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Welcome 

 

We recognise that the most important asset of our Service is our employees.  We 

understand that a positive working experience will help you to deliver our service 

objectives.  In turn, this allows you to develop and utilise your skills and experience within 

your role.  This makes a real difference to the services we provide to our communities 

and helps us to be an employer of choice.  

 

We support this positive experience of work for our staff with our policies and procedures.  

Along with your contract of employment, these set out the basis of your working 

relationship with us.  

 

Please take the time to read through this summary of terms and conditions as it details 

the information about our policies and procedures and will help you understand what you 

can expect from us, as your employer, and what we expect from you in return.  

 

We hope that you find this document useful but should you require further information 

either regarding your employment contract or summary of terms and conditions then 

please do not hesitate to contact your local Human Resources Business Partner for 

further support.  Further specific details on many of the terms and conditions covered 

within this Summary can be found within current SFRS policies, procedures, and 

guidance documents which can be accessed via the iHub. 

 

The terms and conditions of your employment are in accordance with this Summary of 

Terms and Conditions for Uniformed Staff, supplemented by the detail contained within 

your Contract of Employment and SFRS policies as noted above.   

 

Your salary and terms and conditions of employment are in accordance with the 

conditions laid down by the National Joint Council, which are subject to modification or 

alteration as notified and applied to this organisation.  All other terms and conditions are 

in accordance with the Sixth Edition of the Grey Book and the further detail contained in 

this Summary.   

 

The Service reserves the right to amend terms and conditions where appropriate 

however, any proposed changes will be subject to appropriate consultation or 

negotiation with representative bodies. 

 

Future collective bargaining on such matters will take place between the SFRS and the 

recognised Trade Unions within the scheme established by the Working Together 

Framework. 
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Section A – Contractual Terms and Conditions of Employment 

 

This section, together with the specific details outlined in your accompanying Contract of 

Employment and the Sixth Edition of the Grey Book, constitutes the main terms and conditions 

of your employment for the purposes of Section 1 of the Employment Rights Act 1996. 

 

1. Continuity of Employment 

Your start date for continuous service purposes is as detailed in your Contract of Employment. 

 

For the purposes of Section 211 of the Employment Rights Act 1996, SFRS does not 

recognise service with any previous employer(s) as being continuous service with the Scottish 

Fire and Rescue Service, except continuous service with an another UK Fire Authority. 

Where you indicate that you have previous continuous service with another UK Fire Authority, 

you are responsible for providing SFRS with a letter of confirmation from this Fire Authority 

confirming dates of employment, achievement of competence and eligibility for awarding of 

CPD. 

 

2. Work Location 

Your work location is as detailed in your Contract of Employment. 

 

Please be aware that upon accepting an offer of appointment, whilst we shall endeavour to 

consider the location preference you indicated at interview, you acknowledge that your 

location cannot be guaranteed at this time and may be subject to change upon conclusion of 

the duty system review. 

 

While the SFRS does operate a transfer process, you will not be eligible to submit an 

application for a transfer (unless in exceptional circumstances) during your development 

phase in role, which is around 3 years from entry to the service. 

 

For the purposes of development, you may be required to transfer as appropriate to other 

stations.  You may also be required to work at or transfer to any other place of employment in 

the SFRS, subject to the needs of the Service and consultation with you. 

 

3. Asylum, Immigration and Nationality Act 2006 

The Asylum, Immigration and Nationality Act 2006 (as amended) sets out the law on the 

prevention of illegal working therefore all employees of the Scottish Fire and Rescue Service 

must be eligible to work in the United Kingdom. 

 

4. Mobility 

The Service reserves the right to transfer employees to an alternative workplace on a temporary 

or permanent basis where workforce availability does not match service requirements.  The 

Service will use detached duty and employee transfer (temporary and permanent) arrangements 

to manage employee mobility, as follows: 

 
(i) Detached Duties 

You may be assigned to an alternative workplace on a shift by shift basis to resolve short 

term staffing or skills shortages.  So far as is reasonably practicable, the employee/s to be 

detached will be selected from the nearest station/s with a crewing surplus. 
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You may be detached to stations within the limits of your own LSO Area, and to any 

other additional station within a reasonable additional travel time of not more than 

between 30 to 40 minutes, this travel time being calculated at normal road speeds and 

driving conditions.  Where additional travel time and costs are incurred, you will be 

reimbursed through appropriate overtime and travel payments. 

 

(ii) Employee Transfers 

Temporary or permanent employee transfers may be utilised by the Service in order to 

ensure service requirements are met and appliance availability is maintained. 

