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LOCAL VARIATIONS TO NJC SCHEMES OF
CONDITIONS OF SERVICE

1. YR WYTHNOS WAITH - STAFF GPT A CH

Llawn Amser - 37 awr yr wythnos.
Rhan Amser - Fel a nodir ym manylion y

swydd.

Yr wythnos waith sefydlog, sydd fel rheol yn
gymwys i staff dros dro nad ydynt ar drefniant

oriau hyblyg yw:-

8.45 - 5.05 Dydd Llun i Ddydd lau
8.45 - 5.00 Dydd Gwener
gyda 55 munud i ginio

1. WORKING WEEK - APT & C STAFF

Full Time - 37 hours per week.
Part Time - As specified in post details.

The fixed working week, which usually applies to
temporary staff not on the flexible working hours
arrangement is:-

8.45 - 5.05 Mondays to Thursdays
8.45 - 5.00 Fridays
with 55 minutes to be taken for lunch

2. TREENIANT ORIAU HYBLYG

Band yn ymestyn o0 8.00 - 18.00 o'r gloch
Amseroedd Craidd 09.30 - 12.00
14.00 - 16.00
Cyfnodau Oriau Hyblyg 08.00 - 09.30
16.00 - 18.00

Diwrnod Safonol - 7 awr 24 munud
1/2 Diwrnod Safonol - 3 awr 42 munud
Cyfnod Cytundeb - pob mis calendr
Uchafswm yr oriau y caniateir eu cario
drosodd —

CREDYD +7 AWR 24 MUNUD
DEBYD -7 AWR 24 MUNUD

Gyda chaniatad cyfarwyddwr yr Adran, gellir
cymeryd oriau credyd a drosglwyddwyd i'r
cyfnod setlo nesaf ar ffurf absenoldeb o un
diwrnod cyfan gyda mwyafrif o 9 diwrnod mewn
12 cyfnod setlo.

Gellir derbyn mwy o fanylion am y Cynllun
Oriau Hyblyg yn y daflen wybodaeth 'Rheolau a
Chanllawiau i Weithwyr a Rheolwyr'. | dderbyn
copi, cysylltwch &'r Uned Adnoddau Dynol.

2. ELEXIBLE HOURS ARRANGEMENT

Bandwidth 08.00 - 18.00 hours

Core Times 09.30-12.00
14.00 - 16.00

Flexi Periods 08.00 - 9.30
16.00 - 18.00

Standard Day - 7 hours 24 minutes

1/2 Standard Day - 3 hours 42 minutes
Settlement Period - per calendar month
Maximum hours carry over —

CREDIT + 7 HOURS 24 MINUTES
DEBIT -7 HOURS 24 MINUTES

Credit hours carried over to the next settlement
period may, with the agreement of the
Departmental Director, be taken in the form of
compensatory leave up to a maximum of 9 days
in any 12 settlement periods.

Further information on the flexible hours
arrangement is available in the 'Scheme Rules
and Guidelines to participants and Managers'.
Information leaflet available from the Human
Resource Unit.

(ANJC




CONTROLLED DOCUMENT
ISSUE NO. 5

REF. P270

3. ABSENOLDEB

Mae hawliau gwyliau blynyddol wedi ei sylfaenu
ar wasanaeth yn hytrach na graddfa cyflog:-

Hawl sylfaenol - 21 diwrnod

5 mlynedd o wasanaeth - 4 diwrnod
ychwanegol

10 mlynedd o wasanaeth - 2 ddiwrnod
ychwanegol

15 mlynedd o wasanaeth - 1 diwrnod
ychwanegol

20 mlynedd o wasanaeth - 1 diwrnod
ychwanegol

Mae hawliau gwyliau yn cynyddu pro rata yn 6l
dyddiad cychwyn gwasanaeth.

3. LEAVE

Annual leave is based on length of service and
not on salary grade:-

Basic entitlement - 21 days

5 years service - 4 additional days
10 years service - 2 additional days
15 years service - 1 additional day
20 years service - 1 additional day

Holiday entitlement increases pro rata,
according to service start date.

