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Welcome 
 
Welcome to the Northumberland National Park Authority.  You are joining a team of 
officers and Members who are fully committed to sustaining the National Park as a 
special place and as a living working landscape.  What we do is important to society 
and yet it is also a privilege to do the jobs we do on behalf of the wider community.   
 
This handbook is intended to give you, as a new employee, some background to the 
Authority and what we aim to achieve.  It also gives practical guidance on taking up 
employment and your ongoing employment with the Authority, and complements the 
comprehensive induction program we arrange for all new staff. 
 
Northumberland National Park Authority has a strong Vision which puts thriving 
communities and a sustainable economy at the heart of what we do, whilst 
maintaining a clear focus on protection and enhancement of the Park.  To achieve 
this, the Authority adopts a style of operation which is enabling and outward looking. 
  
The Authority wants to deliver to high standard, and in doing so it wants all its 
employees to achieve.  The Authority regards its staff as its greatest asset and we 
are committed to continuously improving our services by learning from experience.  
 
Our Culture and Values are important to us and we continuously work to ensure we 
deliver on them, as we believe the Authority will not only be regarded for what it does 
but also by how it does it. 
 
Northumberland National Park is a wonderful resource for its local communities, the 
region and the nation.  Many people enjoy the qualities of the Park each year and as 
an employee we want you to enjoy your role in helping to keep the Park a special 
place. 
 
Tony Gates 
Chief Executive, National Park Officer 
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Background Information 
 
Parliament has determined that the most beautiful, spectacular and dramatic areas 
of England and Wales should be given the status of National Park and that their 
protection and enhancement and the public’s understanding and enjoyment of them 
should be the concern of a special purpose local authority. Northumberland National 
Park is remote, wild, tranquil and sparsely populated.  Only around 2,000 people live 
in the 400 square miles of the Park.  The area is unique in its sense of space and the 
richness of its historical legacy.  The Southern Area comprises Hadrian’s Wall, a 
World Heritage Site, high windswept moors, the Wark and Kielder Forests and the 
rivers Rede and North Tyne.  The Northern Area comprises Coquetdale, the 
borderlands of the Cheviot Hills, with wide horizons, big skies and a glimpse of 
wilderness are the essence of National Parks and why they are important to people. 
 
The Staff 
 
The National Park Authority comprises a team of some 70 staff at full complement, 
headed by the Chief Executive. Staff work within one of four Departments.  The four 
Heads of Department, along with the Chief Executive, comprise the Leadership Team. 
The Authority’s headquarters building is situated in Hexham, 22 miles west of 
Newcastle, in a pleasant Victorian house which has been sensitively extended.  Staff 
are also based at Once Brewed and Rothbury.  Staff have a large amount of delegated 
responsibility and the opportunity to shape the delivery of their particular service.  A 
project management culture supports cross team working.  We aim to provide an open 
and supportive working environment and are committed to a culture of work-life 
balance, and an ongoing programme of continuous improvement.  
 
Our Aim 
 
Building on the existing positive Culture and Values of the Authority we aim to achieve 
consistency in good practice to help Northumberland National Park Authority achieve 
its full potential. 
 
The Building Blocks 
 
 Members and the Chief Executive will lead on delivering our Culture and 

Values; 
 The Leadership Team will facilitate its implementation and review progress 

across the organisation; 
 All individuals will exhibit the Culture and Values and we will challenge and 

support each other in doing so; 
 Members and Managers will act as effective guardians of our Culture and 

Values. 
 
Our Values 
 
In Northumberland National Park Authority our corporate values are: 
 
 Respect for each other 
 Equality  
 Collaborative and supportive working 
 Trust and empowerment 
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 Communicating and Behaviour 
 Strong, clear and inspiring leadership 

 
Our Culture 
 
In order to address these values and to achieve its aims the Authority will adopt a 
culture which: 
 
 Is open to and embraces change 
 Actively supports personal and organisational learning and development; 
 Values innovation and achievement over systems; 
 Recognises and celebrates individual and team achievements; 
 Learns from what we do within a “no blame” culture, with performance 

management and review contributing positively to our learning; 
 Has open and honest communications where information is freely shared, 

feedback given and actions explained; 
 Where non-adherence to our Culture and Values is challenged and 

inappropriate behaviours are not tolerated. 
 
Further information on behaviours can be found in the Code of Conduct and Statement 
of Culture and Values which are located under the Forms Templates and Policies tab 
on Sharepoint.  (Sharepoint is the Authority’s Intranet system.) 
 
The National Park Authority: Its Purposes, Powers and Duties 
 
Northumberland National Park Authority (NNPA) is an independent body, part of the 
local government of Northumberland.  The Authority has twenty two Members who 
are appointed to represent local and national interests.  Six are elected Councillors 
appointed to the National Park Authority, by Northumberland County Council.   The 
Secretary of State for the Environment, Food and Rural Affairs appoints sixteen.  Of 
these sixteen: six are from Parish Councils; two live or work in the National Park; one 
is from the Newcastle/ Gateshead area; one has a specialist knowledge of regional 
issues; and six represent national interests. 
 
