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PAY POLICY STATEMENT 2024 

(Localism Act 2011) 

 

1. Introduction 

1.1 This pay policy document is presented to Council each year, as part of our efforts to 

be open and transparent on pay issues.  

1.2 This policy continues to demonstrate the Council’s prudent approach to Officer pay 

and its commitment to providing a fair wage to our lowest paid though maintaining 

our lowest pay rates to at least the level recommended by the Living Wage 

Foundation. This commitment to introduce the Foundation Living Wage rate of 

£12.00 per hour as our lowest pay rate is commended to Council again this year for 

implementation with effect from 1st April 2024. The Foundation Living Wage is higher 

than the National Minimum Wage of £11.44 per hour that is set by Government at 

Westminster. Over 300 of our staff are paid at the foundation living wage which 

contradicts the image sometimes portrayed of local government workers being 

highly paid. As shown in this report, our median employee wage in Torfaen is a 

modest £28,770 and local government workers have pay restraint in recent times.  

1.3 We have seen our ratio of top pay to median pay drop substantially in recent years. 

As a council committed to fair pay, it is pleasing to be able to report that our pay 

ratio remains one of the lowest in Wales. 

2. Purpose, Scope and Legislative Framework 

2.1 Torfaen County Borough Council is required under Section 38(1) of the Localism Act 

2011 to prepare a Pay Policy Statement which sets out its policies relating to the pay 

of its workforce particularly its senior staff (or chief officers) and its lowest paid 

employees.  The policy must be prepared every financial year and approved by full 

Council before the 31st March immediately preceding the financial year to which it 

relates. Section 38 also sets out the matters that need to be covered in the Statement.  

Section 39 requires publication of the Statement once approved whilst section 40 

states that Councils must have regard to any guidance issued or approved by Welsh 

Ministers. This statement is also compiled taking into account guidance around best 

practice most recently issued by Welsh Government in November 2021.  

2.2 The provisions in the Act and therefore in the policy statement do not apply to the 

staff of local authority schools. This policy statement is designed to demonstrate and 

encourage accountability, transparency and fairness in the setting of local pay. 
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2.3 This policy statement enables Councillors to take a greater role in determining senior 

pay and ensuring that these decisions are taken by those who are directly accountable 

to the Community.  The Policy statement ensures that these communities have access 

to the information needed to determine whether remuneration, particularly of senior 

staff is appropriate and commensurate with levels of responsibility and that the pay 

and reward of the most senior staff are set clearly within the context of the pay of the 

wider workforce. 

2.4 The Council is committed to an open and transparent approach to its pay policy which 

will enables the tax-payer to access, understand and assess information on pay levels 

across all groups of council employees. To this end the following are provided as 

Appendices to this policy statement: 

• Torfaen County Borough Council Pay Scales for NJC Staff. (Appendix A) 
 

• Torfaen County Borough Council Pay Scales for Soulbury Staff. (Appendix B) 
 

• Discretionary Payments Upon Termination, Retirement and Redundancy (Appendix C) 
 

• Annual Leave and Bank Holiday Entitlement (Appendix D) 
 

• Chief Executive and Chief Officer Pay Scales (Appendix E) 
 

3. Framework for Decision Making on Pay and Grading 
 

Independent Remuneration Panel 
 
3.1  Section 143A of the Local Government (Wales) Measure 2011, as amended by the Local 

Government and Elections (Wales) Act 2021, refers to the Independent Remuneration 

Panel in Wales (“the IRP”) and sets out their functions in relation to salaries of Chief 

Executives. The IRP may make recommendations about:  

a) any policy in the authority's pay policy statement which relates to the salary of the 

authority's Chief Executive; and  

b) any proposed change to the salary of the authority's Chief Executive.  

3.2  The Council recognises that it must, before making a change to the salary of its Chief 

Executive which is not commensurate with a change to the salaries of the Council’s 

other staff: 

• consult the IRP about proposed change; and 

• have regard to any recommendation received from the IRP when deciding 
whether or not to proceed with making the change 

 
3.3  The Council must provide the IRP with such information as the Panel may reasonably 

require in connection with the exercise of its functions and the IRP may publish any 
recommendations that it makes. 
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3.4 The Council recognises that if it chooses not to follow the advice of the Panel, it may 

become subject to a Ministerial direction to reconsider its position. 
 
