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1.
INTRODUCTION

The Police Staff Council’s (PSC) role is to negotiate a national scheme of pay and conditions of service for police staff, representing Police Authorities, Chief Constables, the Home Secretary and employees of police authorities.

The PSC Handbook sets out the nationally agreed pay spine and conditions of service for police staff, which can be varied by local collective agreement. 

The PSC endorse and support the facility for trade unions to organize effective individual and collective representation locally with police authorities.

Staffordshire Police recognizes Staffordshire Police Unison for this purpose and they have been fully consulted in the local application of the national PSC Handbook. 

Scope

The scope of the PSC relates to staff who are employees of police authorities and the scope of the Staffordshire Police local Collective Agreement relates to Staffordshire police employees, also referred to as “police staff”. 

      Consultation

      Any amendments to the nationally or locally agreed pay and conditions

      of service will be agreed through consultation and negotiation by the PSC 

      (national)and Staffordshire Police representatives/Unison representatives, 

      (local). Disputes will be resolves, wherever possible, by negotiation, 

      conciliation or arbitration. A failure to agree may be referred to ACAS for 

      settlement by arbitration.  

2. POLICE STAFF COUNCIL HANDBOOK – NATIONAL PAY & CONDITIONS OF SERVICE
Reference should be made to the PSC Pay and Conditions of Service Handbook dated April 2004 which have been nationally agreed.

This locally agreed Staffordshire Police Collective Agreement is supplementary to the Handbook and should be referred to alongside the PSC Handbook in respect of the pay and conditions of service of Staffordshire Police employees. 

3. STAFFORDSHIRE POLICE COLLECTIVE AGREEMENT

This Collective Agreement should be used in conjunction with the PSC Handbook, April 2004.  This Collective Agreement makes direct reference to the nationally agreed pay and conditions of service agreements contained within the PSC Handbook.  
When using this Collective Agreement please note that the numbered sections detailed below refer directly to those in the PSC Handbook. 
The Working Day

Staffordshire Police has agreed that the working day commences at 7.00 am. Examples of the application of this are detailed below:

If a staff member works Christmas Eve on nights and that shift continues until 7.00 am on Christmas Day they would not receive any enhancements.

On the other hand if they were working on Boxing Day starting at 10.00 pm until 7.00 am the next day, they would receive bank holiday working enhancements for all that time.
Weekends are defined as between 7.00 am on Saturday morning to 7.00 am on Monday morning.
PAY (PSC Handbook Section 1)
4  Temporary Higher Responsibilities
4.1 Acting Duties

The criteria for paying Acting Up duties detailed in 4.1 shall not apply. Instead, an employee will be required to undertake the full responsibilities and duties of a higher graded post for a continuous period of 28 days and payment will be retrospective from the first day of undertaking such duties. The higher salary will be payable during periods of annual leave and sickness, except when this exceeds 28 days.

An employee required to undertake some of the duties and responsibilities of a higher graded post over an extended period (in excess of 28 days) shall be eligible to receive an honorarium, paid either as a temporary addition to salary or as a lump sum.

4.3 Temporary promotion

An employee required to undertake the full duties and responsibilities of a higher graded post shall be compensated as per PSC Handbook agreement.

5. Honoraria
An honoraria payment can also be made (either as an addition to salary or lump sum) to recognize factors that are not reflected in the basic pay of an employee’s job. Payment levels will be made on a sliding scale dependent upon the type and level of the additional responsibilities undertaken. Individual cases will be referred to HRDG through the Resourcing & Rewards Manager and in consultation with Unison.
6. Payments for working additional hours

6.1 

The spinal column point referred to in the PSC Handbook shall be the Staffordshire Police agreed SCP (currently SCP 32), subject to changes to the national salary spine. Staff employed on Grade G (SCP 32 minimum) and above should be granted time off in lieu but if approved in advance can receive overtime at plain time rate. However they will receive enhanced rates for any overtime worked on a bank holiday.

Staff employed between Grade A and F are entitled to enhanced rates of pay for overtime:

Mondays to Saturdays
Time and a half

Sundays


Double time

Bank Holidays

Double time
Overtime is calculated on basic pay and does not include any enhancements.

