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All of our staff play a crucial role in making Scotland safer. 
Working for the Scottish Fire and Rescue Service (SFRS) is a 
rewarding experience and many of the people who work for 
us say that the biggest benefit is the job itself - playing your 
own part in an organisation that saves lives.  We know that 
staff share a strong sense of belonging and commitment; we 
are passionate about the jobs that we do and the contribution 
that we make. 

 
Our values of safety, teamwork, respect and innovation underpin everything we do 
and are brought to life every day in the way we do things, how we approach our 
work, the words we say and how we say them, the actions we take and the way we 
do them.  They also reflect how we expect to be treated working within the SFRS.

By promoting, adopting and demonstrating the attitudes and behaviours outlined 
in our Values Framework, we can all contribute to ensuring the SFRS will be an 
effective, positive and collaborative place to work.

Our intention is to reflect this ethos within our policies and procedures.  Along with 
your contract of employment, these set out the basis of your working relationship 
with us.  This document will guide you through the terms and conditions of your 
employment, as well as some of our key policies and procedures.  It will also help 
you to understand what you can expect from us, and in return, what we expect from 
all of our staff in order for us achieve the aims and objectives of the SFRS.  

We hope that you find this guide useful.  Should you require any further information 
regarding your employment contract or terms and conditions, please do not hesitate 
to contact your line manager or your local HR/OD representative.  

I would like to take this opportunity to welcome you to the SFRS and wish you an 
enjoyable and rewarding career with us.

Diane Vincent
Director of People and Organisational Development

1. WELCOME

2
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2. WORKING WITH US

2.1 Contract of Employment
Employees are issued with an employment contract and Summary of Terms and 
Conditions on appointment to the Service.  These set out the specific terms and 
conditions of employment as they relate to the employees post. 

All employment related policies and procedures can be accessed on the Service’s 
intranet or alternatively can be obtained from line managers. 

This handbook relates specifically to support staff terms and conditions of 
employment, although some policies and procedures referred herein also apply 
to other groups of SFRS employees (as stipulated in each individual policy).  This 
handbook will be updated as and when significant changes occur in terms of 
employment law or terms and conditions of employment.  Details of changes made 
can be found in the version control section of this document (Appendix 1) and these 
will be communicated to employees via the normal communications channels.

2.2  Support Staff Terms and Conditions
The Board of the SFRS, its managers, employees, and recognised Trade Unions, 
are all committed to working together.  The SFRS Working Together Framework 
outlines our employee relations model based on mutual trust and respect built 
through partnership.  

Support Staff Terms and Conditions of employment including pay, as well as policies 
and procedures relating to employment, are derived through collective bargaining 
at SFRS level with the recognised Support Staff Trade Unions (please refer to 2.3 for 
further details).  This is in accordance with the SFRS Working Together Framework.

Any future changes to terms and conditions of employment will be subject to 
appropriate consultation and/or negotiation with the SFRS’s recognised Trade 
Unions.
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2.3   Membership of a Trade Union 
We recognise the value of Trade Union involvement and encourage our employees 
to join a Trade Union where they wish to do so in support of our Working Together 
Framework.
 
SFRS recognises the following Trade Unions for the purposes of negotiation, 
collective bargaining, collective consultation, and the provision of information for 
Support Staff: 

Unite 
UNISON 

Other Trade Unions may be recognised by the SFRS for the purposes of consultation.

Deductions for membership fees are collected by the respective union directly.

2.4 Our Values

SFRS’ values of safety, teamwork, respect and innovation reflect what our employees 
have said they value most about working for the Service.  It is essential we all have an 
understanding of what they are, and what they mean in the context of our own roles.  

Our number one priority is to work together for a safer Scotland and safety is therefore 
at the core of everything we do.  Teamwork is the foundation of what we do and how 
we achieve this, and is essential across the SFRS.  By valuing respect, we ensure we 
have an organisation where people work well together, where individuals recognise 
that their own attitudes and actions have an impact on others, and where everyone 
has a shared responsibility to challenge others in a constructive way if unacceptable 
behaviour is demonstrated.  Being innovative helps the SFRS grow, adapt and be 
responsive to change and the needs of our communities.  

we value

Safety    
we value

Respect
we value

Innovation    
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These values are set out in more detail in the SFRS Values Framework.  They are 
also embedded in SFRS policies and procedures and will continue to be as further 
policies are harmonised going forward.  

We all have a key part to play in helping to embed them further by promoting, 
adopting and demonstrating the attitudes and behaviours which underpin our 
values in our actions and our approach to work.  

2.5  Employee Induction
We believe that our employees are our greatest asset and recognise our responsibility 
to provide excellent training, development and opportunities throughout an 
employee’s career.  This begins at the induction stage.
 
Our aim is to support and develop employees in their role so that they feel confident 
to undertake the responsibilities expected of them and ultimately are able to 
contribute to the overall success of SFRS.

Inductions are not one-off training events but development that is phased over 
employees’ first few months in post.  These are generally planned on a first day, first 
week and first month basis.  

The content and duration of the induction programme is dependent on the scope 
and complexity of the job.  Managers are therefore responsible for planning and co-
ordinating an employee’s induction process.  Line managers will provide employees 
with an overview of their induction and what it will consist of within their first few days 
of joining the SFRS. 

2.6 Probationary Period
All new staff are subject to a probationary period which will be completed in 
accordance with the SFRS Capability Policy and Procedure.  The time period for 
this will be set out in the contract of employment and will normally be for an initial 
period of six months. The appointment will be confirmed on satisfactory completion 
of this period. 

During this probationary period, employees will be given appropriate support 
and development opportunities to help them reach the required standards. The 
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probationary period may be extended by the line manager to enable the required 
standards to be achieved, as outlined in the Capability Policy.  However, failure to 
meet these within the revised timescale may result in termination of the employee’s 
employment. 

2.7 Continuity of Employment
An employees’ start date for continuous service purposes will be detailed in their 
contract of employment; this refers to their start date with SFRS (or antecedent 
service).   This date is used to calculate length of service and associated contractual 
rights, for example entitlement to leave, some occupational provisions and 
employment protection rights.

If an employee has previous service with any public authority as defined in the 
Redundancy Payments (Continuity of Employment in Local Government, etc.) 
(Modification) Order 1999 (which covers local authorities and related bodies) 
and subsequent Amendment Orders, special provisions with regard to continuous 
service may apply. In these instances, continuous service with one of the bodies 
listed may also be counted for the purposes of redundancy payments, and for annual 
leave entitlement, occupational sick pay and occupational maternity/paternity/
adoption pay.

New employees are responsible for providing us with a letter of confirmation from 
any previous employer with whom they have previous continuous service.  This 
arrangement is currently subject to review by Scottish Government.