3.5  The Act provides that the Council will be able to reduce (but not increase) the salary 

payable to its Chief Executive in advance of a recommendation from the IRP, 
provided the contract under which the salary is payable does not prevent the Council 
from changing the salary after receiving a recommendation. 

 
3.6 The Council does not presently have any plans to change the pay and grading of its 

Chief Executive in his role as Head of Paid Service for Torfaen County Borough 
Council.  

 
Responsibilities of Full Council 

 
3.7  The full Council will be given the opportunity to approve salary packages for any new 

posts that would come within the scope of this Pay Policy Statement, defined within 

the Act as posts over £100,000 per annum. The definition of remuneration will include 

any additional fees, charges or allowances plus the Council’s contribution to the 

officer’s pension that would be routinely payable.  There is also a requirement that all 

appointments to Chief Officer Posts with a salary of £100K per annum (as defined 

above) or more must be subject to external advertisement. 

  Executive Decision Making Rules 

3.8 The Council’s Constitution sets out the rules for executive decision making, including 

those relating to staffing. The rules relating to staffing (including matters relating to 

pay and grading) are as follows: 

• that staffing decisions that affect the pay and grading of the Chief Executive and 

chief officers (as defined by the Constitution) are subject to the agreement of full 

Council and have regard to any recommendations made by the IRP where 

appropriate; 

• that all other staffing decisions are delegated to the Chief Executive as head of 

paid service, and / or relevant the chief officer. 

Single Status and Job Evaluation 

3.9 The Council operates an analytical Job Evaluation Scheme for staff employed on NJC 
terms and conditions, which accounts for the large majority of its non-teaching 
workforce. The scheme used is the Greater London Provincial Scheme (GLPC) and it is 
the most commonly used scheme amongst the local authorities in Wales. The scheme 
was implemented in 2010 as part of the Council’s Single Status Agreement and has 
continued to be used to evaluate and grade NJC positions, ensuring consistency of 
grading across disciplines and thus eliminating inequality in grading and pay decisions. 

 
3.10 The Council reviewed salary structures for the Chief Executive and Chief Officers in 

2012 based upon a system of job evaluation which was designed by the Local 
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Government Employers (LGE). This review was not compulsory but was commissioned 

by the Chief Executive at that time to ensure that there is fairness and parity between 

the single status job evaluation of the majority of staff (implemented 2010) and those 

on chief officer grades. The implementation was introduced on a cost neutral basis 

and with no increase to the salary of the Chief Executive.  

4. Role of the Chief Executive 
 
4.1 The Chief Executive is the most senior officer working for the Council. Their role is to 

lead the staff employed by the Council and to have overall responsibility for the 

expenditure that the Council incurs each year. The Chief Executive also oversees the 

performance of the Council and holds Chief Officers to account for the efficient and 

cost-effective provision of services. The Chief Executive works closely with the Leader 

of the Council to develop the Council’s strategic approach, and to ensure that 

Councillors’ ambitions and aspirations for the County Borough are delivered. 

4.2 In addition, the Chief Executive represents the Council outside of Torfaen working 

closely with Welsh Government, the Cardiff Capital Region City Deal and other 

national and regional bodies to ensure that the interests of Torfaen area are 

acknowledged and taken into account. 

5. Chief Executive’s Background 
 
5.1 The Chief Executive of Torfaen is Stephen Vickers. He has over 20 years experience in 

local government. Stephen trained as an Engineer and worked in a number or roles 

including being a director of several businesses in the hospitality, retail and 

consultancy sectors.  He retrained at age 29 and became a social worker specialising 

in mental health, mental capacity and safeguarding. 

5.2 Stephen was the Director for Adults and Communities and Director for Adult Social 

Services at Herefordshire Council before joining Torfaen in July 2021, he previously 

held senior roles in social care and safeguarding at Leicestershire County Council and 

Leicester City Council. 

6. Chief Executive and Chief Officer Pay 
 
6.1 For the purposes of this statement, Chief Officers are as defined within Section 43 of 

the Localism Act.  The posts falling within the statutory definition are set out below, 

with the details of their basic salary as at 22ne January 2024:  

6.2 The salary of the post of Chief Executive and Head of Paid Services normally falls within 
one range of five incremental points each between £115,840 rising to a maximum of 
£132,023 per annum. The post holder is paid £132,023. The post holder is a full-time 
employee on a full-time permanent contract.  