If it is agreed that staff can take time off as an alternative to payment this time off can be taken at the enhanced rates. A limit of time owed and timescale for taking these additional hours can be agreed by Departments/Divisions locally in consultation with the Divisional Human Resources Manager and Unison.   
To qualify for overtime the period of work should be 30 minutes or more. 

Where an employee is asked to continue to work beyond their normal day, any hours worked after their normal finishing time are payable as overtime. Consideration should be given to whether the employee should take a refreshment break particularly if they have worked 6 hours. Any break would be without pay.

7. Payments for working unsocial or irregular hours

As stated previously, the working day starts at 7.00 am (see examples detailed at the beginning of the Collective Agreement).
Irregular hours are defined as before 7.00am or after 6.30pm.

Weekends are defined as between 7.00am on Saturday morning to
7.00am on Monday morning. Weekend work shall be paid at the rate of time and a half. 

7.2 Night Work

Night work shall be paid at the rate of time and a third for all hours worked between 20.00 and 07.00 hours. 

7.3 Irregular hours working
If you are receiving irregular hours working allowance you are not entitled to night working but you are eligible for weekend working allowance. This allowance is not payable where the employee works those hours voluntarily under a flexible working arrangement.
Irregular hours are defined as before 7.00am or after 6.30pm and allowance is payable if the following criteria is met:
An average of at least four hours but less
 than eight hours  per week





7.5%   calculated over the working cycle:

An average of at least eight hours per week
  


10%
 
calculated over the working cycle:

8. Payments for working shifts

Allowances for work undertaken as part of the normal working week are payable to all staff regardless of grade unless an individual contract has been negotiated.  

If you are receiving a shift allowance you are not entitled to irregular hours or night working allowances but you are eligible for weekend working allowance.

Shift allowances

To receive a shift allowance you must meet all of the following criteria:

Alternating Shifts:
1. A span of eleven hours or more between the start of the earliest shift and the finish time of the latest shift.

2. At least four hours between the starting time of the earliest and latest shift. For example if the earliest shift in the rota starts at 7.00am then the latest shift in the rota must start at 11.00am or after.

3. At least half of the shifts in the shift cycle include some unsocial hours. Unsocial hours are categorised as weekends, nights and irregular hours.

        Rotating Shifts:
        Total period covered by the shift is 18 hours or more, 3 shifts are worked 
        on the rota and at least 4 hours are worked between the hours 8.00pm 
        and 07.00 am.
Periods Covered by Shifts
           
% of Basic
       Pay

Alternating Shifts

11-14 hours up to 6 days per week




12.5%

11-14 hours 7 days a week





14%

Over 14 hours and less than 18 hours up to 6 days a week

14%

Over 14 hours and less than 18 hours 7 days a week


17%

Rotating shifts

18 hours or more including nights over 7 days



20%
Enhanced payments made if absent due to annual leave, maternity, sickness or time off in lieu

If a member of staff is absent from work as a result of annual leave, maternity, sickness or time off in lieu they are entitled to the enhanced payments that they would receive on a regular basis. These have been agreed as shift allowance, irregular hours working allowance and weekend working allowance. Night work enhancement is not paid. Bank holiday enhancements are not paid although the member of staff would still receive the rest day in lieu.  

In relation to maternity leave these payments are made automatically as maternity pay is based on the average salary of an employee over the four week period prior to the 15th week prior to date of confinement. However in the case of sickness, annual leave and time off in lieu, details of the hours would be recorded in the usual way.

If an employee is absent due to long term sickness the payments continue as long as the employee is receiving full pay. When the employee is placed on half pay the enhanced payments are halved in the same way etc.

If a member of staff is on recuperative duty they are entitled to receive their protected allowances (shift allowance, irregular working allowance, weekend working allowance).

This will be reviewed after three months and a further period of three months may be agreed.

After the three month period, where the member of staff has decided not to return to their normal hours they may continue on reduced hours but will 

only receive pay for the hours worked including restrictions on protected allowances. (Please refer to the Managing attendance Policy).
In all these cases the individual circumstances should be referred to the Divisional HR Manager. 
10. Payment for short notice requirements for shift workers to work on a day not originally rostered as a working day

The PSC Handbook Agreement (Sections 10.1, 10.2, 10.3 and 10.4) changes the criteria and arrangements for compensation for short notice shift changes.
Managers are reminded that employees should take re-rostered rest days within a two week period. Where a re-rostered rest day has not been taken within three months from the date it was originally rostered a claim for payment can be made. 
12. Payments for working on a public holiday
An employee required to work on a bank holiday as part of the rostered working week shall, in addition to the normal pay for that day be entitled to payment at single time plus time off in lieu at single time.

