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WELCOME TO HAYDON WICK PARISH COUNCIL 
 
Your relationship with the Council is governed by the policies and procedures in this Handbook and by 
the terms and conditions in your contract of employment. Please take time to read both documents. If 
there is a conflict between the two, your contract of employment shall prevail. 
 
This Handbook is divided into two parts: 
 

SECTION 1 – COUNCIL RULES 
 
Section 1 sets out the Council rules, procedures and general information. To ensure that the Council 
is a safe, efficient and happy place to work it is very important that you obey the rules and always 
follow the set procedures. 
 

SECTION 2 – POLICIES 
 
Section 2 sets out the Council policies for dealing with things like discipline, grievances, maternity 
and stress etc. These policies are in place to help and protect you. Please try to familiarise yourself 
with them. The Council’s policies are not contractual. 
 
If you are unsure about anything mentioned in either this Handbook or your Council’s contract of 
employment, please contact the   Chief Officer. 
 
This Handbook can be made available in other languages and formats such as large print and audio on 
request.  
 
The Council is very pleased that you have chosen to work for Haydon Wick Parish Council and that 
your employment will be long, fulfilling and happy. 
 
 

Georgina Morgan-Denn BA (Hons) FSLCC 
Chief Officer/ Clerk to the Council 
Revised July 2024 



 

SECTION 1 – COUNCIL RULES 
 
 

1 Your Responsibilities 
 

1.1 Whilst working for the Council your overriding responsibilities are: 
 

a) To observe all safety rules and to act in a manner that ensures your own health and safety 
and the health and safety of others; and 

 
b) To act wholeheartedly in the best interests of the Council. 
 
c) Any conduct that either puts your own health and safety at risk or the health and safety of 

others at risk will normally be treated as gross misconduct. 
 
d) Any conduct that is detrimental to the best interests of the Council or its relations with 

customers/clients, suppliers or the general public will normally be treated as gross 
misconduct. 

 
1.2 Your general duties include the following: 

 
 To work hard, conscientiously, safely and loyally on behalf of the Council. 
 
 Not to be involved in any work or activity which is in competition with the Council or which 

might adversely affect the Council’s best interests 
 
 To obey the reasonable and lawful instructions of the Council and to be flexible in helping the 

Council achieve its objectives. 
 

 To produce work of the best possible quality. 
 
 To respect and care for the Council’s property. 
 
 To strictly obey all Rules and Regulations relating to health and safety and report to your 

Manager any hazards to safe working arrangements. 
 
 To comply with the Council’s equal opportunities policy and to co-operate with it to ensure a 

working environment that is free from discrimination and prejudice and the fear of harassment 
or violence. 

 
 Whilst working for the Council to devote all of your time and attention to your duties. You 

must not engage in any other business, activity or employment (either inside or outside your 
normal working hours) that interferes with this duty. 

 
 To notify the Council at the earliest opportunity about any change in your personal 

circumstances such as your name, address or telephone number. 
 



 

 
 

2 Attendance and Timekeeping 
 

2.1 The Council expects excellent attendance and timekeeping. 
 

2.2 Persistent lateness will normally be treated as misconduct. Unauthorised absence will normally 
be treated as gross misconduct. 

 
2.3 It is your responsibility to make sure that you are at work and ready to start work at your 

scheduled starting time. 
 
2.4 If you are sick or injured and cannot attend work then you must comply with the Council’s 

sickness/injury rules. The sickness/injury rules are set out in this Handbook. 
 
2.5 If you arrive at work late you must immediately report to your Manager, if they are unavailable 

or absent on that day you should report to the Chief Officer or Deputy Clerk. 
 
2.6 If you need to leave work before your scheduled finish time you must obtain the prior authority 

of your Manager or the Chief Officer and have your time sheet signed. 
 
 

3 Sickness, Injury, Sick Pay and Pensions 
 

3.1 You are expected to be available to work during your normal working hours. You must make 
every effort to attend work. 
 

3.2 If you cannot attend work you must comply with the following rules: - 
 

a) You must personally telephone your Manager or the Chief Officer as soon as possible, but no 
later than 10.00am on your first day of absence. You should not leave a message at 
reception or with a colleague, nor should you send a text or e-mail. If you cannot make 
contact with your Manager or the Chief Officer you should try to speak to another Manager or 
the Chief Officer. You must state the reason for your absence and the date on which you 
expect to return to work. You should also leave a telephone number on which you may be 
contacted, should your Manager or the Chief Officer need to contact you. 
 

b) If you are unable to return to work on the date expected you must call your Manager or the 
Chief Officer again as outlined above. 

 
c) If your absence lasts for less than 8 calendar days, on your return to work you must complete 

an Absence Self-Certification (which is available from your Manager or the Chief Officer) 
explaining the reason for your absence. 

 
d) If your absence lasts for 8 or more consecutive calendar days then you must complete a fit 

note (MED3) from your GP confirming your inability to attend work. This form must be sent to 
your Manager or the Chief Officer immediately. 

 



 

e) If you cannot return to work when your medical certificate expires, you must obtain another 
medical certificate from your GP and send it to your Manager or the Chief Officer 
immediately. Certificates are required to cover the total period of your absence with no gaps. 
Only in exceptional circumstances will retrospective medical certificates be accepted. 

 
f) Regular contact should be maintained with your manager or the Chief Officer whilst on longer 

term sick leave. A mutually agreed arrangement to ensure regular contact whilst you are sick 
should be set. This will ensure that appropriate support is provided where necessary and 
help inform the return to work plan. The return to work plan will include consideration of any 
medical advice /reasonable adjustments recommended by a recognised medical practitioner. 
You must telephone your Manager or the Chief Officer at least one working day before you 
return to work so that arrangements can be made for your return. 

 
g) If your last medical certificate does not specify a date on which you can resume your duties or 

indicates that your doctor needs to assess your fitness for work again at the end of the period 
before you return you must supply the Council with a medical clearance certificate confirming that 
you are fit to return to work. Your doctor can provide this for you. 