2.8 Driving Licence Checks
Employees who utilise any SFRS fleet vehicle or personal lease vehicle for carrying 
out SFRS duties are required to comply with the requirements of the SFRS Driving 
Licence Check Policy.  The purpose of this policy is to ensure that SFRS and our 
employees comply with legislative requirements in terms of driving whilst at work.  
Line managers are required to ensure that the licence checks required by the policy 
are carried out annually for all staff within their remit.

Where the requirement to drive forms part of an employee’s role, relevant medical 
information must be provided to Health and Wellbeing as required.

6
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2.9 Employee Identification Card and Badge
Managers are responsible for ensuring that new employees are provided with an 
employee identification card and name badge following their commencement with 
the Service.  Photographic identification cards can be obtained by contacting SFRS.
IDPhotos@firescotland.gov.uk.  Name badges should be requested from the local 
Asset Resource Centre.

Employees are expected to wear identification at all times whilst at work / on SFRS 
premises to ensure that they are easily identifiable to SFRS managers, colleagues and 
visitors to the Service.

2.10   Key Contacts
A number of central email addresses for some key contacts within the Service are 
highlighted below.  All email contact addresses can be found using the Address 
Book in Outlook.  Additionally, line managers will be able to provide further details 
in relation to contacts to assist employees in carrying out their role.  

Core Payroll Team SFRS.PayrollCore@firescotland.gov.uk

ICT Helpdesk SFRS.ICTServiceDesk@firescotland.gov.uk

Resourcing Team SFRS.Vacancies@firescotland.gov.uk

HR/OD Admin Team SFRS.PODAdminSupportTeam@firescotland.gov.uk

Health and Wellbeing      
East -  E.healthandwellbeingBM@firescotland.gov.uk
North -  N.healthandwellbeingBM@firescotland.gov.uk 
West -  W.healthandwellbeingBM@firescotland.gov.uk

Health and Safety 
East -  E.HealthandSafety@firescotland.gov.uk
North -  N.HealthandSafety@firescotland.gov.uk
West -  W.HealthandSafety@firescotland.gov.uk 

7
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3.1  Job Evaluation 
A robust job evaluation framework underpins SFRS’ pay and grading structure.  The 
SFRS has in place an SFRS Job Evaluation Scheme by which support staff roles are 
evaluated.

Job evaluation determines the relative quality of jobs within an organisation and 
provides a rational basis for the design and maintenance of an equitable and 
defensible pay and grading structure.  Job evaluation assesses the demands of a job. 

SFRS support staff posts have been assessed using a Generic Job Family approach and 
all posts are assigned to one of the six agreed Job Families as follows: Administration, 
Technical Support, Specialist / Technical, Professional, Team Leader, and Service 
Manager. 

3.2 Pay and Grading Structure
The SFRS support staff pay and grading structure contains grades which each feature 
an incremental scale.  The pay and grading structure (as of August 2015) is shown on 
the next page, this is subject to change in relation to any future pay awards.

3.   PAY AND GRADING



GRADE

Grade 1

Grade 2

Grade 3

Grade 4

Grade 5

Grade 6

Grade 7

Grade 8

Grade 9

Grade 10

Job Families 

Included

Admin

Tech Support

Admin

Tech Support

Specialist/ 
Technical

Admin

Specialist/ 
Technical

Team Leader

Specialist/ 
Technical

Professional

Specialist/ 
Technical

Team Leader

Specialist/ 
Technical

Team Leader

Professional

Team Leader

Professional

Service 
Manager

Service 
Manager

Service 
Manager

Service 
Manager

Level

1

1

2

2

1

3

2

1

3

1

4

2

5

3

2

4

3

1

2

3

4

Increment 1

£14,684

£17,029

£21,266

£24,663

£27,904

£31,570

£35,718

£40,412

£44,607

£50,469

Increment 2

£15,051

£17,455

£21,797

£25,279

£28,601

£32,359

£36,611

£41,422

£45,722

£51,731

Increment 3

£15,426

£17,891

£22,343

£25,910

£29,316

£33,168

£37,527

£42,458

£46,866

£53,024

Increment 4

£15,812

£18,338

£22,901

£26,558

£30,049

£33,997

£38,465

£43,519

£48,037

£54,349

Increment 5

£23,474

£27,222

£30,800

£34,847

£39,426

Scottish Fire and Rescue Service9
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3.3 Appointment to the Grade 
In most cases, newly appointed staff will be appointed to the lowest increment within 
the grade applicable to their post, and would then progress through the incremental 
scales as outlined in 3.6 below.  The SFRS does however reserve the right to appoint 
staff to a higher increment at the point of entry where this will facilitate recruitment 
and there is justifiable evidence to do so.  Managers will be required to provide 
evidence of the need to apply a higher incremental point and agree this with HR/
OD prior to the contract of employment being issued.

3.4 Employee’s Pay
SFRS Support Staff are salaried.  Part-time staff will receive a salary proportionate to 
the Full Time Equivalent (FTE) for their post calculated on the applicable hourly rate.

An employee’s salary and the grade applicable to their post will be detailed in their 
contract of employment.

Salaries will be paid monthly directly into employees bank accounts (new employees 
will be asked to provide bank details on appointment).  All SFRS employees are paid 
on the second last day of the calendar month (where this falls at the weekend, this 
will be paid on the Friday).  SFRS reserves the right to change this in the future.

Calculation of Pay 
Hourly rates for all posts will be calculated by dividing the Annual salary by 52.14 
(weeks in the year), and further dividing this by 35 (hours in standard working 
week).

A day’s pay will be determined by dividing the Annual Salary by 52.14 and further 
dividing this by seven (days in the week).

3.5 Pay Adjustments
In the unlikely event of an overpayment being made to employees in error, this will 
be recovered directly from the employee’s salary in consultation with them.
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Examples of deductions which can be made from an employee’s salary by the SFRS 
in addition to all statutory and agreed deductions are, but are not restricted to:-

•	 Unauthorised absence
•	 Authorised unpaid leave
•	 Enforcement of a Court Order
•	 Strike Action

3.6 Incremental Progression
Progression through the incremental scale within a grade is governed by the SFRS 
Appraisal Policy.  Annual increments shall be granted as from 1st April each year 
until the maximum of the scale is reached, should employees reach the required 
performance standards, and provided the employee be in post prior to 1st October 
of the previous year.  

Where an employee is appointed to a post at a higher grade after 1st October, they 
will not be eligible for incremental progression in the following April.