Our powers and duties are laid down by Parliament and the National Park Authority 
has two statutory purposes: 
 
(I) conserving and enhancing the natural beauty, wildlife and cultural heritage of 

the National Park and 
(ii) promoting opportunities for the understanding and enjoyment of the special 

qualities of those areas by the public. 
 (Section 61, Environment Act 1995) 

 
It is also the duty of the National Park Authority:   
 
“in pursuing in relation to the National Park the purposes specified, that it shall seek 
to foster the economic and social well-being of local communities within the National 
Park, but without incurring significant expenditure in doing so, and shall for that 
purpose co-operate with local authorities and public bodies whose functions include 
the promotion of economic and social development within the area of the National 
Park.” 
(Section 62, Environment Act 1995) 
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Achieving National Park Purposes 
  
The Authority has a duty to prepare a National Park Management Plan as the 
framework for the delivery of the National Park statutory purposes and duty.  The 
Management Plan is the single most important document for the National Park, 
setting out the guiding principles, vision, objectives and outcomes for managing the 
National Park.  Delivery of the Management Plan is actively managed via the 
Management Plan Partnership which can be found on the Authority’s website 
www.nnpa.org.uk. 
 
The Vision for Northumberland National Park 
 
‘Northumberland National Park will be a truly welcoming and distinctive place, easily 
accessible to all. Its inspiring and changing landscapes, characterised by open 
spaces, tranquillity, diverse habitats and rich cultural heritage, will be widely 
recognised and valued. The living, working landscape will contribute positively to the 
wellbeing of the thriving and vibrant communities in and around the Park’ 
 
Our Vision of how we want to work 
 
“In 2015: 

NNPA will be an enabling Authority, using its influence and expertise to advocate strongly on 

behalf of the National Park, the Park’s special qualities and the needs of local communities 

to deliver the National Park Management Plan. In doing so, the Authority will be a successful 

client manager and a support body for delivery by others, with highly developed programme 

management skills. The Authority will look to outsource work or work in partnership with 

businesses, social enterprises, local communities and the voluntary sector and will continue 

to deliver directly where its input or expertise is seen as critical to successful delivery. 

 

The Authority will be delivering strong vision and leadership for the National Park and will be 

acknowledged for high levels of specialist knowledge, professional standards and expertise. 

The Authority will deliver high levels of accountability and engagement with local 

communities, visitors and other users of the Park and the Authority’s services. The 

Authority will continue to be an exemplar in working with communities and partners on wider 

sustainable development and will have delivered further successful models of local delivery 

with local communities and the voluntary sector. To achieve this, the Authority will be 

delivering high levels of partnership working, advocacy and influencing.” 

 
Our Mission Statement 
 
‘Working in partnership to sustain a living landscape’ 
 
Structure 
 
The National Park Authority is organised into four distinct but inter-related 
departments: 
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Leadership Team and Functions 

 

 

 

 

 

 

 

 

 
 

 Property and Estates     Forward Planning     Rangers      ICT 

 Low Carbon National Park    Development Management   Farming and Rural Enterprise   Finance 

     Skills and Training     Community Enterprise    National Park Centres    HR 

 External Funding / Resources    Landscape and Recreation     Schools Programme   

 The Sill       Forestry      Audience Engagement    Corporate Planning and 

  Archaeology          Performance 

 SDF       Biodiversity     Recreation Sites     Democratic Services 

 Leader and Rural Development   Recreation (including JLAF)   Rights of Way     Communications, Web 

and Design 

  Visitor Development     Equality      Volunteers      Legal Services 

  Climate Change Adaptation         Health & Safety     Leadership Support 

Note: All elements of this structure will be focused on delivering the ‘Action Area’ approach and the Authority will further embed 

 this approach in all its service delivery, policy and programme development

Chief Executive 

Head of Department 

Operations 

Head of Department 

Partnerships and  

Programmes 

Head of Department 

Planning, Conservation and 

Communities 

Head of Department 

Corporate Services 
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Reporting For Work on Your First Day 
 
Before you start work, you should be sent: a letter confirming your appointment, a 
contract (Statement of Particulars), pensions information and joining and opt-out 
forms, a medical questionnaire, bank details instruction and personal details form.  
Completed forms should be returned to Human Resources. 
 
On your first day you should go to your place of employment unless otherwise stated 
in your letter of appointment.  Please make sure that you bring with you your birth 
certificate or passport, P45/P46 and National Insurance number.  If you have been 
issued with either, you should also bring with you your N.I. Certificate of Exemption 
or N.I. Certificate of Reduced Liability.   
 
Car Parking 
 
Car Parking facilities are available at Eastburn and Once Brewed. There are no 
designated parking spaces at HQ other than disabled spaces. 
 
Cycling 
 
There is a cycle rack at Eastburn and a shower for staff use. 
 
Fire Safety and Evacuation 
 
A copy of the latest evacuation instructions for your site will be communicated to you 
on your first day.  If you are employed at, or visit any site, you should familiarise 
yourself with the instructions for that site. 
 
No Smoking Policy 
 
If you are employed at, or visit, any National Park premises you should note that a no 
smoking policy is in operation. 
 
All employees are required to comply with the policy. 