 

Transfers will be considered on the basis of reasonableness and the Service will ensure 

that, as far as is reasonably practicable, the impact of travelling to and from the alternative 

work location will be minimised whilst ensuring the needs of the Service are met.  

 

5. Duties 

The duties and responsibilities applicable to your post are as detailed in the relevant Job 

Outline and Role Map for your post.  You are responsible for ensuring that you maintain an 

acceptable level of competence in your role and of physical fitness necessary to carry out 

operational duties and proactively ensure your own health and fitness for work in line with the 

SFRS Health, Safety and Wellbeing Policy, a copy of which is available on the intranet. 

 

There may be a requirement for you to undertake driving duties with a view to establishing a 

sufficient pool of drivers to meet SFRS demands where this is relevant to your role. 

 

6. Working Hours 

Your working hours and duty pattern are as detailed in your Contract of Employment, with 

further detail relating to the main principles of each Uniformed duty system outlined below:  

 

(i) Working Hours - 5WDS  

 

• The 5WDS is an annualised hours system based on a 10 week continually repeating 

cycle; 

• The cycle comprises of personnel working 7 tours of duty of 2 days, 2 nights (4 x 12-

hour mid-shifts Operations Control (OC), followed by 4 rota days; 

• On completion of each seventh tour of duty, all Watch personnel will finish for 18 days’ 

leave, consisting of a combination of leave and rota days; 

• Each Watch receives five 18-day periods per year. Annual Leave (AL) is allocated in 

weeks nine and ten of the ten weekly cycles. Due to the nature of the repeating cycle, 

one Watch will receive an additional 18-day period off which will span over the current 

and next leave year; 

• All personnel have a responsibility to fulfil their contractual obligation by working the 

hours detailed in their contract of employment. Any outstanding hours will be worked 

via Out of Pattern Roster Reserve shifts (OPRR – Orange Shifts) or Volunteer for Duty 

(VFD); 

• Further information is available in the 5 WDS Administration and Management 

Procedure 

https://ihub.firescotland.gov.uk/download.cfm?ver=58300%20
https://ihub.firescotland.gov.uk/download.cfm?ver=58300%20


 

7 
Uniformed Staff - Summary of Terms and Conditions of Employment - FF- Head of Function (Operational) 
V3 

 

(ii) Working Hours – Day Duty  

 

Due to the varied nature of the role, Day Duty employees have some flexibility around 

their working hours.  The working hours of Day Duty employees will operate on a locally 

managed basis, and in accordance with the following principles and as outlined in the 

SFRS Wholetime Day Duty Working Hours and Leave Policy and Procedure;  

 

• 42 hours per week averaged over 4 weeks; 

• Flexibly agreed core hours of between 0700 hours and 1900 hours; 

• Weekend working or working hours after 1900 within the 42 hour contractual week 

will be paid at time and a half, i.e. each hour will attract a supplement of 50% of 

plain time; 

• Weekend working or working hours after 1900 outside the contracted 42 hours per 

week (averaged over the four week period) will be recompensed through Time off 

in Lieu (TOIL) at straight time, or through overtime at standard overtime rates; 

• A maximum of 6 evenings or weekends will be worked per annum and be subject 

to a minimum of 6 weeks’ notice.  This can be increased on a voluntary basis; 

• Accrual of TOIL for Day Duty staff will be subject to a maximum of 32 hours after 

which payment must be taken at standard overtime rates;   

• As an emergency Service, rare and extreme events can occur which may 

compromise Firefighter or public safety.  In such circumstances an immediate 

response will be required by Day Duty employees where appropriate to resolve or 

mitigate the event. 

 

(iii) Working Hours - Wholetime Uniformed Instructors 

 

Working hours for Wholetime Uniformed Instructors are as documented within the SFRS 

Wholetime Uniformed Instructors – Working Hours and Leave Policy and are in 

accordance with the following principles; 

 

• Basic working hours should average forty-two hours per week for full time 

employees over four weeks (i.e. 168 hours per four-week period); 

• Working hours will be based on a five-day week, with each working day being 

of a nominal 8 hours and 24 minutes duration which includes a paid meal break 

of one hour’s duration; 

• Working days may be worked Monday to Sunday with at least two days being 

free of duty in each seven-day period; 

• The nominal working hours are between 08:00hrs and 16:24 (subject to flexi 

provisions) unless evening work is required, in which case the working hours 

will be 14:00 hours to 22:24 hours; 

• Evening work will be limited to Mondays to Thursdays and be scheduled at a 

frequency commensurate with identified training plans; 

https://ihub.firescotland.gov.uk/download.cfm?ver=43111
https://ihub.firescotland.gov.uk/download.cfm?ver=60657%20
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• Weekend working days are limited to a maximum of 30 days per annum 

equating to 15 weekends when both weekend days are worked together. 