 
6.3 The Deputy Chief Executive reports directly to the Chief Executive.  The salary of the 

post falls within one range of four incremental points between £101,852 rising to a 
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maximum of £111,405 per annum; the post holder is employed on a full-time 
permanent employment contract. 

 
6.4 Statutory and non-statutory Strategic Directors and Directors – The salary of the posts 

falls within two grades with a total of eight incremental points between £83,677 rising 
to a maximum of £99,516 per annum. All Officers are employed on full-time 
permanent contracts; 

 
6.5 Deputy Directors and Heads of Services directly reporting to statutory and non-

statutory Strategic Directors and Directors – The salary of these posts falls within four 
grades with a total of twelve incremental points between £63,282 rising to a maximum 
of £81,869 per annum; 

 
6.6 The definition of ‘Chief Officers’ in the context of the Authority’s hierarchy means each 

of the following positions as defined by the Local Government and Housing Act 1989: 
 

• Chief Executive Officer - Head of Paid Service 

• Deputy Chief Executive - Section 151 Officer 

• Strategic Director – Economy and Environment  

• Strategic Director – Children and Families  
• Strategic Director – Adults and Communities 

• Director – Financial Services 

• Director – Corporate Services 

• Chief Operating Officer, SRS  

• Monitoring Officer 

• All Deputy Directors and Heads of Service (including those operating under shared 
arrangements where TCBC is the host) 

 
6.7 The remuneration of all Chief Officers as identified in paragraph 6.6 above is based on 

the JNC nationally agreed terms and conditions.   
 
6.8 At present, salary at recruitment is determined by areas of responsibility and 

experience with progression through grades based on annual performance review by 
the Chief Executive, the Deputy Chief Executive or Strategic Directors, and in the case 
of Strategic Directors, in consultation with the Executive Member in the relevant 
service area, and the Leader.   

 
6.9 No bonus payments or direct performance related payments or earn back payments 

are made and any increases to salary points are negotiated nationally. 
 
6.10 The Council employs Chief Officers under nationally negotiated and agreed terms and 

conditions through the Joint Negotiating Committee (JNC). These terms and 
conditions are incorporated into their contracts of employment. 

 
6.11 The JNC for Chief Officers negotiates on national (UK) annual cost of living pay 

increases for this group, and any award of same is determined on this basis. Chief 

Officers employed under JNC terms and conditions are contractually entitled to any 
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national JNC determined pay rises and this council will therefore pay these as and 

when determined in accordance with current contractual requirements. The JNC have 

not yet determined the cost of living pay increase that is to be awarded to this staff 

group for the 2024/25 financial year. 

 6.12 The Council has a number of shared senior appointments at the present time. They 

relate specifically to the Shared Resource Services (4) and a shared operation for an 

Integrated Sensory and Communications Service (1). 

6.13 The Council’s policy on the payment of additional fees to officers within the scope of 

this statement is that fees for election duties for Chief Officers are not included in 

salaries. These are determined separately. For contested elections, the fees are based 

on an agreed sum for the first 1,000 electors and a further sum for each additional 

1,000 electors or fraction thereof, and a set, agreed sum for uncontested elections. 

This policy of payment is approved by Full Council and in line with any national 

guidance and legislation. 

7. Pay for Other Staff Groups 
 

Pay for Staff on NJC Terms and Conditions 
 
7.1 The majority of non-teaching council staff are employed on National Joint Council for 

Local Government (NJC) terms and conditions. Their pay and grading is determined by 

an analytical job evaluation scheme designed by the Greater London Provincial Council 

(GLPC) which aims to reward staff with equal pay for work of equal value and which 

was implemented in 2010.   

7.2 The grade ranges and salary scales were negotiated and agreed as part of a collective 

bargaining agreement between the Council and the recognised Trade Unions; these 

grades and pay scales are included in appendix A.  The salary points remain in line with 

the nationally negotiated NJC terms and conditions.  