 
Induction and Appraisal 
 
An induction programme will be arranged for you which will include input from: HR, 
Finance, ICT and your manager.  Your manager will also introduce the appraisal 
system to you and set your initial objectives.  The purpose of the appraisal system is 
To inform staff as to how they are performing in their jobs, identify areas for 
development and/or improvement and enable them to discuss their own views about 
their jobs and their future development. 
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Salary Information and Expenses 
 
How and When You Get Paid 
 

Unless otherwise stated you will be paid monthly on the 15
th

 of each month.  Where 

the 15
th

 falls on a weekend or a bank holiday you will be paid on the nearest working 
day.  Payment is by credit transfer to your bank or building society (bank) account.  If 
you elect to have your salary paid into a building society account this will be 
deposited in the society’s head office Bank Account on pay day, but, because of 
delays in their systems, may not be available to you at your local branch until 2-3 
days later.  Please ensure that you complete the bank details instruction enclosed 
with your letter of appointment and, if not returned earlier, bring it with you on your 
first day of employment to ensure that you are paid promptly. 
 
You will be paid with effect from your first day of employment with the National Park 
Authority.  If you start on Monday 3 June, for example, you will not be paid for 1 and 
2 June. 
 
Increases in Your Salary 
 
The date on which your first increment is payable is shown on your statement of 
particulars.  Thereafter, annual increments within your salary scale are normally paid 
on 1 April each year until you reach the maximum of the scale. 
 
General increases in your salary are negotiated nationally and, for the majority of 
staff, are operative from 1 April.  These nationally negotiated pay rises will be paid to 
you automatically as soon after the operative date as possible. 
 
Travel and Subsistence Expenses 
 
Wherever possible, pool cars must be used in preference to private vehicles. Full 
details on approved modes of transport and alternatives to travel e.g. tele- and video-
conferencing can be found in the Green Travel Policy. 
 
The Authority provides access to a fleet of very environmentally friendly pool cars 
which should be used by all staff who make car journeys. These cars can be booked 
through the Front Office staff at Eastburn or via the online system at Rothbury.   
 
For longer journeys within the UK we expect staff to take the train as this is far better 
for the environment than air travel. This service is accessed by contacting the 
Corporate Support team. Current pricing practices mean that discounts of 80% are 
available if staff provide early notice of their meetings. 
 
Air travel is discouraged because of its disproportionate effect on the Authority’s 
carbon footprint.  Detailed advice is included in the Green Travel Policy.  Any 
necessary air travel should be booked by Corporate Support staff at Eastburn.  
 
In addition, employees necessarily incurring additional expenditure in the course of 
their work in respect of travel, meals or overnight accommodation, will be reimbursed 
approved expenses, subject to appropriate evidence of expenditure being produced. 
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Home to work mileage will usually be deducted from mileage incurred on Authority 
business. 
 
In relation to meals, employees should note that the requirement to ‘necessarily 
incur’ additional expenditure is not satisfied by simply not being able to take a meal 
at the normal place of work. An employee requires a reason for departing from 
normal practice, other than the fact of not being at their normal place of work, to be 
eligible to claim reimbursement e.g. accompanying a client to lunch. Employees may 
be required to justify claims. 
 
Where it is accepted that expenditure has been necessarily incurred, subject to the 
production of a suitable receipt, employees are eligible to claim up to a specified 
amount in accordance with Authority regulations. 
 
In relation to expenses and expenditure generally, you should familiarise yourself 
with these instructions, particularly if you regularly travel on the Authority’s business. 
 
The Travel and Subsistence and Green Travel Policies can be found on Sharepoint 
under the Forms Templates and Policies tab. 

Hours of Work 
 
Details of your hours of work will have been included in the Statement of Particulars 
issued to you as well as an indication as to whether Flexible Working Hours (Flexi 
Scheme) applies. 
 
Not all posts are subject to the Flexi Scheme and where the scheme does apply the 
degree of flexibility available is subject to the requirements of the service. 
 
If your post is subject to the scheme you should familiarise yourself with the 
provisions.  You should also be aware that abuse of the scheme may lead to 
disciplinary action. 
 
A copy of the Flexi Scheme can be found on Sharepoint under the Forms Templates 
and Policies tab. 
 
Saturday and Sunday Working 
 
No enhanced payments will be made for any work carried out on a Saturday or 
Sunday.  Similarly where employees regularly work weekends as part of their normal 
pattern or rota (e.g. Information Assistants and Rangers) plain time only will be paid 
as part of a normal working week. 
 
We do not operate an overtime system so work outside the normal agreed working 
week is recorded in the flexi system. 
 
Any payments for working “additional hours”, regardless of when they were worked, 
will be made at plain time only.  This applies to all part time and full time employees. 
Any payment for additional hours worked, must be agreed by the relevant Head of 
Department in advance of the work being carried out. 
 
 



 

  Page:  - 12 -

 29.11.11 

 

Continuous Employment 
 
The date from which your continuous employment with the National Park Authority 
commenced will be shown on your Statement of Particulars. 
 
If you have previous continuous service with an organisation covered by the 
Redundancy Payments (Local Government) (Modification) Orders, which covers 
local authorities and related bodies, this will be included in calculating your 
entitlement to: 
 

 occupational sick pay 
 annual leave 
 occupational maternity pay 

 
A break in service of less than one calendar month will be disregarded for the 
purpose of calculating continuous service. 
 
If you feel that you have service which qualifies and which has not been recognised 
you should discuss the matter with the HR Officer. 