3.7 Pay Awards
Pay awards will be subject to negotiation with the recognised Trade Unions as 
specified in section 2.2.

3.8 Acting Up / Responsibility Payments
Where an employee is absent for a period of less than 28 days, remaining employees 
will normally be expected to continue to work as normal.  However, where the 
absence lasts beyond 28 days and an employee temporarily acts up to the higher 
role to cover the absence of the post holder, an acting up payment will be made from 
the 29th day onwards at the grade applicable to the post.  Any employee selected 
to act up to a post must be considered competent to carry out the range of activities 
associated with the higher level being remunerated.
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The only exception to the principle of absence being at least 28 days and where 
an acting up payment may apply prior to this, is where it can be demonstrated that 
the absence of someone carrying out a management or supervisory function would 
create a corporate risk.  This may be through the compromising of factors such as 
Health and Safety procedures, legal compliance or financial regulation or other 
significant business risk and would require to be evidenced through an initial business 
case submitted for approval to the Senior Management Team prior to payment of an 
acting up payment.  (This should be submitted in advance for particular posts rather 
than for every occasion).

12
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4.1 Duties of the post
The duties of the post are outlined in the job description, which accompanies an 
employees’ contract of employment.  These duties may be subject to change from 
time to time in order to meet the changing needs of the Service.  

In cases where there is a structural change within the employing function or there 
are substantial changes to the duties of a particular post, the post may be subject to 
a Job Evaluation review to ensure that the job is placed within the relevant job family 
and at the appropriate pay grade. Guidanceshould be sought from a local HR/OD 
rep in this respect.

4.2 Hours of work and core working hours
The standard working week for support staff is 35 hours per week for full-time 
employees.  For part time employees, working hours will be pro-rated based on a  
Full Time Equivalent (FTE) of 35 hours. 

An employee’s hours of work and the work pattern applicable to their role will be 
outlined in their contract of employment. 

There is an arrangement within Central Staffing which requires employees to work 
in excess of 35 hours as part of their normal working week. This is based on Service 
needs and, where appropriate, will be detailed separately to affected employees in 
the contract of employment.

SFRS’ core working hours are between 07:00hrs and 19:00hrs, Monday to Friday. 
No enhanced payments will be granted for additional time worked during these 
core hours.  Additional hours worked during these hours must be authorised by the 
appropriate manager and will be paid at plain time.

From time to time, and where the contract of employment allows, we may need to 
vary employees hours or patterns of work but we will always consult with affected 
employees and the recognised Trade Unions as appropriate and take into account 
personal circumstances as part of any such considerations.  We will also provide 

4.  CONTRACTUAL TERMS AND
      CONDITIONS OF EMPLOYMENT

13
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reasonable notice of any changes that are required to be made. 
Employees who wish to request a change to their working arrangements should refer 
to the SFRS Flexible Working Policy (see section 9.3 below for further information). 

4.3 Outwith Core Hours Allowance
If, as part of their normal work pattern, employees are required to work outwith the 
core working hours of 07:00hrs and 19:00hrs, Monday to Friday, they will receive an 
Outwith Core Hours Allowance.  This will be calculated at 7.5% of the hourly rate of 
pay for their role and will be paid for the hours worked outwith core hours.  

Where this applies, the number of hours per annum on which this payment is based 
will be detailed in the employee’s contract of employment.  There is no requirement 
to claim for this payment, this will be paid automatically to employees where 
applicable on a monthly basis within their normal pay.  This allowance will also form 
part of employee’s pensionable pay.

Should an employees’ work pattern change in the future, the outwith core hours 
allowance applicable will be recalculated based on their revised pattern and 
adjusted or withdrawn where this no longer applies.

There may be instances where employees are required to work outwith the core 
hours on an occasional, ad hoc basis.  In these instances, this will be non-contractual 
and as such, the associated payment will be non-pensionable.  In such situations, 
payment of the outwith core hours allowance should be claimed using the relevant 
Payroll claim form.

4.4 Annual Leave and Public Holidays
The annual leave year runs from 1 January to 31 December.  

Full Time Entitlements
The standard annual leave entitlement for full time employees (ie. those who work 
full time hours over five days) is 26 days per annum, rising to 32 days after 5 years 
continuous service, and must be taken in full or half days.  Additional leave will 

14
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commence in the leave year following completion of 5 years’ service.

Full time Support Staff are also entitled to six fixed public holidays each year; these 
are designated by the SFRS as follows: 

New Years’ Day (1 January)
2 January
Good Friday
Easter Monday
Christmas Day (25 December)
Boxing Day (26 December)

The actual dates of these will be communicated to employees in advance of each 
leave year.

 

Entitlements for Part-time Employees or Flexible Working Arrangements 
If an employee works part time or under a flexible working contract of employment, 
(ie. they do not work full time hours over a five-day week) they will receive an overall 
entitlement of annual leave and public holidays which will be calculated in hours.  
This will be based on the pro-rata equivalent of the full time hours for the role. 

15

Up to 5 years’ 
continuous service

Following 5 years’ 
continuous service

Annual 
leave

26 days

32 days

Public 
holidays

6 days

6 days

TOTAL

32 days

38 days

SFRS arrangements
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The calculation for leave entitlement for part time or flexible working arrangements 
is as follows:

Full time allowance = 224 hours 
(*26 days annual + 6 public holidays x average of 7 hours per day). 

Part time/flexible working allowance 
= 224÷35 hours x part time weekly hours = XX hours overall leave per annum.

(*based on the full time equivalent of 26 days annual leave.  32 days should be substituted for those 
   with more than 5 years’ service).

(Where the calculation results include a part of an hour in the annual entitlement, this should be rounded 
up to the nearest hour.)

Calculation of Leave for Working Part of a Leave Year
If employment is commenced at a period within the leave year, an employees’ leave 
entitlement will be calculated proportionate to their period of employment in that 
leave year.  

The calculation for pro-rata leave entitlement for part of a leave year for those working 
on a full-time (5 day per week) basis is as follows:

Full time part-year allowance = Total leave entitlement in days (including PHs) / 
365 days x number of days worked in role during current leave year.
(Where the calculation results include part of a day in the pro-rata entitlement, this should be rounded 
up to the nearest half day.)

The calculation for pro-rata leave entitlement for part of a leave year for those working 
part-time or flexible working arrangement is as follows:

Part time/flexible working part-year allowance = Total leave entitlement in hours 
(calculation shown above)÷365 days x number of days worked in role during 
current leave year
(Where the calculation results include part of an hour in the pro-rata entitlement, this should be rounded 
up to the nearest hour.)  

16
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Where an employees’ leave entitlement does not cover the number of days/hours 
required to cover the public holidays allocated, the employee may arrange to repay 
this via deduction from their salary, or through other arrangements as agreed with 
their line manager.

Management of Leave Entitlement and Requests
Annual leave must be approved by the appropriate line manager.  An e-form should 
be completed for each period of leave to ensure this is recorded appropriately on 
the HR/Payroll system and the relevant number of days/hours will be deducted from 
the employees remaining balance.