 

7. Pay 

Your salary will be as detailed in your Contract of Employment. 

 

The Service will apply the rates of pay promulgated by the NJC as the appropriate rate of base 

pay for all uniformed employees within the roles of Firefighter to Area Commander. 

 

The Service will ensure a guaranteed minimum promotional increase at the current NJC rate 

(over the value of your previous salary and CPD payment) on taking up an increase in 

responsibility.  The Service will also ensure any nationally agreed pay awards are applied to 

employees within this group. 

 

The roles of Head of Function (Operational) and above do not feature within the NJC pay 

grades, and therefore the salary for these roles will be set by the SFRS, with all other terms 

being no less favourable than those applicable to Area Commanders. 

 

Employees in the roles of Station Commander to Area Commander operating on the Flexible 

Duty Officer’s Duty System will receive a pensionable Flexible Duty Allowance of 20% of 

annual salary. 

 

You will be paid monthly by credit transfer, with each month’s pay consisting of a twelfth of 

your annual salary. 

 

The Service is under no obligation to award an increase in salary at any time beyond the 

conditions laid down by the NJC and as agreed with representative bodies.  

 

8. Overtime Payments 

The use of overtime is restricted to uniformed employees in the roles of Firefighter to Watch 

Commander, and to Day Duty Station Commanders.  Employees on the Flexible Duty System 

will not receive paid overtime; however, this employee group will be compensated for 

additional time worked through their flexible duty scheme. 

 

Overtime will be paid at time and a half except on Public Holidays when it will be paid at double 

the standard hourly rate.  

Part time employees working more than their normal duty hours will receive payment at plain 

time until they exceed the normal contractual hours of 42 hrs per week. 

 

Casual overtime resulting from attendance at an incident beyond the end of the shift will be 

considered as non-guaranteed, but compulsory, and payment will be made in accordance with 

the Sixth Edition Grey Book. 

 

9. Continual Professional Development (CPD) 

The CPD payment is as specified by the NJC in their annual pay award circulars and this 

payment is recognised as an “additional pensionable benefit”.   
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CPD payments made to employees and the processes by which it is awarded and paid comply 

with the principles set out within the NJC Circular 15/07, as follows: 

 

• Employees will become eligible to be considered for CPD where they have accrued at 

least five years competent service in the role of Firefighter prior to the commencement 

of the pay year, i.e. the 1 July in each year. 

• CPD will cease to be paid where a recipient is promoted, either on a temporary or 

substantive basis, and such employees must then accrue at least 1 year’s competent 

service in their new role prior to the 1st July each year to again become eligible for CPD.  

During this period, the Service will apply the guaranteed minimum promotional increase 

in line with current NJC rates.  The CPD payments of employees which ceased on taking 

up a temporary promotion will resume where they return to their substantive role within 

the same CPD year.  Where an employee returns to their substantive role from a 

temporary promotion in the year / years following that of their promotion, their 

qualification for CPD will take into account their performance in the temporary role. 

 

CPD payments are made within the normal monthly pay cycle.    

 

Qualification for CPD payments will be conditional on the individual employee satisfying the 

requirements of SFRS’s Appraisal Policy.  Where an employee satisfies this criterion, they will 

receive the full CPD payment during the following CPD payment year (1st July till 30th June).  

Where they fail to meet any aspect of the appraisal criteria, the CPD payment will not be 

awarded. 

 

10. Additional Responsibility Allowance (ARA) 

In recognition of skills and responsibilities which are applied and maintained outside the scope 

of the firefighter role map but within the job function, an ARA will be provided to the recognised 

water and line rescue teams and will be paid at the standard SFRS approved rate. ARAs will 

be paid monthly through normal pay runs but are not pensionable.  

 

If you are eligible to receive an ARA, this will be paid in accordance with the following 

provisions:  

 

• A single ARA payment will be made regardless of role within the rescue team e.g. there 

is no specific ARA for boat operator or line rescue supervisor and as such multiple or 

enhanced value ARAs will not be paid.  

• Where you cease to undertake the activities to which the ARA relates through such 

factors as voluntary transfer, promotion (temporary or substantive), suspension, or 

through a failure to meet the requirements of the recognised training standard then the 

payment of the ARA will cease with immediate effect. 

• If you are transferred to another workplace where there is no requirement to undertake 

the activity to which the ARA relates, the ARA will be withdrawn three months after the 

transfer takes effect. 

• As the activities that attract ARAs lie outwith the role maps, you will accept these 

responsibilities on a voluntary basis, following which they will become a contractual 

term.  If you choose at a later date to indicate that you wish to withdraw from the ARA 
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activity, you can only do so with the provision of six months’ notice. Such notice must 

be made in writing and contain an explanation of the reasons for the withdrawal. 