 

Holidays and Leave 
 
Annual Leave Entitlement 
 
Your annual leave entitlement is 25 days. An additional day for every year employed 

(whole year from 1
st
 Jan) will be added to the basic 25 days on the 1

st
January each 

year to a maximum of 5 days. The offices are closed over the Christmas period, 
usually for three days. Where this is the case staff must either take annual leave or 
work from home during this period. 
  
If you are employed on a part-time basis you will receive leave on a pro rata basis. 
 
If you require further information and advice concerning your annual leave 
entitlement please contact HR. 
 
Leave Year 
 
The annual leave year is from 1 January to 31 December.  Leave cannot be carried 
forward except in exceptional circumstances and with prior agreement. 
 
If you have been absent on long-term sick leave or maternity leave and do not return 
to work before the end of the leave year, you should discuss your plan for taking 
annual leave with your manager.  Wherever possible leave should be taken within 
the leave year in which it was accrued.  No payments in lieu for outstanding leave in 
these circumstances will be made. 
 
If you have returned from leave of absence and are prevented, by the needs of the 
service, from taking all or part of your annual leave, you will be treated in accordance 
with the normal rules governing carry forward of annual leave. 
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Staff must endeavour to take all accrued annual leave if they leave the National Park 
Authority part way through the leave year.  If this is not possible for operational 
reasons, a payment in lieu can be made.  If you leave to take up employment with 
another local authority, or other body as identified in the Redundancy Modification 
Orders, you will normally be able to transfer any outstanding leave.  If you leave 
having taken more than your allocation of holiday, you will be required to repay the 
Authority for any excess leave taken.  
 
Approval to Take Leave 
 
As far as possible you may take your annual leave when you wish, providing you 
have the approval of your manager.  Whilst your manager will not refuse you leave 
unreasonably, for your part you must accept that it is not possible for everyone to 
take leave at the same time and reasonable notice must be given. 
 
Managers must consider the needs of the service when considering whether staff are 
able to take leave. 
 
A record of annual and other leave taken will be kept on your leave card, which will 
be given to you during your induction.  You should hand your leave card to HR at the 
end of each leave year. 
 
It is vital that with these flexible working arrangements, hours worked are within the 
Working Time Directive threshold (see HR Officer for further details) and other health 
and safety issues be strongly adhered to. 
 
Bank Holidays 
 
In addition to annual leave you are also entitled to a holiday on each of the eight 
public holidays. 
 
If you work part-time, you will receive a pro rata entitlement to public holidays.  This 
pro rata entitlement will be expressed as a number of hours pay which you will 
receive on each public holiday.  Details as to how the level of payment is calculated 
will be available from the HR Officer. 
 
Employees, including those not on the flexi system, required to work on a bank 
holiday shall, in addition to the hours worked for that day, be entitled to 2 days time 
off in lieu as follows: 
 
Time worked = less than half the “normal working hours” on that day:  2 x half a day 
Time worked = more than half the “normal working hours” on that day:  2 x full day 
 
NB:  The definition of a “day” is defined as the pro rata entitlement to a bank holiday 
e.g. half-time staff working 5 hours on a bank holiday would be entitled to the 5 hours 
worked, plus 2 full days off in lieu at 3 hr 42 min. 
 
The definition of “normal working hours” is those hours that an employee would be 
rota’d to work on that day.  If an employee is not normally rota’d to work on that day, 
the normal day will be defined as their usual bank holiday entitlement.
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Family and Compassionate Leave 
 
The National Park Authority recognises the difficulties that people can suffer from 
time to time in their personal lives and this scheme enables the Authority to exercise 
compassion as a good employer. Please see the policy ‘Family & Compassionate 
Leave’ which can be found on Sharepoint under the Forms Templates and Policies 
tab, or ask the HR Officer for further information. 
 
Service in Non Regular Forces 
 
Subject to the needs of the service, volunteer members of the Non-Regular Forces 
who attend summer camp will be granted one week additional leave. 
 
If you are required to undertake training additional to attendance at summer camp 
you will normally be expected to do so on days when you are not required to be at 
work. 
 
Those called up for regular service will be entitled to unpaid leave and return to 
employment within the Authority. It is envisaged that the employee will paid by the 
Ministry of Defence during this period. 
 
Jury Service and Appearances as a Court Witness 
 
If you are called for jury service or are required to appear in court as a witness you 
should contact your manager to discuss attendance arrangements.  Paid time off will 
be given to those called for jury service and will normally be given if required to 
appear in court as a witness however, where the witness is required to attend court 
in relation to an action they themselves have instigated, flexi or unpaid leave will 
normally be granted. 
 
Leave for Public Duties 
 
If you are appointed as a magistrate or as a local authority member or to other 
recognised public service positions such as School Governor you could be entitled to 
receive up to 48 half days’ paid leave per year to attend meetings/sessions, subject 
to service requirements. 
 
You should discuss your proposed appointment with your manager to see if it 
qualifies for special paid leave and to agree time off arrangements. 
 
Trade Union Duties and Activities 
 
If you join a recognised independent trade union and become an official of that union 
you will be entitled to reasonable time off, with pay, to take part in union duties and 
activities as set out in time off agreements or as agreed from time to time by the 
Chief Executive. 
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Staff Welfare and Equalities 
 
Staff Welfare 
 
The Authority has a Welfare Officer, who provides a confidential welfare support, 
counselling and advisory service for all employees.  If you have a problem or a 
concern affecting your life at home or at work, it can help to talk it over in confidence 
with someone who is independent and trained to listen.  
 