 
h) The Council reserves the right to require you to produce a medical certificate from your GP to 

cover absences of less than 8 days. 
 

i) All medical certificates must specify the nature of the illness / reason for the absence. Back 
dated (unless there are exceptional circumstances)/ undated medical certificates will not be 
accepted. 

 
j) The Council reserves the right to withhold sick pay for any periods not covered by a medical 

certificate or where the Council is not satisfied as to the validity of the medical certificate. 
 

k) Should your GP issue a “may be fit to work note” the Council will consider any 
advice/recommendations given by your GP in that note. 

 
l) The Council request that you attend a Return to Work meeting to consider the following: 

 
a) the advice that has been given by your GP and whether further advice is required; 
 
b) your ability to return to/remain in your job in view both of your capabilities and the 

Council’s business needs and any adjustments that can reasonably be made to your job 
or work area etc. 

 
c) possible redeployment opportunities and whether any adjustments can reasonably be 

made to assist you to redeploy; 
 
d) whether you are able to return to your job or a redeployed job, lighter duties; agreeing a 

return to work programme. 
 
e) Where you are suffering longer term ill-health, you should at all stages seek to inform 

the Council as to any duties/roles that you feel that you might be able to still safely 
undertake despite your ill health. Where this may be possible, the Council will make 



 

arrangements for you to be assessed by the Occupational Health practitioner so that 
clear medical advice is obtained in relation to your capability to take on any duties whilst 
certified sick in order to enable wherever possible a return to work.   

 
m) Dependent upon the nature of the sickness absence, the Council may at its discretion obtain 

a further opinion from an alternative medical expert may write to your GP requesting further 
information. 
 

n) Any recommendations for reasonable adjustments by a medical practitioner will be 
considered by the Council subject to affordability and feasibility. The Council cannot 
guarantee that it will be able to implement any adaptations / adjustments recommended by 
your GP or any other medical or occupational health advisor. However, the Council has a 
legal obligation to fully consider reasonable adjustments for employees covered by the 
Equality Act in relation to a disability.  

 
o) If it is not possible for the Council to implement such adaptations/adjustments it will explain 

the reasons for this to you. If this is the case, the Council will agree a time-scale for review 
and/or a further meeting.  

 
p) Upon your return to work after any period of absence due to ill health you are required to 

complete a Return to Work Form. 

 

3.3 Sickness Scheme 
 

3.4 The scheme is intended to supplement Statutory Sick Pay, which is payable from day one of 
your employment and Incapacity Benefit so as to maintain normal pay during defined periods of 
absence on account of sickness, disease, accident or assault. 

 
3.5 Absence in respect of normal sickness is entirely separate from absence through industrial 

disease, accident or assault arising out of or in the course of employment with a local authority. 
Periods of absence in respect of one shall not be set off against the other for the purpose of 
calculating entitlements under the scheme. 

 
3.6 Employees are entitled to receive sick pay for the following periods: 

 

During 1st year of service 1 months full pay and (after completing 4 months service), 2 months 
half pay 

During 2nd year of service  2 months full pay and 2 months half pay  

During 3rd year of service 4 months full pay and 4 months half pay  

During 4th & 5th years of service 5 months full pay and 5 months half pay  
After 5 years’ service  6 months full pay and 6 months half pay  

 
The Council shall have discretion to extend the period of sick pay in exceptional cases. 

 
3.7 The period during which sick pay shall be paid, and the rate of sick pay, in respect of any period 

of  



 

 absence shall be calculated by deducting from the employee’s entitlement on the first day the 
aggregate of periods of paid absence during the twelve months immediately preceding the first 
day of absence. 

 
3.8 In the case of full pay periods, sick pay will be an amount which when added to Statutory Sick 

Pay and 
Incapacity Benefit receivable will secure the equivalent of normal pay. 

 
3.9 In the case of half pay periods sick pay will be an amount equal to half normal earnings plus an 

amount 
equivalent to Statutory Sick Pay and Incapacity Benefit receivable, so long as the total sum does 
not exceed normal pay. 

  
3.10 Normal pay includes all earnings that would be paid during a period of normal working, but 

excluding any payments not made on a regular basis. 
 

3.11 The social security benefits to be taken into account for the calculation of sick pay are those to 
which an  
employee is entitled on the basis that the employee has satisfied so far as is possible: 

 
3.12 The conditions for the reporting of sickness as required by the Council: 

 
a) the claiming of benefits; 
b) the obligation to declare any entitlement to benefits and any subsequent changes in 

circumstances 
 affecting such entitlement. 

 
3.13 An employee who is prevented from attending work because of contact with infectious disease 

shall be entitled to receive normal pay. The period of absence on this account shall not be 
reckoned against the employee’s entitlements under this scheme. 

 
3.14 If an employee abuses the sickness scheme or is absent on account of sickness due or 

attributable to deliberate conduct prejudicial to recovery or the employee’s own misconduct or 
neglect or active participation in professional sport or injury while working in the employee’s own 
time on their own account for private gain or for another employer sick pay may be suspended. 
The Council shall advise the employee of the grounds for suspension and the employee shall 
have a right of appeal to the appropriate committee of the Council. If the Council decide that the 
grounds were justified, then the employee shall forfeit the right to any further payment in respect 
of that period of absence. Repeated abuse of the sickness scheme will be dealt with under the 
disciplinary procedure. 

 
3.15 Where, for the purpose of qualifying for sick pay under the scheme, the Council requires a 

doctor’s statement from an employee, the Council will reimburse the employee the cost of such a 
statement on the provision of a receipt. 

 
3.16 An employee who falls sick during the course of annual leave shall be regarded as being on sick 

leave from the date of a doctor’s statement. 
 



 

3.17 Where an employee is receiving sick pay under the scheme, sick pay should continue if a public 
or extra statutory holiday falls during such sickness absence. No substitute public or extra 
statutory holiday should be given. However, employees may request periods of annual leave 
whilst on sick leave and if approved during the period of annual leave their sick pay will be 
suspended and the annual leave deducted from their annual leave entitlement. On return from 
annual leave sick pay and sick leave will recommence. 

