /
legislation relating to her work
Undertaking a piece of work which the employee would normally carry out as part of
her job and which another employee is not receiving an acting up allowance for
carrying out or for which a temporary employee or worker is being paid

If there is work available, are there any health and safety considerations? If so please
complete a risk assessment and consider referral to occupational health.
In relation to the above the Line Manager must consult at an early stage with Human
Resources and also the Council’s Health & Safety Advisor in relation to the risk
assessment.

3.0

KEY POINTS
•

Up to 10 KIT days may be taken during the period of maternity/adoption leave.
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•
•

•
•

4.0

Each KIT day must be an agreed amount of working time. For example, whether an
employee works for one hour or a whole day, this will still count as one KIT day.
Any KIT day taken will not bring an employee's maternity/adoption leave period to an
end, and payment of SMP/SAP will not be affected (although SMP/SAP will be offset
against pay for the KIT day).
KIT days may be taken at any point during maternity/adoption leave except for the
first two weeks directly after the baby is born (known as compulsory maternity leave).
KIT days can either be taken as blocks of days, or as individual days.

PAYMENT
If a person works during a period of half maternity/adoption pay or SMP/SAP, pay will be
'topped up' so that the person receives full pay for the hours worked. If the employee
works for less than their normal full day, this will count as one KIT day for the purposes
of the 10 KIT days allocated, although payment will only be made for actual hours
worked. On no occasion will an employee receive more than a full day's pay.

4.1

PAYMENT EXAMPLES
Payment will be made as follows:
•

•
•
•

5.0

If a KIT day occurs during a period of half pay or SMP only, this will be effectively
"topped-up" so that the individual receives full pay at their normal hourly rate for the
hours worked on the day in question.
If a KIT day occurs during a period of unpaid leave the individual will receive full pay
at their normal hourly rate for the hours worked on that day.
Payment for KIT days will only be made after completion of the day's work.
Following the completion of KIT days a form should be completed so that payment
can be made. Copies of this form are available from Human Resources.

GENERAL
As outlined above, Keeping in Touch Days have to be agreed by both the Employee and
the Line Manager. In addition, the timing of these should also be agreed between the
Line Manager and the Employee.
Before entering into any arrangements with regards to Keeping in Touch Days the Line
Manager should consult with his / her Head of Service and Human Resources. Following
this the arrangements must be agreed with the Head of Service and the Line Manager
before finalising these with the employee.
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TIME OFF FOR DEPENDANTS
Emergency Dependency Leave
1.0

INTRODUCTION
This policy provides the right to employees to take a reasonable amount of unpaid time
off work to deal with an emergency or unexpected situation and to make any necessary
longer term arrangements as set out in the Employment Relations Act (1999).

2.0

ELIGIBILITY
Employees have the right to time off on for dependency leave regardless of length of
service, employment status and contracted hours.
The right to time off must involve “a dependant” of the employee. The definition of “a
dependent” is:
- spouse
- child
- parent
- some members of the employee’s household e.g. partner
- any person who reasonably relies on the employee for assistance.

3.0

ENTITLEMENT
The right to time off exists in the following sudden or unexpected circumstances:
- To provide assistance when a dependent falls ill, gives birth, is injured or assaulted
- To make long-term care arrangements for a dependent who is ill or injured
- In consequence of the death of a dependent
- To deal with an unexpected disruption or termination of arrangements for the care of
a dependent
- To deal with an incident involving a child which occurs unexpectedly during the time,
for example, an educational establishment has responsibility for the child
The right does not cover routine medical/hospital appointments etc.

4.0

ALLOCATION OF LEAVE
The amount of time off granted will vary accordingly to the circumstances of each situation.
The right will be limited to the amount of time that is reasonable in the circumstances.
It is expected that one or two days will be sufficient to deal with most sudden or unexpected
emergencies.
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4.1

APPLICATION FOR LEAVE
The employee must advise their Line Manager as soon as is reasonably practicable of the
reason for the time off (including dependent concerned), and the anticipated duration of
the period of time off.

4.2

APPROVAL FOR TIME OFF
The Line Manager may refuse some or all of time off where, in consultation with the
employee, it can be clearly demonstrated that:
- the circumstance relating to time off does not involve a “dependent” of the employee
- the circumstance does not constitute an entitlement to time off
- the situation is neither sudden nor unexpected
- the amount of time off to deal with the emergency is not reasonable

5.0

PAYMENT
Emergency Dependency Leave is unpaid.

6.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025

7.0

MONITORING AND REVIEW
Time off taken for dependents will be recorded through normal Council procedures.
Application of the policy will be monitored by Human Resources to assess the provision
of equality of opportunity.

8.0

MISUSE OF SCHEME
Any abuse of this policy will be dealt with under the Council’s Disciplinary Procedures.
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PARENTAL LEAVE POLICY
1.0

INTRODUCTION
This policy outlines the Council’s procedures in relation to Parental Leave and Pay. It
incorporates guidance for managers and employees.

2.0

ELIGIBILITY
The right to parental leave is a statutory right for all employees (excluding casual
workers), introduced by the Employment Relations Act 1999, Employment Rights Act
1996, Maternity and Parental Leave Regulations 1999, Maternity and Parental Leave
(Amendment) Regulations 2001.
The right is to 18 weeks’ unpaid leave for the purpose of caring for a child.

2.1

WHICH EMPLOYEES QUALIFY FOR PARENTAL LEAVE?
For an employee to qualify for parental leave they must have at least one years’
continuous service with the Council.

2.2

CONDITIONS RELATING TO THE AGE OF THE CHILD
Normally the right lasts until the child reaches the age of five years. However, if the child
is disabled (in receipt of Disability Living Allowance) the right lasts until the child reaches
the age of eighteen years. If the child has been adopted, the right lasts until five years
after placement for adoption or until they reach the age of eighteen, whichever is the
earliest.

2.3

DEFINITION OF A PARENT
‘A parent’ includes the following:
−
−
−
−
−
−
−

2.4

The mother,
The father of the child if he was married to the mother at the time of the birth or he is
registered as the child’s father,
The father (if not covered by the above) if he has acquired parental responsibility
under the Children Act 1989,
A guardian appointed under the Children Act 1989,
Adoptive parents,
A spouse or partner of any of the above (of either sex) if they are living with the child,
Foster parents.

EVIDENCE
On applying for parental leave, the employee must produce a copy of the child’s birth
certificate. If this does not show proof of parental responsibility the employee may also
be required to produce further evidence, for example, adoption papers.
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In the case of a disabled child, proof or receipt of Disability Living Allowance may also be
required.

3.0

TAKING PARENTAL LEAVE
An application form for Parental Leave must be completed. This can be found on the
Council’s Intranet.
Parental leave must be taken in blocks of at least one week. However, parents of
disabled children may take leave in blocks of one day. A week is an employee’s normal
working week. Therefore, even if, for example, an employee’s normal working week is 5
days, one day taken will count as a week of his or her entitlement.
A maximum of 4 weeks’ parental leave may be taken in one year in respect of each
child.

3.1

NOTICE
An employee is required to give his or her line manager at least 21 days’ notice of taking
parental leave.

3.2

POSTPONEMENT OF PARENTAL LEAVE
Parental leave can be postponed by the line manager in the following circumstances:
−
−
−

Where more time is needed to make arrangements for covering the employee’s work,
Where there is a peak in the workload,
Where the particular employee’s skills are needed at a particular time and the work
cannot be easily covered.

Leave should be postponed for no longer than necessary and in any event no more than
6 months.
3.3

PUBLIC AND BANK HOLIDAYS AND EXTRA-STATUTORY DAYS
Where a public or bank holiday or extra-statutory day falls during parental leave, normal
pay for that day will be provided where the employee has specified that they do not wish
to take that day as parental leave.

4.0

PAYMENT
Parental Leave is unpaid.

5.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025

Page 24 of 30

HR&OD Report

6.0

MISUSE OF THE SCHEME
Any misuse of the scheme will be dealt with under the Council’s Disciplinary Procedure.
The following will constitute misuse:

7.0

−

Taking leave for purposes other than for caring for a child. This will generally be in
circumstances where someone other than the employee is taking primary
responsibility for the child.

−

Making a false statement as to entitlement to parental leave, for example the age of
the child, the relationship with the child or the amount of parental leave taken with a
previous employer.

MULTIPLE CONTRACTS
Where an employee works in more than one department of the Council this will not affect
the total leave entitlement. If the manager of one of the jobs wishes to postpone leave this
will have the effect of postponing leave for both the jobs. It is up to the line managers and
the employee concerned to agree a convenient time for parental leave to be taken, so long
as this is within six months of the original request.
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SHARED PARENTAL LEAVE POLICY
1.0

INTRODUCTION
This scheme reflects the amendments from the The Work and Families Act (NI) 2015
and consequent regulations as updated by the National Joint Council and as
implemented by Lisburn & Castlereagh City Council and provides guidance on your
entitlements to Shared Parental Leave and pay arrangements.

2.0

AIM
The aim of this policy is to:
• ensure statutory compliance;
• enable employees to consider the best arrangement to care for their child during the
child’s first year or first year after placement for adoption;
• ensure all employees are aware of their rights and obligations under the regulations.

3.0

SCOPE
This policy applies to eligible parents of babies due, or children placed for adoption, on
or after 5 April 2015.
For the purpose of this policy the feminine pronoun has been used, recognising that in
cases of adoption the primary adopter may be male.

4.0

RELATED POLICIES
•
•
•
•

5.0

Parental Leave Policy
Maternity Policy
Paternity Policy
Flexible Working Policy

ELIGIBILITY
SPL enables parents to share caring responsibilities evenly or have one parent taking
the main caring role, depending on their preferences and circumstances, during their
child’s first year. SPL replaces the right to Additional Paternity Leave and Pay which
have been abolished.
Unlike maternity, paternity or adoption leave, eligible employees can stop and start their
SPL and return to work between periods of leave.
Parents will remain entitled to take maternity, paternity and adoption leave; however, an
eligible mother/primary adopter may now choose to reduce her maternity/adoption leave
early and opt in to SPL.
The amount of leave available is calculated using the mother/primary adopter’s
entitlement to maternity/adoption leave which currently allows up to 52 weeks’ leave. If
the mother/primary adopter curtails her maternity/adoption leave entitlement then she
and/or her partner may opt-in to the SPL system and take any remaining weeks as SPL.
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This means her partner could begin to take SPL while the mother is still on
maternity/adoption leave.
A birth mother/primary adopter must take at least two weeks maternity leave following
the birth/placement of a child but can otherwise choose to end the maternity/adoption
leave period at any stage.
The mother/primary adopter can share their leave with only one other person.
In order to qualify for the right to SPL for one or both parents, the mother must have a
partner, be entitled to maternity/adoption leave or pay or maternity allowance and have
curtailed, or given notice to reduce, their maternity/adoption leave, or their pay/allowance
A parent who intends to take SPL must be a Council employee, share the primary
responsibility for the child with the other parent at the time of the birth or placement for
adoption and have complied with the notification and evidence requirements.

6.0

NOTIFICATION
An employee wishing to take SPL is required to notify his/her manager no later than 8
weeks before the intended leave start date. If the child is born more than 8 weeks early,
this period can be shorter. Discussions should take place between the employee and
his/her line manager regarding the total amount of leave to be used and when it will be
taken.
Notices to book SPL can be for either one ‘continuous’ or multiple ‘discontinuous’
periods and each eligible parent may submit up to three notices booking periods of leave
(refer also to Section 8 - Varying/cancelling a period of booked leave).
Requesting a discontinuous block means asking for leave over a period of time, with
breaks between the leave where the employee returns to work. Discontinuous leave, in a
single notice may be granted when the needs of the Council and employee have both
been considered. Once a request for discontinuous leave is made, the Line Manager
should discuss the request with the employee within 14 calendar days.
If a request for discontinuous leave is not agreed then the total amount of leave in the
request must be taken as one continuous block unless the employee withdraws their
notice and submits a new request.

6.1

VARYING/CANCELLING A PERIOD OF BOOKED LEAVE
The Council recognises that situations may arise where an employee may need to vary
or cancel a period of booked leave. Employees should give written notice to vary/cancel
their leave and make clear what change they are seeking. Any variation must be made
at least eight weeks before the dates varied begin.
A notice to vary booked SPL will count as a further notification (as one of the three
notices permitted) and if the permitted number of notifications has already been used the
Council may consider the request and determine whether it is reasonably practicable to
grant it.
If the Council proposes a variation to leave, and the employee is agreeable, this would
not count as a further notification.
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6.2

STATUTORY SHARED PARENTAL PAY (ShPP)
A mother who is eligible for Statutory Maternity or Adoption Pay or Maternity Allowance
may curtail her entitlement by providing notice before she will have received it for 39
weeks. Any remaining weeks could become available as ShPP. Therefore if a mother
curtails her maternity pay by 13 weeks, she makes 13 weeks ShPP available be shared
with her partner.
In addition to SMP and SAP, employees of the Council are entitled to 12 weeks half pay
as Contractual Maternity or Adoption Pay. Employees should consider how opting for
ShPP will impact upon their entitlement to contractual maternity/adoption pay as
contractual maternity or adoption pay is not transferable.

6.3

REASONABLE CONTACT
Reasonable contact during Shared Parental Leave allows the Council and its employees
to keep up-to-date on changes within the workplace and to personal circumstances that
can help ease the return to work. How and when contact will take place should be
discussed in advance of the leave period being taken.

6.4

KEEPING IN TOUCH DAYS (KIT days)
Employees can agree to work for the Council (or to attend training) for up to 10 days during
their shared parental leave. These are known at ‘Keeping in Touch’ days. The employee’s
right to shared parental leave and pay isn’t affected by taking keeping in touch days.
Please refer to the Keeping in Touch Days policy.

6.5

RIGHTS AFTER A PERIOD OF SHARED PARENTAL LEAVE
An employee who returns to work after SPL is entitled to return to the same job on the
same terms and conditions. In exceptional circumstances, for example when a
restructuring exercise has taken place, this may not be possible and the Council will
endeavour to offer a suitable and appropriate job on terms and conditions that are no
less favourable.

7.0

ANNUAL LEAVE AND SPL
Employees on a period of SPL will continue to accrue annual leave and this should be
taken within the leave year wherever possible. It is important therefore that an employee
incorporates both annual leave and Statutory Holiday arrangements into preparations for
SPL with his/her Line Manager.

8.0

SUPERANNUATION
It should be noted that your occupational pension contributions will be affected. Any
queries in this regard should be addressed directly with NILGOSC who administer the
occupational pension scheme for Local Government in Northern Ireland. Please contact
028 9076 8025.
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9.0

MISUSE OF THE SCHEME
Any misuse of the scheme will be dealt with under the Council’s Disciplinary Procedure.
The following will constitute misuse:

10.0

−

Taking leave for purposes other than for caring for a child. This will generally be in
circumstances where someone other than the employee is taking primary
responsibility for the child.

−

Making a false statement as to entitlement to Shared Parental Leave, for example, the
relationship with the child or the amount of Shared Parental Leave taken with a
previous employer.

MULTIPLE CONTRACTS
Where an employee works in more than one department of the Council this will not affect
the total leave entitlement. If the manager of one of the jobs wishes to postpone leave this
will have the effect of postponing leave for both the jobs. It is up to the line managers and
the employee concerned to agree a convenient time for parental leave to be taken, so long
as this is within six months of the original request.
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Appendix 1
Glossary of Terms
Mother

The woman who gives birth to a child or the primary adopter

Partner

The child’s biological father or the partner of the
mother/primary adopter. This can be a spouse, civil partner or
a partner who is living in an enduring relationship with the
mother and the child.

Continuous leave

A period of leave that is taken in one block

Discontinuous Leave

A period of leave that is arranged around weeks where the
employee will return to work

KIT day

Shared Parental Leave Keeping in Touch Day

Curtail

Where an eligible mother brings their maternity/adoption
leave and, if appropriate, pay or allowance entitlement to an
end early.