Areas where the Welfare Officer may be able to help include: benefits, housing, 
bereavement, family and relationship problems, stress, worries about starting a new 
job or returning to work after a long absence and any other personal or work related 
problem.  If you would like help or advice, or simply someone to talk to, you can 
contact the Welfare Officer who will then arrange to meet you either at County Hall or 
at some other mutually convenient site.  The Welfare Officer is currently located at 
County Hall, Morpeth, Northumberland Tel. 01670 533709. 
 
The Authority also has dedicated Listening Officers, whose role is to assist with day-
to-day work and personal problems. The names of the listening officers can be found 
on staff notice boards.  In addition, the HR Officer and Unison representative can 
also provide advice and support. 
 
The Staff Welfare Policy can be found on Sharepoint under the Forms Templates 
and Policies tab. 
 
Equal Opportunities 
 
Northumberland National Park Authority is committed to equality of opportunity and 
to this end has an Equal Opportunities Policy which details good employment 
practice in terms of recruitment, training, promotion etc.  The policy also indicates 
that the Authority is seeking to create an environment which is free from sexual, 
racial or other forms of harassment.  Training in equal opportunities is given to all 
staff.  Staff should be aware that proven discrimination or harassment in the course 
of their duties could result in disciplinary action. 
 
The Equal Opportunities and Valuing Ability Policies can be found on Sharepoint 
under the Forms Templates and Policies tab. 
 
Sickness Absence 
 
The National Park Authority wishes to support and promote the health and wellbeing 
of its employees.  Wellbeing initiatives are supported and the Authority has 
accreditation from Public Health North East.    The Authority further recognises that 
the maintenance of high levels of attendance is essential in the planning and 
provision of cost effective and high quality services and to this end expects you to 
make every effort to attend for work. 
 
Should you become unfit to attend work it is important that you comply with the 
Sickness Reporting Procedure.  If you are unable to attend work because of illness or 
injury, you should contact your manager and the HR Officer by telephone on 01434 
611576 before your usual starting time or before 10am (whichever is the earlier) on 
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your first day of illness. You should make the contact yourself, unless there are 
extenuating circumstances. 
 
You will be asked to give details of the reason for your absence and the expected 
return to work date.  This information will be recorded in Section A of the "Employee 
Statement of Absence in Respect of Personal Illness” (self-certification) form. 
 
If your absence is to continue for more than three days you should notify your manager 
as detailed above, by a further telephone call on the fourth day providing whatever 
further information you have in respect of the condition and the anticipated length of 
absence. 
 
If the absence continues over an extended period, you should update your manager 
on your condition at regular intervals. 
 
On return to work following any absence due to sickness, you are required to complete 
Section B of the self-certification form and sign it.  Your manager should also sign the 
form and it should then be returned to HR. 
 
If the absence lasts or is expected to last longer than a week you must obtain a 
doctor's statement (‘fit note’) to be submitted to your manager on the eighth calendar 
day. 
 
Occupational sick pay is calculated as follows: 
 

During 1
st
 year of service  1 month’s full pay and (after completing 4 months 

service) 2 months half pay. 
 

During 2
nd

 year of service  2 months full pay and 2 months ½ pay. 
 

During 3
rd

 year of service  4 months full pay and 4 months ½ pay. 
 

During 4
th

 and 5
th

 year of service 5 months full pay and 5 months ½ pay. 
 
After 5 years service  6 months full pay and 6 months ½ pay 

 
 
Further information on can be found in the Sickness Policy which can be found on 
Sharepoint under the Forms Templates and Policies tab. 
 
Alcohol and Drugs 
 
Northumberland National Park Authority is interested in the health and well-being of 
employees and is concerned with any use of alcohol or drugs which might affect 
health and safety at work, work performance or the Authority’s public image. 
 
With this in mind, a policy has been developed to assist employees. The Alcohol and 
Drugs Policy can be found on Sharepoint under the Forms Templates and Policies 
tab. 
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HIV/AIDS  
 
Northumberland National Park Authority has acknowledged that there may occasions 
when staff experience difficulties/anxieties in relation to HIV/AIDS e.g. working with 
clients or colleagues who have HIV/AIDS. 
 
The HIV/AIDS Policy can be found on Sharepoint under the Forms Templates and 
Policies tab. 
 
Occupational Pension Scheme 
 
All employees, other than those employed on a casual basis, will be automatically 
admitted to the Local Government Pension Scheme, provided they have attained 
age 16.  Employees subject to automatic membership may opt out of the scheme if 
they so wish.  Details of the pension scheme are made available to new employees 
and can be found online. 
 
If in a former employment you were a member of a pension scheme, or you have 
previously contributed to a personal pension arrangement, it is normally possible to 
transfer such rights into the Local Government Scheme. 
 
It is normally possible to pay AVC’s (Additional Voluntary Contributions) to improve 
benefits. 
 
Family Leave 
 
A detailed information pack on the Maternity/Adoption/Additional Paternity Leave 
provisions and how to apply for these can be found on Sharepoint under the Forms 
Templates and Policies tab.  Information about other forms of Family Leave such as 
maternity support leave, paternity leave and parental leave can be found in the 
Family and Compassionate Leave Policy. 
 