 
3.18 Widows and married women exercising their right to be excepted from the payment of full rate 

National Insurance Contributions shall be deemed to be insured in their own right for all National 
Insurance benefits. 

 
3.19 Maternity leave will not be treated as sick leave and will not therefore be taken into account for 

the calculation of the period of entitlement to sick pay. 
 

3.20 Medical Examinations 
 

3.21 Should the Council have concerns about your number of days absence due to ill health it may 
require you to attend with a medical advisor at an Occupational Health meeting. As part of the 
responsibilities you owe to the Council you are expected to fully support the Council in its 
attempts to ascertain the extent of your illness by reasonably complying with any such request. 
Any unreasonable refusals to attend at any such meeting will be dealt with by way of the 
disciplinary procedures and could result in your dismissal. 

 

3.22 Health Capability 
 

3.23 The Council is sympathetic to health issues of its employees but this always has to be balanced 
against the business needs and any disruption that this is causing the Council. The Council 
requires you to fully assist it and co-operate with it by attending any meetings to discuss your 
ill-health and providing the Council with as much information as possible to enable it to 
operationally manage your absence and make any necessary arrangements required to assist 
you back to work. 

 
3.24 The Council will make arrangements with you to keep in regular contact during any absence 

period. Where it is deemed appropriate, you will be expected to discuss with your GP any 
alternative duties/job roles you feel you could safely undertake despite your ill-health or any 
changes to your current job that you feel could be made to allow you to return to work. Where 
this is applicable Occupational Health advice will also be sought. 

 
3.25 Where appropriate the Council will consider redeploying an employee to different duties or 

agreeing a return to work programme subject to Occupational Health (OH) advice. 
 

3.26 Employee Wellbeing 
 

3.27 Where it is evident that an employee requires additional emotional support either through stress 
related illness/a mental health condition or whilst subject to disciplinary, grievance or dignity at work 
procedures, an employee should speak to the Chief Officer and/or a Mental Health First Aider. If an 
employee is subject to management proceedings such as an investigation into conduct, an OH 
referral to ensure fitness to attend management meetings will be arranged. Access to a certified 



 

psychological counsellor will also be considered if recommended by the Occupational Health 
medical practitioner. This support is available for both a complainant and an alleged perpetrator and 
will be considered as part of investigative proceedings under the relevant policy.   

 
3.28 The Council will also conduct an employee wellbeing assessment at any time requested by the 

employee or if the Manager has concerns about the employees wellbeing. Once the assessment 
has taken place options can be discussed and escalated together in order to improve the outcome 
of the assessment. 

 
3.29 Menopause guidance and support  

  
3.30 The menopause is a natural part of every woman’s life, and it isn’t always an easy transition. With 

the right support, it can be much better. Whilst every woman does not suffer with symptoms, 
supporting those who do will improve their experience at work.  

 
3.31 It can be a subject that both managers and employees find awkward and embarrassing to raise and 

there is often a lack of knowledge about it. There is a sound health and wellbeing, business and 
legal case to pro-actively manage and support women during this time.  

 
3.32 The information in this guidance is for managers and employees. It provides general knowledge and 

facts about the menopause so that it is better understood, barriers are reduced, and it is not treated 
as a hidden subject. 

 
3.33 The guidance also details the responsibilities of managers and employees and what support is 

available and can be considered. 
 

3.34 What it is - Definition 
 

3.35 The menopause affects all women, it is when they stop menstruating and reach the end of their 
natural reproductive lives. They experience hormonal changes as their oestrogen and progesterone 
levels decrease and these can become out of balance which can cause physical and psychological 
symptoms. The menopause typically occurs between the ages of 45 – 55 but can affect women 
either side of this age range. It can start earlier for women who have a condition called premature 
ovarian insufficiency or have had medical treatment such as a hysterectomy or chemotherapy.  

 
3.36 There is a transition stage before a woman’s periods finally stop when she is likely to experience 

changes, this is known as the perimenopause. These changes can start 2 – 3 years before the end 
of menstruation but for some women the changes can be for five years or more beforehand. During 
the perimenopause women may have menopausal symptoms and changes in their menstrual cycle. 
Menopausal symptoms can continue into the post-menopause period which is the time after a 
woman has not had a period for 12 months.   

 
3.37 Why we should support female employees during the menopause? 

 
3.38 Today the work force has changed considerably, more women of menopausal age are working.  In 

2016 nearly 70% of all women were working and many continue to do so into their late 60s. 
Approximately 3 women in 4 experience menopausal symptoms and 1 in 4 experience symptoms 
that they find difficult to deal with.  



 

 
3.39 Although a normal life event the symptoms associated with the menopause are often under 

recognised and not taken seriously. It is a subject that is largely ignored but failing to recognise and 
support female employees at work during this time can affect their productivity, commitment to work 
and work relationships. Women often feel they cannot raise menopausal issues and rather than 
disclose problems they take sick leave.  

  
3.40 Legislation 

 
3.41 There is a duty not to discriminate under the 2010 Equalities Act and given that the menopause 

usually affects women of a certain age failure, to support our female employees, by making 
reasonable adjustments for example, could be viewed as sex, disability or age discrimination. 

 
3.42 The Health and Safety at Work Act requires us to ensure the health, safety and welfare of our 

employees and by failing to consider the difficulties menopausal women may experience could be 
considered a breach of health and safety legislation. 

 
3.43 Symptoms  

 
3.44 Every woman’s experience of the menopause is different, some may not notice any major changes, 

others experience some symptoms and 1 in 4 experience serious symptoms.  
  

3.45 Symptoms can occur during the perimenopause; the menopause; and post-menopause stages. On 
average these symptoms can last for seven and half years for a woman’s body to fully adjust but for 
some women they can last for up to 12 years. 