(To be completed once draft been approved)
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1.

INTRODUCTION

The growing popularity of personal web logs (blogs), social networking sites such as
Facebook and Twitter and professional networking sites such as LinkedIn, raise
issues for many employers. This is particularly the case where employees write
about their work, their colleagues and the organisation in which they are employed.
Council Officers who publicly declare an association with Lisburn and Castlereagh
City Council (the Council), for example through references to the Council in
comments posted online, either at work or after hours, on work-provided equipment
or equipment belonging to the employee, could risk bringing the Council into
disrepute by their activity. Such online activity may be dealt with through the
Council’s Disciplinary Policy and Procedure. The Council needs to manage its
employees fairly and consistently and this applies to how it responds to employees’
usage of social media as much as any other area.
This policy provides guidance and advice on how to manage electronic networking
responsibly within the implied duty of good faith and mutual trust and confidence that
comes with employment in the Council. By providing this guidance, the Council is
offering a safeguard to both it and its employees by ensuring that their use of
networking and blogging sites does not impact on their role within the Council or
cause harassment or disruption to fellow employees. Abusive, threatening or
defamatory communications in relation to the Council or its employees will not be
allowed.
This policy outlines the Council’s approach to social networking and blogging and
details guidance for employees, who should ensure that the content of their blogs,
social networking and professional networking sites:
 does not risk damaging the reputation of the Council, Members or Officers
 is not abusive, threatening or defamatory towards the Council, Members or
Officers
 does not breach the Council’s disciplinary rules
 does not breach their obligations under the Code of Conduct as employees of
the Council; and
 does not break the law.

2.

SCOPE

This policy applies to all Council Officers, including full-time and part-time employees
on permanent, temporary or fixed term contracts.
Council Officers must adhere to any guidance issued by Council with regard to:
 using social media to promote their work;
 administering or updating social media tools as part of their duties; or
 creating their own social media presence if they are a venue Manager or
Officer.
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Further information regarding general internet usage can be found in the Council’s IT
Security Policy. In addition, the Council’s Disciplinary Policy and Procedure and the
Code of Conduct for Local Government Employees provide guidance on the
standards of conduct expected of employees.
In particular the Code of Conduct states:
Employees “are expected to conduct themselves with integrity, impartiality and
honesty” and their “private interests should not be such as to have the potential for
allegations of impropriety or partiality to be sustained thereby bringing the Council
into disrepute. This includes standards of behaviour outside of the working
environment and in the use of social media in relation to elected members, fellow
Officers and the general public” (4.1 pages 4 and 5).
2.1

Legal Considerations

The following legislative provisions apply:
 The Human Rights Act 1998 - protecting the right of an individual to privacy.
The Data Protection Act 1988 - protecting the personal and sensitive
information of an individual.
 Communications Act 2003 & Malicious Communications Act 1988 - creates
offences relating to electronic communications that are offensive, indecent,
obscene, menacing or false communications that are intended to cause
inconvenience, distress or anxiety.
 Defamation - the posting of a comment which is false and which tends to
cause injury to a person’s reputation or standing. In addition to creating a right
for the injured party to sue this could also give rise to a criminal offence.

3.

USE OF NETWORKING OR BLOGGING SITES

The Council recognises that blogs and networking sites provide a useful tool for
communication and are accessed widely by many Council Officers. Employees fall
into one of the following categories listed below. Select the category that best
matches how you engage with blogs and social networking and follow the guidelines
for that group.
3.1

Access of Sites for Council Related Duties:

Some Council Officers have access to networking sites on Council equipment to
carry out their duties. Where this is the case they must comply with the guidance set
out in Appendix 1, Part 1.
3.2

Access of Sites at Work for Personal Interest

Council Officers are reminded that while at work they are required to dedicate their
time to the completion of their duties. In the event that an Officer is discovered using
devices such as a smartphone, iPhone, iPad or blackberry, excessively to the
detriment of their work, they may be subject to disciplinary action being taken under
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the Council’s Disciplinary Policy and Procedure. Details of how this will apply are set
out in Appendix 1, Part 2.
3.3.

Personal Use

Many Council Officers use blogs/networking sites for personal use. Where they do
so, they are advised to consider the guidance set out below and adopt a common
sense approach.
Access is for an employee’s own use is permitted, provided that:
 this is outside of working hours (agreed for each section/team/individual, for
example before clocking in the morning or after work or when clocked during
lunch);
 is not excessive; and
 they observe the restrictions outlined below in Appendix 1, Part 3.
The intention of this policy is not to stop Council Officers from conducting legitimate
activities on the internet, but serves to highlight those areas in which conflict could
arise.
Council Officers are advised not to write about their work or make reference to the
council or to its employees on external web pages, such as blogs or on social
networking sites.
Council Officers have the responsibility to consider the impact of their actions outside
of work which may impact on the Council, its reputation and values and the Council
Officer’s own position. All data that is posted on networking or blog sites (including
photographs) is considered to be in the public domain. Terms and conditions on sites
usually include waiving copyright, therefore anything posted on such sites could be
used by the media or other parties.
It should be noted that acts committed by Council Officers which:
 damage the reputation of the Council;
 inappropriately disclose confidential information; or
 constitute bullying or harassment of colleagues, Members or the public
could be considered to amount to serious or gross misconduct. This could lead to
disciplinary action being taken under the Council’s Disciplinary Policy and
Procedures, which could result in dismissal, if proven.

4.

Guidance for Personal Use at Work and Outside Work

Council Officers must not at any time, whether in connection to their work or through
their personal use of sites:
 disclose any information that is confidential to the Council or any third party or
disclose personal data or information about any individual, colleague, service
user, which could be in breach of the Data Protection Act;
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 disclose any information, which is not yet in the public domain;
 post illegal material, for example, images of child abuse or material which
incites racial hatred;
 link their own blogs / personal web pages to the Council’s website;
 include any information, sourced from the Council, which breaches copyright;
 make defamatory remarks about the Council, colleagues, Members, service
users or its services;
 use inappropriate language about the Council, colleagues, Members, service
users or its services;
 publish any material or comment that could undermine public confidence in
you as an Officer of the Council and/or in position of trust within the
community; and/or misrepresent the Council by posting false or inaccurate
statements about the work of the council.
 ‘like’ comments which are the subject of a complaint made to Council
This list is not exhaustive.

5.

Monitoring

This policy relies on Council Officers acting responsibly and in accordance with the
above rules.
If Officers detect the image and reputation of the Council is being brought into
disrepute, they should highlight this immediately to their line manager. In accordance
with the Council’s Code of Conduct for Local Government Employees, it is the
obligation of all staff to highlight any inappropriate behaviour that they are made
aware of. Where concerns are raised these will be reviewed accordingly under the
appropriate procedures, for example, the Whistleblowing Procedure and the
Disciplinary Policy and Procedure.
Council Officers should note that if their personal internet presence makes reference
to Council employment, the information posted must comply with Council policies.
This does not preclude the Council taking disciplinary action in respect of social
media use where Council employment has not been stated.
Official Lisburn and Castlereagh City Council social media accounts are monitored in
accordance with the IT Security Policy.
Fundamentally, all staff who use social media sites should be aware that they are
public forums. When you write a comment or post a photo your views and images
are no longer private but in the public domain and available to a much larger group
of people – who may or may not agree with what you have to say. There is also a
record of your conversation, chat or exchange. This means that monitoring is not
simply restricted to what the Council undertakes. Others can and do flag up issues
that they have read or seen on social media forums.
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6.

Responsibilities of Posters

Authority to post comments on behalf of the Council and to engage in
communications should be managed by the Head of Service and/or senior Facility
Manager. Those authorised to post on behalf of the Council must following any
guidance issued, including
 Be aware of and recognise responsibilities identified in this Policy.
 Remember that he/she is personally responsible for the content you publish
on any form of social media.
 Council’s employees are governed by strict rules on impartiality and are not
allowed to enter into any form of communication that supports or promotes, or
may be interpreted as supporting or promoting, the political views of any
Councillor or group of Councillors. Any communications either through public
statements or the media (including social media) must only support and
promote Council policy and not politicians or political parties.
 Officers must ensure that all personal and sensitive information is handled in
line with the Council’s Data Protection policies. Therefore, Officers must
never publicise confidential information gained in the course of their
employment such as personal details including home addresses and
telephone numbers.
 Use of social media on behalf of the Council where there is comment on
matters of policy is restricted to those employees who have been identified as
media spokespeople. Other employees who have a specifically defined
marketing/promotional role may use social media but must be clear that
should any commentary move into non-technical areas that they must refer it
to one of the media spokespeople.
 Respect copyright, fair-use and disclosure legislation.
 Social media sites are in the public domain and employees must ensure that
they are confident about the nature of the information you publish. Permission
must be sought if employees wish to publish or report on meetings with
particular care to discussions that are may be private or internal to the
Council. There is an approvals process for the issuing of council information,
which may involve customers, partners or suppliers. Any queries should be
directed to Marketing and Communications.
 Employees must not use insulting, offensive, sexist, sectarian or racist
language or engage in any conduct that would not be acceptable in the
workplace. Employees must show consideration for others’ privacy and for
topics that may be considered objectionable or inflammatory – such as politics
or religion.
 Employees must not download any software, shareware or freeware from any
social media site, unless this has been approved and authorised by the
Council.
 Officers must never discuss personal issues concerning their employment on
social media and must be aware of and comply with the Council’s Code of
Conduct for Local Government Employees.
 Officers must identify themselves as being part of the Council and must not
bring the Council into disrepute by the extremity of their views e.g. Staff will be
permitted to use only Council email addresses and not personal ones.
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 If an Officer receives any threats, abuse or harassment from members of the
public through their use of social media then they must report such incidents
using the Council’s Incident Reporting procedures.

Page 7 of 8

HR&OD Report

APPENDIX 1
At Work Status

Behaviour Expected

1.
I manage, monitor, or am
responsible for an official
Council Facebook or
Twitter account as part of
my job.

You must comply with the
guidance set out in the
Guidance in Part 1 of this
Policy.

Council Policies That
Apply
Use of Social Media,
Professional Networking
and Blogging Policy for
Employees
Code of Conduct for Local
Government Employees
Disciplinary Policy and
Procedure
IT Security Policy
Whistleblowing Policy

2.
I have access to a
networking site as part of
personal development
and training.

3.
I have access to a social
network site at work using
Council PC and I check
my own Facebook
account using my
smartphone at lunchtime

Council Officers are
reminded that, while at
work, they are required to
dedicate their time to the
completion of their duties.
In the event that an
Officer is discovered
accessing blogs or
networking sites
excessively, to the
detriment of their work,
they may be subject to
action being taken under
the Council’s Disciplinary
Policy and Procedure.

Use of Social Media,
Professional Networking
and Blogging Policy for
Employees

Many Council Officers
have access to the
internet while at work via
personal ‘smart phones’,
such as iPhones or
Blackberries. If using
these devices while at
work, council Officers are
reminded that they should
adhere to the provisions
set out in Section 3.3 and
Section 4 of this policy

Use of Social Media,
Professional Networking
and Blogging Policy for
Employees

Code of Conduct for Local
Government Employees
Disciplinary Policy and
Procedure
IT Security Policy
Whistleblowing Policy

Code of Conduct for Local
Government Employees
Disciplinary Policy and
Procedure
IT Security Policy
Whistleblowing Policy

Page 8 of 8

HR&OD Report

Appendix 6 HR&OD

DRAFT
CAPABILITY PROCEDURE

Accompanying Policies
Disciplinary Policy and Procedure
Managing Attendance Policy and Procedure

Issue Sheet
Document Reference
Document Location
Title
Author
Issued To
Issue Date

Revision Details
Version

Date

Amended
by

Details

HR&OD Report

CONTENTS

1.

INTRODUCTION

1

2.

CONTEXT

1

3.

SCOPE

1

4.

GENERAL PRINCIPLES

1

5.

INFORMAL STAGE

2

6.

FORMAL STAGES

3

7.

ATTENDANCE AT A REVIEW MEETING OR HEARING

7

8.

APPEALS

8

9.

SERIOUS INCAPABILITY

8

10.

GRIEVANCES

8

11.

REVIEW

8

APPENDIX 1: CAPABILITY PROCEDURE FLOWCHART

9

HR&OD Report

1.

INTRODUCTION

1.1

The continued success of the Lisburn & Castlereagh City Council (hereafter referred to
as the Council) is dependent on employees achieving and maintaining high standards
of performance in their roles.

1.2

The Council is committed to providing the necessary support to meet its standards of
performance.

1.3

The main objective of this procedure is to enable the Council to deal with cases
where an employee is lacking in some area of knowledge, skill or aptitude and is
consequently unable to carry out the required duties of his/her job to an acceptable
standard.

2.

CONTEXT

2.1

This procedure is compliant with current legislation and reflects Labour Relations
Agency (LRA) guidelines on best practice.

2.2

Consideration has been given to the provisions of the Disability Discrimination Act
1995, in particular, making reasonable adjustments when dealing with capability
issues.

3.

SCOPE

3.1

This procedure applies to all employees of the Council with the exception of the
following who are covered by a separate procedure for dealing with capability issues:
-

The Chief Executive (JNC Agreement on Discipline, Capability and Redundancy)

-

Staff employed under JNC conditions of service for Chief Officers of Local
Authorities

-

Employees still in their probationary period with less than 12 months service with
the Council.

3.2

This procedure is to be used in cases where there is a lack of ability rather than a
deliberate failure to perform to the standards of work of which the employee is capable.

4.

GENERAL PRINCIPLES

4.1

Where ‘the manager’ is referred to under this policy this refers to the immediate
supervisor / line manager.

4.2

Managers will attempt to resolve issues of employee under performance on an informal
basis before invoking formal procedures.

4.3

Deliberate failure to perform will be dealt with under the Disciplinary Policy and
Procedure.

4.4

This procedure does not address medical incapability / disability which is dealt with
separately under the Council’s Managing Attendance Policy and Procedure.

4.5

A genuine lack of capability may be due to various factors e.g. change of job content,
lack of skill or aptitude when new technology is introduced or personal difficulties which
are having an impact on the employee’s ability to carry out their duties.
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4.6

Employees have a contractual responsibility to perform to a satisfactory level and will
be given every help and encouragement to do so.

4.7

If English is not an employee’s first language, or if the employee has difficulty reading,
the content of any capability related letter can be explained orally. Letters can also be
made available in other clear formats, such as large print, where necessary. An
interpreter can also be arranged to facilitate attendance at capability meetings. To
arrange any of these options an employee must approach a member of Human
Resources Section within 3 working days of receiving the correspondence. (For the
purpose of this procedure “working days” are those from Monday to Friday inclusive,
excluding statutory holidays).

4.8

Managers should ensure that this Capability Procedure is applied in a fair and
consistent manner. They are also responsible for developing a culture in which
employees are supported and assisted in achieving the required standards of
performance. This includes setting realistic and measurable standards, supporting
employees in reaching them (through training, mentoring, coaching etc.) and taking
appropriate action within the procedures when they are not being met.

5.

INFORMAL STAGE

5.1

Performance problems are most effectively dealt with at an early stage. Initial
identification of an employee’s apparent lack of capability should be raised at normal
regular supervision or performance management meetings, or a specific meeting may
be arranged if the issue is identified at a time when a regular meeting is not planned.
In most cases discussion or coaching meetings between the manager and the
employee will resolve any issues informally and such discussion will often bring about a
more satisfactory resolution than formal action.

5.2

The manager must explain clearly the facts of the capability issue and express his/her
concerns.

5.3

The employee must be given a full opportunity to respond and explain any factors
affecting his/her capability levels. If any underlying medical or disability issues are
suggested, it may be appropriate to refer the employee to Occupational Health who
can provide specialist advice on managing and accommodating health issues and
making reasonable adjustments for disability issues.