Harassment 
 
Every employee has a duty to behave appropriately at all times and the Resolving 
Harassment Policy seeks to prevent harassment, discrimination, bullying, 
victimisation and all other forms of unwarranted or improper behaviour in the 
workplace.  In cases of harassment staff are encouraged to raise concerns with line 
managers, with further support available from the HR Officer and the listening 
officers network.  The policy can be found on Sharepoint under the Forms Templates 
and Policies tab. 
 
Grievance Procedure 
 
If you have a grievance relating to any aspect of your employment with the National 
Park Authority you should initially raise it with your immediate manager.  In principle, 
it is expected that grievances will be resolved informally and that only rarely will it be 
necessary to invoke the full procedure. 
 
The Resolving Grievances Policy can be found on Sharepoint under the Forms 
Templates and Policies tab. 
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Regrading Procedure 
 
Where you are dissatisfied with the grade of your post a separate procedure exists 
for personal re-grading applications.  The Regrading Procedure can be found on 
Sharepoint under the Forms Templates and Policies tab. 
 
You may consult the HR Officer or Welfare Officer for advice about any stage of 
these procedures.  All such enquiries will, of course, be treated in confidence. 
 
Whistleblowing Policy 
 
Employees are often the first to realise that there may be something seriously wrong 
within an organisation. However, in some cases, they may not express their 
concerns because they feel that speaking up would be disloyal to their colleagues or 
to the Authority. They may also fear harassment or victimisation. In these 
circumstances it may be easier to ignore the concern rather than report what may 
just be a suspicion of malpractice.  However, the Authority is committed to the 
highest possible standards of openness, probity and accountability. In line with that 
commitment the Authority expects employees, and others that it deals with, who 
have serious concerns about any aspect of the National Park Authority's work to 
come forward and voice those concerns. It is recognised that most cases will have to 
proceed on a confidential basis.  The Whistleblowing policy provides further details 
and can be found on Sharepoint under the Forms Templates and Policies tab. 
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Health and Safety at Work and Violence at Work 
 
The Health and Safety at Work Act 1974 was passed with the principal intention of 
promoting the improvement of health and safety at work and of encouraging the 
maintenance of high standards in those respects. It specifies various general duties 
for employers and employees to observe in order to make people more safety 
conscious at work.  The Act relates to work activities at a place of work and the risks 
that people working there create, both for themselves and for people affected by 
them. 
 
In accordance with the provisions of the Health and Safety at Work Act, the National 
Park Authority has issued a statement of safety policy, (see below). This Policy can 
also be found in the key documents folder. Please read this carefully and make sure 
that you are aware, in particular, of your responsibility for ensuring your own safety 
and the safety of those around you. 
 

Please ensure that you adhere to any rules relating to health and safety at your 
workplace. 
 

Instructions relating to the procedure to be followed in the event of fire or other 
emergencies are set out in this Handbook and can also be found in the key 
documents folder. You should ensure that you are fully aware of what to do in these 
circumstances. 
 
If you have an accident at work you are required to notify the officer within your 
Department responsible for safety matters and fill in the Accident Book available for 
that purpose. 
 
First Aid facilities are available at your workplace and details of these will be notified 
to you by your Manager when you start work. 
 
If you have any queries concerning health and safety matters, please contact the 
designated Health and Safety Officer. 
 
Health and Safety Policy 
 
It is the policy of Northumberland National Park Authority to ensure, so far as is 
reasonably practicable, the provision of a safe and healthy workplace and working 
environment for employees and appointed volunteers and as far as is reasonably 
practicable to ensure the health, safety and welfare of members of the general public 
and anyone else who may be affected by the activities of the Authority. 
 
The Health and Safety Manual containing this policy statement and details of the 
responsibilities for the management of safety within the National Park Authority 
supports this general statement. This manual is, in turn, supported by detailed work 
instructions, safe working procedures, permit systems and risk assessments for 
individual work activities. 
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A copy of the Health and Safety Policy Statement and all relevant supporting safety 
documentation and information will be brought to the attention of every employee 
within the National Park Authority. 
 
Each employee has an important part to play in the achievement of a safe working 
environment and must make a positive contribution in the interests of their own 
safety, their colleagues, appointed contractors and that of the general public affected 
by the activities of the National Park Authority. 
 
The Health and Safety Policy Statement and supporting documentation will be re-
appraised and updated as required to take into account changing circumstances. 
 
The Health and Safety Manual and other relevant documentation, including risk 
assessments can be found on Sharepoint. 
 

Violence at Work 
 
Whilst the vast majority of people that staff come in contact with are law abiding 
citizens, you will be aware that violence, including physical attack, verbal abuse and 
threatening behaviour, is an increasing problem in today’s society. 
 
Whilst many incidents are relatively minor, more serious cases do occur from time to 
time. 
 
The Authority takes a serious view of any incident of assault against employees and 
has adopted a policy on violence at work which applies to all employees. 
 
The Authority will fully support you if you are assaulted, threatened or harassed as 
long as you are correctly carrying out your duties. 
 
Guidelines have been prepared to assist staff to avoid and to handle potentially 
violent situations. If your post exposes you to potentially violent situations guidelines 
can be found in the key documents folder.  Appropriate training is also available. 
 