 
3.46 Physical Symptoms can include: 

 Hot flushes 

 Night sweats 
 Poor sleep 

 Tiredness and lack of energy 
 Urinary problems 
 Heavy periods and clots 

 Vaginal symptoms 
 Headaches 

 Aches and pains 
 Panic attacks 
 Palpitations 

 Mood Swings 
 Poor memory 

 Being tearful 
 Weight gain 
 Dry eyes and skin 
 Mental Health issues 

 
3.47 Linked to the physical symptoms, female employees can experience increased levels of stress 

during this time because of the hormonal changes occurring within their bodies and the fact that 



 

their fertility levels are dropping off.  
 

3.48 Heavy workloads, inflexible hours, inappropriate comments and a lack of understanding can impact 
on a woman’s confidence and self-esteem. Headaches and insomnia can affect concentration. 
Insomnia can be caused by anxiety and or depression and weight gain can lead to a loss of 
confidence.  

 
3.49 Other symptoms due to the change in hormone levels can include exhaustion, depression, anxiety 

and these can affect a female employee’s ability to concentrate and remember things.  
 
3.50 Support and Actions from Managers 

 
3.51 Discussion with managers 

 
3.52 This is a subject that employees and managers may find hard to discuss. Female employees may 

be reluctant to discuss with a male manager or with younger managers the problems they may be 
experiencing with their menopause. This could be due to; embarrassment; concerns that any work 
problems may be linked to work performance; that opportunities for promotion will be affected; and 
worries that their problems will not be taken seriously.  

 
3.53 To help women who are experiencing menopausal difficulties it is important that we have an open 

and inclusive culture which accommodates the needs of women transitioning through menopause 
as well as all employee’s needs. This will encourage women to talk about their issues. 

 
3.54 Discussions could take place with: 

  
 Line managers in their regular 1 to 1’s with employees which should include discussions about 

health and wellbeing as an ongoing concern and if there are any health issues that are affecting an 
employee’s ability to work effectively. For female employee’s menopausal issues can be raised 
which can be valuable in acknowledging that this is a normal stage of life. 

 Alternatively, a female employee may prefer to talk to a female manager within their service. 

 Discussions should include looking at the suggested adjustments and support detailed below. 
 The discussions should be ongoing with regular reviews arranged. Any actions implemented such 

as reasonable adjustments, a referral to Occupational Health should be noted including any other 
advice or information provided such as suggesting they should see their GP. 

 
3.55 Reasonable adjustments and practical actions 

 
3.56 Reasonable adjustments can be considered, where reasonably practical, on a temporary or 

permanent basis and can include: 
 

 Flexible Working (where practicable) such as:  
o reduction in working hours  
o change in start and finishing times 
o change in working pattern (e.g. compressed hours, term-time working, part-time working)  
o change of work location 
o working more from home/another hub/ or another Council facility  



 

 Looking at the employee’s duties and whether these can be adjusted such as assigning lighter 
duties or removing some. 

 Are there times of the day that are better or worse for the employee and consider if adjustments 
can be made to accommodate these. 

 Would having some quiet time so that the employee is not disturbed whilst working help? 
 If a uniform or protective clothing is worn to help women cope with flushes and sweating are they: 

o made of natural fibres?   
o is loose clothing available or can the uniforms be changed/ adapted?   
o can jackets be removed? 
o is a spare uniform available?  

 Chilled water – is there access to chilled drinking water nearby? 

 Are cloakrooms and washroom facilities close by?  
 Access to natural light 
 Ventilation/fans - is the ventilation satisfactory? 

o Is there air conditioning? 
o Are there windows that open?  
o Are portable fans available if necessary and safe to assign (USB fans are permitted)?  

 Breaks - many women suffer from dizziness; fatigue and an increased need to use the toilet so: 
o Make sure breaks are taken 
o Make sure breaks from working on DSE’s are taken 
o Consider allowing extra breaks as and when necessary 
o Is there a rest area nearby or quiet area to work?  

 Discuss a referral to Occupational Health 
 
3.57 Employee’s responsibilities 

 
 Always seek medical advice from your GP in the first instance rather than suffer in silence and 

discuss possible options such as lifestyle changes, HRT, complementary & herbal treatments, 
vitamins supplements etc.  

 Take personal responsibility to look after your own health.  
 Raise menopausal issues affecting your work with your manager or ask to talk to another 

manager.   
 Be open and honest in any discussions with your manager, Occupational Health or HR. 
 Consider and discuss possible flexible working arrangements.    

 Talk with colleagues, particularly those who are also experiencing menopausal symptoms, about 
symptoms and solutions. 

 Consider your lifestyle – diet, exercise, sleep. 

 Seek a referral to Occupational Health. 
 Take precautions at work such as wearing layers of clothes and having a change of clothes 

available. 

 Look at relaxation techniques such as mindfulness, tai chi, yoga or take gentle exercise such as 
walking.  

 If you are having problems in accessing support speak to HR or your union 

 It is the duty of all employees to support and be respectful to their colleagues.  
 
3.58 Manager’s responsibilities 

 



 

 Read and be aware of this guidance and use it. 

 If this is a difficult area for you to raise and discuss with your employees please to the Chief 
Officer to consider attending a ‘having difficult conversations’ course.  

 Hold regular discussions and 1 to 1’s with your employees and include asking about their 
wellbeing and if they have any issues with their health. 

 Arrange follow-up reviews. 
 Discuss reasonable adjustments and where practicable put in place. 

 Suggest they make an appointment to see their GP. 
 Discuss a referral to Occupational Health. 
 Put in place recommendations from Occupational Health where practicable.      

  
3.59 Support provided by Occupational Health (OH) in relation to menopause can include: 

 Referrals to OH  

 Employee well-being risk assessment 
 Access to general well-being support programs including Active Health, healthy eating, exercise 

and stopping smoking 
 Access to counselling 

 
3.60 Other sources of help/ reference 

 NICE (National Institute for Health and Care Excellence) guidance  
https://www.nice.org.uk/guidance 

 Let’s talk menopause https://www.cipd.co.uk/knowledge/culture/well-being/menopause 

 Talking Menopause – www.talkingmenopause.co.uk 
 The Menopause Exchange – www.menopause-exchange.co.uk 

 Menopause Matters – www.menopausematters.co.uk 
 Menopause Support – https://menopausesupport.co.uk/ 
 Meg’s Menopause – https://megsmenopause.com/menopause 

 Menopause Café – ‘gather to eat cake, drink tea and discuss menopause’ – 
www.menopausecafe.net 

 
Acknowledgements: CIPD, NICE, Leicestershire University 

 

3.61 Disability and Sickness Absence 
 

3.62 The Equality Act 2010 defines a disabled person as someone ‘who has a physical or mental 
impairment that has a substantial and long-term adverse effect on his or her ability to carry out 
normal day-to-day activities’.  