5.4

The manager must be sensitive to the fact that unless otherwise identified, issues of
capability are not disciplinary in nature, and that the correct approach is therefore one
of constructive support, guidance, coaching and encouragement.

5.5

The manager should make the employee aware of any available counselling service
to enable them to receive confidential support.

5.6

The manager should provide the employee with a copy of the Capability Procedure.

5.7

If the manager feels that the initial meeting will resolve the issue then he/she and the
employee can agree any actions and review as appropriate.

5.8

If as a result of the initial meeting the manager decides that there is a capability issue
and the Informal Capability Procedure should be instigated he/she should develop an
improvement plan with the employee, clearly setting out specific targets and dates for
improvement.

5.9

The manager should summarise the outcome of the discussion in writing to the
employee including:
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•

A clear statement of the employee’s present level of capability and an explanation
of why this is not satisfactory

•

The required level of improvement as discussed (in measurable terms such as
quantity, quality, frequency, timing etc.)

•

The time period within which the specified improvement must be made (usually
between 2 and 4 months)

•

How management will assist the employee to meet the specified performance
levels

•

What action may follow if the employee fails to achieve the specified performance
levels during the informal review period

•

The date(s) of the informal review meeting(s).

5.10

During the agreed monitoring period, the manager will meet with the employee at
specified intervals (e.g. weekly, monthly etc.) to provide feedback on their progress and
to update targets/objectives within the improvement plan where appropriate.

5.11

Where performance has reached the required standards a final informal meeting
should be held to confirm the outcome of the review, to agree standards expected from
the employee moving forward. An agreement to maintain the standard of performance
should be made, including how this will be measured.

5.12

It is the manager`s responsibility to record and keep details of all meetings with the
employee within the procedure, and any targets, mentoring and support provided.

5.13

If the performance remains unsatisfactory the employee should be invited to a Formal
Capability Meeting.

6.

FORMAL STAGES

6.1

Right to be accompanied
At all stages of the formal procedure the employee is entitled to be accompanied by a
work colleague or a trade union representative.

6.2

•

Where the employee is also a trade union representative, he/she will have the right
to be accompanied by a senior trade union representative.

•

No action will be taken in respect of a trade union representative until a senior trade
union representative or full time official has been made aware of the circumstances.

Stage 1 – Formal Capability Meeting (FCM)
At the outset the line manager should discuss the issue of underperformance with
Human Resources & Organisation Development Unit and get advice on moving forward
with the formal process.
6.2.1 The line manager should write to the employee asking him/her to attend a
Formal Capability Meeting giving at least 5 working days' notice. This letter
should include:
•

A statement of the employee’s alleged capability problem
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•

The improvement plan (if applicable from a previous informal stage in the
process)

•

A record of monitoring/progress to date

•

The date, time and location of the meeting

•

The employee’s right to be accompanied at the meeting by a work colleague
or a trade union representative (informing the employee that it is his/her
responsibility to arrange such representation)

•

That the manager will be accompanied at the meeting by a representative
from the Human Resource & Organisation Development Unit.

•

That notes of the meeting will be taken. All records and notes will be treated
as confidential and will be kept no longer than necessary in accordance with
the Data Protection Act 1998.

6.2.2 Any documentation which the manager or the employee/representative wishes
to have considered at the meeting should be exchanged at least 3 working
days before the meeting date.
6.2.3

6.3

The following should be discussed at the meeting:

•

A review of the monitoring period and support given

•

The shortfall in performance

•

Agreement of the improvement plan and further targets

•

What further training and support is required and can be provided

•

Consideration of any extenuating circumstances that may be affecting the
employee’s performance

•

Establishment of the Stage 2 Formal Capability Meeting date (in 2 to 4 months) and
interim review meetings (at least 2)

•

The employee should be forewarned that the level of performance is not acceptable
and that failure to improve could lead to further action being taken against them.

The manager, in consultation with Human Resources & Organisation Development
Unit, will write to the employee within 5 working days of the meeting, where possible,
to confirm the outcome. The letter will indicate as appropriate:
•

The expected improvements, including targets to be met

•

Any further re-training required

•

The timescale for improvement and dates of review meetings for the new
monitoring period

•

The possible outcome if the necessary improvements are not achieved within the
specified timescale including progression to stage 2 of the procedure
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•

That they are being issued with a first written warning which will be recorded on
their file for 6 months and that failure to improve could lead to further action being
taken against them

•

The right of appeal.

6.4

During the monitoring period, review meetings should be held as in the informal
stage. A copy of the first written warning should be kept on file and used as the basis
for monitoring and reviewing performance over the specified timescale.

6.5

Stage 2 – Formal Capability Meeting (FCM)
A letter inviting the employee to the meeting will set out the objectives agreed at the
first meeting and which will be reviewed at this meeting. The employee will be
reminded that if performance is still unsatisfactory, then the outcome may be a further
warning. This letter will be sent out prior to the meeting giving the employee 5 full
working days' notice.
At this formal review meeting the line manager will discuss progress with the
employee and inform them of the outcome of the review period.
Possible outcomes are:
•

The employee has reached, or is shortly expected to reach, the specified levels of
performance and no further formal action is necessary, or

•

The employee has not reached the specified levels of performance.

6.6

The employee will be told whether he or she has reached the required standard of
performance. If the standard is reached no further action will be taken. The outcome
will be confirmed in writing.

6.7

If the employee has not reached the specified levels of performance the shortfalls will
be explained clearly and discussed again. Consideration will be given to any
extenuating circumstances that may be affecting the employee’s performance.
The manager will set and agree revised objectives with the employee along with a new
timescale for improvement and a formal review date and meeting. This will be
confirmed in writing within 5 working days, where possible and incorporated into a new
improvement plan.

6.8

If some or all of the performance continues to be unsatisfactory, the manager will
explain clearly to the employee the shortfall between the performance and the standard
required.

6.9

In such cases at this stage the employee will be issued with a second written warning
which will set out:
•

The performance problem(s) identified

•

Action taken to date

•

That the second written warning represents the second stage of a formal procedure
and will be recorded on their file for 12 months

•

The improvement (realistic and where possible, measurable) that is required
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•

A reasonable timescale for achieving this improvement

•

A review date and the likely outcome if no improvement takes place

•

Any identified measure of support the employer will provide to assist the employee
in meeting the required standards

•

That their job remains at risk and failure to improve could lead to dismissal

•

The right to appeal.

A copy of the final written warning should be kept and used as the basis for
monitoring and reviewing performance over the specified timescale.
6.10

Stage Three – Final Formal Capability Meeting (FFCM)
On completion of the timescale specified at the Stage 2 FCM a letter inviting the
employee to a FFCM will set out the objectives agreed at the Stage 2 meeting and to
be reviewed at this meeting. The employee will be reminded that if performance is still
unsatisfactory, then the outcome may be a final written warning. This letter will be
sent out prior to the meeting giving the employee 5 days' notice and will include:
•

A clear statement of the employee’s alleged capability problem and the
improvement plan

•

A record of monitoring/progress to date

•

The date, time and location of the hearing

•

The name of the senior manager who will chair the hearing

•

The employee’s right to be accompanied by a work colleague or trade union
representative

•

Any documentation that management wishes to submit to the hearing and the
names of any witnesses that management wishes to call

•

A request that the employee submits to the Human Resource Unit 3 working days
before the hearing any documentation which he/she wishes to submit and the
names of any witnesses he/she wishes to call

•

The employee should be informed that a decision may be taken to issue a final
written warning on the grounds of capability and that they will have a right of appeal
against any action taken.

The case will be heard by the employee’s Line Manager or Director and a senior
representative of the Human Resource & Organisation Development Unit.
The employee will be told whether he or she has now reached the required standard
of performance. If the standard is reached, then no further action will be taken and the
employee will be informed of the outcome in writing.
If the employee has failed to reach the required standard, the manager involved will
outline exactly where he/she has failed. The employee will have the opportunity to
respond and outline any reasons for the shortfall.
Page 6 of 12

HR&OD Report

6.11

If the standard of performance has been deemed to be unsatisfactory then the
employee will be issued with a final written warning. The warning will be confirmed in
writing within five working days, where possible and signed by the person who chaired
the FFCM.
The final written warning will set out:
-

the performance problems still remaining
action taken to date
the decision that a final written warning is given is being given and that it will be
recorded on their file for 24 months
the improvement that is required
a reasonable timescale for achieving this improvement
a review date
any identified measure of support the employer will provide to assist the employee
in meeting the required standards
that the final written warning represents the final stage of a formal procedure and
failure to improve could lead to dismissal
the right to appeal

A copy of the final written warning should be kept and used as the basis for monitoring
and reviewing performance over the specified timescale.
6.12

Formal Capability Hearing
If an employee`s performance is still unsatisfactory and the employee fails to reach the
prescribed standards dismissal will normally result. A hearing will be conducted,
usually by a more senior manager than the one who has handled the case to this
stage.
The Director or nominee conducting the hearing (accompanied by an HR&OD
Representative) will consider the facts of the case and may decide to dismiss. If a
decision to dismiss is made the employee will be notified in writing, and by
Recorded/signed for mail within 5 working days, where possible. The dismissal letter
will include the following information:
-

the reason for dismissal
the period of notice and arrangements for completion of such notice
the date on which the employment will terminate
the employee`s right to appeal against the decision and that any appeal should be
submitted within 5 working days

As an alternative to dismissal the Council may give consideration (if the employee
possesses the necessary skills, qualifications, ability and knowledge) to whether the
Employee can be redeployed to a more suitable role should a post be available.
7.

ATTENDANCE AT A REVIEW MEETING OR HEARING

7.1

Employees must take all reasonable steps to attend any meeting organised under this
procedure.

7.2

If the employee is unable to attend due to sickness or some other reason, or if their
representative is unable to attend, the meeting may be postponed and will be
rearranged within 5 days or as soon as is practicable. The employee will be notified
of the revised date in writing and will be advised that if they are not able to attend on
the revised date then their case and/or representation by the trade union
representative will be considered based on their written documentation.
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8.

APPEALS

8.1

Employees have the right to appeal the decision at each stage of this procedure. The
outcome of the appeal is final. All appeals must be made to the manager specified
within the letter in writing within 5 working days of being informed of the decision,
stating the grounds of the appeal. If an appeal is not lodged within 5 working days it
is assumed that the employee accepts the decision.

8.2

Appeal hearings shall be arranged within 10 working days of receipt of appeal and
Council will provide at least 5 working days' notice of the date of the appeal. The
employee will be advised of the date, time and location of the appeal hearing, their right
to be accompanied (by a work colleague from the Council or an accredited Trade
Union representative) and the name of the person hearing the appeal.

8.3

Copies of any documents that an employee will rely on during an appeal must be
submitted 3 working days in advance to the person hearing the appeal.

8.4

At the appeal hearing the Council will be represented by an Officer of appropriate
seniority who has not previously been involved with the case.

8.5

The appeal will not normally take the form of a re-hearing and will usually be limited to
the grounds set out by the employee in their written appeal request.

8.6

The outcome of the appeal hearing will be notified to the employee within 5 working
days of the appeal hearing. Where it is not possible to provide a full report of the
appeal hearing within 5 working days the employee should be notified of the decision
and advised that a full report will follow as soon as possible.

8.7

It will be made clear to the employee that the Appeal Officer`s decision is final.

9.

SERIOUS INCAPABILITY

9.1

Where an employee makes an error of a fundamental nature which calls into serious
question his/her competence to conduct the duties of the post it may not be
appropriate to invoke the normal stages of the capability procedure. Instead the
principles and procedures for gross misconduct as outlined in the Disciplinary Policy
and Procedure should be followed, including a full investigation. In such cases the
Council reserves the right to place the employee on precautionary suspension with
pay to enable a full investigation to take place.

9.2

If the error was not found to be wilful it is recommended that the capability procedure
be used, but it should be noted that it may be appropriate to move straight to stage 3 of
the capability procedure in cases where a serious question has been raised regarding
the employee’s overall competence for the job.

10.

GRIEVANCES

10.1

In the course of managing capability under this procedure an employee might raise a
grievance about an issue which is related to the case. If this happens the manager
will deal with both issues concurrently.

10.2

In exceptional situations the Council may suspend the Capability process whilst the
grievance is dealt with.
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11.

REVIEW

11.1

This procedure will be reviewed regularly by the Council and, if necessary, revised in
consultation with recognised Trade Unions in light of changing legislation and the
LRA Code of Practice.
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APPENDIX 1: CAPABILITY PROCEDURE FLOWCHART
ALLEGED SERIOUS INCAPABILITY
CAPABILTY ISSUE IDENTIFIED

INFORMAL MEETING

FORMAL INVESTIGATION

CAPABILITY NOW SATISFACTORY?

YES

NO FURTHER ACTION

YES

NO

STAGE 1
FORMAL CAPABILITY
MEETING

CAPABILITY NOW
SATISFACTORY?
NO

NO FURTHER
ACTION

YES

STAGE 2
FORMAL CAPABILITY
MEETING

CAPABILITY NOW
SATISFACTORY?
NO

NO FURTHER
ACTION

STAGE 3
FINAL FORMAL
CAPABILITY MEETING

CAPABILITY NOW
SATISFACTORY?

YES

NO FURTHER
ACTION

NO

STAGE 4
FORMAL CAPABILITY
HEARING

DISMISSAL

NB: RIGHT OF APPEAL AT EACH FORMAL STAGE
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PART ONE:

1.
1.1

LISBURN & CASTLEREAGH CITY COUNCIL’S
DIGNITY AT WORK POLICY

POLICY STATEMENT
As part of its overall commitment to the promotion of equality of opportunity and
good relations Lisburn & Castlereagh City Council’s (hereafter referred to as the
Council) is fully committed to promoting a good and harmonious working
environment where every employee is treated with dignity and respect and in which
no worker feels threatened or intimidated because of his or her sex, marital status,
family status, religious belief, political opinion, disability, age, race or ethnic origin,
sexual orientation, trade union membership/non membership or criminal record (ie
protected characteristic).

1.2

The aim of this policy and the accompanying procedure is to prevent harassment
and bullying in the workplace, provide guidance to resolve any problems should it
occur and prevent recurrence.

1.3

The policy also covers harassment which is not related to a protected
characteristic (as outlined in 1.1 above) and which can be classed as bullying.

1.4

Harassment and bullying at work in any form is unacceptable behaviour and will
not be permitted or condoned. Sexual, sectarian and racial harassment,
harassing a disabled person on account of disability, or harassing someone on
grounds of their age or sexual orientation constitutes discrimination. Harassment
is unlawful under the various anti-discrimination statutes currently in operation in
Northern Ireland, along with other statutes that may be used to outlaw bullying in
the workplace. It may be a civil offence or a criminal offence and it may also
contravene health and safety legislation.

1.5

Harassment and bullying detract from a productive working environment and can
affect the health, confidence, morale and performance of those affected by it,
including anyone who witnesses or knows about the unwanted behaviour. This
can have a direct impact on the efficiency and effectiveness of the Council
service.

1.6

Harassment is inappropriate behaviour at work and will be treated by the Council
as misconduct which may include gross misconduct warranting dismissal. All
employees must comply with this policy.

1.7

The Council also expects those using its facilities and services to treat its
employees with dignity and respect. Any complaints of alleged harassment or
bullying of employees by members of the public will be investigated and the
appropriate action taken in accordance with this policy.
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1.8

All employees must be cognisant of the terms of the Local Government
Employee and Councillor Working Relationship Protocol within the Code of
Conduct for Local Government Employees which sets out the expected working
relationship between Councillors and Employees of councils.

2.