Managers and employees should ensure that all of an employees’ leave entitlement 
is utilised throughout the annual leave year.  However, in exceptional circumstances, 
employees may request to carry forward some annual leave into the following 
leave year in order to meet a specific need.  Requests to carry forward leave will be 
considered based on the needs of the Service and individual circumstances of the 
case and may be granted at management’s discretion.

The first four weeks annual leave taken by an employee in any holiday year will 
be viewed as the employee’s statutory holiday pay entitlement due under the EU 
Working Time Directive.

4.5 Leave and Sickness
Annual leave entitlement continues to accrue during periods of sick leave.    However, 
where an employee is in receipt of sick pay, sick pay will continue if a public holiday 
falls during such sickness absence and no substitute public holiday will be given 
even where the absence is covered by a GP Fit Note.  

Where an employee is on a period of sick leave which spans two leave years, or 
where they return to work after sick leave so close to the end of the holiday year 
that they cannot reasonably take their remaining holiday, they may carry over unused 
statutory annual leave to the following leave year.  However, this statutory leave must 
be taken within 18 months from the end of the leave year in which it was accrued. 

17
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Carry over under this rule is limited to the four-week minimum statutory holiday 
entitlement under EU law (which includes public holidays), less any leave taken 
during the holiday year that has just ended.  Therefore, where an employee has 
taken four weeks’ holiday by the end of the holiday year, they will not be entitled 
to carry any leave over under this rule.  Where an employee has taken less than four 
weeks, the remainder of their statutory entitlement may be carried over under this 
rule.  For example, a full time five-day worker who has taken two weeks’ holiday plus 
two public holidays before starting long-term sick leave can only carry over one week 
and three days.

4.6 Contractual Overtime 
Where an employee is required to work contractual overtime, this will be detailed in 
their contract of employment.  Where the required duty pattern includes contractual 
overtime and this therefore forms part of an employees’ standard working week, this 
will be paid at their normal hourly rate applicable to their grade.

Employees will not be required to claim for contractual overtime, this will be paid 
automatically on a monthly basis within their normal pay.  Payments made for 
contractual overtime will form part of an employees’ pensionable pay.  

4.7 Standby
Standby duty is a specific rostered arrangement whereby employees are required 
to remain on standby (‘on call’) outside their normal working hours, to be called out 
or required to carry out work activities at short notice to address business critical 
requirements.  SFRS has identified specific posts as having a contractual requirement 
to undertake standby working. 

If an employees’ post requires them to be available for periods of standby cover, 
this will be detailed in their contract of employment.  Whilst the requirement to 
work standby will be contractual, the frequency of when this will be carried out will 
vary and be determined by local business requirements (as may the specific post 
holders required to carry out standby).  Standby cover will therefore be arranged 
on a rostered basis and their line manager will communicate this to employees in 

18
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advance.  By virtue of its nature, standby rotas may require change from time to time 
to ensure that services can be delivered.  Managers will ensure staff are consulted on 
any changes required to existing rotas.

Standby rates (applicable from November 2015) are as detailed below and should 
be claimed on an individual basis as and when standby periods are worked:

Daily Standby Rate -       £20.00
Weekly Standby Rate -  £140.00

This allowance will form part of an employees’ pensionable pay.

In the event of an employee being called out or required to carry out work during 
their standby period, they will be entitled to claim an overtime payment at the 
overtime rates outlined in section 5.1.  The standby rates above have been set to 
recognise the disruption caused to employees who are contractually required to 
undertake standby arrangements, therefore no additional allowance is payable to 
employees who take a call whilst on standby which does not result in work activity 
or being called out.

4.8 Change of Personal Details
Employees are required to inform their line manager of any changes to their personal 
circumstances as soon as they occur. These include, but are not limited to:

•	 Home address or telephone number
•	 Next of kin contact details
•	 Bank or building society details required for payment of salary
•	 Additional qualifications
•	 All criminal charges or convictions
•	 Loss of driving licence or additional required driving qualification

In addition, employees can view a range of personal information - name, address 
and contact details; next of kin; absence details; leave details; and learning and 
development information - using the Employee Self Service portal on iTrent.  To 
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access this informative tool open the intranet homepage and click on the iTrent ESS 
icon to select the Employee Self Service Portal.  If any of these details are incorrect 
employees should notify their local Admin team using the change of personal 
circumstances form available on the intranet.

4.9 Notification of Sickness Absence 
When an employee is unable to attend work because of illness or injury, they are 
required to report their absence in accordance with the notification requirements of 
the SFRS Managing Attendance Policy and Procedures.

The employee (or in exceptional circumstances someone acting on their behalf) 
must notify the employee’s line manager of the absence at least one hour, or as soon 
as reasonably practicable, prior to the commencement of their working day. Such 
notification should normally be by telephone and must include the reason for the 
absence and the likely length of absence (including whether the absence is likely to 
continue beyond a seventh day).  Should employees be unable to contact their own 
line manager they should contact an alternative manager.

Where the period of absence is up to and including 7 days (including weekends and 
non-working days), employees are required to complete and return a self-certificate.  
Where the absence extends to the 8th day or beyond, employees are required to 
submit a Statement of Fitness for Work (‘Fit Note’) from their GP (and a self-certificate 
to cover the first 7 days of your absence) to their line manager or nominated officer.

4.10   Payment of Sickness Absence  
Payment of Occupational Sick Pay will be made on a sliding scale depending on 
length of service and sickness period. 

Sickness Allowance
An employees’ entitlement to sickness allowance in any one 12 month period is as 
follows:-
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4.11 Medical Examinations
The SFRS reserves the right to require any employee to undergo a full medical 
examination and any other medical investigation deemed appropriate and relevant 
to their employment, either pre-entry or during employment.

Employees should note that repeated failure to attend for medical appointments 
when requested to do so or to comply with the Service’s Managing Attendance 
Policy may result in the Service having no alternative but to cease entitlement to 
occupational sick pay and/or statutory sick pay.

Employees can contact the Health and Wellbeing Department should they wish to 
self-refer for a health and wellbeing consultation or for advice or guidance.