TREENIADAU CARIO TROSODD

Yn ddibynnol ar dderbyn caniatad y Prif
Swyddog, 5 diwrnod i'w cymeryd cyn diwedd
blwyddyn gwyliau'r unigolyn.

CARRY OVER ARRANGEMENT

Subject to approval by the Departmental Chief
Officer, 5 days to be taken by the end of the
individual's leave year.

GWYLIAU STATUDOL/CONSESIYNOL

Caniateir cyfanswm o 12 diwrnod sef:-

Diwrnod Calan

STATUTORY/CONCESSIONARY HOLIDAYS

A total of 12 days has been approved, which
are:-

I

I Dydd Gwyl Dewi I New Years Day

I Dydd Gwener y Groglith | St David's Day

I Dydd Lluny Pasg I Good Friday

| Dydd Calan Mai | Easter Monday

I Dydd Llun Sulgwyn 1 May Day Holiday

I Gwyly Banc mis Awst I Spring Bank Holiday

I Diwrnod Nadolig I Summer Bank Holiday

I Diwrnod Sant Steffan I Christmas Day

I 3 diwrnod rhwng Gwyl Sant Steffan a 1 Boxing Day

Diwrnod Calan | 3 days between Boxing Day and New Years
Day
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TREFNIADAU ABSENOLDEB ARBENNIG

Profedigaeth

- Uchafswm o 5 diwrnod am farwolaeth
perthynas agos sy'n byw gyda'r aelod o
staff,
neu mewn amgylchiadau lle mae'r aelod
staff
yn gwbl gyfrifol am drefniadau'r angladd.

- Hyd at bum niwrnod am farwolaeth gwraig
neu wr neu bartner neu blentyn neu riant.
Hyd at un diwrnod am farwolaeth nain neu
taid, neu fodryb neu ewythr neu frawd neu
chwaer-yng-nghyfraith.

- 1 diwrnod, fel arfer diwrnod yr angladd, i

bob perthynas arall.

Gwaeledd Difrifol Perthynas Agos -

- Hyd at 5 niwrnod yn 6l disgresiwn y
Pennaeth Gwasanaethau Corfforaethol
mewn ymgynghoriad a Phrif Swyddog yr
Adran h.y.

- Hyd at 5 niwrnod yn achos gwaeledd
difrifol gwraig, gwr, partner, plentyn neu
riant, brawd neu chwaer ar yr amod y
dangosir tystysgrif gan feddyg. Hyd at
1 diwrnod ar gyfer mynd gyda gwraig,
gwr, partner, plentyn neu riant sydd mewn
oed i weld meddyg.

- Rhaid ystyried posibilrwydd o gymorth

gan
bartneriaid.

- Yr hawliau uchod, hyd at pump diwrnod,

yw'r mwyafrif a ganiateir mewn cyfnod o

flwyddyn.

Apwyntiadau Meddygol Personol -
| Caniateir i weithwyr fynychu'r ysbyty, clinig
ac ati ar gyfer triniaeth bersonol neu ar gyfer
gweld arbenigwr neu fynychu bwrdd meddygol.
Rhaid dangos cardyn apwyntiad petai angen.
I Pan fo raid gwneud apwyntiad i ymweld a'r
meddyg, deintydd neu ysbyty bydd disgwyl i
staff drefnu, cyn belled a phosib, y cyfryw
apwyntiadau yn ystod cyfnodau ystwyth ar
ddechrau'r diwrnod gwaith ac ar y diwedd.
Bydd y cyfryw absenoldeb yn cael ei
ychwanegu fel credyd i gydymffurfio a diwrnod
waith safonol.

SPECIAL LEAVE ARRANGEMENTS

Bereavement

- Up to 5 days for death of close relative
resident with employee or where the
employee is solely responsible for the funeral
arrangements, i.e.

- Up to five days for death of wife, husband,
partner, child or parent.

- Up to three days for death of brother, sister,
guardian or parent in law.

- Up to one day for death of grandparent,
aunt, uncle or brother or sister in law.

- 1 day, normally the day of the funeral, for all
other relatives.

Serious lliness of Close Relative -

- Up to 5 days at discretion of the Head of
Corporate Services in consultation with the
Departmental Chief Officer i.e.

