[image: ]Adverse Weather
Information and guidance notes to assist in dealing with adverse weather conditions or forecasts.
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Appeals Committee
Information about the Appeals Committee for use when employees are unhappy with the decisions taken by the Council or fail to reach a decision.
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Adoption
Information on support and provisions available for employees who are to adopt a child.
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Alcohol & Substance Misuse
Support & advice for employees and managers dealing with alcohol and drug misuse issues.
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Change
Information about the change management process and the support available to you.
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Code of Conduct
Information about the conduct expected by all employees of the Council.
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Flexible Working
Information about our flexible working options to support both the council and employees.
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Grievance
Information on how problems in relation to work, the working environment or working relationships can be raised and addressed by employees
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Harassment at Work
Information about promoting a workplace free from harassment and what steps to take should any behaviour be perceived as harassment.
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Health & Work
Support and guidance for employees and managers in dealing with sickness absence.
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Higher Duty Allowance
Information on when employees are required to undertake higher grade duties on a temporary basis.
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IT
Information about the appropriate use of IT including computer use and social media
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Consultation
Information about the Information & Consultation Employees (ICE) and the consultation process.
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Contracts
A general overview in relation to various types of contracts including temporary and relief.
[image: ]
Display Screen Equipment
Information about the health and safety requirements for work with display screen equipment.
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Disciplinary
Information and guidance on the Council's Disciplinary Procedures.
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Employee Charter
Information about what our employers can expect and what the Council expects of them.
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Equality & Inclusions
Information and guidance on the promotion of equality and diversity in accordance with legislation.
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Occupational Health Service
Information and guidance for employees and managers in relation to referral to the Council's Occupational Health Provider.
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Outside Employment
Information about undertaking outside employment whilst employed by the council.
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Parental Leave
Information on what additional leave you can take if you want to spend more time with your child.
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Paternity Leave
Information on the paternity leave provisions available to fathers/partners and the required notification procedures.
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Pay
All forms relating to salary payments and claims for additional expenses
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Payments for Emergencies & Out of Hours Duties
Information about the payments that apply to emergency & out of hour duties.
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Job Grading
Guidance for employees and managers relating to the various stages involved in grading and regrading a post.
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Leave of absence
Information about granting leave of absence to teachers. Please not that this is separate to annual leave and leave as a result of illness or becoming a parent.
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Leaver’s process
Details actions which must be undertaken when an employee’s leaves either their post or The Moray Council.
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Long Service Recognition
Information about our recognise scheme to recognise continuous long service at 20, 30 and 40 years.
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Maternity Leave
Information on the maternity leave provisions offered and the associated requirements for pregnancy notification.
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Mental Health & Wellbeing
Information and support about mental health & wellbeing.
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SSSC Registration
Information about SSSC registration which is a legal requirement for employers and employees within social services.
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Secondment
Points to consider and processes to follow throughout an application for secondment.
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Smoking
Information on the Council's policy on smoking along with what help and support is available to you.
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Special Leave
Details on the provisions and application procedures for unpaid and paid special leave.
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Theft & Defalcations
Information about the process when there is suspicion that a misappropriation of money has taken place.
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Trade Union duties
Information about taking time off work to take part in specified trade union duties or activities
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Pool Car Scheme
Information about the pool car scheme which can be used by employees to carry out their day to day work related journeys.
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Protection of Vulnerable Groups (PVG)
Information on the processes to be followed by employees and managers when working with children and/or protected adults.
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Recruitment & Selection
A guide through the recruitment and selection process.
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Relocation
Information about the relocation scheme to compensate employees for reasonable expenses directly incurred as a result of a permanent change in their primary residence.
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Retirement
Information on the current retirement scheme including flexible retirement and early retirement due to ill health.
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Travel & Subsistence
Information and procedures relating to business travel arrangements for Council employees.
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Violence & Aggression
Information about managing violence and aggression at work and minimising the risks.
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Working Times
Details and guidance for employees and managers on the Working Time Regulations.
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