4.12   Workforce Flexibility
An employees’ work location is detailed in their employment contract.  However, 
employees may be required to work at any other place of employment within the 
SFRS subject to the needs of the Service.  Any potential changes to an employees 
work location will involve consultation with the affected employee prior to such a 
change taking place.  
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Length of continuous service at 
commencement of absence

Less than 26 weeks

More than 26 weeks, but less than 1 year

1 year, but less than 2 years

2 years, but less than 3 years

3 years, but less than 5 years

5 years or more

Full allowance for:

Nil

5 weeks

9 weeks

18 weeks

22 weeks

26 weeks

Half allowance for:

Nil

5 weeks

9 weeks

18 weeks

22 weeks

26 weeks



POD/HR Guide to Support Staff Terms & Conditions

4.13   Asylum, Immigration and Nationality Status
The Asylum and Immigration Act 1996 requires employers to ensure compliance 
with the Immigration Rules and ensure that all employees are eligible to work in the 
UK. Therefore, in accordance with this Act, the SFRS will carry out relevant checks 
and employees will be required to provide appropriate documentation as and when 
required.

4.14   Protection of Vulnerable Groups (PVG) Scheme 
Where a post involves regulated work with children and/or protected adults, and it 
is considered proportionate and relevant to the particular position, employees will 
be required to complete a Disclosure Scotland PVG application, in accordance with 
the Protection of Vulnerable Groups (Scotland) Act 2007. 

For further information, please refer to the SFRS Employment and Criminal 
Convictions Policy. 
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5.  NON-CONTRACTUAL TERMS AND
      BENEFITS

5.1  Voluntary Overtime
Overtime is hours worked in addition to an employee’s normal working hours.  The 
Service is keen that employees have a healthy work/life balance and as such will 
not encourage overtime working.  Employees should therefore only work voluntary 
overtime as a last resort and where approved in line with Service needs. 

Overtime is only applicable to employees up to and including Grade 7. Where 
employees are not entitled to claim overtime for additional hours worked due to their 
grade, they will be provided with the opportunity to claim Time Off In Lieu (TOIL) as 
an alternative subject to prior approval from their manager. 

Overtime worked within the core working hours of 07:00hrs to 19:00hrs Monday-
Friday will be paid at an employees’ basic hourly rate.  Where this is worked outwith 
core hours, it will be paid at time and a half of the basic hourly rate.  Double the basic 
hourly rate will be paid on fixed public holidays only.

Any additional payments made for occasional overtime should be claimed as and 
when the overtime is worked and will not be included in an employees’ pensionable 
pay.  

Part time employees will be required to work the Full Time Equivalent hours of their 
post before receiving an enhanced rate for overtime (with the exception of fixed 
public holidays where the enhanced rate of pay is double time).

5.2 Disturbance Allowance
In the unlikely event that an employee is contacted and requested to perform work 
duties outwith their normal working hours and whilst not already fulfilling a standby 
arrangement, they may claim a Disturbance Allowance.  This is payable where 
the employee has carried out work duties that have been essential to support the 
operational needs of the SFRS. 

Rates payable are in line with equivalent overtime rates (as outlined in section 
5.1) and, if eligible, employees will receive a minimum of half an hour’s pay at the 
appropriate rate.
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Part time employees will be required to work the full time equivalent hours of their 
post before receiving an enhanced rate for Disturbance Allowance.

5.3  Market Allowances
In exceptional circumstances, a temporary market allowance payment may be 
applied to specific SFRS posts to address specific recruitment and retention 
difficulties caused by market pressures.  Where payable, this payment will be subject 
to regular review and may be varied or removed, with appropriate notice, where the 
market factors which led to the payment change or no longer exist.  

Where an employees’ post has been determined as attracting a temporary market 
allowance, this will be outlined in writing to them along with the review date.  The 
SFRS Market Allowance Policy and Procedure outlines the conditions associated 
with this payment.  Any market allowance payable will be non-contractual and will 
not form part of an employees’ pensionable pay.

5.4  Grievance Procedures
Should employees’ have a grievance relating to their employment with SFRS, they 
should refer to the SFRS’s Grievance Procedure.  This outlines that a grievance 
should be raised with the employees line manager in the first instance and explains 
further stages of the procedure should employees remain dissatisfied with the 
outcome. This procedure does not form part of an employees’ contractual terms 
and conditions.

5.5  Disciplinary Procedures 
The SFRS Disciplinary Procedure details the standards of conduct expected at 
work for all employees, and the processes that will be followed should conduct fall 
below the required standards. This procedure does not form part of an employees’ 
contractual terms and conditions.
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5.6 Travel and Subsistence 
It is recognised that, on occasion, employees may incur additional expenditure 
whilst undertaking duties relevant to their role.  The SFRS Travel and Subsistence 
Policy outlines entitlements for claims for reimbursement of additional receipted 
expenditure or payment of excess travel allowance incurred by the employee whilst 
undertaking authorised official duties, along with details of how to make such a claim.

5.7 Flexi Time Scheme
The SFRS has in operation, flexi time schemes which offer staff some flexibility on an 
ad hoc basis to vary their start and finish times of work from their normal contractual 
times.  The total number of weekly hours worked should vary little from the normal 
contracted weekly hours and will be required to equalise over the accounting period 
of four weeks, ie. to ensure that there is no significant debit or credit in terms of 
total hours worked.  The use of flexible working hours must be in line with Service 
requirements and subject to approval by the line manager.  It does not form part of 
an employees’ contractual terms and conditions.

At present, there are different arrangements regarding the operation of flexi time 
within each legacy Fire and Rescue Service in Scotland (ie. prior to the formation of 
the SFRS in April 2013).  Until a single Scottish scheme is developed and finalised, 
the following principles will apply to all schemes:-

•	 Managers are responsible for ensuring that the scheme is applied to their 
teams in accordance with business needs whilst also considering individual 
circumstances;

•	 The variation of start and finish times to achieve flexibility in working hours must 
be in accordance with the needs of the department/section;

•	 Flexible working hours will be accrued over a determined ‘accounting period’ 
– this is the period over which actual attendance hours are compared with 
contracted hours and any time credits or debits identified.  Please consult your 
local HR team for information on the flexi time scheme applicable;

•	 Contracted hours are those hours which should be achieved in any accounting 
period;
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•	 All employees participating in the scheme will be required to record their actual 
attendance.  The method of recording may vary between work locations;

•	 Not all roles are suitable for inclusion on the flexi time scheme. Any posts that 
are unsuitable will be identified as such by the employee’s line manager; 

•	 Any abuse of the scheme by an employee will result in that employee being 
suspended or withdrawn from participating in the scheme and they may also 
be subject to disciplinary action. 

5.8 Group Life and Accident Scheme
SFRS has a Group Life and Personal Accident Scheme which offers specially arranged 
and exclusive terms for Service employees. This will provide cover for the employee, 
their children, and if selected their spouse or partner, for benefits of up to £125,000 
for both death and disability.  Further information is contained within the Group Life 
and Accident Scheme booklet including key benefits, costs and details of how to 
join.