DEFINITION OF HARASSMENT

2.1

Harassment is defined as unwanted conduct which has the purpose or effect of
violating the person’s dignity or creating an intimidating, hostile, humiliating,
disturbing or offensive environment. This can include unwelcome, physical,
verbal or non-verbal conduct.
Such behaviour is unacceptable where:

2.2

•

It is unwanted, unreasonable and offensive to the recipient

•

It is used as the basis for an employment decision

•

It creates a hostile working environment

To allay concerns that the definition is so wide that it could be subject to
misinterpretation or abuse, the following qualification has been added in line with
good practice.
Conduct shall be regarded as having this effect only if, having regard to all the
circumstances and in particular the alleged victim’s perception, it should be
reasonably considered as having that effect’. Many forms of behaviour can
constitute harassment. The following are some examples.

2.3

•

Physical conduct ranging from touching to serious assault

•

Verbal and written harassment through jokes, racist remarks, homophobic
comments, offensive language, gossip and slander, sectarian songs,
threats, letters and emails

•

Visual displays of posters, graffiti, obscene gestures, flags, bunting or
emblems or any other offensive material

•

Isolation or non co-operation at work, exclusion from social activities

•

Coercion, including pressure for sexual favours, pressure to participate in
political/religious groups

•

Intrusion by pestering, spying, following etc.

It should be noted that it is the impact of the behaviour which is relevant and not
the motive or intent behind it.
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3.

DEFINITION OF BULLYING
Bullying is defined as “persistent, offensive, abusive, intimidating, malicious or
insulting behaviour, abuse of power or unfair penal sanctions, which makes the
recipient feel upset, threatened, humiliated or vulnerable, which undermines their
self-confidence and which may cause them to suffer stress.” Like other forms of
harassment, bullying is an abuse of power and is largely defined not by intention
but by the impact of the behaviour on the recipient. It often involves a person in
authority abusing their position and bullying their subordinates. However an
individual may also bully a peer, and groups of people may pick on and bully an
individual.

4.

EMPLOYEES' RIGHTS

4.1

All employees have the right to work in an environment, which is free from any
form of harassment or bullying. The Council fully recognises the right of
employees to complain about such unwanted and inappropriate conduct should
it occur. All complaints will be dealt with seriously, promptly and confidentially. A
copy of the complaints procedure, which has been agreed with the recognised
trade unions, is attached.

4.2

This procedure does not replace or detract from the rights of employees to
pursue a complaint under relevant legislation either to harassment tribunal or
court. An industrial tribunal complaint must be lodged within three months from
the date of the alleged act of sex, age, disability, racial or sexual orientation
harassment/discrimination. For religious or political discrimination, a fair
employment tribunal complaint must be lodged within three months from the date
when the person first knew, or might reasonably be expected to have first known,
of the act of discrimination or within six months from the date the act occurred,
whichever is the earlier.

4.3

Every effort will be made to ensure that employees making complaints and
others who gave evidence or information connected with the complaint will not
be victimised. Victimisation is discrimination contrary to the Disability
Discrimination Act 1995, the Fair Employment and Treatment (NI) Order 1998,
the Race Relations (NI) Order 1997 and the Sex Discrimination (NI) Order 1976,
the Employment Equality (Age) Regulations 2006 and the Employment Equality
(Sexual Orientation) Regulations (NI) 2003. Any complaint of victimisation will be
dealt with seriously, promptly and confidentially. Victimisation will result in
disciplinary action and may warrant dismissal.

5.

EMPLOYEES' RESPONSIBILITIES

5.1

All employees have a responsibility to help ensure a working environment in
which the dignity of employees is respected. Everyone must comply with this
policy and employees should ensure that their behaviour towards colleagues and
the public does not cause offence and could not in any way be considered to be
harassment or bullying.

5.2

Employees should discourage harassment by making it clear that they find such
behaviour unacceptable and by supporting colleagues who suffer such treatment
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and are considering making a complaint. They should alert a manager or
supervisor to any incident of harassment or bullying to enable the Council to deal
with the matter.
6.0

MANAGERS' AND SUPERVISORS' RESPONSIBILITIES

6.1

Managers and supervisors have a duty to implement this policy and to make
every effort to ensure that harassment and bullying does not occur, particularly in
areas for which they are responsible. Managers and supervisors have
responsibility for any incidents of harassment or bullying of which they are aware
or ought to be aware. If harassment or bullying does occur, they must effectively
deal with the situation.

6.2

Managers and supervisors should:
(i) Explain the Council's policy to their staff and take steps to positively promote
awareness of the procedure for dealing with complaints and ensure that
each member of staff has been given a copy.
(ii) Be responsive and supportive to any employee who makes an allegation of
harassment or bullying, provide full and clear advice on the procedure to be
adopted, maintain confidentiality and seek to ensure there is no further
problem of harassment or victimisation after a complaint has been resolved.
(iii) Set a good example by treating all staff and the public with dignity and
respect.
(iv) Be alert to unacceptable behaviour and take appropriate action.
(v) Ensure that staff know how to raise harassment or bullying problems.

7.0

THE COUNCIL'S RESPONSIBILITIES

7.1

The Council will ensure that adequate resources are made available to promote
respect and dignity in the workplace and to deal effectively with all complaints of
harassment or bullying.

7.2

This policy and procedure will be communicated effectively to all employees and
the Council will ensure that all employees and managers and supervisors are
aware of their responsibilities. Appropriate training will be provided including
training on induction and management courses.

7.3

The Council will make others aware that employees are entitled to be treated
with respect and dignity, by incorporating a statement to this effect in its rules
and regulations, which it displays in its public buildings.

7.4

Individuals will be appointed to provide advice and assistance to employees who
are subject to harassment or bullying. The name of these designated advisors
will be made known to all employees. The Council will ensure, where possible,
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that employees can raise complaints, should they wish, with someone of their
own gender, religion or race, or who is aware of and sensitive to disability or
sexual orientation issues. All complaints of harassment will be dealt with
promptly, seriously and confidentially.
7.5

Managers, supervisors and designated advisors will receive appropriate training
so that they can perform their roles sensitively and effectively. In addition, those
playing an official role in any formal complaints procedures will receive
appropriate training.

8.0

ASSISTANCE FOR STAFF WHO FEEL THAT THEY HAVE BEEN HARASSED
OR BULLIED

8.1

Designated Advisors
The Council recognises that in certain cases victims may feel isolated,
vulnerable, or too embarrassed to raise their concerns directly with management.
The Council will appointed Designated Advisors who are able to assist and
advise employees who may wish to pursue a complaint.
The role of a Designated Advisor is to:
•

Act as a point of contact for employees who feel they have a complaint

•

Listen to the complaint and advise on the options available for resolving the
matter

•

Assist individuals with the informal resolution of complaints

•

Support the employee in lodging and progressing the complaint, if they so
wish.

8.2

If the alleged harasser asks for assistance it may be appropriate to assign an
advisor to act as a source of information and advice. This role may include
providing information about the disciplinary procedure and forwarding
documentation as necessary but should not extend to acting as an advocate, nor
assisting the alleged harasser in the preparation of a defence.

8.3

The names of the Designated Advisors will be communicated to all staff.

9.

REVIEW
The Council will monitor all incidents of harassment or bullying and will review
the effectiveness of this policy and procedure annually.
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PART TWO PROCEDURE FOR DEALING WITH COMPLAINTS UNDER THIS
POLICY
10.

SCOPE
Any employee who believes that he/she has suffered any form of harassment or
bullying is entitled to raise the matter through the following procedure.

10.1

This procedure does not replace or detract from his/her statutory rights
under relevant anti-discrimination or anti-bullying legislation.

10.2

If there is an occasion where a complaint is later deemed to be unfounded,
frivolous or mischievous then the Council reserves the right to deal with
this through appropriate disciplinary procedures.

11.

CONFIDENTIALITY

11.1

Complaints of harassment or bullying may include allegations of a highly
sensitive nature and the release of such information could be damaging to the
reputations of complainants or alleged harassers.

11.2

It is vital that employees who may wish to raise a complaint can be assured that
the matter will be handled in the strictest confidence. Equally an employee who
is accused of harassment or bullying is entitled to the same protection of his/her
reputation, particularly should a complaint prove to be unfounded.

11.3

At all stages of the procedure, staff involved in any way with a complaint shall be
personally responsible not to disclose any details of the complaint to any person
who does not have a proper interest in this matter. Failure to ensure this high
level of confidentiality may lead to appropriate disciplinary action.

12.

THE INFORMAL STAGE
This stage is appropriate where the employee simply wants the harassment
or bullying to stop, where the unwanted conduct is not serious or where it
has not been repeated.

12.1

Employees can seek to resolve matters informally by:
•

Approaching the alleged harasser or bully directly making it clear to the
person(s) harassing the employee that the behaviour in question is
offensive, is not welcome and should be stopped.

•

Approaching the alleged harasser or bully with the support of a colleague
or a trade union representative.
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•

Approaching the alleged harasser or bully with the support of a
supervisor/manager or designated advisor.

12.2

If it is too difficult or embarrassing to do this personally, employees may request
a supervisor, manager or designated advisor to approach the alleged harasser or
bully on his/her behalf.

12.3

Designated advisors have been appointed to provide employees with advice and
assistance. An advisor can be contacted at any stage of informal or formal
procedures. The names of these advisors will be communicated to all staff. The
advisor will provide support to assist with the informal resolution of the problem.
The advisor can also provide support during formal procedures but will not
conduct formal investigations.

12.4

Where an employee seeks the support of a supervisor s/he will be sensitively
informed that their role at the informal stage can only be one of support or
assistance.

12.5

The employee will be advised that:
(i)

A formal investigation and possible disciplinary action can only take place if
the complaint is investigated under the formal procedure.

(ii)

A written record of the action taken will be made to assist with any formal
proceedings which may arise if the behaviour does not stop. Failure to
maintain such a record will not invalidate proceedings at the formal stage.

12.6

All reported incidents of harassment or bullying will be monitored and in the
event of any patterns emerging management may wish to initiate its own formal
investigation and take remedial action where this proves to be necessary.
Additionally there may be situations where the seriousness of a complaint
warrants formal proceedings irrespective of the wishes of the complainant.

13.

THE FORMAL STAGE
The formal complaints procedure is appropriate if the harassment or bullying is
deemed serious, or if the unwanted and unreasonable conduct continues after
the informal procedures have been used.

13.1

It should be raised through the formal complaints procedure as follows:
• Individuals may raise complaints with their Manager or, if appropriate, another
member of management or individual designated for this purpose. Where
possible, employees will be able to bring a complaint in the first instance to
someone of their own religion, gender or race, or who is aware of disability
issues where possible.
• Managers carrying out investigations at the formal stage should not be
connected in any way with the allegation, which has been made.
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14.

• The Human Resources & Organisation Development representative will assist
throughout the procedure. S/he will attend all meetings and maintain a written
record of all proceedings including the investigation and any outcome. The
Manager conducting the investigation will check all records to ensure accuracy.
INVESTIGATION UNDER THE FORMAL PROCEDURE

14.1

Time Limits
The following procedure details time limits for the completion of each stage of
the procedure. If any of these time limits are not possible then both parties will
be informed of the revised timetable.
14.1.2 The procedure should aim to be completed within 20 working days of the
complaint having been received. Where this is not possible, the
procedure will be completed as soon as reasonable and practicable.

14.2

Making a Complaint
14.2.1 Complaints should be raised as soon as possible following an act of
alleged harassment or bullying so that the matter can be dealt with swiftly
and decisively.
14.2.2 While it is preferable that a complaint should be made in writing to the
Manager (or any other manager as appropriate) this will not preclude the
investigation of a complaint made verbally.
14.2.3 The Manager will acknowledge receipt of the complaint and arrange to
meet the Complainant within five working days where possible.

14.3 Initial Meeting with the Complainant
14.3.1 The Manager will meet the Complainant to:
• Clarify and formally record the nature of the complaint and that it is being
handled under the formal procedure.
• Ensure that the Complainant is aware of the next stage of the procedure.
• Advise that the Complainant has the right to be accompanied and/or
represented at the investigatory meeting by a trade union representative
or work colleague.
14.4

Avoiding Contact Between Complainant and Alleged Perpetrator
14.4.1 The issue of avoiding contact between Complainant and the alleged
perpetrator must be considered before action is taken to inform the
alleged perpetrator of the complaint. Following discussion with the
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complainant the Manager will take appropriate action concerning avoiding
contact including the possibility of transfer if appropriate.

14.4.2 Both parties should also be advised that there should be no
communication between them directly or indirectly, in relation to the
complaint.
14.4.3 Where a case of serious harassment or bullying has been alleged,
consideration will be given to the precautionary suspension of the alleged
perpetrator to enable the investigation to proceed. An individual who is
going to be suspended must be formally advised of this at a meeting with
the Manager concerned. The individual will have the right to be
accompanied and/or represented at this meeting by a trade union
representative or work colleague as appropriate.
14.4.4 In cases where an employee alleges serious harassment or bullying by a
member of the public, consideration will be given to invoking the Council’s
right to temporarily refuse the member of the public admission to, or use
of the relevant Council facility or service.
14.5

Informing the Alleged Perpetrator
14.5.1 The Manager will meet with the alleged harasser and:
•Outline the nature of the complaint,
•Confirm that it is being handled under the formal procedure,
•Ensure that the individual is aware of the next stages of the procedure
• Advise that the alleged harasser has the right to be accompanied
and/or represented at the next stage of the procedure by a trade union
representative or work colleague.
14.5.2 Following this meeting the Manager will write to the alleged perpetrator
outlining the nature of the complaint and setting a date for a formal
meeting to be held.

14.6

The Investigation should include at least the following:
Whilst the Manager and the Human Resources & Organisation Development
Manager Representative will seek to resolve the matter as quickly as possible,
the meetings with all involved need not necessarily follow immediately after each
other. Every effort will be made to have held all necessary meetings within 10
working days of the date that the complaint was received. Where this is not
practicable the Complainant and the alleged perpetrator will be so advised.
14.6.1 Purpose of the Meeting
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The purpose of these meetings is to establish the facts. All those giving
information to the Manager and Human Resources & Organisation
Development representative do so privately and not in the presence of
any other person involved in or present during the alleged incident. A
record of all meetings will be kept. All evidence provided to assist with the
investigation will be treated as confidential to the investigation subject to
any statutory requirements.
14.6.2 Meeting with the Complainant
The Manager and Human Resources & Organisation Development
representative will meet with the complainant and consider both what they
have to say and any other related matter. The complainant will have the
right to be accompanied and/or represented by his/her trade union
representative or work colleague as appropriate.
14.6.3 Meeting With the Alleged Perpetrator
The Manager and Human Resources & Organisation Development
representative will meet with the alleged perpetrator and hear what he/she
has to say about the alleged incident(s) and any other related matter. The
alleged perpetrator will have the right to be accompanied and/or
represented by his/her trade union representative or work colleague as
appropriate. This will not be the same person who accompanies and/or
represents the complainant.
14.6.4 Meeting with Anyone who can Assist with the Investigation
The Manager and Human Resources & Organisation Development
representative will meet anyone who can assist with the investigation.
This may include supervisors and co-workers and may also include
anyone who observed the Complainant's demeanour immediately before
and after the alleged incident(s) or any colleague with whom the
Complainant discussed the alleged incident(s). Each individual will be
asked to outline what happened.
The Manager and Human Resources & Organisation Development
representative will meet the managers/supervisors of both the
Complainant and alleged perpetrator to establish if there has been any
history of previous conflict between them and/or with other parties.
The Manager and Human Resources & Organisation Development
representative may then wish to have further meetings to clarify or gain
additional information.
14.6.5 Consideration of Information
Having obtained all the information possible, the Manager will consider
whether the Councils Disciplinary Policy and Procedure should be invoked
or some other action taken.
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14.6.6 Reporting the Facts
The Manager undertaking the investigation should prepare a written report
outlining the facts, indicating his/her findings, and whether the disciplinary
procedure should be invoked or other action taken. Where the Manager
has not the authority to take the necessary action, this report will be
forwarded to the appropriate level of management.
14.6.7 Decision on Action
The Manager (or other appropriate level of management as outlined
above) will then decide either:
(a) To initiate the Council's agreed disciplinary procedure against any
party as appropriate;
and/or
(b) To take no further action or to take any other appropriate
management action e.g., the provision of training or counselling or
mediation.
(c) Initiate the Council’s right to refuse admission to, or refuse use of the
relevant Council facility or service.
14.6.8 Communicating the Decision
Having made a decision on the most appropriate course of action this will
be communicated in writing to the complainant and the alleged
perpetrator.
15.