- Up to five days for serious illness of a wife,
husband, partner, child or parent, brother or
sister provided a doctor's certificate is
provided.

- Up to one day for accompanying wife,
husband, partner, child, elderly parent to visit
doctor. Consideration must be given to
support being provided by partners.

- The above entitlement, up to five days, is the
maximum granted within a period of one
year.

Personal Medical Appointments -

I Employees are allowed to attend hospital,
clinics etc, for personal treatment or consultation
with specialist or attending medical board.
Appointment card to be produced if requested.

I Where an appointment must be made to visit
the doctor, dentist or hospital employees will be
expected, as far as is possible, to arrange such
appointments during the start and end of the
working day. Such absences will be credited to
make up the balance of a standard working day.

Priodas

| Priodas perthynas agos - 1 diwrnod o
absenoldeb er mwyn ei fynychu, os nad yw'r
briodas ar y penwythnos.

| Caniateir 3 diwrnod i ffwrdd i aelod o staff
sy'n priodi, os oes ganddynt ddwy flynedd neu
fwy o wasanaeth.

Wedding

I Wedding of close relative - 1 day's leave to
attend if wedding is not on weekend.

I Marriage leave of 3 days to own wedding,
dependent on 2 years' minimum length of
service.
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Amser i Ffwrdd i Astudio

Gweler y Polisi Hyfforddi.

Study Leave

See Training Policy.

Dyletswyddau Cyhoeddus/Cynrychioli'r
Wlad

Public Duties/ Representing Country

Pob achos yn cael ei ystyried gan y Pwyllgor
Gwaith yn unol &'r cytundeb cenedlaethol.

All cases to be considered by the Executive
Committee as per national agreement.

Hyfforddiant (Lluoedd Ategol)

I Uchafswm o bythefnos i ffwrdd gyda thal os
derbynnir cais ysgrifenedig gan y swyddog
mewn gofal.

Training (Non Reqular Forces)

I Maximum of 2 weeks leave with pay subject
to written application from commanding officer.

Amser i ffwrdd i fynychu cyfweliadau

| Fel arfer, uchafswm o 2 ddiwrnod gyda thal,
pob blwyddyn.

I Mewn amgylchiadau o ddiswyddo, mae'r
Awdurdod yn hyblyg i gynnig y gefnogaeth
Iwyraf i'r rheini sydd am golli eu swyddi.

Leave to attend interviews

I Normally, maximum of 2 days paid leave per
year.

I Inredundancy situation the Authority will be
flexible in offering maximum support to those
declared redundant.

Symud Ty

Aelodau staff newydd sydd angen iddynt
symud ty-

I I fyny at 2 ddiwrnod gyda thal i chwilio am

dy
] Un diwrnod gyda thél i symud ty

Relocation
New employees required to relocate-

I Up to 2 days paid leave for house hunting
I One day paid leave for actual house move

4. TREFNIADAU DISGYBLU A
CHWYNO —

Gweler y trefniadau perthnasol. Copiau ar gael
gan yr Uned Adnoddau Dynol.

4. DISCIPLINARY AND GRIEVANCE
PROCEDURES -

Refer to procedures. Copies available from
Human Resource Unit.

5. Y DREFN FEDRUSRWYDD
Fel yr uchod.

5. CAPABILITY PROCEDURE
As above.

6. AIL GARTREFU

Mewn sefylifa lle mae'n angenrheidiol, fe wnaiff
yr Awdurdod ddarparu pecyn hyblyg ar gyfer
pob agwedd o ail gartrefu. Gwneir taliad i fyny
at uchafswm o £6,300 i gyfarfod costau:-
Lletya Dros Dro

Costau Cyfreithiol/Arwerthwr Ty

Costau Arolygu/Cofrestru Tir

Costau Symud

Costau Setlo i Mewn

Costau Storio

6. RELOCATION

Where it has been resolved that it is necessary,
the Authority will provide a flexible package to
cover all aspects of relocation. A payment of up
to £6,300 maximum may be made to cover
costs of:-

Temporary Lodging

Legal/Estate Agents Fees

Survey/Land Registration Fees

Removal Expenses

Settling-In Costs

Storage Costs
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Mae'r taliadau uchod yn ddibynnol ar:-