5.9 The Firefighters Charity / Family Support Trust
A range of financial and other support services are available to all SFRS employees 
who may require assistance from the Firefighters Charity and the Family Support 
Trust.  Further information regarding both charities is available on the SFRS intranet.
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6.  PENSION SCHEME

6.1 Joining the LGPS
 The Local Government Pension Scheme (LGPS) in Scotland has been amended from 
1 April 2015 so that benefits accruing for service after 31 March 2015 will accrue on 
a Career Average Revalued Earnings (CARE) basis, rather than on a final salary basis.

All new members of support staff are eligible to join the LGPS and are automatically 
placed into the LGPS on their first day of service with SFRS.  Employees have the 
option to opt out if they do not wish to be a member of the LGPS (by completing an 
opt out form). 

There are currently eight LGPS administrator’s across the country.  New members 
are placed into the appropriate LGPS based on their geographical work location in 
accordance with their contract of employment.

Please note that the Pension Regulations allow members of the Scheme to apply for 
a transfer of previous pension rights into the Pension Fund subject to that application 
being made within 12 months from the date when they become an active member 
of the Scheme.  

Details of the relevant contribution rates, dependent on salary, can be found on 
the SFRS intranet in the Pensions section.  Further details in relation to the Pension 
Scheme can be obtained by following this link: http://scotlgps2015.org/ 

6.2 Discretionary Pension 
The SFRS Discretionary Pension Policy details the range of discretions available to 
the Board of SFRS and the discretions that the Board will adopt in relation to the 
LGPS and in respect of other situations where the Board may wish to exercise its 
discretion with regard to early leavers.  The policy applies to all employees who are 
members of the Local Government Pension Scheme.  
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7.1 Dignity and Integrity at Work
The duties of the post are outlined in the job description, which accompanies an 
The SFRS has a zero tolerance position to any form of discrimination, as outlined 
within the SFRS Dignity and Integrity at Work Policy.  Employees should familiarise 
themselves with this policy and are expected to comply in full in order to assist in 
maintaining a working environment that is free from discrimination.

The policy places responsibilities on SFRS managers, the Board and its employees 
not to discriminate against others as a result of their:

•	 Sex
•	 Race
•	 Disability
•	 Age
•	 Marriage 
•	 Civil partnership 
•	 Gender reassignment 
•	 Sexual orientation 
•	 Religion or belief 

Treating people less favourably due to their employment status or to engage in any 
other unjustifiable practices such as harassment, aggression, and bullying will not be 
tolerated.

Not only are such practices contrary to the Service’s policy, but they may also be 
unlawful and will always be treated as a disciplinary matter.

7.2 Code of Conduct
The SFRS Code of Conduct informs employees about the standards of behaviour 
expected from them both during and outwith working hours.  The reputation of the 
SFRS and its staff within the local communities is extremely important given that it 
operates as a public service; all SFRS employees are therefore required to conduct 
themselves appropriately when undertaking their duties.  Employees are required to 
familiarise themselves with and observe the established standards of discipline and 
conduct in accordance with the Code.

7.   CONDUCT, BEHAVIOUR and
       PROFESSIONALISM
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The Code does not affect the rights and responsibilities of employees under both 
common and statutory law.  Its purpose is to provide additional clear and helpful 
instruction.  Failure to comply with the Code in whole or in part may give rise to 
potential disciplinary action. 

Examples of topics that the Code of Conduct covers include the following:-

•	 Declaration of charges/criminal convictions
•	 Use of alcohol, drugs and illegal substances at work
•	 Relationships
•	 Use of Social Media
•	 Standards of Dress
•	 Political Neutrality
•	 Work related social events. 

7.3 Whistleblowing
The SFRS Whistleblowing Policy aims to encourage and enable employees to 
raise serious concerns within the Service, and to ensure that the organisation has 
mechanisms in place for allowing employees to raise serious concerns they may 
have about illegality, malpractice, wrongdoing or serious failures of standards of 
work.  Employees are encouraged to use the process detailed within the policy to 
voice their concerns.  The policy applies to all employees working at all levels of the 
organisation, and includes workers such as consultants, contractors and agency staff.  

The law provides protection for those who raise legitimate concerns about specified 
matters.  These are called ‘qualifying disclosures’.  A qualifying disclosure is one 
made in the public interest by an employee who has a reasonable belief that: 

•	 a criminal offence 
•	 a miscarriage of justice 
•	 an act creating any risk to health and safety of any individual 
•	 an act causing damage to the environment a breach of any other legal 

obligation, or 
•	 a deliberate attempt to conceal any of the above has been, is being or is likely 

to be, committed.
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An employee who makes a protected disclosure has the right not be dismissed, 
victimised, or subjected to any other detriment because they have made a disclosure. 

7.4 Fraud or Corruption
SFRS requires all staff at all times to act honestly and with integrity and to safeguard 
the public resources for which they are responsible.  As such SFRS is committed 
to ensuring that opportunities for fraud and corruption are reduced to the lowest 
possible level of risk. 

Employees should refer to the SFRS Anti-Fraud Policy Statement which outlines key 
responsibilities, identification of fraud and avenues for reporting this when detected.

7.5  Standards of Dress
Employees are required to dress appropriately at all times in relation to their role, and 
to ensure that their personal hygiene and grooming are properly attended to prior to 
presenting themselves at work. 

If SFRS has supplied employees with uniform or personal protective clothing, then 
they must wear this when required to do so; it is the responsibility of employees to 
ensure that this is clean and presentable.

If an employees’ role brings them into contact with the general public then they must 
ensure their dress and grooming standards reflect the values of the SFRS.

7.6 Smoking and other substances at work 
Legislation now exist which makes it illegal to smoke in enclosed public spaces. 
Smoking (including e-cigarettes) is therefore strictly prohibited on all SFRS premises 
(including entrances and exits) and vehicles.  Outside areas have been identified for 
those who wish to smoke during their break-time. 

Bringing alcohol or any unlawful drugs to the workplace, and / or attending under 
the influence of such is strictly prohibited.  Any such instances will be dealt with 
under the SFRS Disciplinary Procedure.
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7.7 Gifts, Hospitality and Interests 
Employees’ working relationships may bring them into contact with outside 
organisations where it is normal business practice or social convention to offer 
hospitality, and sometimes gifts.  Offers of this kind to employees or their family can 
place employees in a difficult position.  Therefore, all employees are advised to refer 
to the Finance and Contractual Services Policy – Gifts, Hospitality and Interests.  