Further information is available in the Health and Safety Manual which can be found 
on Sharepoint. 
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Fire Information for Employees/Visitors/Contractors 
 
ON DISCOVERING OR CAUSING A FIRE 
 
1. IMMEDIATELY OPERATE THE NEAREST FIRE ALARM POINT BY 

BREAKING THE GLASS COVER (this is all you need to do to activate the fire 
signal). 

 
2.  GET OUT - LEAVE THE BUILDING IN AN ORDERLY MANNER BY THE 

NEAREST CLEAR EXIT WARNING COLLEAGUES AS YOU GO. 
 
3.  ASSEMBLE AT YOUR FIRE ASSEMBLY POINT.  
 
ON HEARING THE ALARM 
(A continuous high pitched oscillating sound) 
 
1.  LEAVE THE BUILDING IN AN ORDERLY MANNER, WARNING OTHERS AS 

YOU GO.    FOLLOW ANY INSTRUCTIONS GIVEN BY THE FIRE WARDEN. 
 
2.  ENSURE ANY VISITORS TO THE BUILDING ARE ESCORTED TO SAFETY. 
 
3.  ASSEMBLE AT YOUR FIRE ASEMBLY POINT. 
 
REMEMBER 
 
DO NOT STOP TO COLLECT PERSONAL BELONGINGS. 
DO NOT USE AN EXTINGUISHER UNLESS TRAINED TO DO SO. 
DO NOT RE-ENTER THE BUILDING UNTIL INSTRUCTED TO DO SO. 
DO FIND OUT WHERE THE ALARM POINTS ARE LOCATED. 
DO FIND OUT WHERE ESCAPE ROUTES ARE BEFOREHAND. 
DO CONSIDER ALTERNATIVE ROUTES. 
DO USE THE NEAREST SAFE EXIT. 
DO REMEMBER YOUR ASSEMBLY POINT. 
YOU ARE RESPONSIBLE FOR THE SAFE EVACUATION OF YOUR 
VISITORS/CONTRACTORS. 
 
FIRE EVACUATION - CONTRACTORS/VISITORS 
 
The host is responsible for ensuring the following:- 
 
1.  That visitors/contractors report to reception on all occasions. 
2.  That visitors/contractors are aware of the fire evacuation procedure. 

(Visitors/contractors will assemble at the same assembly point as the host 
who will be responsible for accounting for them). 
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Insurance 
 
Vehicle Insurance 
 
If using your own vehicle on Authority business you must make specific provision in 
your insurance policy to cover ‘business’ in addition to ‘social and domestic’ use.  
 
Legally the Authority needs to ensure as far as practical that car users are 
adequately insured and hold valid driving licences, therefore regular checks will be 
undertaken by the Authority. 
 
Please ensure you have produced the relevant documents such as drivers licence to 
Finance before driving on Authority business. 
  
Personal and Private Property 
 
The safekeeping of personal and private property e.g. handbags, wallets etc. is your 
own responsibility. 
 
No responsibility is accepted in relation to private cars, motor cycles, mopeds, 
bicycles etc. wherever they are parked. 
 
The Authority’s insurance scheme does not cover you for any loss or theft of 
personal belongings. 
 
Authority IT and other equipment 
 
The Authority’s laptops are insured in a limited way i.e. for theft that has involved 
forcible entry.  Theft from an unattended vehicle or if left unattended in an unlocked 
situation (e.g. you are in the garden and the house is not locked) is not covered and 
care must be taken to ensure the equipment’s safety.  Reasonable steps must be 
taken to store equipment out of sight of the public.  Further information can be found 
in the Homeworking Policy on Sharepoint under the Forms Templates and Policies 
tab. 
 
Further details regarding insurance are available on request from the Finance 
Officer. 
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Training and Development 
 
The Authority encourages staff to undertake appropriate training and development.  
These interventions are identified and sourced by managers and members of staff 
with advice from HR.  In certain circumstances facilities for training are provided, 
including financial assistance where appropriate. This includes both external training 
courses leading to administrative, professional and technical qualifications and 
internal courses. 
 
Where the Authority identifies a need for a particular qualification e.g. Chartered 
Institute for Public Finance and Accountancy then financial assistance would 
normally be agreed and paid time off given.  Where the Authority makes payments 
for education on behalf of the employee a contract will be drawn up asking for 
reimbursement of costs should the employee leave employment within 24 months of 
the end of the course. 
 
Where attendance on an educational course has been requested by the employee, 
then managers should agree who pays course fees and how much time off is 
allowed, on a case by case basis.  All such arrangements need to be formally 
approved by the Head of Corporate Services in consultation with the HR Officer to 
ensure consistency. 
 
Study Leave 
 
This arrangement usually only applies where financial assistance is given by the 
National Park Authority for the examinations being attempted and where the course 
is not arranged on a full time or block release basis.  If you are following a day 
release or correspondence course for a relevant qualification you will be granted 
leave of absence without loss of salary for the purpose of sitting appropriate 
examinations and in addition may be granted paid leave for revision purposes at the 
rate of one half day for each examination paper to be taken.  
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Termination of Employment 
 
The period of notice which you are required to give is as follows: 
 
 On or below Band 3  - One month 
 Band 4 to Band 5  - Two months 
 Band 6 and above  - Three months 
 

The period of notice to which you are entitled is as above or the following statutory 
minimum, whichever is the greater: 

 
Period of continuous service    Minimum notice 

 
Four weeks or more but less than two years - One week 
Two years or more but less than twelve years - One week for each year 

of continuous service 
Twelve years or more    - Not less than twelve 

weeks 
 
Note:   
i)  The relevant contractual notice period will be that which is appropriate to the 

employee’s band at the date of termination.  
ii) The Authority reserves the right not to require an employee under notice to 

attend their place of work during the notice period. 
 