After the Investigation is Complete

15.1 Appeals
If the person against whom the complaint was made wishes to appeal against
any disciplinary action this will be dealt with under the appeals mechanism of the
Council's Disciplinary Policy and Procedure.
15.1.2 If the complainant is not satisfied with the outcome of the disciplinary
procedure then that person may be entitled to claim that his/her initial
grievance had not been dealt with. In effect his/her appeal would then be
pursued through the Councils Grievance Procedure.
15.1.3 If the person against whom the complaint was made, is a member of the
public, he or she may appeal against any action taken to the Chief
Executive of the Council
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15.2

Consideration of Transfer
(a)

Redeployment if disciplinary action is taken
Where a complaint has been upheld the Complainant may wish to avoid
further contact with the perpetrator. Should the latter remain in
employment with the Council and where it is agreed that further contact
between the individuals concerned would be unacceptable, every effort
will be made to facilitate this wish. Consideration should always be given
to relocating the perpetrator in the first instance and where transfer of the
Complainant occurs, it should not lead to any disadvantage to him/her

(b)

Redeployment where disciplinary action has not been taken
Even where a complaint is not upheld, or, for example, where evidence is
inconclusive, consideration may still be given, where practicable, to the
voluntary transfer of one of the employees concerned.

15.3

Training and Counselling
Training and/or counselling will be offered to the complainant and to the
perpetrator. Where a complaint has not been upheld training and/or counselling
may also be offered.

15.4

Further Meetings
The Manager will meet the complainant to offer support and to ensure that no
harassment or victimisation has occurred. This action will be undertaken even
where a complaint has not been upheld. Further meetings will be arranged if
necessary.
15.4.1 The Manager of the perpetrator will be responsible for ensuring that s/he
is made fully aware of the Council's policies on Equal Opportunities and
Dignity at Work and of the law in relation to these matters.
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HARASSMENT ADVISORS

Briege Glover (LeisurePlex)
Elaine White (Central Administration)
Jim Murray (LeisurePlex)
Julie Casson (MCU)
Tommy Wilkinson (Central Depot)
John Beattie (Cultural & Community Services)
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VOLUNTARY CONTRIBUTION
HEALTHCARE SCHEME
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1.0

PURPOSE OF THIS REPORT

This paper sets the high level details of the Voluntary Contribution Healthcare Schemes
which will be introduced for employees and may be offered to Members.
2.0

BACKGROUND

A number of different providers were approached to provide proposals and these were
subsequently assessed against the following criteria:






easy to access
easy to administer
adaptable to the changing needs of the organisation and employees
demonstrate a clear alignment with organisational values and behaviours.
able to be communicated effectively

The preference was expressed to seek a provider with medical history disregard to ensure
that those employees with pre-existing medical conditions do not have to pay higher
premiums. Following assessment of the information provided, the Council has opted to
engage with HSF Health Plan and Benenden to offer this provision.

3.0

OVERVIEW OF PROVISION

The provision available is outlined in Appendix 1. Schemes provide cover for the employee
and dependent children and spouse/partner.
 HSF Health Plan offers a range schemes at differing premium rates. Benenden has
a flat rate premium.
 HSF Health Plan benefits relate to the cost of services received which are payable
once paid receipts are submitted. Other benefits are a fixed rate, for example a fixed
amount for each night spent in hospital. Benenden pays for treatment directly.
 HSF Health Plan has a limit on benefits calculated on a rolling balance over a 12
month basis. Benenden offers a discretionary approach.
 Claims may be submitted for treatment at the conclusion of the qualifying periods for
the relevant benefit
 Increasing or decreasing scheme cover is permitted
 HSF Health Plan offers a medical history disregard option
 HSF Health Plan stipulates that people can join up until their 71st birthday.
Benenden has no age limit.
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SUMMARY ANALYSIS OF VOLUNTARY CONTRIBUTION EMPLOYEE HEALTHCARE SCHEMES
Employees can choose from different levels of cover. The table below details a summary analysis of provisions at a comparable level of cover.
Cover Provided

Benenden

HSF Health Plan (pre-existing
medical condition)

HSF Health Plan (no pre-existing
medical condition)

Cost

£8.71 per week

£5.00 per week

£7.25 per week
£31.42 per month

Who it covers

Employee and all dependent
children under 16
Spouse/partner additional cost
£8.71 per week

Employee and all dependent children
under 18
Spouse/partner additional cost £5.00
per week

Employee and all dependent children
under 18 and spouse/partner

Costs paid directly
Cashback
% Cover
Level

Costs reimbursed
Cashback
% Cover
Level
£30
100
£35
100

Benefits
Dental
Optical
Practitioner, eg
Physiotherapy,
Chiropractic
Hospital
Specialist
consultation, X
rays, etc
Birth/Adoption
Grant
Health and
Wellbeing,
Screening, etc

Costs reimbursed
Cashback Level

% Cover

£400
As above

100
As above

£600

100

Discretionary

100

£75

100

Discretionary

Up to 100

£10 per night up
to 20 nights

-

£1500

100

£100

100

Discretionary

-

£100 one off
payment

-

£600 one-off payment

25

£50

100

£1200

£75 per night up to 40
nights
£375

100

100
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Investors in People Assessment
Report Action Plan
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1. PURPOSE OF THE REPORT
To advise Committee of the outcomes of the recent Investors in People (IIP) assessment
and the content of the Action Plan to address the development issues identified in the
Assessment Report.
The aim is to work toward assessment for the Bronze Award in from late October 2016.

2. BACKGROUND INFORMATION
In March and April 2016 an assessment was carried out by Eddie Salmon against the IIP
Version 5 Framework, organised around ten key indicators of high performance. This
review represented the first as Lisburn and Castlereagh City Council.
The IIP Framework and feedback provided in the Assessment Report will be used to
influence and support the Council to continue to improve people management and
development practices. The full assessment has previously been provided to
Committee, however outlined under section 3 below is a summary of the key findings
and actions.
3. OUTCOMES OF THE ASSESSMENT PROCESS
Whilst the assessment indicated that elements of the IIP Framework are not quite fully
embedded a number of key strengths were revealed reflective of the progress made so
far by the Council and the positive leadership style and people management approach.
These include:


Strategic, values led leadership style promoted from the top of the organisation,
which has been central to the creation of the Council’s overarching vision and
aligned performance strategies and frameworks.



Design and implementation of plans for a new Council structure and organisational
design to ensure the Council is best placed to meet the needs of its many
stakeholders.



Investment in significant resource to ensure effective levels of communication and
consultation, including deployment of engagement events, forums, bulletins and
updates, as well as the use of strategic and operational working groups.



Focus on capacity building and ensuring the necessary skills and knowledge and
training required to perform roles continues to be delivered during this time of
significant change.



Genuine understanding that this time of change is difficult for many and willingness
to take on feedback and integrate recommendations provided into improvement
plans to enhance the Council’s performance



Underpinning commitment to developing a continuous improvement culture
supported through the development of a number of performance frameworks and
business improvement initiatives.
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Commitment to invest in people, develop and utilise talent and realise the Council’s
ambition through the effective implementation of its people management and
development strategies.

The five opportunities for development identified against the IIP Standard were:


Increasing levels of involvement and engagement in the development of plans and
objectives, particularly at team level



Promoting explicitly the expectation of management to effectively lead, manage and
develop their team members in an equitable and engaging manner



Developing and using an employee survey to check in with staff about their
satisfaction with their roles and responsibilities, the work environment,
communication and their experiences with management



Using the newly developed performance review process as an opportunity to
engage people in the identification of individual training needs and creation of
personal development plans



Continuing to develop coaching skills and application of specific techniques to
enhance and support effective performance reviews and promote solution based
outputs.

The Assessment Report recommended that these opportunities be considered for
inclusion into a Continuous Improvement Action Plan, and details of this is attached at
Appendix 1.
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Investors in People:

Continuous Improvement Action Plan for Lisburn and Castlereagh City Council

CURRENT
SITUATION

SUGGESTIONS FOR
FURTHER
DEVELOPMENT

ACTION AGREED

BY WHOM

BY WHEN

There is a need to
increase
understanding, buyin and commitment
from everyone to
successfully deliver
your corporate plan

1. Increasing
involvement in the
development and
review of plans and
objective setting
particularly at team
level

97% of matching process for all staff completed

HR, CMT, HOST

01 September

Roll-out of the Performance Planning Framework
to provide formal communication of the Council’s
key objectives and allow for planning of key
tasks for individuals against these objectives,
therefore allowing employees to see how their
work contributes to the success of the Council.

All, HR&OD to lead
review

End of September

Hold Chief Executive Roadshows in different
venues across Council to all staff to:
• Communicate the importance Council values
• Initiate a process of employee consultation
about new corporate values
• Communicate to employees that they are
fundamental in setting the culture

Chief Executive and
Directors

October/November

Support senior management through Leadership
Development, Coaching, Team Development,
HOST Forum, etc to consistently communicate
with team members via the Council’s Leadership
Development brand which will address the
required knowledge, skills and behaviours

CMT, HOST, Line
Managers

Ongoing

Engage and lead on aspects of the Corporate
Management Discussion Forum event and follow
up programme

HOST, Line
Managers

26 Oct and ongoing

There is a need to
ensure consistent
management
practice across the
organisation, owning
and promoting the
values through
behaviours and
attitudes displayed

2. Promoting explicitly
the expectation of
management to
effectively lead,
manage and
develop their team
members in an
equitable and
engaging manner
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CURRENT
SITUATION

SUGGESTIONS FOR
FURTHER
DEVELOPMENT

ACTION AGREED

BY WHOM

BY WHEN

There is a need to
ensure
communication
mechanisms
deployed are
effective in
enhancing levels of
people
engagement

3. Developing and using
an employee survey
to check in with staff
about their
satisfaction with their
roles and
responsibilities, the
work environment,
communication and
their experiences
with management.

Consider proposal for employee survey and
integrate with workplace health and well-being
and stress management

CMT

September

Soft launch Intranet and Learning Management
System

HR&OD

Mid-September

Issue an Employee Bulletin

Chief Executive

October

Create awareness of Employee Recognition
event

HR&OD/IIP Project
Team

Launched late
October

4. Rolling out the
performance
management process
with a particular
focus on using the
opportunity to identify
individual training
needs and create
personal
development plans.

Complete performance planning process

All

End of September

Complete TNA for employees

HR&OD

End of October

Agree Elected Member Development Strategy
and explore opportunities for joint approaches

EMDSG

End of October

Review the competency framework in light of the
new values and required behaviours, assign
competences to job descriptions and include
within the Performance Planning framework.
Communicate to all staff

HR&OD

End of December

Encourage one to one meetings between line
managers and employees

All

Ongoing

There is a need to
increase the level
of individual
involvement and
ownership of the
learning and
development
process

4

HR&OD Report

CURRENT
SITUATION

SUGGESTIONS FOR
FURTHER
DEVELOPMENT

ACTION AGREED

BY WHOM

BY WHEN

There is need to
maximise the value
and impact of the
introduction of the
new performance
management
process

5. Continuing to
develop coaching
skills and application
of specific techniques
to enhance and
support performance
reviews and promote
solution-based
outputs

Use the TNA to assist in addressing generic
developmental issues and develop an Action
Plan to address these

HR&OD

End of October

Review the content and appropriateness of the
Corporate and Service Unit Induction guidelines
linked to the performance planning framework

HR&OD

End of November

Agree team development programmes proposal
and roll out with HOST

HR&OD

End of October

Evaluate the Performance Planning Framework
(following its first full year of operation), review
where appropriate, communicate any changes
and endorse its application with HOST and line
managers across the Council

IIP Project Team

February 2017
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Appendix 10 HR&OD
INVESTORS IN PEOPLE ENGAGEMENT EVENT

As part of its employee engagement and recognition strategy, and in support of the
Investors in People process, the Mayor will host an engagement event.

Proposed Event Details

This event will be a Christmas Carol Service to which employees will be invited. A
preliminary date of 21st December 2016 from 3pm – 5pm has been held for this
event. Tea, Coffee and traybakes/mincepies will be provided to those attending and
this will be funded from the Mayor’s budget.
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Progress Report for Filling of Posts In New Council Structures as at
30th September 2016

The structures for the new Council have been agreed and the matching of posts has
taken place to move employees into posts in the new Council structures.
As at 30 September 2016, 98% of employees matched have been confirmed in post
and assimilated onto the structure, with the remaining employees to be confirmed
still undergoing the process.
The Planning Unit, Arts Centre and Irish Linen Centre/Lisburn Museum are not
included in this Work Plan and will be added to the project in due course.
The table below provides an overview of the number of employees matched and
those outstanding.
Progress Report Table
Total number of employees as at end August 2016
Total number of employees to be matched (excluding Units not
involved in OD)
Employees matched but not confirmed (appeals or subject to outcome
of another appeal – excluding redeployment pool)
Employees matched and confirmed
Employees in redeployment pool

820
721
6
704
11

Next Steps
The next steps in the process are as follows:
Matching
Appeals

5 Appeals to be progressed. To be scheduled throughout
October. Interviews cannot progress for 1 post until
relevant appeals are heard as the outcome could affect the
pool for interview.
In accordance with the LGRJF One Step Grievance
Procedure, employees do have a right to progress to the
Labour Relations Agency if they are dissatisfied with the
outcome of their appeal.

Interviews for
posts as
required
Redeployment
Pool

One post still requires interview, but cannot progress until
appeal heard as this could affect the pool for interview.
To date 11 employees are in the redeployment pool,
additions to this pool will be as a result of the outcome of
appeals and interviews.
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Following the completion of the appeals and interview
process, the council must consider those in the
redeployment pool and identify suitable alternative
employment where it exists.
This may require further interviews for these employees.
Fixed-term
Posts
considered

Where posts are held by fixed-term employees and these
could be deemed as suitable alternative employment, the
fixed-term status cannot be further considered, therefore
these employees will be considered after the redeployment
pool is exhausted.

Internal Trawls

To commence after the above is completed. Duration of
posts - 18 months (or to end March 2018). There are
currently approx. 82.71FTE posts which do not have a
substantive post holder (including those held by fixed-term
employees).
In addition to this, there are five other posts in the agreed
structure that are currently filled through internal
secondments/transfers.
Trawls will be considered as follows in accordance with the
previously agreed recruitment protocol:
1. Agree post to be trawled with Head of Service
2. Issue trawl with expression of interest
3. Trawls to be considered at point 2 for those in
Planning, Arts and ILC&LM (due to structure not yet
agreed and therefore they are still ‘at risk’).
4. To be considered at point 3 for other employees and
agency workers
5. If only one EOI from someone who had been
previously interviewed for that post which is
unchanged or amended in structure but continues to
meet spec then appoint. For all other scenarios it will
be a recruitment process in accordance with LGSC
Code of Procedures on Recruitment and Selection.
For posts not filled through internal trawls, these will
require the Head of Service to bring the post back to
committee for approval to fill externally*
*subject to committee approval regarding the filling of
frontline operational posts.
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Number of Staff per Head of Population

COUNCIL

FTE

POPULATION

A
B
C
LCCC
D
E
F
G

722
826
850
704
664
708
654
626

115,311
137,145
144,002
140,205
140,467
158,797
149,473
143,148

No. EMPLOYED
PER HEAD OF
POPULATION
1:160
1:166
1:169
1:199
1:212
1:224
1:229
1:229

This figure includes current substantive FTE employees as at 30 September
This does not include vacant posts or agency workers
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Workplace Health and Wellbeing
Support Service

HR&OD Report

Workplace Health and Wellbeing Service

1. Purpose of the Report
To update Committee on the Workplace Health and Wellbeing Service and
associated actions.

2. Context
Health Matters (Health & Safety) Ltd has recently been awarded funding by
the Public Health Agency (PHA) to offer small, medium and large
organisations in the Lisburn and Castlereagh area a free Health & Wellbeing
Support Service for a period of one year.
The service aims to mentor and support businesses through a structured fourstage process with the ultimate aim of improving the health and wellbeing of
the workforce.