• ARAs will however continue to be paid during holiday periods and periods of sickness 

absence of 28 days duration or less. 

• ARAs may be withdrawn on six months’ notice where the SFRS determines that the 

Specialist Activity to which it relates is to be discontinued or moved to another venue. 

 

11. Instructors Pay Supplement 

An Instructor’s Pay Supplement, equal to 10% of an Instructor’s core salary, is payable to those 

undertaking a dedicated Instructional role as classified within the Wholetime Uniformed 

Instructors Working Hours and Leave Policy. If your substantive role is a dedicated Instructional 

post, the 10% Instructor’s Pay Supplement is pensionable. If you are undertaking an 

Instructional role on a temporary basis and your substantive role is not a dedicated Instructional 

post within the SFRS structure, the Pay Supplement is non-pensionable. The Pay Supplement 

is subject to Tax and National Insurance contributions and will be paid monthly.  

 

This pay supplement is paid in recognition of the qualifications and experience required to 

provide high quality instruction across a range of activities; including the provision of training 

for Specialist Skills Attributes, coupled with the requirements for mobility (including travel and 

overnight stays) and flexible working hours incorporated within the agreed SFRS’s Instructor 

working arrangements. If you are entitled to receive this allowance, further detail will be 

outlined in your Contract of Employment.   

 

12. Annual Leave 

Your annual leave allocation is as appropriate to your post, as detailed within the Sixth Edition 

Grey Book, as follows: 

 

Role Scale A Leave*1 Scale B Leave Long-Service 

Leave 

Area Commander  35 2 3 

Group Commander  28 5 3 

Station Commander 28 5 3 

Watch Commander 25 5 3 

Crew Commander 25 5 3 

Firefighter 25 5 3 
*1 Off-duty days that fall within a period of Scale A leave will count as leave days. 

Note: employees in the role of Head of Function (Operational) will receive the same leave 

allocation as Area Commanders. 

 

Your leave year shall run from 1st January to 31st December.  The timing and authorisation of 

all leave shall be subject to the exigencies of the service. 

 

Employees who join or leave the Service after the commencement of a leave year are not 

entitled to the full annual leave allocation.  This also applies to employees who move from one 

role to another that has a different annual leave calculation within the leave year.  In such 

circumstance the employee will receive a prorated annual leave allocation. 
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Long Service Leave will be awarded to employees with at least 5 years’ service at the 

commencement of the leave year.  Where an employee attains 5 years’ service during the 

leave year, they will receive one day’s Long Service Leave for each completed period of 4 

months accrued service within the year in which they accrue 5 years’ service. 

 

In calculating entitlement to Long Service Leave, recognition will be given to previous service 

within the Retained Duty System.  Where a Wholetime employee has recognised continuous 

service dating from entry to the RDS then, for the purpose of calculating entitlement to Long 

Service Leave, 3 full years’ service in the RDS will be considered as equivalent to 1 years’ 

service within the Wholetime service and six full years’ RDS service will be considered as 

equivalent to two years’ service within the Wholetime service.  RDS service in excess of 6 

years does not qualify for any further entitlement to Long Service Leave. 

 

On termination of employment, wherever possible, any leave accrued for the leave year must 

be taken prior to your termination date. 

 

Payment for any accrued holiday pay on the termination of your employment will be calculated 

on the agreed daily rate of pay for annual leave i.e. the equivalent of twelve hours at the 

standard hourly rate of the employee leaving, multiplied by the number of days accrued. 

 

(i) Annual Leave – Day Duty  

Due to the nature of the role, day duty employees from Firefighter to Watch Commander 

will have some flexibility in when leave may be requested.  All requests for leave will be 

subject to managerial approval and the exigencies of the service. 

 

The key principles of annual leave arrangements for this group are as follows: 

 

• Scale A days normally to be taken in two blocks of 12 days, each incorporating 10 

working days or alternatively it can be taken in blocks of 6 days, each incorporating 

5 working days. 

• The remaining Scale A day, the scale B days and Long Service Leave (where 

applicable) may be requested at a time of your choosing, subject to managerial 

approval. 

• Public Holidays will be taken as and when they occur.  Where this is not possible 

due to business reasons a day off in lieu will be provided.  This may be requested 

at a time of your choosing, subject to managerial approval. 

• Annual leave requests for more than two consecutive weeks will only be approved 

in exceptional circumstances. 

• A maximum of two thirds of the annual leave entitlement can be taken within the 

period 1st April to 30th September each year. 