7.3 Cost of living pay increases for this staff group are negotiated at a national level 

between the Local Government Employers (LGE) and the Unison, GMB and Unite 

Trade Unions. The cost of living increase for 2024/25 has yet to be formalised.  The 

Council will however ensure that if the agreed cost of living increase does not bring 

our lowest pay rate into line with the current Foundation Living Wage Rate of £12.00 

per hour, then the Foundation Living Wage rate will be applied from 1st April 2024. 

 

Pay for Staff on Soulbury Conditions 

7.4 Appendix B sets out the current remuneration for staff in the education department 

who undertake the role of school advisers or education psychologists. Remuneration 

upon recruitment is determined by an assessment based upon experience and 

responsibility with appointments made within a four-point grade.  The pay award for 

2024/25 has not yet been agreed.  
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Support for Lower Paid Staff 

 
7.5 The authority’s definition of “lowest-paid employees” are those staff employed under 

NJC terms and conditions and paid at salary scale point 1. The Council has previously 
committed to and will continue to adopt the ‘foundation living wage’ as its lowest rate 
of pay should the nationally negotiated rate be lower.  

 
8. Transparency and Accountability 

8.1 This pay policy aims to demonstrate that council employees are paid fairly, but not 

excessively for the work that they do. 

8.2 To ensure transparency and accountability, Torfaen County Borough Council publishes 

in its annual statement of accounts:  

a) The number of employees (except those included in b) below) whose remuneration in 
the year was greater or equal to £60,000, grouped in rising bands of £5,000 

b) Details, by job title, of the total remuneration (including expenses and employers’ 
pension contributions) of Senior Officers where salary is between £60,000 and 
£150,000 per year. If any post’s remuneration exceeds £150,000, the disclosure will 
be by name and job title. A Senior Officer is defined by the Accounts and Audit (Wales) 
(Amendment) Regulations 2010 (SI 2010 No 683). 

 
8.3 This practice ensures that it can be demonstrated that public funds are being properly 

used and public services are being managed in the public interest. 
 
8.4 The Council will also publish details of the relationship between the remuneration of 

the Chief Executive Officer and other employees by publication of the multiple of Chief 
Executive to median earning.  In terms of this policy statement the Median is £28,770 

giving a ratio of 4.59:1 to the total Chief Executive earnings. 
 
8.5 In addition, the Council will publish details of the relationship between the 

remuneration of the average pay to Chief Officer and other employees by publication 
of the multiple of the average Chief Officer salary (£82,184) to median earning.  In 
terms of this policy statement the Median is £28,770 giving a ratio of 2.86:1 to the 
average Chief Officers earnings. 

 
8.6 The way the pay relationship between the remuneration of its chief officers and its 

employees who are not chief officers has changed in recent years is shown below: 
 

The ratio of Chief Executive Pay to the median pay in Torfaen was as follows: 

 2016 2017 2018 2019 2020 2021 2022 2023 2024 

Chief Executive Pay 6.05 5.78 5.53 5.41 4.67 5.15 5.00 4.80 4.59 
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Median Pay 

(2024=£28,770) 

1 1 1 1 1 1 1 1 1 

 

The ratio of the average Chief Officer’s earnings to the median was as follows: 

 2016 2017 2018 2019 2020 2021 2022 2023 2024 

Average Chief Officer 

Pay (2021 = £78,024) 

3.67 3.53 3.41 3.45 3.12 3.46 3.10 2.90 2.86 

Median Pay (2022= 

£26,845) 

1 1 1 1 1 1 1 1 1 

Number of officers 

on CO grades 

34*(8) 36*(9) 33*(6) 32*(6) 29*(5) 28*(6) 28*(6) 34*(5) 31*(5) 

Number of TCBC 

officers on CO grades 

excl. Shared posts 

26 27 27 26 24 22 22 29 26 

*Inclusive of the number of shared posts (in brackets) hosted by TCBC.  

8.7 The Hutton Fair Pay Report noted that most top to bottom pay multiples in the public 

sector are in the region of 8.1 to 12.1. The multiples in Torfaen are therefore 

significantly below this range.  

8.8 Excluded from the calculation of the median earnings are all employees of a casual 

nature and trainees. The figures include all earnings, except for expenses. 

9. Discretionary payments upon termination, retirement and redundancy 

9.1 Appendix C sets out the Council’s policy on discretionary payments to all staff upon 

termination, retirement and redundancy.   