Staff rostered for a rest day on a bank holiday who do not work their rest day will receive another rest day in lieu of the bank holiday.

Staff who are rostered for a rest day on a bank holiday but are asked to work this can be rewarded as follows:

Their original rest day is re-rostered to another day and they will receive in addition to the normal pay for that day payment at single time plus time off in lieu at single time.

They work their rest day as overtime and receive payment at double time with no rest day in lieu.

Force policy states that time off in lieu credited as a result of being granted compensatory rest days should be taken in either half or full days and should not be taken in hours. However some local agreements are in place eg Communications Rooms where the time is credited and can be taken in hours. (See FWO 38/99 regarding crediting of hours – 9 hours.
Christmas & New Year Bank Holiday working

Refer to separate local agreement for details of designated public holidays. (See Appendix A).
13. Payment for stand by and call outs
Definition contained in section 13.1 of the PSC Handbook.

Stand by payment includes requirement to deal with work issues and the completion of necessary paperwork arising from the stand by period. 

(NB: Paperwork to be completed in stand by period).

14. Part Time employees
Allowances and criteria are set out in sections 14.1, 14.2, 14.3, and 14.4 of PSC Handbook.
Part time staff in receipt of a shift allowance will be paid over time allowances as set out in Section 6 of the PSC Handbook and this calculation should include the shift allowance element of their salary whilst being paid the plain time rate up to 37 hours per week.
Shift working employees wishing to work/change part time hours should make reference to criteria for shift allowance payment detailed in the PSC Handbook and Sections 7 & 8 of this agreement.
15. First Aid Allowance
An allowance shall be paid to qualified and recognized work place first aiders or employees required to hold a first aid qualification. Staffordshire Police are currently considering criteria for an honorarium payment. (Amount to be agreed and payable on condition that employee must be qualified and will arrange adequate cover in their absence).

(PSC Handbook Section 2)

WORKING TIME 

Working Hours
The arrangements regarding working hours are detailed at the beginning of this Collective Agreement, in Section 2.1 of the PSC Handbook and comply with WTR. The Force WTR Collective Agreement should also be referred to.
Planning shift rosters
There is a requirement to publish shift rosters for at least 3 months.

(PSC Handbook Section 3)

LEAVE 

1. Annual Leave

The Staffordshire Police Annual Leave Agreement should be referred to in respect of leave provisions in addition to this agreement.
If staff fall sick during a period of annual leave they must notify their line manager immediately (or as soon as reasonably practicable) of their illness and provide a Doctor’s statement should they wish to claim this leave back.

If staff fall ill on a rest day in lieu or rest day they will not have this time reinstated, however, a rest day in lieu can be cancelled provided that reasonable prior notice is given.

The Staffordshire Police Leave Agreement states that a maximum of 5 days annual leave shall be carried forward from one leave year to the next, however, in exceptional circumstances this may be extended.

Annual leave for full time staff is awarded in days and can only be booked in full or half days. Please refer to the Part Time Working Policy for part time staff entitlements. 

(Reference can also be made to Human Resources Department for guidance on compliance with WTR Legislation and annual leave entitlements) 

1. Adoption Leave
Please refer to the Force Adoption Leave Policy

6. Time Off for dependents
Please refer to the Force Compassionate Leave policy.

                (PSC Section 4)

        SICKNESS PROVISIONS

1.2 Sick Pay - Please refer to the Managing Attendance Policy
The sick pay provisions are currently subject to review. This agreement will be negotiated through revisions to the Managing Attendance Policy.

Staffordshire Police will incorporate section 1.7 (injury on duty) in sick pay calculations.

Claims from a third party

Staffordshire Police Indemnity Form to be used. Any period where a refund of monies is advanced (damages received) to staff should not be recorded as sick pay for the purposes of this scheme. Part refunds should be recorded accordingly re: period of absence.