 

(ii) Annual Leave – Wholetime Uniformed Instructors 

Due to the nature of the role and the requirement to plan training events in advance and 

ensure sufficient resource to do so, Wholetime Uniformed Instructors who are based at 

National Training sites will primarily be allocated set leave periods.  Requests for 

remaining leave will be subject to managerial approval and the exigencies of the service. 
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SFRS will maintain these legacy annual leave provisions for Wholetime Uniformed 

Instructors during the annual leave year 2021 and introduce the following new 

arrangements as of January 2022.  The new arrangements are as follows: 

 

• Scale A days will normally be taken in two blocks of 12 days, each incorporating 

10 working days. These periods may be requested at a time of your choosing, 

subject to managerial approval.  

• Managers have the discretion to allow employees to split this Scale A leave, based 

on individual circumstances; however, in such circumstances a seven-day period 

of leave will consist of six Scale A leave days, irrespective of the number of duty 

and rota days incorporated within this period;  

• The remaining Scale A day, the scale B days and Long Service Leave (where 

applicable) may be requested at a time of your choosing, subject to managerial 

approval. 

• Public Holidays will be taken as they occur. Where this is not possible due to 

business reasons a day off in lieu will be provided.  This may be requested at a 

time of your choosing, subject to managerial approval; 

• Annual leave requests for more than two consecutive weeks will only be approved 

in exceptional circumstances; 

• A maximum of two thirds of the annual leave entitlement can normally be taken 

within the period 1st April to 30th September each year. 

 
13. Public Holidays 

In addition to your annual leave entitlement, you will be granted 8 days public holiday leave. 

The public holidays recognised by the Service are as follows: 

• 1st January 

• 2nd January 

• Good Friday 

• Easter Monday 

• First Monday in May 

• Last Monday in September 

• 25th December 

• 26th December 

 

Where the New Year and Christmas public holidays fall on a weekend day, Day Duty 

employees will take these on the following Monday and Tuesday as appropriate. 

 

Employees in the roles of Firefighter to Watch Commander who are required to work on a 

public holiday will be paid at double time rates for the hours worked and will receive a day in 

lieu. 

 

Day Duty (Control) Station Commanders should take public holidays off as they occur, 

however if they are required to work on a public holiday they will be paid at double time rates 

for the hours worked and will receive a day in lieu. 
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Employees in the roles of Group and Area Commander who are required to work on a public 

holiday will receive a day in lieu.  Flexi Duty Station Commanders who are required to work 

on a public holiday will receive one and a half days in lieu. 

 

Employees who are on a rota day or annual leave on a public holiday will receive a day in 

lieu.  This does not apply to sick leave and in such cases no day in lieu will be awarded. 

 

14. Mess Manager’s Allowance 

The Service will pay a non-pensionable Mess Manager’s Allowance of £30 per month to one 

member of each Wholetime Watch who assumes responsibility for managing a recognised 

Watch Mess Club. 

 

The Mess Manager’s Allowance will cease to be paid where the Mess Manager relinquishes 

the role, is transferred or promoted to another post, or is absent from work for a period in 

excess of 28 days. 

 

Accrual of TOIL will not apply to Mess Managers in relation to carrying out their associated 

activities. 

 

15. Spoilt Meals 

Where a recognised Mess Club is in operation, you may claim reimbursement of £4.70 for 

each cooked meal provided through a recognised Mess Club that is spoilt as a result of a 

turnout (or where ‘recalled to duty’ in the case of Control employees).  This payment will be 

made where the turnout (or recall) occurs between 10 minutes prior to and twenty minutes 

after the commencement of a recognised meal break, and results in an absence from the 

station of a least five minutes. Management and approval of spoilt meals reimbursement is 

the responsibility of local managers. 

 

16. Travel Warrants 

Flexi Duty Officers required to reside within the Western Isles, Orkney and Shetland Islands 

are eligible to receive three Travel Warrants per annum which will enable them (and specified 

family members) to travel (either by ferry or by air) from the island on which they reside to 

designated mainland airports or ferry terminals free of charge. 

 

17. Telephone Allowance 

Mobile telephones are provided to all Flexi Duty Officers and, consequently, telephone 

allowances for landline rentals and calls will not be routinely paid. 

 

However, where a Flexi Duty Officer can demonstrate that they reside in an area where the 

mobile network is not sufficient to ensure reliable contact can be made, then a telephone 

allowance may be claimed. 

 

18. End of Course Leave 

Employees attending a residential training course lasting at least 5 days will be granted an 

additional leave allocation as follows: 
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• One day’s end of course leave will be provided for each complete week of 

residential course attended, up to a maximum of 4 days’ leave. 

• End of course leave will be taken on consecutive days starting the day after the 

course ends and may incorporate both rota and working days. 