  
3.63 If you wish to do so, you can declare your disability by filling out the relevant declaration form.  

 
3.64 If you have a disability, the Council is required by law to make reasonable adjustments in the 

workplace. Reasonable adjustments may include (but are not limited to): 
 

a) provision of additional software or equipment such as a special chair, screen, or an adapted 
keyboard allowing a more flexible approach to working hours such as changing start and finish 
times at work or changing the actual hours of work changing the working environment (e.g., 
making a door easier to open or changing the height of shelves) providing assistance (e.g., a 



 

support worker or a British sign language interpreter) 
 
b) Advice on reasonable adjustments is available via the occupational health service and initial 

referrals for advice should be through this route.  Further advice on reasonable adjustments is 
also available through Access to Work who can provide advice and support to both employees 
and managers.   

 

3.65 Disability and time off to attend appointments 

 
If you have a disability as defined by the Equality Act 2010 you may request to take time to attend 
an appointment relating to your impairment/disability by completing a disability related sickness 
form. The time off will not be recorded as sickness absence and your manager will record this time 
taken separately. 

 

3.66 Sickness Monitoring and Triggers 
 
 The Council recognises that there are several genuine reasons for an employee’s absence from 

work. Occasional absence from work due to sickness may be acceptable, however frequent short-
term absence may indicate that further issues need to be explored with the employee. It can also 
cause operation difficulties and may become unsustainable. The Council is committed to providing 
support for employees to ensure a successful return to work at the earliest stage possible. 

 
3.67 Continuous absences due to ill health lasting for four or more weeks is considered long-term 

sickness (and all periods of absence lasting 8 or more days must be covered by a current Fit Note). 
 

3.68 The Chief Officer or nominated representative is responsible for maintaining regular contact with any 
employee who is on long-term sick leave. The frequency and the type of contact will depend on the 
individual circumstances/what has been mutually agreed. The Council has a system to monitor, 
review sickness absences and to instigate attendance management procedures if necessary. 
An episode of sickness absence includes when: 

 
i) you are feeling unwell at work and go home ill after lunch.  The afternoon will be recorded 

as sickness absence you are feeling unwell in the morning and do not attend work until 
later that morning. The time before attending work will be recorded as sickness absence 

ii) you are feeling unwell and inform your manager that you will not be attending work for the 
day. The day will be recorded as sickness absence.  

iii) Monitoring commences from the 1st April every year or from the start of a sickness absence 
review period. Once a sickness absence review has commenced all sickness absences since 
that review will be considered with a potential continuation of action under the Sickness 
Absence Monitoring Model – see below.  

iv) The Chief Officer or nominated representative is responsible for analysing sickness absence 
information to ensure that absences are not due to work related discrimination, bullying, 
harassment or work-related stress related illness. If it becomes evident that work related 
factors such as bullying, harassment and discrimination are affecting attendance, action will be 
taken by reference to the relevant internal procedures. An immediate Occupational health 
referral will be made and supportive actions put in place. 



 

 

3.69 Sickness Monitoring Model 

Occupational health advice will be sought at various stages of the Sickness Monitoring procedure, 
as set out below      

 
3.70 Stage One Trigger 

Absence reaches 12+ days and/or 4+ episodes or 4-week long term sickness. 

 
3.71 Short-term Sickness  

Sickness Review Meeting to discuss periods of absence and any support required. A referral to 
Occupational Health may be made, followed by another review meeting to discuss the advice 
provided in the Occupational Health report. Reasonable adjustments may be considered, and a 
support plan agreed. A target will be set for nil days sickness absence during review period. The 
review period will normally be between 6 - 12 weeks. Any periods of sickness absence during this 
period may result in your case progressing to a Formal Sickness Absence Review Meeting or 
alternatively, if there are mitigating circumstances, another 6 – 12 week review period. A further 
medical referral may be made and recommended support considered. 

 
3.72 Long Term Sickness 

Action: For Long-Term Sickness where absence is on-going, and employee is unfit to return to 
work. 
Where sickness continues beyond a reasonably sustainable level the following measures may be 
considered: 

 Reasonable adjustments 

 Redeployment 

 Ill Health retirement 

 Dismissal on the grounds of medical capability. 

3.73 The employee should receive a Stage 1 sickness advisory letter (1st, 2nd or 3rd meeting) outlining the 
discussions that have taken place at the review meeting which details any support provided to assist 
them in achieving the required attendance. The supportive action plan should be agreed and 
attached as an appendix. The supportive action plan should be reviewed and revised as part of the 
review period. If no support was required this should be clearly stated in the letter.  The employee 
should be told that it is expected their attendance improve and should a further sickness absence 
meeting be triggered; further action will be taken. 

Note: There may be a number of sickness review meetings before moving to Stage 2 of the 
Sickness Monitoring procedure. Referrals to occupational Health may be made at any of the 
stages of the Sickness Absence procedure followed by a meeting with the employee to discuss the 
report and any supportive measures required. If the required improvement by the employee has been 
made at the end of the Stage 1 review period(s) the process will   cease providing there is no 
repetition of poor attendance at work without an underlying health reason within the next 12 months.
  

 
3.74 Stage Two Trigger 



 

 a) Continued periods of Short Term absence:  

 b) OH referral if necessary following analysis of reasons for absences. 