I Derbyn anfonebau/derbyniadau

I Uchafswm o 26 wythnos o Iwfans lletya dros
dro i fyny at £84 yr wythnos

I Osyw' aelod o staff yn gadael gwasanaeth
y Cyngor oddi fewn 3 blynedd, bydd yr &l-
daliadau isod yn ddyledus i'r Awdurdod.

v Yn ystod y flwyddyn laf - 100%

Vv Yn ystod yr ail flwyddyn - 50%

Vv Ynystod y 3edd flwyddyn - 25%

I Ni ystyrir ceisiadau am gymorth ariannol o
dan y cynllun os yw'r aelod o staff yn byw o
fewb dalgylch o 30 milltir i'w f(m)an gwaith.

|l Byddy ffigyrau a nodwyd uchod yn cael eu
hadolygu i adlewyrchu codiadau mewn costau

byw.

Payment is subject to:-

I Submission of invoices/receipts

I Maximum of 26 weeks' temporary lodging
allowance to be paid up to £84 per week

| Inthe event of the employee leaving the
Council's service within 3 years, the following
repayments are due to the Authority

Vv Within 1st year - 100%

v Within 2nd year - 50%

v Within 3rd year - 25%

I No application for assistance under the
scheme will be entertained where the employee
lives within a 30 mile radius of their place of
work.

I The figures quoted will be reviewed to reflect
movements in cost of living indices.

7. LWFANS TARFU

Y gyfradd Defnyddiwr Car Hanfodol yn hytrach
na chostau teithio cyhoeddus.

7. DISTURBANCE ALLOWANCE

The minimum rate of Essential Car User
Allowance in lieu of public transport costs.

Mewn achosion lle mae telerau ac amodau
gwaith y gweithiwr yn fwy ffafriol ac yn cael eu
hystyried i fod yn ddigonol i wneud i fyny am y
costau ychwanegol, byddant yn cael eu
hadolygu yn unigol, ar y cyd gyda'r undebau
llafur.

In circumstances where the terms and
conditions of the employee are more favourable
and are considered to be sufficient to
compensate for the additional costs, such cases
to be reviewed on an individual basis, jointly with
the trade unions.

8. FFIOEDD PROFFESIYNOL

Mae'r Awdurdod wedi cytuno i dalu ffioedd
aelodaeth i gyrff proffesiynol i swyddogion
trydydd haen ac uwch. Mae'r rhaid i'r
swyddogion sydd yn gymwys, ddangos
tystiolaeth ar ffurf derbyneb eu bod wedi talu'r
ffi i'r corff proffesiynol, cyn i'r Awdurdod wneud
Ol-daliad iddynt.

8. PROFESSIONAL FEES

The Authority has agreed to pay membership
fees to professional bodies for third tier officers
and above. Officers who qualify must produce
evidence of payment, before being reimbursed
by the Authority.

9. IECHYD A DIOGELWCH YN Y GWAITH

Cyfeiriwch at y polisi lechyd a Diogelwch.
Copiau ar gael gan Tim lechyd a Diogelwch,
Adran yr Amgylchedd a Gwasanaethau
Technegol.

9. HEALTH AND SAFETY AT WORK

Refer to Health & Safety Policy. Available from
the Health & Safety Team, Environment &
Technical Services Department.

10. RHEOLI| PERFFORMIAD/CYNLLUN
GWERTHUSO

Gweler y cytundeb ar Ddatblygu a Pherfformiad
sydd ar gael gan yr Uned Adnoddau Dynol.

10. PERFORMANCE MANAGEMENT/
APPRAISAL SCHEME

See the Performance and Development
agreement which is available from the Human
Resource Unit.
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11. GOSOD TELEFFONAU YN Y CARTREF

Lle mae hynny'n angenrheidiol, telir cost
rhentio'r llinell ac ad-delir cost prynu ffén
priodol.

- Telir costau gosod ffon os nad oes un yny
cartref yn barod,

- Telir costau galwadau swyddogol.