• Employees who are on duty on a Sunday and due to attend a training course on 

the following Monday will not be required to work on the Sunday prior to the course 

commencing. 

 

19. Time off in Lieu (TOIL) 

You may request and, where appropriate, be granted time off in lieu rather than receive 

overtime payments.  TOIL will be accrued at straight time and in compliance with the protocols 

governing the accrual of overtime. Where an employee has been granted TOIL in place of 

enhanced payments they may not subsequently reverse this decision and claim payment for 

TOIL previously accrued. 

 

The accrual of TOIL must be approved by the appropriate line manager.  The maximum 

amount of TOIL that can be held at any one time is 32 hours.  Where an employee holding 

this level of TOIL subsequently works additional casual overtime, pre-arranged overtime or a 

public holiday they will be required to accept payment. 

 

TOIL may be taken in full shifts, or for a lesser period of no less than four hours. TOIL will only 

be authorised where it does not reduce Service provision by reducing appliance availability. 

In the case of Operations Control employees, Line Managers will have discretion to authorise 

TOIL to be taken in periods of less than 4 hours where the circumstances of the case justify 

this.  

 

Further details can be found within the SFRS Uniformed Time off in Lieu (TOIL) Policy. 

 

20. Reporting of Sickness Absence 

When you are unable to attend work because of sickness or injury you are required to report 

your absence in accordance with the Service’s Managing Attendance Policy. 

 

Sick Leave and Pay 

You shall be entitled to full pay for six months in any twelve-month period.  Thereafter, the 

Service may reduce pay by up to half for six months.  For RDS and Operational Volunteers, 

full pay for authorised sick leave means the average weekly pay in the previous twelve months 

(excluding any week in which the employee has been on sick leave or received no pay).  

Where there has been an increase in the rates during the 12-month reference period, the new 

rate shall be used in the calculation as if it applied throughout the entire reference period. 

 

If authorised sick leave is as a result of an illness or injury arising out of authorised duty you 

shall be entitled to full pay for twelve months.  Thereafter the Service may reduce pay by up 

to half for six months. 

 

The Service has the discretion to extend the period of sick pay in exceptional cases. 
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You are required to declare to the Service any entitlement to benefit related to your sickness 

and any subsequent alteration in circumstances on which such benefit is based. 

 

21. Medical Examinations 

The Service reserves the right to require any employee to undergo a full medical examination 

and any other investigation deemed appropriate either pre-entry or during employment.  

Failure to comply with requests for sharing of medical information or reasonable investigation 

may adversely affect the level of sick pay received. 

 

22. Data Protection 

The Service is committed to protecting your privacy when you use our services.  As your 

employer, the Service needs to keep and process information about you for normal 

employment purposes.  The information we hold and process will be used for our management 

and administrative use only.  We will keep and use it to enable us to run the business and 

manage our relationship with you effectively, lawfully and appropriately, during the recruitment 

process, whilst you are working for us, at the time when your employment ends and after you 

have left.  This includes using information to enable us to comply with the employment 

contract, to comply with any legal requirements, pursue the legitimate interests of the Service 

and protect our legal position in the event of legal proceedings. 

 

If you do not provide us with the information we have asked for then we will not be able to 

manage our employment relationship with you. Some information needs to be shared with 

external bodies because SFRS is under a legal obligation to do so. 

 

Please view our full Employee Privacy Notice on our intranet/website to find out more detail 

and further information on your rights and how we protect your privacy. 

 

23. Confidential Information & Service Property 

You acknowledge that in the course of your employment you will have access to confidential 

information.  You shall not (except in the proper course of your duties), either during your 

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 your best endeavours to 

prevent the publication or disclosure of) any such confidential information.  The restriction 

does not apply to: 

 

(a) Any use or disclosure authorised by the Service or required by law; or 

(b) Any information which is already in, or comes into, the public domain other than through 

your unauthorised disclosure; or 

(c) You 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 Service for the time being confidential to them and trade secrets including, 

without limitation, technical data and know-how relating to the business of the Service or any 

of its suppliers, service users or business contacts. 
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All documents, manuals, hardware and software provided for your use by the Service and any 

data or documents (including copies) produced, maintained or stored on the Service’s 

computer systems or other electronic equipment (including mobile phones), remain the 

property of the Service. 

 

The Service may monitor and record any use that you make of the Service's electronic 

communications systems for the purpose of ensuring that the Service’s rules are being 

complied with and for legitimate business purposes.  You shall comply with any electronic 

communication systems policies that the Service may issue from time to time. 

 

Further information can be found in the SFRS Code of Conduct and SFRS Acceptable Use 

Policy on the intranet. 