3. Workplace Health and Wellbeing Support Service: Consideration of
Approach
The support includes:
 Mentoring and support from an experienced Workplace Health &
Wellbeing Coordinator
 A health & wellbeing survey which identifies employee health & wellbeing
needs. This could also be tied into the proposed employee survey
 An automated report detailing current workplace health & wellbeing needs
for employers and personal health profiles for employees. The needs
assessment asks questions regarding: current levels/patterns,
information, awareness raising, facilities/strategies interested in or already
provided and activities in relation to:
•
•
•
•
•
•
•
•
•
•
•
•

Physical activity
Nutrition
Weight control
Stress
Alcohol
Smoking
Women/men health issues relating to cancer
Helping women return to work after having a baby
Back pain
Safety in the workplace
Corporate and social responsibility
Good practice documentation
1
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 Provision of resources such as action plan templates, guides,
questionnaires and literature
 Health & wellbeing talks/services delivered by specialist coordinators for
all staff
 Health Champion training for an individual or multiple individuals to act as
health ambassadors. This could be directed through the Council’s Health
and Safety Committee
 Award ceremony in recognition of workplace health & wellbeing success
which may be incorporated into the Council’s Employee Recognition
Strategy
The support service aims to mentor and support businesses through a
structured four-stage process. Details of each stage, the elements of support
available at each stage and the associated actions the Council must take are
detailed as Annex 1.
The Council will register its intent to commit to improving the health and
wellbeing of its workforce for the following reasons, identified by the PHA as
success factors:






Improved employee morale
Increased productivity
Reduction in illness-related absence
Increased quality of products and services
Improved corporate social responsibility

These success factors fit with the Council’s Health and Wellbeing Strategy,
absence management and the IIP best practice model.

2
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ANNEX 1
STAGE

SUPPORT AVAILABLE AS
PART OF THE SERVICE
•

Provision of a
designated Health and
Wellbeing Coordinator
over a one year period

•

Be fully committed to
improving the health &
wellbeing of the
workforce

•

Assistance with
identifying a suitable
‘Health Champion/s’
who will drive workplace
strategy internally

•

Provide written
confirmation of the
Council’s intention to
commit

•

Identify person/s to fulfil
the role of ‘Health
Champion’ who will drive
the workforce strategy
internally

•

Be committed to agreeing
and communicating a
health and wellbeing
improvement action plan

•

Be willing to allocate time
internally to the
identification of the health
and wellbeing needs of
the workplace

•

Be willing to allocate time
internally for the
preparation and
execution of a health &
wellbeing focused action
plan

Stage 1

•

Assistance with the
preparation of an
internal workplace
health and wellbeing
action plan

•

Regular telephone or
on-line support with face
to face meetings every 3
months over a one year
period

•

Assistance to identify
current employee health
and wellbeing interests
and needs.

•

Assistance with the
preparation of a report
outlining employee
health and wellbeing
needs

Stage 2

Stage 3

WHAT THE COUNCIL MUST
DO

3
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•

Assistance with the
development and
implementation of a 3
year action plan

•

Provision of ‘Health
Champion/s’ training

•

Provision of resources,
ongoing support, advice
(based on priority
needs), free health
promotion training,
programmes and events
in the workplace.

•

Assistance with the
evaluation of all health &
wellbeing initiatives
implemented.

•

Support and guidance to
assist the Council to
agree on future action
plans

Stage 4

•

Be committed to
promoting health and
wellbeing within the
workplace. This will
involve supporting the
delivery of health
promotion training,
programmes and events.

•

Be willing to allocate time
internally and continue to
promote and maintain
health &wellbeing within
the workplace after the
one year period

4
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LISBURN & CASTLEREAGH CITY COUNCIL

Appendix 4 DCS

MEETING OF CORPORATE SERVICES COMMITTEE
TUESDAY 11TH OCTOBER 2016
REPORT BY HEAD OF MARKETING AND COMMUNICATIONS
PURPOSE AND BACKGROUND
The purpose of this report is to set out for Members’ consideration, a number of
recommendations relating to the operation of the Council.
The following decisions are required:
To approve the Council’s Christmas Card
To approve Emergency Planning Media / Communications Plan
To approve the Social Media Policy
To note Crowd Control Event Training, 17th October 2016
To note the progression of the Christmas Switch-On
To note the Media Coverage for September 2016.

ITEMS FOR DECISION
1. CHRISTMAS CARD
A number of Christmas card designs are provided for Members to determine the
choice of the Council’s Christmas Card 2016. (Appendix 1 MCU).
Recommendation
It is recommended that Members choose the preferred design for the Christmas
card to be produced.
2. MEDIA PLAN – EMERGENCY PLANNING IMPLEMENTATION GROUP
A Media / Communications Plan has been developed by MCU for the purposes of
communications in the event of an emergency. This is to be included in future
Emergency Planning training for Members. (Appendix 2 MCU).
Recommendation
It is recommended that Members approve the Plan.
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3. DIGITAL COMMS
In light of the ongoing review of the Council’s Digital Communications, it is
intended to procure some independent digital communications advice. This will
include appropriate guidance and support for Elected Members and Officers,
going forward, as part of their Council business.
A Social Media Policy, outlining the current use of work-related social media sites
for Officers with responsibilities, is before Members. (Appendix 3 MCU).
Recommendation
It is recommended that this procurement be noted and that Members approve the
Social Media Policy.

ITEMS FOR NOTING

4. CROWD CONTROL EVENT TRAINING
Members are advised that training with the PSNI and Council’s Environmental
Services will be provided in relation to event management / health and safety on
Monday 17th October at 6.00 pm in Lagan Valley Island’s Cherry Room.
Recommendation
It is recommended that Members contact Human Resources to notify them of their
attendance/non-attendance.
5. CHRISTMAS SWITCH-ON
Arrangements for the Christmas Switch-On event are progressing. Harmony Hill
Primary School will be providing a choir and participating in the event to sing
Christmas Carols. The Unit will continue to plan for the event.
Recommendation
It is recommended that Members note the above.
6. MEDIA COVERAGE
Media coverage for September is detailed in (Appendix 4 MCU).
Recommendation
It is recommended that Members note the above.

MCU HEAD OF SERVICE
6th October 2016
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Appendix 1 MCU. LCCC Christmas Card 2016.
Option 1 - A5 Landscape
Front

Inside

Inside

Back

With best wishes for Christmas and
every happiness in the coming year from

Civic Headquarters
Lagan Valley Island
Lisburn
BT27 4RL
lisburncastlereagh.gov.uk
Front Image: Lisburn Public Realm Scheme. Christmas 2015.
Photo by : Stephen Wallace, hybernialandscapes.com
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Appendix 1 MCU. LCCC Christmas Card 2016.
Option 2 - Concertina Folded Card 148mm x 140mm
Inside

Front

lisburncastlereagh.gov.uk
Civic Headquarters
Lagan Valley Island
Lisburn
BT27 4RL

With best wishes for Christmas and
every happiness in the coming year from

Fold

Fold

Card Folded.

Season’s
Greetings

Fold

Fold

Dye-Cut

Fold

Fold
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DRAFT

Media Management Guidelines
Lisburn & Castlereagh City Council

1. Introduction

Media Management is key in the event of an Emergency Situation pertaining to or
connected with Lisburn & Castlereagh City Council.
The EPIG recognises it is essential that a Media Management Plan is in place.
Communications within the Council, and information provision to citizens is also
essential.
The guidelines as follows will be adopted in the event of an emergency situation,
as determined by the Council’s Emergency Plan.
The communications unit of the lead agency in charge of the emergency situation
will take the lead in co-ordinating communications for the public.
It should be noted that information to the media as released by the PSNI or Blue
Lights services should be a priority; given immediate designation decisions of
legal responsibility for organisations.

2. Aim of Media Management Plan

It is recognised that in an emergency situation the Council will have a
communications role.
The Media Management Plan is intended to provide a protocol for the Council to
respond to the needs of the media and press; to control the release of councilinformation during an emergency and to keep the public informed of necessary
information including service information. By definition ‘the Council’ includes all
Elected Members and officers. The media management plan may also include
affected groups, e.g. persons in support centres, family and friends.
All Media liaison and statements/news/updates provided to the press will be
made by the Council’s Corporate Communications Team where it is appropriate
for the Council to take the lead. Information should not be provided directly to the
media by any other parties within the organisation.
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3. Activation of the Media Management Plan

The activation of part or all of the Council’s Emergency Plan will invoke the
activation of the Media Management Plan.
The Head of Service Marketing & Communications will manage and advise on
media liaison and messages for the media, and communications to identified
internal and external audiences.
The Head of Service will arrange for MCU team members call in as required.
There may be a requirement for Graphic Design to provide artwork for message
provision for the purposes of communications. The Graphic Design service is
likely to be utilised as part of the team approach.
Determination of the lead agency is the first step. The lead agency in charge of
the emergency itself will take the lead in media management and information
provision. The lead agency will issue a holding statement which may confirm a
situation or provide advice to the public.
It is noted that should there be no clear lead agency (e.g. loss of life situation with
PSNI as the lead agency) the Council will coordinate media response until a lead
agency has been identified.
If the Council is the lead agency officers will contact relevant media
representatives from the relevant agencies as per the information it is providing.
Statements will be provided, as far as is possible, to other agencies who may
have a key role in the incident in advance of being released on social media,
website or to the press.
A Media Strategic Communications Group may be established depending on the
nature of the emergency. This may include the Council as the lead agency, or as
part of a group.
A Multi-Agency Press Office may be established if a number of key participating
agencies are involved in the emergency situation.
Unless it is not possible the MCU team will be based at Lagan Valley Island. In
the event of the facility not being available the team can work from any council
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facility if there is IT equipment. The team has access to
Laptops/Ipads/Macs/Iphones to afford communications. The Corporate Website
and Corporate Facebook/Twitter accounts are managed by MCU and media
contacts for press, TV and radio.
A member of the Marketing Unit will require access to the EMT so messages and
information required to be released can be made known. There will also be a
requirement to identify a spokesperson/s.
The management and mobilisation of Council staff will be determined by the
Director of the relevant department.

4. Roles and Responsibilities of Marketing Communications Unit

With the approval of the Director of Corporate Services and Chief Executive/Duty
Director the following steps will be taken:
4.1

Emergency Management Team (EMT)-provided accurate and ongoing
up-to-date incident media information.

4.2

Contact initiated with Council Emergency Planning Officer (key), PSNI
press office, Council colleagues, agencies etc. as per advisement.

4.3

Establish responsibility for communications either as the Lead Agency
or with the Lead Agency Press Office and relevant statutory agencies
involved.

4.4

Liaison with EPIG as to Council information required for external
communications – e.g. affected groups, residents, neighbouring
councils, statutory agencies, persons with queries.

4.5

Liaison with EPIG as to Council information required for internal
communications – e.g. key staff, Elected Members of Council, Mayor.

4.6

Consideration of the set-up of a Media Briefing Centre.

4.7

A Holding Statement will normally be provided by the Lead Agency and
replicated by MCU as per responsibilities/information position.

4.8

Statement with more information (as above). It is assumed the Council
will take up responsibility for comms at a stage, for, during, or following
the incident.

4.9

Spokesperson determination and message formation and agreement.

4.10 Staff communications.
4.11 Press Conference.
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4.12 Online information ongoing.
Any Media Access to the site of an emergency will be managed initially in most
cases by the PSNI or the corresponding Lead Agency. Thereafter the Council will be
required to make any decisions (recovery phase) and this area will be determined in
conjunction with CEO/Directors.

The Marketing Unit will include Elected Members of Council in information being
released by the Council.

5. Media Briefings/Message Provision

Consider checks and approval procedures required (EMT/EPIG).
Reflection of lead agency
Consideration and decision on spokesperson/s
Preparation of statements/news releases in consultation with the appropriate agency
by MCU as required.
Media coverage logged and statements logged.
Briefing of identified spokespersons

Preparation of up to date public bulletins and information (see separate Customer
Communications Plan).
Public-related information and consistency of approach as outlined with other
parties. Social Media, Twitter and Facebook, Council website and SM platforms for
use.
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6. Council lead determination

This will be determined by CEO/Directors at the highest level of management in
conjunction with the Blue Light Service and any other relevant agencies. Lead
Agency Information and handovers of roles should be provided to MCU, as to all
other relevant parties, for the council assumption of responsibilities. This will shape
the role of MCU as outlined in this document.
Appropriate permissions need to be in place for the issuing of and clearing of news
information and handover of press management. This will be with CEO/Directors
and include any other parties (time permitting and in place).
Coupled with the Emergency Plan, the Council may put arrangements in place with
other councils which will require the tailoring and management of media
communications/public communications with other local authorities (outlined above).

MCU Report

Appendix 2 MCU

7. Role of Elected Members in Emergency Planning Media Response

All Elected Members will be briefed with regard to news statements released to the
media by MCU.

The role of Elected Members in media management will include the Mayor/and or
relevant Chairman working in conjunction with the Chief Executive/Duty
Director/CMT as per determinations of spokespersons if required. This will be
dependent on the Lead Agency designation.
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Elected Members of Council have a valuable role to play in local knowledge,
contacts, feedback from the local community and the determination of need and
notifications of ongoing issues.

The Mayor of the Day and/or Chief Executive/Duty Director/CMT will take the lead as
per requested VIP visits from senior politicians if requested to the Council.

8. Media Monitoring

The Unit will monitor media coverage via online/TV/news bulletins and through its
contracted Provider for up to date press coverage information and feedback to EMT.

Continual media monitoring will allow for incorrect information to be identified and
corrected.

The emergence of themes may also be able to be ascertained, public opinion of the
situation gauged and steps taken to correct or re-emphasise information provision.

Social Media coverage will be prevalent and the team will monitor and cover
Facebook and Twitter alerts from key press and from its Facebook/Twitter page.

9. Stand-down

Stand down to the emergency incident will be determined by the Chief
Executive/Duty Director/EMT and communicated to EPIG for the purposes of MCU’s
work.

MCU Report

Appendix 3 MCU

Draft
Management of Council
Social Media Platforms
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1

INTRODUCTION

Social media and networking is creating unprecedented opportunities for
organisations to communicate with stakeholders. This policy will outline the
Council’s parameters regarding social media and networking for work purposes for
officers who use social media in line with their work for the Council.
The term ‘social media’ covers Facebook, Twitter, My Space, Flickr, You Tube,
LinkedIn, Instagram, blogs, discussion forums, wikis and any sites which may
emerge after the creation of this policy.
Social media is at the forefront of modern communications; its capabilities are
already being utilised by central and local government and public and private
organisations as a method of engagement with customers, stakeholders and
partners. The Council can benefit from taking a similar, innovative approach to
communicating with people, which can lead to greater involvement with customers,
increased efficiencies and improvement of our reputation.
Conversely a social media plan that is poorly executed is likely to be detrimental to
the Council.
For social media to work effectively it is vital that it is used as part of the overall
communications and indeed marketing mix and must be built into the council’s
communications strategy to ensure an integrated approach and that its use does not
expose the Council, or its employees, to security risks or reputational damage.
It is important to recognise that while social media is a key tool for communicating
about the Council’s products and services, the channel does not replace the
importance of having the right product and services available in the first instance.
Social media allows mass audiences to have their say from the comfort of their
homes, workplaces or socialising; an audience that would not have been
technologically possible a decade ago. This ease of access has ensured that
decision making is under a new level of public scrutiny, never before been seen on
this scale.
The power of social media has changed the way local authorities conduct their
business. Public scrutiny, accountability and transparency must be at the core of all
activities. The Council must adapt and respond quicker and have decisions taken
scrutinised more than ever before.
This is not the responsibility of one department but rather a shared responsibility
across departments and indeed the Council.
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2

SCOPE

This policy applies to all council officers, including full time and part time employees
on permanent, temporary or fixed term contracts, agency workers and seasonal and
casual employees, while they are engaged in carrying out duties for the council.
This Policy address the responsibilities of Officers who are involved with the
management of Council social media platforms.