The policy is intended to establish and maintain a consistent approach in relation 
to the offer, refusal and acceptance of gifts and hospitality and to ensure conflicts 
of interest are avoided.  It reflects the general underlying principle that SFRS’s 
actions will be open and transparent and aims to ensure that the conduct of all staff 
is scrupulously impartial, honest and beyond reproach at all times, and that SFRS 
suffers no reputational damage from impropriety. 
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8.1  Health and Safety at Work
It is every employee’s duty to comply with the Service’s Health and Safety Policy, 
to adopt safe working practices and to wear the appropriate personal protective 
clothing if and when appropriate.  All SFRS employees have a key role as an effective 
health, safety and wellbeing culture can only be achieved through commitment, 
involvement, co-operation and feedback with regard to health, safety and wellbeing 
issues. 

Whilst at work, every SFRS employee is responsible for:

•	 Taking reasonable care of their own health and safety and of other persons who 
may be affected by their acts or omissions;

•	 Co-operating with the SFRS by complying with Service’s Health, Safety and 
Wellbeing policy and arrangements;

•	 Complying with the SFRS safe systems of work as informed by standard operating 
procedures, risk information and associated training;

•	 Co-operating with the SFRS, so far as is necessary to ensure that the Board are 
compliant with statutory obligations;

•	 Not intentionally or recklessly interfering with or misusing anything provided in 
the interest of health and safety;

•	 Procuring, using, storing, transporting and properly maintaining equipment, 
materials and substances provided by the SFRS in accordance with legal 
requirements and any information, instruction and training;

•	 Immediately reporting any damage or defects to premises, vehicles or equipment 
and any that is, or has become, unfit for purpose, ill-fitting or any loss;

•	 Advising their line manager, within the limits of their training and instruction, 
of any situation that represents serious or immediate danger as a result of any 
shortfalls in any of the health and safety protective measures;

•	 Recognising their physical limitations to perform a task and their personal 
limitations in knowledge and experience;

•	 Adopting a proactive approach to health, safety and wellbeing in the workplace 
by immediately reporting hazards and mitigating risk;

8.  HEALTH AND SAFETY AT WORK 
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•	 Reporting all events including accidents, near misses, hazards and cases of ill 
health, dangerous occurrences caused by, or affecting, or having the potential 
to affect the work activity to their line manager or supervisor;

•	 Immediately reporting to their line manager any medical condition and/or 
medication taken that may adversely affect their ability to fulfil their duties safely;

•	 Only operating any equipment that they have been authorised by the SFRS to 
use and that they are adequately trained to operate;

•	 Maintaining good housekeeping principles and adopting clean and tidy 
working methods;

•	 Being familiar with the emergency procedures, including first aid, escape routes 
and assembly points, relative to their place of work.

8.2 First Aid at Work
The SFRS has a duty to ensure the health, safety and welfare at work of all employees 
under the Health and Safety at Work Act (1974).  There is also a legal obligation 
under the Health and Safety (First Aid) Regulations 1981 to ensure the provision of 
first aid treatment to SFRS employees in the event of injury or illness, and to ensure 
that an adequate and appropriate number of employees are trained to a specific 
level in first aid. 

The SFRS therefore has arrangements in place to ensure that all staff have access 
to a trained First Aider.  Details of trained staff and their designated areas will be 
displayed on local notice boards or are available from line managers, and employees 
should familiarise themselves with names and contact details.

Where an employee is recognised by the SFRS to deliver First Aid in their workplace 
in order to meet our statutory requirements, they will receive a personal First Aid 
Allowance of £362 per annum.  This sum will be paid in accordance with the 
employees normal pay frequency and may be subject to review in the future. Where 
payable, this personal allowance does not form part of an employees’ contractual 
terms and conditions.
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8.3 EC Drivers Hours & Tachograph Rules for Goods Vehicles
The EC Drivers Hours & Tachograph Rules for Goods Vehicles came into effect in 
April 2007 and exist to ensure the health and safety of mobile workers and drivers 
of ‘in scope’ vehicles. The Rules apply to certain categories of mobile workers, the 
most common being drivers of Large Goods Vehicles (LGV) and Passenger Service 
Vehicles (PSV). 

Employees who undertake driving duties as part of their role should be aware that 
these rules apply.  Additionally, where such an employee undertakes secondary 
employment which may conflict with the Rules they should advise their manager 
and disclose any work they may participate in which falls into the category of mobile 
workers and involves driving an ‘in scope’ vehicle.  It is however, the responsibility 
of the employee to ensure that they comply with the requirements of this legislation.
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9.   FAMILY FRIENDLY AND FLEXIBLE
       WORKING POLICIES

9.1  Maternity, Paternity, Adoption, and Parental Leave
The SFRS Maternity, Paternity, Adoption, and Parental Leave Policy sets out the 
appropriate provisions and entitlements, and ensures that employees and line 
managers are aware of their duties and responsibilities in complying with the relevant 
legislation and the terms and conditions set down within this policy. 

Maternity/Adoption Pay 
In respect of maternity/adoption pay, the SFRS offers employees the following where 
they meet the qualifying conditions as outlined in the policy:-

Employees with less than 26 weeks continuous service by the end of the 15th week 
before the Expected Week of Childbirth (EWC) are not entitled to statutory maternity 
pay (SMP) or occupational maternity pay (OMP).  These employees may be entitled 
to receive Maternity Allowance (MA) payable by the Department of Work and 
Pensions.

Paternity Pay
SFRS offers employees paternity pay as follows where they meet the qualifying 
conditions as outlined in the policy:-

1 week                      Full pay

2nd week                Statutory Paternity Leave provisions (at the rate of SPP or 90% of
                                    average weekly earnings if this is less).  

Employees who have average weekly earnings below the Lower Earnings Limit for 
National Insurance purposes do not qualify for SPP.  

Weeks 1 - 18 Full pay

Weeks 19 - 39 Statutory maternity pay or 90% of weekly earnings, whichever is less

Weeks 40 - 52 Unpaid
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Line Managers are required to ensure that employees who have requested a period 
of ordinary paternity leave complete the relevant form (located within the policy) 
declaring that they meet the eligibility criteria.  

Shared Parental Leave
Shared parental leave is aimed at giving parents more flexibility over how they share 
childcare between them during the first year of their child’s life. Details of these 
arrangements are outlined in the SFRS Shared Parental Leave Policy. 

Parental Leave
The right to parental leave applies to employees with one year’s continuous service. 
Eligible employees are entitled to take a period of up to 18 weeks of unpaid parental 
leave in order to care for their child.  Each parent may take up to four weeks parental
leave a year.  Parental leave is available up until the child’s 18th birthday, or until the 
18th anniversary in the case of adoption.  

Leave must be taken in weekly blocks (unless the child is disabled).  If the child is 
disabled, the leave can be taken in daily blocks. 

In order to be eligible to take the leave, the employee must provide 21 days’ notice 
to their line manager outlining when they wish the leave to start and end. 