 

24. Health & Safety at Work 

It is your duty to comply with the Service’s Health and Safety policy, a copy of which can be 

viewed in full on the intranet, to adopt safe working practices and to maintain and wear the 

appropriate personal protective clothing if and when appropriate. 

 

25. Dignity and Integrity at Work 

The Service is an Equal Opportunities employer and has a zero tolerance to any form of 

discrimination.  This is supported by the Service’s Dignity and Integrity at Work Policy, which 

embraces equal opportunity in all of its employment practices.  You have a duty to comply with 

the aforementioned Policy in full and to assist in maintaining a working environment that is 

free from discrimination. 

 

The policy places responsibilities on the Service’s management, Board and its employees not 

to discriminate against others because of their sex, race, disability, age, employment status, 

marriage, civil partnership, gender reassignment, sexual orientation, religion or belief, or 

engage in any other unjustifiable practices such as harassment, aggression and bullying.  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. 

 

26. Code of Conduct 

The SFRS Code of Conduct states that all employees should be aware that the way they 

behave either during or outwith working hours reflects the image of the Service.  You are 

therefore required to observe the established standards of discipline and conduct in 

accordance with the Code. 

 

Breach of the Code will be dealt with in accordance with the SFRS Disciplinary Procedures. 

The list of rules is neither exhaustive nor exclusive and may be amended from time to time.  

 

27. Secondary Employment 

Should you wish to undertake secondary employment during your period of employment 

with the Service, it is necessary to first request permission to do so from your line 

manager.  Please refer to the Service’s Code of Conduct for further details. 
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28. Membership of Protection of Vulnerable Groups Scheme 

The Service has an Employment and Criminal Convictions Policy, a copy of which is available 

on the SFRS Intranet. 

 

It is a contractual requirement for all uniformed employees in the roles of Firefighter to Head 

of Function (Operational) to hold membership of the Protecting Vulnerable Groups Scheme, 

and for this to be maintained during the time in post. 

 

If we are advised by Disclosure Scotland that you are barred from carrying out regulated work 

for the particular group that this appointment covers, either prior to or during your 

employment, your employment with SFRS may be terminated. 

 

29. Politically Restricted Posts 

If your post has been determined as politically restricted this will be detailed in your Contract 

of Employment.  The Service reviews the list of posts for which political restrictions may apply 

and further guidance on this is included within the SFRS Political Restrictions Policy. 

 

30. Change of Personal Details 

As an employee you must inform the SFRS of any changes to your personal circumstances, 

including, but not limited to the following changes: 

 

• 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. 

 

Employees are encouraged to keep their personal details up to date where possible by 

updating their personal record via Employee Self-Serve (ESS). Before and after joining the 

Service it is expected that all personal details requested by the Service and provided by you 

are correct at the time they were provided. 

 

31. Salary Deductions and Overpayments 

In the unlikely event of an overpayment being made to you due to error, this will be recovered 

directly from your salary after consultation with you, and if necessary, your trade union. 

 

Examples of deductions which can be made from your salary by the Service 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 

• Non- return of uniform / personal protective clothing on termination of your 

employment 
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32. Changes to Terms and Conditions of Employment 

The Service reserves the right to make reasonable changes to any of your terms and 

conditions of employment.  However, any future changes will be subject to appropriate 

consultation and negotiation with representative bodies.  You will be notified in writing of any 

change as soon as possible and in any event within one month of the change. 

 

33. Notice Periods  

If you wish to terminate your employment with the Service you are required to provide your 

notice in writing.  The period of notice applicable to you is as detailed in the table below:   

 

Role / Designation 
Minimum period 

of notice 

Firefighters up to and including Area Commanders  4 weeks* 

Heads of Function (Operational) 12 weeks 

* Please note that this does not reflect time required to process pension payments on retirement. 

 

The period of notice to which you are entitled to be given by the Service to terminate 

your employment is detailed as follows:  

 

Period of Continuous Employment Minimum Period of Notice 

1 month or more, but less than 2 years 1 week 

2 years or more, but less than 12 years 
1 week for each year of 

continuous employment 

12 years or more 12 weeks 

 

 

Section B – Non-Contractual Terms and Statement of Particulars 

 

34. Overtime (Voluntary) 

Pre-arranged overtime is voluntary; however where you accept an offer to work pre-arranged 

overtime you will be subject to all normal working terms and conditions.  

 

35. Grievance Procedures 

Should you have a grievance relating to your employment with SFRS, please refer to 

the SFRS Grievance Procedure.  This outlines that your grievance should be raised with 

your line manager in the first instance and explains further stages of the procedure 

should you remain dissatisfied with the outcome.   