3

WHAT IS SOCIAL MEDIA?

At its simplest, social media and networking is interacting with others, while creating
content. Content can be discussions, videos, opinions, photos, and much more.
Social media is information being passed in all directions. Users can interact with
anyone and to a potential very wide audience in a very short space of time.
To understand social media, the different ways people engage are:
Some people create content – informing, changing opinions and leading trends
(Facebook, Twitter, Blogging, Youtube).
Some people just listen - whether occasionally or all the time.
Some people look for information and share it with others - adding their own view.
Social media creates the potential to:
 Inform audiences of key services, news, initiatives, events and to provoke
discussion
 Gather community opinion on key issues and policies
 Join existing social media conversations
 Keep abreast of the latest developments in areas of interest
 Form relationships beyond organisational boundaries, both internal and
external to the Council
 Disseminate information to citizens and stakeholders in combination with
existing channels
 Receive feedback on services and ideas on how to improve
 Collaborate with other agencies
 Receive complaints/compliments

3|Page
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4

PURPOSE

The purpose of this policy section is to provide a suitable mechanism for social
media and networking to promote and develop the Council’s vision, services and
achievements and to engage, where appropriate, in meaningful two way
communications with residents/customers online.

This policy also provides guidance and advice on how to manage electronic
networking responsibly with an implied duty of good faith and mutual trust and
confidence that comes with employment in the Council.

By providing this guidance the Council is recommending a safeguard to both it and
its employees by ensuring that their use of networking and blogging sites does not
impact on their role within the council or cause harassment or disruption to fellow
employees or others.
This policy provides a structured approach to using social media and will ensure that
it is effective, lawful and does not compromise Council information or computer
systems/networks.
Reputation Management, the protection of the Council’s brand and messages are
also key objectives for this Policy.

5

RELATIONSHIPS WITH OTHER CORPORATE STRATEGIES AND
POLICIES

This Social Media Policy should be read in conjunction with the following policies
which may be revised or updated over time:






Code of Conduct for Local Government Employees
IT Security Policy
Data Protection Policy
Communications Strategy
Safeguarding Children, Young People and Vulnerable Adults Policy

Legislation which can also apply to social media communications includes:
The Human Rights Act 1998 – which protects the right of an individual to privacy.
Communications Act 2003 & Malicious Communications Act 1988 – pertaining to
offences relating to electronic communications that are offensive, indecent, obscene,
menacing or false communications that are intended to cause inconvenience,
distress or anxiety and for:
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Defamation Laws - the posting of a comment which is false and which tends to
cause injury to a person’s reputation or standing. In addition to creating a right for the
injured party to sue, this could also give rise to a criminal offence.
Data Protection Act 1998 – which defines the processing of data on identifiable living
people, governing the protection of personal data in the UK.

6

RISK

This policy recognises that the responsible management of any social networking
site is essential, due to the speed of, and spread of information.
However, the approval of a social media platform carries with it a risk of negative
information spreading quickly, which is more difficult to control than traditional
methods (e.g. newsprint).
Such negativity may in circumstances have a short, medium or long-term effect on
the Council, its reputation and its brand.
As with any online activity there are often risks associated, the following types of risk
have been identified with social media use:
Virus or other malware (malicious software) infection from infected sites.
Disclosure of confidential information.
Damage to the reputation of the Council.
Bullying or witch-hunting.
Social engineering attacks. This is known as phishing.
(this is the act of manipulating people into disclosing confidential material
or carrying out certain actions. Social engineering is often conducted by
individuals fraudulently claiming to be a business or client).
 Civil or Criminal action relating to breaches of legislation.
 Breach of Safeguarding.






The above should not be considered an exhaustive list. In light of these risks, we
need to regulate the use of social media sites and ensure that such use does not
damage the Council, its employees, partners and the people it serves.
It is noted that the area of social media and networking is listed as a high-level risk
on the Council’s Corporate Risk Registrar. It is therefore essential that the use of
social media and networking for Council purposes is managed with Corporate
Management approval, so that its use is appropriate and the maintaining the
corporate reputation of the Council has priority.
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THE CREATION OF NEW COUNCIL SOCIAL MEDIA PLATFORMS
7.1 Need for a Business Case

While it is tempting to create a social media site for many different strands of Council
activity, there should be a sound rationale for doing so. Too many Facebook sites
have the potential to weaken the Council’s brand and to dilute its messages. By
concentrating on a core number of sites the Council can build its audiences centrally
and encourage a single wider platform from which to engage with its supporters.
This Policy recognises that for certain Units there is a sound rationale for having
stand-alone social media sites (e.g. significant income generation facilities) but for
other Units, social media traffic, where possible, should be driven through the
Council’s main social media site.
In order to ensure that all the Council’s social media sites are relevant and properly
monitored and resourced a Business Case should be made by the relevant Head of
Service and endorsed by the Corporate Management Team for any new site
creations. MCU should also be involved in this decision-making process from a
corporate communications perspective. A template, developed by the Arts Service, is
attached in Appendix 1 and should be included within the business case. Appendix
1 (Social Media Protocol).
Where social media is being used across departments it is important that these are
properly resourced, and time allocated to their development. Facebook sites must
be regularly monitored to ensure that they remain meaningful and useful to those
who are following the sites and remedial action can be taken quickly if necessary.
Issues have the potential to escalate quickly if left unaddressed and this needs to be
built into any successful business case.
Likewise, for inactive, duplicate or infrequently updated social media sites the
Marketing and Communications Unit will recommend their disbandment to the
Corporate Management Team for decision.

7.2 CMT Approvals
MCU is currently looking at the overall digital communications plan for the Council
and this may affect the way in which departments operate social media platforms
going forward. Where appropriate this will be discussed with the Corporate
Management Team and relevant Heads of Service.
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There are a currently a number of Council social media sites and those involved with
their co-ordination should adhere to the following:
Access, which is required for social media and networking use for work purposes, is
to be agreed by the Chief Executive/Director and approved at the Corporate
Management Team, upon consideration of the business case.
7.3 Responsibilities of Posters
Authority to post comments on behalf of the Council and to engage in
communications should be managed by the Head of Service and/or senior Facility
Manager. Those authorised to post on behalf of the Council must:
 Be aware of and recognise responsibilities identified in the sections of
this Policy.
 Remember that you are personally responsible for the content you
publish on any form of social media.
 Council’s employees are governed by strict rules on impartiality and
are not allowed to enter into any form of communication that supports
or promotes, or may be interpreted as supporting or promoting, the
political views of any Councillor or group of Councillors. Any
communications either through public statements or the media
(including social media) must only support and promote Council policy
and not politicians or political parties.
 Officers must ensure that all personal and sensitive information is
handled in line with the Council’s Data Protection policies. Therefore,
Officers must never publicise confidential information gained in the
course of their employment such as personal details including home
addresses and telephone numbers.
 Use of social media on behalf of the Council where there is comment
on matters of policy is restricted to those employees who have been
identified as media spokespeople. Other employees who have a
specifically defined marketing/promotional role may use social media
but must be clear that should any commentary move into non-technical
areas that they must refer it to one of the media spokespeople.
 Respect copyright, fair-use and disclosure legislation.
 Social media sites are in the public domain and it is important to ensure
that you are confident about the nature of the information you publish.
Permission must be sought if employees wish to publish or report on
meetings with particular care to discussions that are may be private or
internal to the Council. There is an approvals process for the issuing of
council information, which may involve customers, partners or
suppliers. Any queries should be directed to Marketing and
Communications.
 Don’t use insulting, offensive, sexist, sectarian or racist language or
engage in any conduct that would not be acceptable in the workplace.
Show consideration for others’ privacy and for topics that may be
considered objectionable or inflammatory – such as politics or religion.
7|Page
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 Don’t download any software, shareware or freeware from any social
media site, unless this has been approved and authorised by the
Council.
 Officers must never discuss personal issues concerning their
employment on social media and must be aware of and comply with
the Council’s Code of Conduct for Local Government Employees.
 Officers must identify themselves as being part of the Council and must
not bring the Council into disrepute by the extremity of their views e.g.
Staff will be permitted to use only Council email addresses and not
personal ones.
 If an officer receives any threats, abuse or harassment from members
of the public through their use of social media then they must report
such incidents using the Council’s Incident Reporting procedures.
 Officers must also comply with all aspects of Section 2 of this Policy.
Social media must not be used:
 To publish any content which may result in actions, defamation,
discrimination, breaches of copyrights, data protection or other claims
for damages. This includes but is not limited to material of an illegal,
sexual or offensive nature that may bring the Council into disrepute
 For party political purposes or for specific political campaigning
purposes.
 For the promotion of personal financial interests, personal commercial
ventures or personal campaigns.
 In an abusive or hateful manner.
Any social media development must:
 Fully identify the Council through its branding and provide links to the
Council’s, or where applicable, facility website.
 Only use Council email addresses for user accounts which will be used
for official purposes
 Comply with relevant legislation, regulations, etc.
Any evidence of the breaches outlined above will not be tolerated by the Council
(whether it takes place during or outside working hours) and may result in
disciplinary action being taken.
Where Officers are trade union representatives, local residents or are members of a
local action group, they must take care to ensure that any statements made are in
such capacity do not breach this policy or the Council’s Code of Conduct for Local
Government Employees.
Arrangements for the management of sites must be made to cover the event of
employees leaving, being on annual, lieu, maternity/adoptive, flexi or sick leave.
Heads of Service and line managers have a duty to ensure that employees who
have access to social media sites comply with the Social Media Policy and relevant
8|Page
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guidance and do not abuse their access rights or misuse such sites. Any breaches
of this policy by employees should be dealt with immediately and in accordance with
the appropriate Council procedures.

8

TIMELINESS OF SOCIAL MEDIA

With events being reported as and when they occur, there is a much greater demand
for local authorities to respond quickly to online activity.
Social media users may also be more willing to post comments that they may not be
comfortable to communicate through more traditional methods of communications
and this can cause challenges for the Council.
Online comments or complaints that are left unaddressed can quickly gain
momentum with a relatively minor issue having the potential to escalate if not
responded to, either online or through other engagement if appropriate.
There is a much greater expectation that queries or comments made online are dealt
with swiftly, much quicker that would have been considered acceptable even 2-5
years ago. This may require a cultural change across departments in the way it
treats this engagement and the speed with which the Council responds to enquires.
The speed with which issues are addressed on social media is not solely the
responsibility of administrators of social media sites. It should not be viewed as a
stand-alone social media issue. The timeliness of posts responding to any online
queries is often dependent on the action of others in the Council.
This is important for Council departments and the Council to recognise.
Departmental buy-in to the process is integral, as source information providers, and
response times are largely governed by the ability for Units to react quickly.
Council departments should review their systems and resources to ensure that
accurate information is provided as quickly as possible to avoid any unacceptable
delay and the potential for customer dissatisfaction and adverse publicity for the
Council.

9

SOCIAL MEDIA COMMENTS/COMPLAINTS

It is also acknowledged that complaints on a social media platform will be inevitable.
The Channel Owner will judge and monitor situations where complaints or
dissatisfaction are prevailing. The relevant Director will be informed regarding more
serious and persistent complaints.

9|Page
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The Marketing and Communications Unit should also be informed, so that procedure
can be followed on media liaison, should this be required and for advice on damage
control.
Complaints received via social media need to be responded to quickly as delays can
cause an escalation of the complaints with other posters joining in discussion
threads in support of the original complaint.
It is recognised that the Council cannot control views/opinions of bloggers on political
matters, or which pertain to Council activity.
Social media is a communication channel in the same way as other methods of
communications, albeit more immediate, and any feedback provided online should
be considered, in the same way as other communications received, by all relevant
parties as part of ongoing service delivery and where applicable, performance
improvement.
How the Council treats these communications going forward will be important.
Discussions are underway with the Performance Manager to ascertain the best way
to integrate these communications within the Council’s Customer Care system and
where necessary, in consultation with the relevant Director or Chief Executive, bring
any known significant activity to the Mayor and Committee Chairman for
consideration and, following consultation with the Chief Executive, any other Elected
Member deemed appropriate.

10

MONITORING

All Council-operated social media platforms should be monitored at least twice daily.
Where traffic is high, channel facilitators should increase this monitoring to pick up
any trends/issues emerging. Arrangements must be put in place to ensure Council
sites are being managed during annual leave, holiday periods etc. should an issue
arise.
While it is not possible to monitor all external platforms which may be talking about
the Council, Officers who are made aware of online activity on external social media
sites regarding the Council should advise MCU which will consider the activity and
advise relevant Council Officers regarding communications.

10 | P a g e

MCU Report

Appendix 4 MCU
Media Report
September 2016
Council leads way to local
business success
Lisburn and Castlereagh
City Council – the right
combination
2016 MCE Ulster Grand
Prix a great success
Belarus Children visit
Dundonald Ice Bowl
Lisburn City Triathlon and
Aquathlon 2016
Mayoral Reception for
Chris Totten
Businesses encouraged to
join the Local Economy
Community Conversation
Celebrate with ‘Harvest &
Harmony’ Night
Looking to Invest? Look
@Invest_LCCC
The 2016 Coca-Cola
Lisburn Half Marathon,
10K Road Race & Fun
Run raises funds for
Mayor’s Charity, TinyLife
Five Villages identified for
Renewal Projects
Community Planning
Partnership Agreement
Launched
Mayor and Mayoress wish
Gladys a happy 101st
Birthday
The Council helps to
identify the ‘Usual
Suspects’ during Recycling
Week
Canine Charity’s catchy
‘Love Lines’ remind locals
that ‘Any Bin Will Do’
Council flys the Red
Ensign Flag on Merchant
Navy Day
Reception held to mark the
end of the Hard2Guard
Basketball Camp

Photos (double page
spread)
Editorial and Photos
(double page spread)
Press release and photo

Ulster Tatler (Sept)
AgendaNI (Sept)

Press release and photo

The Lisburn Advertiser (Sept)
The Lisburn Advertiser Online (Sept)
The Lisburn Advertiser (Sept)

Press release and photo

The Lisburn Advertiser (Sept)

Press release and photo

The Lisburn Advertiser (Sept)

Press release and photo

The Lisburn Advertiser (Sept)

Press release and photo

The Lisburn Advertiser (Sept)

Editorial and photos

Business Eye (Sept)

Press release and photo
Press release and Photo

Ulster Star (2nd)
Ulster Star (9th)

Press release and photo
Press release and photo
Press release and photo

Lisburn Today online (6th)
Ulster Star (9th)
Ulster Star (9th)

Photo

Ulster Star (9th)

Press release and photo
Press release, photo and
advert

Ulster Star (9th)
Ards Chronicle (15th)

Press release and photo

Ulster Star (9th)

Press release and photo

Ulster Star (9th)

Photo and press release

Ulster Star (9th)
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Dancing Mayor Puts His
Best Foot Forward
Abandoned Dogs and
Pups rescued by the
Council

Photo

Ulster Star (9th)

Press release and video
Press release and photo
Press release and photos
Press release and photo
Press release and photos

Council delighted to Host
Benefits Event
Lagan Park Multi-Use
Games Area opens in
Dromara
Celebration event for the
100th Anniversary of
Professor Pantridge
Deputy Mayor hosts
Reception for Boys’
Brigade
Mayor and Mayoress
attend coffee morning for
Mothers’ Union fundraising
Council hosts Workshop
on future plans for the City
Roses in Town Award for
Lisburn in 2016 Translink
Ulster in Bloom
Competition
Statement on death of
Lisburn man