9.2 Welsh Government guidance states that authorities should offer full council the 

opportunity to vote before large severance packages beyond a particular threshold 

are approved for Chief Officers leaving the organisation. As with salaries on 

appointment, the Welsh Ministers consider that £100,000 is the right level for that 

threshold to be set. The components taken into account within Severance packages 

include: salary paid in lieu, redundancy payments and pensions strain cost arising from 

providing early access to an unreduced pension. The guidance also requires members 

to be aware of any statutory or contractual entitlements due to the officers concerned 

and the legal consequences of non-approval by Council. The Council follows the Welsh 

Government guidance. 

10. Additional payments and terms and conditions 

10.1 All employees can claim expenses, details of which are provided in the Officer’s 

Expenses Manual. In addition, mileage allowance by designated users is payable at the 

HMRC rate of 45p a mile. 
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10.2 The subsistence allowances for Officers are as follows: 

£28 per day  Day allowance for meals, including breakfast, where not 
provided in the overnight charge 

£200 per night London 

£95 per night Elsewhere 
£30 per night Staying with friends and / or family 

  

10.3 Annual Leave and bank holiday entitlements are specified in Appendix D 

10.4 There may be occasions when an employee is asked to carry out additional duties to 

those of their substantive post for a period of time. In such circumstances an 

additional payment may be made as follows: 

• Where an employee is requested to undertake duties or responsibilities of a higher 
graded post; 

• Where an employee is requested to undertake duties or responsibilities within the 
scope of their normal role for a period of at least four weeks but are temporarily 
exceptionally onerous. 

 
10.5 Payment of honoraria will only apply to situations of more than four weeks duration 

and will normally be for the maximum period of up to 12 months, and subject to six 
monthly intervals. 

 
10.6 Job evaluation has enabled the Council to set appropriate remuneration levels on a 

fair and equitable basis. However, occasionally, it may be necessary to take account 

of the external pay market in order to attract and retain employees with particular 

experience, skills and capacity. The Council has a Market Supplement Policy linked to 

its job evaluation scheme to ensure that the requirement for such is objectively 

justified by reference to clear and transparent evidence of relevant market 

comparators, using appropriate data sources available from within and outside the 

local government sector. It is the Council’s policy that any such additional payments 

be kept to a minimum and be reviewed on a regular basis so that they can be 

withdrawn where no longer considered necessary. 

11. Employment of ex-employees as Chief Officers under a contract for services 

11.1 The Council’s position is that this is generally discouraged, however on an exceptional 

basis, there may be some specific circumstances where employment of an ex-

employee under these terms could be the most effective and efficient way of meeting 

the Council’s needs. If this situation applies formal approval must be sought from the 

Chief Executive in their role as Head of the Paid Service. 

12. Chief Officers’ Tax and National Insurance 

12.1 The Council does not enter into arrangements with individual employees to minimise 

their tax and national insurance contributions. 
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13. Amendments to the Policy 

13.1 If a change to this pay policy statement is considered to be appropriate during the 

year, then a revised draft pay policy statement will be presented to full Council for 

consideration.  

14. Policy for Future Years 

14.1 This Policy statement outlines the current position in respect of pay and reward within 

the Council and it always remains subject to review to ensure that it meets the 

principles of fairness, equality, accountability and value for money for the citizens of 

Torfaen. The Policy statement will be reviewed annually and will be presented to full 

Council each year for consideration in order to ensure that a policy is in place for the 

Authority prior to the start of each financial year.  

15. Publication  

15.1 The Authority will publish this pay policy statement on its website 

(www.torfaen.gov.uk) as soon as is reasonably practicable after it has been approved 

by Council. Any subsequent amendments to this pay policy statement made during 

the financial year to which it relates will similarly be published. The Authority currently 

publishes information on Chief Officer Remuneration in its Annual Statement of 

Accounts in accordance with the requirements of the Accounts and Audit (Wales) 

Regulations 2005. 

 

February 2024 
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Appendix C 
 

DISCRETIONARY PAYMENTS UPON TERMINATION, RETIREMENT AND 
REDUNDANCY 

 
1.  Actual Pay 

The current Council policy is to base pay redundancy/compensation values up 
to actual pay, not the statutory limit. 
 