11. HOME TELEPHONE INSTALLATIONS

Where identified as necessary, payment of basic
line rental and reimbursement of cost of
purchase of a suitable handset.

v Payment of installation costs where no
telephone exists,

v Payment of costs of official calls.

12. SGRINIAU ARDDANGOS GWELEDOL

- Talu am brofion llygad i ddefnyddwyr
penodedig,

- Ar argymhelliad yr Optegydd, telir am
wydrau

presgripsiwn a fframiau hyd at uchafswm o
£50.

12. VDU DISPLAY SCREEN EQUIPMENT

v Payment of eye test fees for designated
users,

v On presentation of Optician's
recommendation, payment of costs of
prescription lenses and frames up to a
maximum of £50.

13. DARPARIAETH AR GYFER YMDDEOL
YN GYNNAR

Polisi ar gael yn yr Uned Adnoddau Dynol.

13. EARLY RETIREMENT PROVISION

Policy available from Human Resources Unit.

14. NEWID CANOLFAN WEITHIO AR SAIL

DROS DRO
Yn achos unrhyw newid dros dro, bydd y

gweithiwr dan sylw yn derbyn costau teithio
ychwanegol ar y sail isod :-

O'r cartref i'r lle gweithio newydd (y ffordd
gyntaf) ac yn ol
llai

Cartref i'r lle gweithio arferol ac yn 6l.

14. TEMPORARY CHANGE OF WORKBASE

In the case of a temporary transfer, the
employee concerned will be reimbursed
additional travelling expenses on the following
basis:-

Home to alternate work location (via shortest
route) - return mileage

less

Home to normal work base - return mileage.

15. TREENIADAU TEITHIO BUSNES

Defnyddiwr Car Achlysurol - Lwfans Dosbarth
2.

Defnyddiwr Car Hanfodol - Lwfans Dosbarth
2

15. BUSINESS TRAVEL ARRANGEMENTS

Casual Car User - Class 2 allowance.

Essential Car User - Class 2 allowance.

16. TEITHIO BUSNES A CHYNHALIAETH

i) Lwfansau Cinio

- Gwaith/Cyfarfodydd y tu allan i ardal y
Cyngor - ad-daliad hyd at yr uchafswmy
cytunwyd arno’'n genedlaethol.

- Cinio gyda gwesteion ar yr Ynys - hawl
Llawn yn daladwy, pan ddangosir
derbynebion.

16. BUSINESS TRAVEL AND SUBSISTENCE

i) Lunch Allowances

v Work/Meetings outside the Council's area -
reimbursement up to the nationally agreed
maximum

v Lunch with guests on the Island - full

Allowance payable on submission of
receipts.
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Mewn achosion eithriadol, rhoddir ad-daliad
hyd at yr uchafswm cenedlaethol ar yr amod y
dangosir derbynneb(derbynebion) am y cyfan
o'r swm.

| dderbyn taliad :-

- rhaid i'r gweithiwr fod yn absennol am o leiaf
4 awr yn cynnwys y cyfan o'r cyfnod cinio
penodedig (sef hanner dydd i 2 pm)

- rhaid i'r gweithiwr gael ei ginio/ei chinio
mewn man sydd ddim llai na 5 milltir o'r cartref,
y lle gweithio neu sefydliad lle mae o/hi yn cael
cinio canol dydd fel arfer.

Exceptionally, reimbursement up to the
nationally agreed maximum subject to
presentation of receipt(s) for the full amount
claimed.

To be eligible for payment:-

v the employee must be absent for a minimum
of 4 hours including the whole of the defined
lunch time period (i.e. 12 noon - 2 pm)

v the employee must take his/her lunch at a
point not less than 5 miles from home, work
base or such other establishment where he/she
normally takes a meal at lunchtime.

17. CYFLEUSTERAU AR GYFER YR
UNDEBAU LLAFUR AC AMSER O'R
GWAITH

Amser rhesymol i ffwrdd o'r gwaith a
chyfleusterau yn unol & Deddf TULRA
(Cadarnhad) 1992 a Chdd Ymarfer ACAS.

17. TRADE UNION FACILITIES AND TIME
OFF

Reasonable paid time off and facilities as
envisaged by the TULRA (Consolidation) Act
1992 and the ACAS Code of Practice.
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