Action: Invite to Formal Absence Review Hearing using template letter with details on right to be 
accompanied by a Trade union official or work colleague giving 10 days’ notice. Absence 
Management Report prepared and sent to employee and hearing Manager. Outcome letter sent 
detailing sanction applied formal written warning to be held live for 6 months and a further target 
set for nil days absence. Restate that any absences during the ‘live warning’ period may result in 
dismissal with notice. Allow employee to appeal the sanction. 

Any support provided to assist the employee in achieving the required attendance should be 
revised and if no support was required this should be stated.  

3.75 If the required improvement by the employee has been made at the end of the Stage 2 warning 
period (6 

months) the process will cease providing there is no repetition of poor attendance at work without 
an underlying     health reason. 

3.76 Continued periods of long-term absence (proceed to Stage 3): 

3.77 An occupational health referral should be made to ensure up to date advice and details of 
additional support. 

3.78 Long term absences and absences that are classed as covered by the Equality Act will only 
proceed to Stage 3 of the procedure if all options have been considered and relevant medical 
advice received: 

 Reasonable adjustments. 

 Redeployment. 

 Ill health retirement. 
 

3.79 Stage Three Trigger 

i) Continued periods of absence (short and long-term) where no improvements in attendance has 
been achieved will progress to Stage 3 of the procedure. Short term absences that occur during 
the ‘live warning’ period of 6 months will be further reviewed at a further Formal Absence Review 
Hearing.  

ii) Long term absence cases will only progress to Stage 3 if all options have been considered and 
discussed with the employee, as set out above. 

Action: Formal Absence Review Hearing giving 10 days’ notice of Hearing and right to be 
accompanied. Absence Management Report to be prepared. Sent to the employee with the invite 
to the Hearing and Hearing Manager. Absence management Review checklist for dismissal 
completed as appendix to report. 

Options: 

 Final written warning placed on file for 12 months. Absences during this warning period 
may result in another Formal Absence Review Meeting resulting in potential dismissal. 

 If having reviewed the Hearing Report and other documents e.g. OH reports, it is unlikely 
that attendance will improve, dismissal may be the required action.  

The sanctions awarded under this procedure are in line with the Council’s Disciplinary policy and 
procedure. Any sanction awarded under the Sickness Absence Policy may be appealed using the 



 

Council’s Appeal Policy. 

 
3.80 Non-attendance at sickness meetings 

 
 Whilst the Council will take all reasonable steps to assist you to return to work, it is not possible to 

wait indefinitely for your condition to improve.   
 

 You should be available for contact from your manager and to attend meetings during your 
normal working hours. 

 
 If you fail to attend a sickness meeting, you will be contacted to establish the reason for the non-

attendance and you will be informed in writing of the rescheduled meeting.  
 

 If you fail to attend the re-scheduled meeting or fail to give reasons for your non-attendance the 
meeting may proceed in your absence.  Your case will be referred to occupational health to obtain 
up to date details of your sickness and a decision may be taken on the basis of the available 
evidence. 

 
 If you are absent from work due to stress/depression, the council will look to follow these 

guidelines as it is in the best interests of all parties to not delay decisions relating to absence. 
 

3.81 Medical suspension 
 

 In certain circumstances your manager or the Chief Officer/ their nominee may be required to 
suspend you from work on medical/health and safety grounds if they perceive there to be a risk 
either to you or others. 

 
 If you return to work and it is felt that you are unfit to carry out your job role despite being declared 

fit, they may decide to suspend you on medical grounds. 
 

 The concerns will be discussed with you and advice sought from Occupational Health.  
 

 If you are suspended from work on medical/health and safety grounds, you will receive sick pay in 
line with your contractual entitlement to occupational sick pay and this period will count towards 
your contractual sickness entitlement. 
 

 You have the right to appeal against this decision in line with the appeals policy and procedure. 
 

3.82 Holiday entitlement during sickness absence 
 

i. You will be entitled to accrue the contractual level of holiday entitlement during periods of 
sickness absence.   

 
ii. If you have requested and have pre-booked holiday during a period of sickness absence, and you 

still intend to take this time as annual leave (i.e. you have not been prevented from taking your 
holiday due to sickness), you must inform the Chief Officer/nominated representative so that your 
sick pay can be suspended. The annual leave taken will be deducted from your annual leave 
entitlement. On return from annual leave, sick pay will re-commence. 



 

 
iii. During a period of sickness absence you have been prevented from taking your pre-booked 

holiday you will need to contact the Chief Officer/nominated representative to request to re-
schedule this period of pre-booked annual leave.  You will remain on sick leave and continue to 
receive sick pay. If you do not have a pre-booked holiday during a period of sickness absence but 
wish to take annual leave, you must agree this time with the Chief Officer.  During the period of 
annual leave your sick pay will be suspended and the annual leave taken will be deducted from 
your annual leave entitlement.  On return from annual leave, sick pay and sick leave will re-
commence. 

 
iv. If you are sick during a period of annual leave you can request that the days you are sick are 

rescheduled as sick leave rather than annual leave but you will need to provide proof of your 
sickness during your annual leave period.  

 
v. If you are unable to use your accrued holiday entitlement during an annual leave year because of 

sickness absence you may be able to carry forward up to a maximum of 4 weeks (20 days leave 
inclusive of bank and public holidays) from one annual leave year to the next annual leave year. 
You will need to deduct any annual leave and bank/public holidays you have taken in the previous 
annual leave year from the 4 weeks (20 days inclusive of bank and public holidays) to see if you 
have any leave owing that can be carried forward to the next annual leave year.  

 

3.83 Medical advice 
  

i. Suggestions from doctors relating to support are provided as advice only and are not binding.  In 
circumstances where occupational health advice recommends an alternative approach, this 
advice will take precedence over that of the doctor.  It is for the Council to make the final decision 
as to whether the support identified by the doctor can be accommodated.   

 
ii. If it is not possible to accommodate the doctor’s advice regarding support the Chief Officer will 

explain this and agree a review date or return to work date. In these circumstances the fit note 
will be regarded as if the advice had been ‘not fit for work’ and you will be referred to 
occupational health for an assessment.   

 
iii. It would be impractical to obtain advice from occupational health on all cases involving 

adjustments recommended by medical practitioners.  The Chief Officer will discuss this with you 
and planned returns to work should be based on operational requirements and common sense.  
In complex cases or cases where you are not able to return to your full contractual duties within 
the agreed timeframe or no agreement can be reached then the Chief Officer may seek further 
advice from Occupational Health.  
 