2. Redundancy and Retirement Calculations 
Redundancy payment will be based on double the statutory redundancy 
calculator up to a maximum of 60 weeks. (a multiplier of 2) 

 
3. Augmented Pensionable Service 

The Council does not augment pensionable service benefits. 
 

4. Employees who are over 55 and terminate on grounds of redundancy 
Employees who are over 55 and in the pension scheme will receive access to 
their pension upon their termination on the grounds of redundancy and will 
receive a severance payment of up to 60 weeks with no augmented pension 
benefits. 
 

5. Employees under 55 or not in the Pension Scheme and who terminate on 
grounds of redundancy 
Employees who are under 55 or not in the Pension Scheme and who terminate 
on grounds of redundancy will receive a severance payment of up to 60 weeks  
 

6. Termination of Employment on the grounds of efficiency 
Employees who terminate their employment on the grounds of efficiency will 
receive a pension entitlement only in accordance with LGPS Regulations. 

 
7. Early Retirement  

There are two key aspects here: 
 

a) A member voluntarily elects to draw their benefits before normal pension 
age 

 
Where a scheme member (current employee) chooses to retire early 
before normal pension age, the Council has a choice of whether to apply 
the actuarial reductions to the early payment of benefits or to waive the 
actuarial reductions. Waiving of actuarial reductions in such cases will 
not normally be considered unless there is a clear financial or operational 
advantage to the Council in so doing which is supported by a robust 
business case and the strain cost can be mitigated by the salary saving 
over less than 2 years. 

 
Torfaen CBC will not waive the actuarial reductions on benefits which a 
former member voluntarily draws before normal pension age 
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b) Whether to “switch on” the 85 year rule for a member voluntarily drawing 
benefits on or after age 55 and before age 60.  

 
This discretion replaces “employer consent” under the 2008 Scheme 
Regulations.   

 
Under the previous regulations Torfaen CBC agreed in certain 
circumstances to the early payment of benefits to an active employee 
aged 55 or over on the grounds of employer consent. The 85 year rule 
would have automatically applied in these cases but un-protected 
benefits would have been reduced.  

 
Where active members wish to retire voluntarily, Torfaen CBC will retain 
the option of “switching on” the 85 year rule in cases where employer 
consent would previously have been applied where such action can be 
supported by with a clear financial or operational advantage in so doing 
which is supported by a robust business case and the strain cost can be 
mitigated by the salary saving over 2 years. 

 
Torfaen CBC will not switch on the 85 year rule protections on benefits 
which a former member voluntarily draws before normal pension age.   

 
8. Flexible Retirement 

Employees who wish to take flexible retirement will have their case considered 
on its merits having fully considered service delivery and financial implication 
issues.  Applications for flexible/ phased retirement must be supported by a 
valid business case by the relevant Service Area, is at the discretion of the 
Council and will normally only be supported where the release of pension 
benefits impose no cost to the Council.  The accompanying Business Case 
must, in future, ensure that the cost of early retirement in this scenario be met 
over a period, normally not exceeding 4 years.  Applications for flexible/ phased 
retirement on a reduced working hours basis will only be considered where 
contracted hours are reduced by a minimum of 20% and/or there is a change 
in grade. 
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Appendix D 
 

ANNUAL LEAVE AND BANK  
HOLIDAY ENTITLEMENT  

 

 
1 Annual Leave 
 
1,1 Employees leave currently should be commensurate with their local government start 

date. 
 
1.2 Annual leave entitlement is set out below and includes one day in lieu of one of the 

extra statutory holidays previously granted by the Council.   
 
1.3 All requests for leave must be approved by Line Managers and entered on to the 

Employee’s Leave Entitlement Card. 
 

(a) Employees covered by the Council's Local Agreement with UNISON and 
GMB (WEF 1 April 2023) 

 

Basic 
entitlement 

After 5 years 
continuous local 
government service 

After 10 years 
continuous local 
government 
service 

Bank Holiday 
Entitlement 

24 29 32 11 81.30  

23 28 31 12 
(where 
Christm

as 
shutdo

wn does 
not 

apply) 

89.00 
hours 

Chief Officers 
30 

N/A N/A 11  

 
[NOTE:  Extra Statutory Days - Monthly Paid Employees:  Where Christmas shutdown applies 
three of the four extra statutory days will be taken at Christmas meaning that most office based 
services will be closed between Christmas Day and New Year's Day although emergency 
standby and call out arrangements will continue.  Employees who work under these 
arrangements, i.e., who work on Bank Holiday Tuesdays, will have the remaining extra 
statutory day added to the annual leave entitlements shown above.] 