 

36. Code of Conduct, Capability and Disciplinary Procedures 

The SFRS Code of Conduct, Capability and Disciplinary Procedures detail the 

standards of conduct and performance expected of all employees and the framework 

within which managers will support employees with the direction, development and support 

necessary to undertake their role effectively and efficiently to fulfil their contract of 

employment.   Please refer to these documents, which are available on iHub, for further 

details.  
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Section C – Further information relating to your employment 

 

37. Flexitime Scheme –  Day Duty Employees and Wholetime Uniformed Instructors 

Only (except those within the Flexi Duty Manager System)    

 

The Service offers flexibility in working times through the introduction of a flexi-time scheme 

for employees working on the Day Duty system and Wholetime Uniformed Instructor 

employees.  This is viewed as a benefit and not a condition of service. 

 

Flexitime is intended to facilitate irregular or infrequent changes to standard working hours/ 

start and finish times.  Requests for regular and/or long term changes to working hours should 

be addressed through the SFRS’s flexible working procedures.  The use of flexitime requires 

managerial approval and must take account of the exigencies of the service. 

 

38. Pension Scheme 

 

New Entrants and Dual Contracts (Retained Duty System) 

 

*IMPORTANT NOTE - ACTION REQUIRED* 

You will automatically become a member of the Pension Scheme on joining the Service.  If 

you do not wish to become a member of the Pension Scheme, you can complete and submit 

an Opting Out Form. The form is available in the Firefighter Section of the SPPA website. 

 

Please note that if you become a member of the Scheme, Pension Regulations allow you 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 you become an active member of the 

Scheme.  Initial enquiries should be directed to sppatransfers@gov.scot. 

 

Existing Employees 

 

Operational Wholetime/RDS and Volunteer  

On undertaking internal Wholetime promotions your existing pension arrangements under the 

Firefighters Pension Scheme (1992), the New Firefighters Pension Scheme (2006) or the 

Firefighter Pension Scheme (Scotland) 2015 will continue to apply.  The SFRS may undertake 

a review of administration arrangements at a future date and you will be notified if this is the 

case.  Please note that any such change to administration arrangements will not affect your 

pension provision under the terms of the Scheme. 

 

If you are already an RDS employee and a member of the Firefighter’s pension scheme, on 

successful application and appointment into the Wholetime service, please note that your 

contributions to the RVDS pension will be stopped for the duration of the 14-week training 

course.  Thereafter, for RDS employees only, if your Manager has agreed that you can 

continue on a reduced availability RDS contract, you will have the opportunity to re-pay any 

missed contributions. Further information in this regard will be provided to you with your 

unconditional offer of appointment.  For all other employees, if you are already a member of 

mailto:xxxxxxxxxxxxx@xxx.xxxx
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the Local Government Pension Scheme (LGPS) your contributions to this Scheme will cease 

permanently at the date of your appointment into the Wholetime service. 

 

Operations Control 

The Local Government Pension Scheme (LGPS) in Scotland was 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 uniformed Control 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). 

 

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  

 

39. Special Leave 

Special leave, with or without pay, may be granted in special circumstances at the discretion 

of the SFRS, in accordance with the current SFRS Special Leave Policy and Procedure. 

 

40. Employee Development 

From time to time, employees will be required to undertake training and development activities, 

which may require them to deviate from their normal shift / working patterns. On such 

occasions, employees will be given reasonable prior notice and any additional time incurred 

will be reimbursed through suitable adjustments to their normal duty cycle, subject to 

exigencies of the service.  

 

41. Whistleblowing 

The Service’s 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 including consultants, contractors, fixed term workers 

and agency staff.   

 

 

 

 

 

 

 

 

 

http://scotlgps2015.org/
https://ihub.firescotland.gov.uk/download.cfm?ver=49306
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Closing Statement 

 

The Service reserves the right to make reasonable changes to any of your terms and 

conditions of employment.  However, any future changes will be subject to appropriate 

consultation and negotiation with representative bodies.  You will be notified in writing of any 

change as soon as possible and in any event within one month of the change. 

 

Employees leaving the Service do so under the terms and conditions of their contract extant 

at the date of their termination of employment. 

 

The terms and conditions outlined in this Summary are as negotiated on your behalf by 

recognised trade unions and the Scottish Fire and Rescue Service in accordance with our 

agreed collective bargaining processes.  Your acceptance of these will be assumed from the 

date of your appointment to the Service.  

 

Should you wish to raise any queries on any of the terms and conditions set out in this 

summary, please do not hesitate to contact your line manager in the first instance. 

 

Yours sincerely 

  

 
 

SCOTT SEMPLE 

HEAD OF PEOPLE AND ORGANISATIONAL DEVELOPMENT 