3.84 Medical Appointments 
 

i. Whenever possible such appointments should be made outside of working hours. 
There is no right to time off for non-emergency check-ups. 

 
ii. Where it is absolutely essential that such appointments are arranged during your working 

day, disruption must be kept to a minimum by arranging the appointment at the very start 
of the day or at the end of the day. The Council acknowledges that on occasions 



 

employees are unable to get an appointment outside working hours and will take a 
flexible approach for allowing time off. 

 
iii. Time off for such appointments will normally be unpaid unless: 

 
 Lost time is made up with the prior authority of your Manager or the Chief Officer; 

 You take the time off as holiday in which case you will need to comply with the 
Council’s holiday rules. 

 Your Manager or the Chief Officer authorises time off during your working shift 
 

iv. The Council will provide an eyesight test for a display screen equipment (DSE) user if they 
request one. The Council may pay for the test which should be a full eye and eyesight test by an 
optometrist or doctor, including a vision test and an eye examination. The cost of the test can be 
reimbursed. 

 
v. The Council will only have to pay for glasses for the DSE work if the test shows an employee 

needs special glasses prescribed for the distance the screen is viewed at.  If an ordinary 
prescription is suitable, the Council does not have to pay for glasses. 
 

vi. Necessary paid time off will be granted for the purpose of health screenings (such as cervical 
screening, mammographic screening and prostate cancer screen etc), IVF (In Vitro Fertilisation) 
treatment, gender reassignment treatment, rehabilitation and on-going treatment of long-term 
health conditions.   

 

3.85 Pensions 
 

3.86 Pensions auto-enrolment legislation requires Haydon Wick Parish Council as your employer to 
automatically enrol eligible jobholders who meet the auto-enrolment criteria into a qualifying pension 
scheme.  Eligible jobholders are employees who: 

 
a) earn over the earnings assessment criteria  
b) are aged 22 or over; and  
c) are under State Pension age. 

  
i.  If you do not meet the criteria for auto-enrolment, Haydon Wick Parish Council have passed a 

resolution so that you may be contractually enrolled into the LGPS, subject to its terms and 
conditions and appropriate deductions will be made from your salary .   

 
ii.  If you do not meet the criteria for auto-enrolment or contractual enrolment, you may choose to 

join the LGPS at any time provided you are under 75 and are not entitled to be in another Public 
Sector Pension Scheme.  

 
iii.  You can choose to opt-out of the LGPS. If you decide to opt out, you will be assessed 3 years 

from the date of opt-out and automatically enrolled into the LGPS, if you meet the auto-enrolment 
criteria at that point.  If you have decided to opt-out and wish to re-join the LGPS, you may do so 
once within a 12 month period.  Further information is available from Wiltshire Pension Fund. 

 
iv.  If you have a contract of employment that is for less than three months, we are able to postpone 



 

for a period of three months from your start date with Haydon Wick Parish Council, the 
assessment to enrol you into a qualifying pension scheme.   

 
v.  If, before or at the end of the three month period, your contract is extended so that the period is 

for three months or more and you have not already opted to join a qualifying pension scheme, 
you will be automatically enrolled in to the LGPS from the date the contract is extended. You 
have the right to opt-out of the LGPS, if you wish by completing the opt-out form and returning 
this to HR payroll. 

  

3.87 Further Pension Details 
 

i. Current regulations do not permit you to join if you are eligible for the Teachers’ Pension 
Scheme or any other Public Sector Pension Scheme.   
 

ii. For those joining the LGPS, employee contribution rates vary depending upon your actual 
pay. Haydon Wick Parish Council as your employer will pay the balance of the contributions 
needed to fund your pension. Contribution bandings are available on the Wiltshire Pension 
Fund website.  

 
3.88 Further information on the LGPS, including opting-in to the scheme, can be found by contacting the 

Wiltshire pension fund on 01225 713613, pensionenquiries@wiltshire.gov.uk, or by accessing 
http://www.wiltshirepensionfund.org.uk. You can view the benefits of joining the LGPS by accessing 
Joining the LGPS. 
 
 

4 Holidays 
 

4.1 Your annual holiday entitlement is set out in your contract of employment. A week for the purposes 
of holiday calculation is your normal working week. 

 
4.2 You are not entitled to carry forward any holidays from one holiday year to the next except in 

exceptional circumstances you may carry forward up to 5 days leave with the express prior 
written authority of the Chief Officer.  

 
4.3 No payments will be made in lieu of holiday not taken except in respect of your last year of 

employment as set out below – unless in exceptional circumstances and authorised by the 
Chief Officer. 

 
4.4 In addition, the Council is prepared to consider requests for the bringing forward of leave from 

a future year but will not normally accede to such requests if the request is in respect of a 
period not falling within the last two months of the leave year or involves the bringing forward of 
more than five days leave. 

 
4.5 Holidays must be arranged at the mutual convenience of both you and the Council. You must 

give the Council reasonable notice of your intention to take your holiday. All applications for 
holiday must be made using the Council’s holiday application form. Forms may be obtained 
from your Manager or the Chief Officer. You are only allowed to take holidays if the Council has 
approved them in advance. 



 

 
4.6 You are not allowed to take more than 12 consecutive working days holiday unless you have 

obtained the express prior written permission of Manager the Chief Officer to do so. Requests 
of this nature may also be referred to the Chief Officer to the Council for approval. 

 
4.7 The Council may object to you taking holiday on dates requested by you and/or on bank/public 

holidays if it is inconvenient to the service delivery. Holiday requests will be granted on a first 
come, first served basis. 

 
4.8 If you start or leave your employment during the holiday year you shall be entitled to pro 

rata annual entitlement for each week of service in that holiday year. 
 