 
2 Part Time Workers 
 
2.1 The annual leave and bank holiday entitlement will be reduced proportionately for 

those employees working 52 weeks per year but less than 37 hours with effect from 1 
April 2010 as follows: 

 

• Leave Entitlement and bank holiday divided by Normal Working week (37 hrs) 

• Multiplied by Hours Worked 

• Multiplied by 7.4 (37 / 5 days) 
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2.2 The annual leave and bank holiday entitlement will be reduced proportionately for 
those employees working term time only based on the hours worked with effect from 
1 April 2023 as follows: 

 

New Starter  After 5 years  After 10 Years  

24 days annual leave plus 
11 bank holidays = 35 

29 days annual leave plus 
11 bank holidays = 40 

32 days annual leave plus 
11 bank holidays 

Divided by 37 hours Divided by 37 hours Divided by 37 hours 

Multiplied by contractual 
hours  

Multiplied by contractual 
hours 

Multiplied by contractual 
hours 

Multiplied by 7.4 (normal 
working day) 

Multiplied by 7.4 (normal 
working day) 

Multiplied by 7.4 (normal 
working day) 

Divided by 45  Divided by 44  Divided by 43.4  

Multiplied by weeks worked  Multiplied by weeks worked Multiplied by weeks worked 

Leave amount Leave amount Leave amount  

 
2.3 Holiday entitlement for all employees working less than 37 hours a week and 52 weeks 

of the year will be calculated in hours 
 
Working Example:  Mrs A works 52 weeks per year, 18 ½ hours per week : 
 
Employee working 52 weeks of the year, 18 ½ hours per week 
Entitlement: 24 days annual leave plus 11 bank holidays  
Equates to 35 days in total  
Divided by 37 hours (normal working week)  
Multiplied by 18.5 contracted hours  
Multiplied by 7.4 hours (calculation equivalent to normal working day)   
Equates to 129.5 hours entitlement  

 
3 General Provisions 
 
3.1 The leave year commences on 1 April in any year and terminates on 31 March the 

following year.  Additional leave for 5 and 10 completed years of service, as 
appropriate, comes into effect on the anniversary of the completion of the necessary 
service, calculated pro-rata to service in that year.  

 
3.2 The above entitlements are for a full year of service.  Where service for the year is 

incomplete, proportionate leave entitlement will apply on the basis of one twelfth for 
each completed calendar month of service. 

 
3.3 A new entrant to the Council’s service who has not transferred from another recognised 

Local Authority will be entitled to take paid annual leave proportionate to the completed 
months’ of service during the leave year of entry, following completion of 1 months 
service.  An officer transferring from another recognised Local Authority must use up 
any unexpired leave entitlement from the previous employing Authority before 
commencement of employment with Torfaen. 

 
3.4 An Officer who leaves the Local Government service shall be allowed one twelfth of 

his/her annual leave entitlement for each completed month of service in the current 
leave year, which should be taken prior to the date of termination; 

 
3.5 Other than in exceptional circumstances and by agreement with the relevant Chief 

Officer only 5 days annual leave not taken during a particular leave year may be carried 
over into the next leave year. 
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Grade 
Range  

SCP 01/04/2023 (3.5%) 

13 

54 £63,282.00  

55 £64,744.00  

56 £66,193.00  

57 £67,663.00  

14 

58 £68,924.00  

59 £70,477.00  

60 £72,030.00  

61 £73,589.00  

62 £75,150.00  

15 

63 £76,706.00  

64 £78,248.00  

65 £80,059.00  

66 £81,869.00  

16 

67 £83,677.00  

68 £85,489.00  

69 £87,405.00  

70 £89,545.00  

17 

71 £91,489.00  

72 £93,440.00  

73 £95,377.00  

74 £96,894.00  

75 £99,516.00  

18 

76 £101,852.00  

77 £104,273.00  

78 £106,648.00  

79 £109,025.00  

80 £111,405.00  

19 

81 £115,840.00  

82 £119,012.00  

83 £122,181.00  

84 £125,356.00  

85 £128,532.00  

86 £132,023.00  
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