9.2  Special Leave
At present, there are different arrangements regarding special leave within each 
legacy Fire and Rescue Service in Scotland (ie. prior to the formation of the SFRS 
in April 2013).  Until an SFRS Special Leave Policy is developed and finalised, 
these legacy arrangements will continue to apply.  The special leave policies 
outline occasions where staff may request time away from work, such as in cases 
of unexpected and unavoidable emergency.  These policies do not form part of an 
employees’ contractual terms and conditions.

36



Scottish Fire and Rescue Service

9.3 Flexible Working
The SFRS Flexible Working Policy outlines how employees can make requests 
to undertake flexible working arrangements including reduced hours (part time), 
homeworking, compressed working, shift working, annualised hours and term-time 
working.  Along with the criteria for doing so and how the Service will consider such 
requests.
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10.1 Confidential Information and Service Property 
During the course of employment, employees may have access to confidential 
information.  Employees shall not (except in the proper course of your duties), either 
during their employment or at any time after its termination (however it may arise) 
use or disclose to any person, company or other organisation whatsoever (and 
shall use their best endeavours to prevent the publication or disclosure of) any such 
confidential information. The restriction does not apply to:

•	 Any use or disclosure authorised by the Service or required by law; or

•	 Any information which is already in, or comes into, the public domain other than 
through your unauthorised disclosure; or

•	 Employees making a protected disclosure within the meaning of section 43A of 
the Employment Rights Act 1996. 

Confidential information is information (whether or not recorded in the documentary 
form, or stored on any magnetic or optical disk or memory) relating to the business, 
products, affairs and finances of the SFRS for the time being confidential to them and 
trade secrets including, without limitation, technical data and know-how relating to 
the business of the SFRS or any of its suppliers, service users or business contacts. 

All documents, manuals, hardware and software provided for employees use by the 
SFRS and any data or documents (including copies) produced, maintained or stored 
on the SFRS’s computer systems or other electronic equipment (including mobile 
phones), remain the property of the SFRS.

The SFRS will monitor and record any use that employees make of internal electronic 
communications systems in order to ensure that the Service’s rules are being 
complied with and for legitimate business purposes. 

10.2   Data Protection 
Employees are required to consent to the SFRS holding and using personal data 
relating to them.  Personal data includes names and addresses, bank details, health 
records and most of the information that the SFRS needs to hold about employees 

10.  SECURITY OF INFORMATION AND
        PROPERTY
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for employment purposes.  The SFRS needs that information so that it can contact 
employees, pay them, comply with its obligations under health and safety legislation 
and generally do the things it needs to do as an employer.

For the purposes of the Data Protection Act 1998, the SFRS needs to specify the 
purposes for which the information will be used.  The SFRS will only use the 
information for legitimate purposes; these include:

•	 Complying with obligations to employees. 

•	 Complying with obligations under the general law e.g. in relation to taxation, 
social security or law enforcement. 

•	 Providing information about employees to those who require it in connection 
with services that they provide to the Service (or vice versa) or who do or 
who may need the information in connection with the assumption by them 
of their responsibility for any of the Service’s employees (e.g. in outsourcing 
arrangements)

•	 The prosecution or defence of any legal proceedings

•	 Assessing performance and suitability for particular roles.

•	 Doing anything for the benefit or welfare of employees, their families and 
dependents. 

The SFRS is committed to ensuring compliance with the Data Protection Act 1998 
and our Data Protection Policy and other relevant documents support this.

10.3   Personal Property 
Any personal property (such as jewellery, cash, credit cards, clothes, cars, motorbikes, 
bicycles, etc.) left on SFRS premises is done so entirely at employees own risk.  Staff 
are encouraged not to leave any valuables unattended, either on SFRS premises, our 
vehicles or in their own vehicle.   SFRS does not accept liability for loss or damage to 
any personal property whatsoever.
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11.1 Notice Periods
D Where employees wish to terminate their employment with the SFRS they are 
required to provide notice in writing.  The period of notice applicable is as detailed 
in the table below:

  Role  Minimum Period of Notice

  All staff up to (but not including) Service Manager   4 weeks

  Service Manager and above   12 weeks

Such notification should be submitted to the HR/OD Admin team, along with a 
copy to the relevant manager, to allow associated arrangements to be processed in 
a timely manner.

The period of notice to which employees are entitled to be given by the SFRS to 
terminate their employment is set out as below:-

11.2  Retirement
The SFRS does not operate a compulsory retirement age for its Support Staff.  If 
employees are a member of the Local Government Pension Scheme, they may retire 
in accordance with the rules of the Scheme.  

If employees wish to retire, they are required to provide the appropriate notice 
as outlined above, as a minimum.  However, in order for the relevant pension 
administrator to be notified of the member’s retirement in sufficient time to process 
the relevant pension, it would be beneficial for employees to provide up to 12 
weeks’ notice where possible.

11.  LEAVING THE SERVICE 

Period of Continuous Employment

1 month or more, but less than 2 years

2 years or more, but less than 12 years

12 years or more

Minimum Period of Notice

1 week

1 week for each full year of 
continuous employment

12 Weeks
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11.3 Utilising Leave entitlement on Leaving the Service
On termination of employment, every attempt should be made to take any leave 
accrued prior to the employee’s termination date. The employees leave entitlement 
will be calculated proportionate to their period of employment in that leave year 
using the calculations outlined in section 4.4.

If, due to the needs of the Service, this is not possible employees will be paid for 
those days/hours accrued but not taken at their normal rate of pay at time of leaving.  
However, where employees have taken more days/hours than their part-year leave 
entitlement provides, they will be required to repay the Service at their normal rate 
of pay for those days/hours of leave taken but not accrued.

11.4  Death in Service
The SFRS Death in Service Policy outlines guidance to ensure that a death whilst in 
the service of SFRS is treated in a respectful and dignified manner. It outlines matters 
such as notification arrangements, pension guidance relating to death grants/
survivors pension for members of the LGPS and other entitlements.
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We hope that this guide provides both employees and managers with useful 
information in relation to support staff terms and conditions of employment and their 
application, as well as the policies and procedures that support these.

The SFRS reserves the right to make reasonable changes to any terms and conditions 
of employment however, any future changes will be subject to appropriate 
consultation and negotiation with the recognised Trade Unions.  Employees will be 
notified of any changes via normal communication channels, and where this results 
in a formal variation to their contract of employment employees will be notified in 
writing of the change as soon as possible and in any event within one month of the 
change.

Should employees wish to raise any queries on any of the terms and conditions set 
out within this handbook please do not hesitate to contact your line manager or your 
local HR/OD representative. 

12. CLOSING STATEMENT
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APPENDIX 1:  Version History

  VERSION HISTORY       DATE PUBLISHED    SUMMARY OF CHANGES

  V1.0 15 August 2016 N/A
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