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Highley Parish Council Parish Clerk & Responsible Financial Officer
1. Commencement of Employment
1.1 Your employment with Highley Parish Council began on 1 August 2023 on a fixed‑term basis for maternity cover. 
1.2 Your employment became permanent and full‑time on 1 November 2024. 
1.3 This contract supersedes all previous versions and reflects your current terms and conditions.
2. Continuous Service
2.1 No employment prior to 1 August 2023 counts towards continuous service, except as stated below.
 2.2 For annual leave, sick pay and maternity entitlements, continuous service includes previous continuous service with any public authority covered by the Redundancy Payments (Continuity of Employment in Local Government etc.) (Modification) Order 1999.
3. Conditions of Service
3.1 Your employment is governed by the National Joint Council (NJC) “Green Book” terms and conditions, except where amended by this contract.
4. Probation
4.1 Your appointment was subject to a 13‑week probationary period, which has been satisfactorily completed.
5. Job Title
5.1 You are employed as Parish Clerk and Responsible Financial Officer.
6. Duties
6.1 Your duties are set out in the job description. 
6.2 The Council may amend the job description from time to time. Reasonable additional duties may be required.
7. Place of Work – Hybrid Working
7.1 Your role is designated as hybrid, combining office‑based and home‑based working. 7.2 Your contractual work locations are: 
• Highley Parish Office, The Severn Centre, and 
• Your home address: 8 The Glebe, Chelmarsh 
7.3 You may be required to attend Council meetings, training, or other duties at locations within the parish or neighbouring areas.
8. Salary
8.1 Your salary is NJC SCP 24 for 2025–26: 
• £35,412 per annum 
• £18.35 per hour 
8.2 You are appointed to a single salary point. Salary is reviewed annually. 
8.3 Salary is paid monthly by bank transfer on the last working day of the month.
9. Expenses
9.1 Mileage will be reimbursed at NJC rates with prior approval. 
9.2 Other reasonable expenses (accommodation, meals, travel) will be reimbursed with receipts and approval. 
9.3 For home‑working, approved expenses may include office equipment or supplies necessary for your role.
10. Appraisal
10.1 You will receive an annual appraisal.
11. Hours of Work
11.1 You are contracted to work 37 hours per week, Monday to Sunday, with flexibility to meet Council needs (including evening meetings).
12. Additional Hours
12.1 As an employee above SCP 28, overtime is not paid. 
12.2 Additional hours may be taken as time off in lieu (TOIL) with prior approval.
13. Annual Leave
13.1 You are entitled to 33 days’ annual leave per year, inclusive of bank holidays. 
13.2 Leave is calculated from your employment start date. 
13.3 Up to 5 days may be carried forward with Council approval. 
13.4 Leave must be agreed in advance. 
13.5 Pro‑rata adjustments apply if employment begins or ends mid‑year.
14. Sickness Absence
14.1 You must notify the Council of sickness as soon as possible and no later than the end of the first day of absence. 
14.2 The Council may require a medical assessment by an independent practitioner.
 14.3 Occupational sick pay entitlement (subject to compliance with policy): 
• Year 1: 1 month full pay + 2 months half pay (after 4 months’ service) 
• Year 2: 2 months full pay + 2 months half pay 
• Year 3: 4 months full pay + 4 months half pay 
• Years 4–5: 5 months full pay + 5 months half pay 
• After 5 years: 6 months full pay + 6 months half pay
15. Family Leave
15.1 Maternity, paternity and adoption leave entitlements follow statutory provisions and NJC conditions.
16. Injury or Assault
16.1 Payments relating to injury or assault are made in accordance with Part 3, paragraph 7 of the Green Book.
17. Pension
17.1 You are a member of the Local Government Pension Scheme (LGPS) administered by Shropshire Pension Fund. 
17.2 Scheme rules and regulatory requirements apply.
18. Notice Periods During probation:
18.1 Either party may give one week’s written notice. After probation: 
18.2 You must give one month’s written notice. 
18.3 The Council must give: 
• 4 weeks’ notice up to 4 years’ service 
• +1 week for each additional year of service 
• Maximum 12 weeks 18.4 All Council property must be returned within one week of termination, and all Council data must be deleted from personal devices.
19. Dispute Resolution
19.1 You have been provided with grievance and disciplinary procedures. 
19.2 Grievances or appeals should be raised with the Chairman of the Council.
20. Health & Safety
20.1 You must comply with the Council’s Health & Safety Policy and take reasonable care for your own and others’ safety.
21. Equal Opportunities
21.1 You must comply with the Council’s Equal Opportunities Policies.
22. Training & Development
22.1 The Council will fund training it considers necessary, including CiLCA, CPD, and relevant courses. 
22.2 Paid study time may be granted where appropriate.
23. Indemnity
23.1 The Council will indemnify you for actions properly authorised by the Council.
Signatures Employee: 
Signed: ___________________________ 
Name: Alison Palmer 
Date: _____________________________ 

For and on behalf of Highley Parish Council: 
Signed: ___________________________ 
Name: _____________________________ 
Date: _____________________________
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