To terminate your employment you should write to your manager giving your name, 
post held and place of employment and giving the last day of your employment with 
the National Park Authority. 
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Other Relevant Information 
 
Politically Restricted Posts 
 
Under the provisions of the Local Government and Housing Benefits Act 1989, the 
following posts are politically restricted: 
 

 Head of the Authority’s paid service, statutory Chief Officers and other Chief 
Officers. 

 ‘Deputy’ Chief Officers (as defined by the Act). 
 Posts at or above the specified salary level (equivalent to spinal column point 

44) [unless exemption is granted]. 
 Certain ‘sensitive’ posts; namely those giving advice on a regular basis to 

committees, and those speaking on behalf of the Authority on a regular basis 
to journalists and broadcasters (unless exemption is granted). 

 
If you come into one or more of the above categories, you would not be able to 
participate in any of the following activities:- 
 

 Candidature for public elected office (other than to a parish or community 
council). 

 Acting as an election agent or sub agent. 
 Holding office in a political party. 
 Canvassing at elections. 
 Speaking or writing publicly (other than in an official capacity) on matters of 

party political controversy. 
 

The Chief Executive, Head of Corporate Services or the HR Officer will advise you if 
your post is a politically restricted post. If, however, you wish to seek clarification on 
the extent of the restrictions applicable or whether or not you have any rights of 
appeal under the Act, then please contact Head of Corporate Services. 
 
Trade Union Membership 
 
Northumberland National Park Authority, as your employer, supports the system of 
collective bargaining in every way and believes in the principles of solving employee 
relations problems by consultation and negotiation. For practical purposes, this can 
only be conducted by representatives of the employers and of the employees. If 
collective bargaining of this kind is to continue and improve for the benefit of both it is 
essential that any employees’ organisation should be fully representative. The 
Authority is also associated with other local authorities represented on the national 
and provincial councils dealing with local authorities’ services. It is equally sensible 
for you to be a member of a trade union representing you on the appropriate 
negotiating body, and you are encouraged so to be. Which one you join is a matter 
for your choice. 
 
If you wish to join a trade union and to take part in its activities, then you should 
complete a membership application form available either from the trade union 
representative at your workplace or, if the union of your choice has no representative 
where you work, from the local union office.  The National Park Authority recognises 
UNISON for collective bargaining purposes. 
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Access to Personal Records 
 
Once a year you are permitted access to your personal file with references removed. 
If you wish to exercise this right you should contact the HR Officer who will make the 
necessary arrangements. 
 

Standards of Conduct 
 
The public is entitled to demand of the National Park employee conduct of the 
highest standard. Whilst it is not possible to draw up an exhaustive list of rules 
setting standards of conduct which will apply to all staff in all circumstances, a Code 
of Conduct document has been drawn up, which should be read by all staff.  This is 
available on Sharepoint under the Forms Templates and Policies tab. 
 
Staff are also recommended to familiarise themselves with the Anti-fraud and 
Corruption Strategy which can be found on Sharepoint alongside the other corporate 
policies. 

Secondary Employment 
 

You are advised that whilst your off duty hours are your own concern, you should not 
put yourself in a position where the requirements of your work and your private 
interests conflict.  In this respect a further requirement is that staff graded above 
Band 5 shall devote their whole-time service to the work of the Authority and shall 
not engage in any other business or take up any other additional appointment 
without the express consent of the Authority. 
 
If you wish to take up additional employment in your off-duty hours you should notify 
your line manager. 
 
An ‘Application to undertake secondary employment’ form can be found on 
Sharepoint under the Forms Templates and Policies tab. 

Capability and Disciplinary Procedure 
 
In order to ensure that fair and effective arrangements exist for dealing with 
disciplinary and capability matters and to ensure that as far as possible common 
standards are observed for all employees, a Capability and Disciplinary Policy has 
been agreed with the trade union. 
 
The Capability and Disciplinary Policy can be found on Sharepoint under the Forms 
Templates and Policies tab. 
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Appendix 1 - List of Policies 
 
Alcohol and Drugs 
Anti Fraud and Corruption Strategy 
Capability and Disciplinary 
Code of Conduct 
CRB Code of Practice and Criminal Records 
Culture and Values Statement 
Equal Opportunities in Employment 
Excess Travel 
Family and Compassionate Leave 
Flexi Scheme 
Giving References 
Hearings and Appeals 
HIV/Aids 
Homeworking 
Job Evaluation Scheme 
Maternity, Adoption and Additional Paternity Leave 
No Smoking 
Organisational Change 2010-15 
Pay Protection 
Recruitment 
Redundancy and Redeployment 
Relocation 
Resolving Grievances 
Resolving Harassment 
Sickness 
Staff Welfare 
Stress at Work 
Travel and Subsistence 
Valuing Ability 
Whistleblowing 
Working Time 
Worklife Balance 
Young and Vulnerable Persons Protection 