Press release and photo

Lisburn Today Online (9th)
IrishSun.com (10th)
Belfast Telegraph (10th)
News Letter (13th)
Ulster Star (15th)
UTV (22nd)
ITV Online (22nd)
Ulster Star (15th)

Press release and photo

Construction Ireland Online (19th)

Press release and photo

Ulster Star (22nd)

Photo

Ulster Star (22nd)

Photo

Ulster Star (22nd)

Press release and photo

Ulster Star (22nd)

Press release and photo

Ulster Star (22nd)

Statement

News Letter online (27th)
News Letter (28th)
Ulster Star (30th)
Ulster Star (30th)

City Centre Stakeholders
Press release and photo
meeting held at Lagan
Valley Island
Mayor and Mayoress
Photos
attends Weekend of
Community events
Council to Attend MIPIM to Press release and photo
promote inward investment

Ulster Star (30th)
Ulster Star online (30th)

Media Enquiries
Date of enquiry

Who

Details of enquiry

Response date

5th September

Jason Boyd, The
Newtownards
Chronicle

Fly Tipping,
Moneyreagh

14th September
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13th September

Vikki Hawthorne,
UTV

Planning – Hillsborough
Development

13th September

14th September

Neil Cobain, Ulster
Star

Planning Application
approval

16th September

20th September

Sarah Clarke, UTV

NI Audit Office Report

20th September

27th September

Margaret Canning,
Belfast Telegraph

John Lewis Sprucefield

28th September
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Three Half Day workshops on Tenant Involvement in Governance – where next
for Northern Ireland?
•
•
•

Wednesday 19th October 2016, Twickenham House, Ballymena 1pm-4pm,
Thursday 20th October 2016, Belfast Castle, 1pm-4pm,
Friday 21st October 2016, Marlborough House Craigavon, 10am-1pm

These three workshops are being organised to enable tenants of the Housing Executive and
housing associations in Northern Ireland to discuss the relevance of recent research on
models of tenant involvement in governance by the University of Birmingham. Stakeholders
from housing associations, local councils, and relevant government departments are also
warmly invited to the Belfast Castle event on October 20th which follows the Housing
Executive Intelligence Exchange event on the same day.
There will be opportunities for comments on a state of the art review of current practice in
Northern Ireland with three case studies and an overview of international models.
Then in an exciting interactive session tenants will reality check four of these models – the
Austrian model, the Dutch Model the Welsh model and the English model
All participants will have the opportunity to assess the relevance and potential benefits of
these models for Northern Ireland tenants.
Come along and have your say on where next for your involvement in your housing. Listen
to expert speakers from Amsterdam Tenants Association, Confederation of Cooperative
Housing, University of Linz and Community Gateway Association, Preston. Hear assessments
of relevance to Northern Ireland from the Supporting Communities team, ask questions and
find out where to get more information.
To Book Your Place: Please contact Laura O’Dowd, Support Services Manager at Supporting
Communities; laura@supportingcommunities.org 028 2564 5676

DCS Report

PROGRAMME
1.00/10am Arrivals and networking
1.10/10.10 Welcome and Background to the Project – Colm McDaid and David Mullins
1.20/10.20 Findings from State of Art Review and Case Studies in Northern Ireland – Peter
Shanks, University of Birmingham:
•
•
•

Strengths of tenant involvement in governance in NI
Views on main barriers and enablers for the future
Specific steps for HAs and NIHE and others

1.40/10.40 Group Discussion of possible next steps
2.00/11.00 International Models Overview and introduction to reality checking exercise
Professor David Mullins, University of Birmingham
•
•
•
•

What can we learn from different contexts?
How can strong involvement be established from the start?
What kinds of partnerships can be established with landlords?
How can tenants be involved in governance of housing across a council area?

2.15/11.15 Q &A
2.30/11.30 Reality Checking Specific Models – participative workshops
We have invited four international speakers to each present one of the models1 highlighted in
the international review for critical discussion of relevance to Northern Ireland. The response
on relevance to Northern Ireland will be led by a member of the Supporting Communities
team followed by your questions and assessment.
• Austrian Model – building participation in to the development process – Richard Lang,
University of Linz (Workshop 1 Weds 19 October)
• Dutch Model – Local Area Agreements 2015 Housing Act –Daniel Bosch, Board member
Amsterdam Tenants Association (Workshop 2 Thursday 20 October)
• Welsh Model – new start up coops in Wales – Nic Bliss, Confederation of Cooperative
Housing (Workshop 3 Friday 21 October)
• English Model – Community Gateway - tenant representation on the board, community
links & innovative ways of involving & engaging tenants – Paul Kelly with Veronica
McLintock, David Yates, and Angela Ayres, Tenant Board Members Community Gateway
Association (Workshop 4 Friday 21 October)
3.45/12.45 Round up Discussion – Supporting Communities
4.00/1.00 Close
1

We hope to run workshops 1 and 2 on both Wednesday 19th and Thursday 20th subject to travel arrangements.
Workshops 3 and 4 will run in parallel in Friday 21st.
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Local Government Policy Division
Finance Branch
Level 4
Causeway Exchange
1-7 Bedford Street
Town Parks
BELFAST
BT2 7EG
Telephone: 02890 823378
Email: lizanne.kennedy@communities-ni.gov.uk
Your ref:
Our ref: DO1-16-1301
Date:
3 October 2016

Dear Consultee,
THE LOCAL GOVERNMENT (PAYMENT TO COUNCILLORS) REGULATIONS
(NORTHERN IRELAND) 2016
The Department for Communities is seeking comments on the attached draft
Regulations which make provision for the Department to update and amend current
legislative provision. The amendments reflect other legislative changes which impact
on these regulations, such as transfer of powers to local government which impact
on approved duties of a councillor.
A shortened consultation list has been used in this consultation as the amendments
are minor and consequential in nature. The consultation is available to view and
download at:
https://www.communities-ni.gov.uk/consultations
Comments on the draft Local Government (Payment to Councillors) Regulations
(Northern Ireland) 2016 should be sent by 30 November 2016 to the address below
or by email to: lgpdfinance@communities-ni.gov.uk
Department for Communities
Local Government Policy Division
Level 4
Causeway Exchange
1–7 Bedford Street
Town Parks
Belfast
BT2 7EG
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If you have any queries in relation to the proposals, you should contact:
Jeff Glass
jeff.glass@communities-ni.gov.uk
Tel: 028 9082 3375
or
Lizanne Kennedy
lizanne.kennedy@communities-ni.gov.uk
Tel: 208 9082 3378

Yours faithfully

Lizanne Kennedy
LIZANNE KENNEDY
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From: Jessica Waibel [mailto:Jessica.Waibel@Translink.co.uk]
Sent: 01 September 2016 10:48
Subject: Translink - Draft Revised Disability Action Plan - Invite for Feedback

Dear Sir/Madam,
I am writing to advise that a draft of Translink’s revised Disability Action Plan has
now been developed and we are now commencing consultation on this. As one of
our key consultee groups we would welcome any feedback you may have during this
period.
If you need to see this email and relating consultation documents in an alternative
format such as braille, large print, audio, a minority language or any other accessible
format please contact Jessica Waibel
on Jessica.Waibel@Translink.co.uk or 02890277871 to request as this will be
made available to you as soon as possible.
Feedback must be submitted by email to Jessica.Waibel@Translink.co.uk or in
writing to: Jessica Waibel ,Level 6, 22 Great Victoria Street, Belfast, BT2 7BJ
by COB Wednesday 23rd November 2016.
If you have any queries regarding the above, please feel free to contact me by email
or by phone on 028 90277863.
Yours faithfully,
Jessica
Jessica Waibel
HR Administrator
Translink
22 Great Victoria Street | Belfast | BT2 7BJ
Email: Jessica.Waibel@Translink.co.uk
Tel: 02890 277863 ext 4863
Web: http://www.translink.co.uk/Corporate/work-with-us/
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LISBURN AND CASTLEREAGH CITY COUNCIL
MEETING OF CORPORATE SERVICES COMMITTEE – 11TH OCTOBER 2016
ADDITIONAL REPORT BY DIRECTOR OF CORPORATE SERVICES
PURPOSE AND BACKGROUND

The purpose of this report is to set out for Members’ consideration, a number of
recommendations relating to the operation of the Council.
The following decisions are required:
To consider nominations to the National AGM and Conference of the
National Association of Councillors being held in Liverpool from the 4th –
6th November 2016.
To agree that – in the event of nominations being made, the Council be
responsible for the payment of approved expenses in this regard.
To note correspondence dated the 10th October 2016 from the Department
for Communities regarding proposed amendments to Councillor
Allowance Guidance in respect of flexibility of councils paying for
councillor broadband, telephone calls and mobile data costs.
To note the Addenda to Guidance on Councillor Allowances regarding
Dependants’ Carers’ Allowance and Travel & Subsistence Allowances.

ITEM FOR DECISION
1.

NATIONAL ASSOCIATION OF COUNCILLORS
ANNUAL GENERAL MEETING & CONFERENCE – “COMMUNITY HEALTH &
HOUSING”
ADELPHI HOTEL, LIVERPOOL
4TH – 6TH NOVEMBER 2016

Attached hereto under Appendix 1 DCS are details of the National AGM and
Conference of the National Association of Councillors being held in Liverpool from the
4th – 6th November 2016. The theme of the conference is “Community Health &
Housing”.
The cost of a Member’s attendance has been estimated at £633.30.
Recommendation
It is recommended that nominations to the National AGM and Conference of the
National Association of Councillors being held in Liverpool from the 4th – 6th November
2016 be considered.
It is further recommended that – in the event of nominations being made, the Council be
responsible for the payment of approved expenses in this regard.

ITEMS FOR NOTING

2.

DEPARTMENT FOR COMMUNITIES – MEMBERS’ ALLOWANCES
2.1

Proposed Amendments to Councillor Allowance Guidance re
Councillor broadband, telephone calls and mobile data costs

Attached hereto under Appendix 2 DCS is a copy of a letter dated the 10th October
2016 from the Department for Communities regarding proposed amendments to
Councillor Allowance Guidance in respect of flexibility of councils paying for councillor
broadband, telephone calls and mobile data costs.
Recommendation
It is recommended that correspondence dated the 10th October 2016 from the
Department for Communities regarding proposed amendments to Councillor Allowance
Guidance in respect of flexibility of councils paying for councillor broadband, telephone
calls and mobile data costs be noted.
2.2

Addenda to Guidance on Councillor Allowances

Attached hereto under Appendix 3 DCS is a copy of a letter dated the 10th October
2016 from the Department for Communities regarding amendments to Paragraph 7 (iv),
Dependants’ Carers’ Allowance, and Paragraph 8 (iii), Travel and Subsistence
Allowances of the Guidance on Councillor Allowances as issued on the 24th February
2015.
Recommendation
It is recommended that the Addenda to Guidance on Councillor Allowances regarding
Dependants’ Carers’ Allowance and Travel & Subsistence Allowances be noted.

ADRIAN DONALDSON MBE DL FCMI
DIRECTOR OF CORPORATE SERVICES
11TH OCTOBER 2016
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5/10/2016

National Annual General Meeting and Conference
Community Health & Housing
Adelphi Hotel, Liverpool
November 4th-6th 2016
Dear Colleagues,
As you are already aware the subject for the Annual AGM and Conference was due
to be The Northern Power House but due to government uncertainty over this project
and after consultation with The Chairman and others it has been decided to defer
this topic until a possible later date.
I am pleased to announce that the subject will now be Community Health and
Housing. Housing is in crisis and a wide approach is need to tackle this, housing is
inextricably linked to health and we have invited speakers who are currently engaged
in these subjects.
The Adephi Hotel is situated in the heart of Liverpool city centre and has good transport
links and is very close to Lime Street Station
Delegates can participate in Q&A sessions and contribute to conference workshops.
The conference will benefit elected members from every tier of local government in all
parts of the United Kingdom & Northern Ireland.
To book your places at this AGM and Conference please complete the form attached
and return it to me by email or post

Yours Faithfully
Councillor Brian Nelson
General Secretary
Councillor Brian Nelson
General Secretary
National Association of Councillors
0191 3789947 office
0779 1574879 mobile
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NATIONAL ASSOCIATION OF COUNCILLORS

National AGM and Conference
Community Health & Housing
The Adelphi Hotel, Liverpool, 4th- 6th November 2016
Delegate Booking Form
Name of Delegate..................................................................................................................
Organisation ..........................................................................................................................
Delegate’s Address or Email...................................................................................................
Postcode..................................................Telephone Number................................................
Authorising Signature.............................................................................................................
Printed Name..........................................................................................................................
Position...............................................................................Organisation..............................
To Register – Complete the delegate details above, and either:Nelson

Email a copy of this form to Cllr Brian
generalsecretary@nationalassociationofcouncillors.org

or you can

Post it to NAC Bookings, 16 Frederick St North, Meadowfield, Durham DH7 7NB
Delegate Fees: £350 plus VAT – Metropolitan, County, Unitary, Borough & District Councils
£295 plus VAT - Town, Parish and Community Councils
INVOICE – please send invoice to ………………………………………………………………………………………..
...................................................................................................................................................
Official order number if reqd ……………………………………………………………………………………………….
Accommodation:
Accommodation is available for delegates at the Conference Hotel at the special NAC Conference
Delegate rate of £60 plus VAT per night. The accommodation fee is payable by delegate on departure
from the hotel unless otherwise indicated on the booking form.
Delegate Accommodation Friday & Saturdays nights

YES / NO

Local Authority to be billed direct for accommodation YES / NO
Please note that double and family rooms are also available (prices available on request)
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Local Government Policy Division
Finance Branch

Chief Executive of each District Council
Finance Officer of each District Council
Other Interested Parties

Addendum No.4 to Circular LG 04/2015

Level 4
Causeway Exchange
1-7 Bedford Street
Town Parks
BELFAST
BT2 7EG
Telephone:

02890 823375

Email:

jeff.glass@communitiesni.gov.uk

Our Ref:

DO1-15-12923

Your ref:
Date:

10 October 2016

Dear Sir/Madam
ADDENDA TO GUIDANCE ON COUNCILLOR ALLOWANCES
1. Please find attached, amendments to Paragraph 7 (iv), Dependants’ Carers’
Allowance, and Paragraph 8 (iii), Travel and Subsistence Allowances of the
Guidance on Councillor Allowances as issued on 24 February 2015.
2. The amendment to Paragraph 7 (iv) which is back dated to 1 April 2016 provides
a wider definition of a carer in the context of Dependants’ Carers’ Allowance and
supersedes the first Addendum to Paragraph 7 which was issued on 20 March
2016.
3. The amendment to Paragraph 8 (iii) provides more clarification on submission of
claims for travel and subsistence.
4. If you have any queries on the content of this letter please contact me on the
above number or email address or Lizanne Kennedy on 02890 823378 or by
email lizanne.kennedy@doeni.gov.uk.
Yours faithfully

JEFF GLASS
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ANNEX
ADDENDA
Addendum to Paragraph 7 (iv) of Councillors’ Allowances Guidance for District Councils
in Northern Ireland (Local Government Circular 04/2015)

7. iv

For the purposes of this allowance, a carer is defined as a responsible person

over 16 years old who does not normally live with the councillor as part of that
household; and is not a parent/guardian of the dependant child. ’

Addendum to Paragraph 8 (iii) of Councillors’ Allowances Guidance for District Councils
in Northern Ireland (Local Government Circular 04/2015)

8. iii

Councils must ensure they have a robust receipted system in place for any travel
allowance or subsistence allowance claims, other than mileage-based or
overseas rate claims. All claims for travel or subsistence allowances should be
submitted within three months; although in exceptional circumstances a council
has discretion to consider claims outside this period.

DCS Report