    (PSC Section 5)
      MATERNITY PROVISIONS

Please refer to the Staffordshire Police Maternity Policy for Police Staff.

LOCAL AGREEMENTS IN ADDITION TO PSC HANDBOOK PROVISIONS
1. Special Payments – Working away from home outside of force area
A special agreement for police staff required to work outside the force area (away from home) for periods in excess of 24 hours has been agreed. It generally applies where staff are needed urgently due to unexpected events eg disaster support or where staff need to work away to support front line policing eg evidence gathering.

It does not apply to staff attending courses, staff who have requested to work outside the area for development purposes or for staff who have applied for another position as a secondment opportunity.

Where it is agreed in advance that staff meet the criteria, the following payments will be made:

Agreement: (In line with Hertfordshire Agreement for police officers)

Staff will be paid for 16 hours in every 24 hours. This will include any days travelling to or from the location.

Rest Day Working:

Where an employee is required at less than 5 days notice to work on a day not originally rostered as a working day they are paid at the appropriate overtime rate and receive a day off in lieu eg if it is Monday to Saturday – time and a half, Sunday – double time.

Normal Working Day

Staff will receive their plain time for the hours of normal working, as usual.

The remaining hours will be paid at time and a half to the maximum of 16 hours.

Staff in receipt of a shift allowance in their permanent role will continue to receive that allowance.

No additional payments to be made for weekend or night working.

Whilst this agreement details the standard payments for these circumstances, agreements can be made outside this policy for staff required to work outside the force area for more than 24 hours should the relevant requesting organization/ agency offer alternative arrangements and these are agreed in advance of deployment.
2. Meal Breaks
     The main meal break must be for a minimum of 30 minutes (varies for shift 

     workers dependent upon length of shift). Meal breaks should be taken in the 

     middle of a shift and any member of staff working 5 hours or more in any one

     day should be required to take a break.

     Reference should also be made to the Flexible Working Hours Scheme.
AMENDMENTS TO AGREEMENT

Any amendments to this agreement must be made in writing and signed on behalf of the Chief Constable and Staffordshire Police UNISON.

Signed by the Chief Constable of Staffordshire Police
-----------------------------------------------------------------------

Signed by:

------------------------------------------------------------------------

for and behalf of the Staffordshire Police UNISON

APPENDIX A


STAFFORDSHIRE POLICE

Police Staff

Bank Holiday Entitlements – Christmas and New Year 2004/05

Christmas and New Year 2004/05 falls over a weekend and therefore it is necessary to determine compensation for Police Staff in respect of payment and time off.

Following consultation with Unison the following has been agreed to compensate Police Staff rostered to work or scheduled rest days over this period. (There is a separate agreement for Police officers.)

Condition 1 – Bank Holiday falling over a weekend

   Saturday 25th December

  Sunday 26th December

   
  Saturday 1st January

Duties performed/rostered:

1. Normal duty hours worked:

Normal pay for the day

Plain time pay for hours worked

Weekend working enhancement

No hours in lieu/rest day

2. Outside normal hours worked or overtime:

Double time pay

No time in lieu/rest day

3. If work a designated Rest Day:

Double time

Weekend working allowance

No time off/rest day

4. Rostered to work Bank Holiday but not required to work – take BH off

Normal pay for the day

No extra payment

No extra rest day

No weekend working enhancement

Condition 2 – Designated Bank Holiday

         Monday 27th December

         Tuesday 28th December

    Monday 3rd January

Duties performed/rostered:
1. Normal duty hours worked :

Normal pay for the day

Plain time for hours worked

Rest day in lieu

2. Outside normal hours/overtime:

Double pay

No time in lieu/rest day

3. If work a designated Rest Day:

Double pay 

Rest day in lieu 

4. Rest day falls on Bank Holiday and do not work rest day:

Rest day in Lieu

5. Rostered to work Bank Holiday but not required to work – take BH off

Normal pay for day

No extra payment

No extra rest day

No weekend working enhancement

If you require further information, please, in the first instance contact your local HR Department. For further assistance please contact Caroline Coombe on ext. 2562 or Katie Challinor on 2237 in the Employee Relations Team, Human Resources Department, Police HQ.
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