4.9 Upon termination of your employment you will be entitled to pay in lieu of any holiday accrued in 

your last holiday year but not taken. If you have taken holidays in excess of entitlement the 
Council shall be entitled to deduct the excess pay from your final salary payment. 

 
4.10 The Council may require you to take (or not to take) any outstanding accrued holiday 

entitlement during your notice period. 
 
4.11 In the event of you falling sick during the period of your annual leave, you will be regarded as 

being on sick leave from the date of your medical certificate and further annual leave will be 
suspended from that date. However, annual leave continues to accrue whilst an employee is on 
sick leave and requests to take annual leave during a period of long term sickness absence will 
be considered by the Chief Officer/nominated representative. 

 
4.12 Part Time Employees are entitled to additional holiday hours amounting to one fifth of their normal 

working week to account for each bank holiday which falls on a day that does not fall within their 
normal working week. 

 
4.13 Unpaid Leave 

After 12 months continuous service you may be granted unpaid leave of up to 5 days per 
holiday year. Unpaid leave should only be requested if all your holiday year entitlement 
has been used and it is solely within the discretion of the Chief Officer to grant your 
request based on the circumstances. 
 

 

5 Accidents 
 
5.1 Absences resulting from accidents at work are treated as sickness absence and the 

Council's normal rules will apply to such absences (part 3). 
 
5.2 All accidents and incidents (including near-miss incidents) must be reported to the 

appropriate line the Chief Officer/Manager so that the cause can be ascertained, the 
control measures re-evaluated and action taken to prevent recurrence. 

 
5.3 All accidents and incidents, no matter how minor, must be recorded in the Accident Book.  
 



 

5.4 It is the responsibility of all employees to provide complete and accurate information to enable 
management to find out what went wrong, learn lessons and take action to prevent or reduce 
such accidents/incidents in the future. 

 
 

6 Smoking 
 

6.1 This policy has been developed to protect all employees, service users, customers and 
visitors from exposure to second-hand smoke and to ensure compliance with laws that 
ban smoking in public places (including workplaces). Laws banning smoking in public 
places (including workplaces) came into effect on 26 March 2006 in Scotland, 2 April 2007 
in Wales and 1st July 2007 in England. 

 

6.2 Exposure to second-hand smoke, also known as passive smoking, increases the risk of 
lung cancer, heart disease and other illnesses. Ventilation or separating smokers and non-
smokers within the same airspace does not stop potentially dangerous exposure. 

 

6.3 It is the policy of the Council that all of its workplaces are smoke-free and all employees 
have a right to work in a smoke-free environment. 

 

6.4 Smoking is prohibited throughout the entire workplace with no exceptions. This includes 
Council vehicles. This policy applies to all employees, consultants, customers and visitors. 

 

6.5 For the purpose of this policy, “smoking” includes the use of e-cigarettes and other similar 
devices. 

 
6.6 Overall responsibility for policy implementation and review rests with the Personnel Sub 

Committee. All staff are obliged to adhere to and to facilitate the implementation of the policy. 
 
6.7 The Chief Officer shall ensure that all existing employees, consultants and contractors are aware 

of the policy and of their role in the implementation and monitoring of the policy. They will also 
ensure that all new personnel are given a copy of the policy on recruitment or induction. 

 
6.8 Appropriate 'No smoking' signs will be clearly displayed at or near the entrances to the premises 

and elsewhere around Council premises. Signs will also be displayed in Council vehicles that are 
covered by the law. 

 
6.9 Non-compliance with this policy and relevant law will be treated as a disciplinary offence. 
 

 

7 Fire 
 
7.1 In general, employees should seek to ensure good standards of housekeeping at all times. 

A clean and tidy workplace is less likely to be a source of fire. Any act or omission, which 
you believe may constitute a fire risk, should be immediately notified to your Manager or the 
Chief Officer, who will take the appropriate action. 



 

 
7.2 All potential fire hazards will be identified and the risks assessed and reduced to an acceptable 

level. 
 
7.3 Firefighting equipment will be provided and emergency lighting and fire alarm points fitted as 

appropriate, following a fire risk assessment. The fire alarm will be tested at weekly intervals 
by activating an alarm point in rotation, such as to test every alarm point over a set period of 
time. 

 
7.4 Fire marshalling areas will be identified and located in areas beyond any danger from fire. 

Employees will be made aware of where they have to report in case of fire. Fire alarms will 
be activated periodically, without prior notice to employees. 

 
7.5 Details of the Council’s fire/emergency procedures, exit and assembly points, are displayed 

on notice boards around the Council’s premises. You must familiarise yourself with the 
Council’s emergency procedures to minimise the dangers caused by fire. 

 
7.6 You must ensure that you are aware of the nearest fire exit, and its alternative, for emergency use. 

 
7.7 You must ensure that you are aware of the nearest fire extinguisher to your work location, its 

type and know how to operate it (if it is safe to do so) 
 
7.8 Regular fire drills will be held to ensure the Council’s fire procedures are effective and to ensure 

you are familiar with them. These drills are important and must be taken seriously. 
 
7.9 Remember: 

 
On discovering a fire: 

 
i. Operate the nearest fire alarm; 

 
ii. Alert other people within your immediate vicinity; 

 
iii. Do not attempt to tackle the fire unless you have been trained; 

 
iv. On hearing the fire alarm: 

 
v. Do not delay - evacuate the premises immediately; 

 
vi. Do not stop to collect personal possessions; 

 
vii. Remain calm and proceed in an orderly manner; 

 
viii. Do not re-enter the premises or site until the Fire and Rescue Service is satisfied that the 

premises and site are safe to re-enter. 
 
7.10 Under no circumstances must employees put themselves or others at risk in a fire situation. 
 



 

 

8 Internet and Email 
 

8.1 The Council’s computer system contains an e-mail facility, which is intended to promote 
effective communication on matters relating to the Council’s business. The e-mail system 
should therefore be used for that purpose. You have no right to privacy when using the 
Council’s computer system. This means the e- mail system should not be used for spreading 
gossip or for personal gain or in breach of any of the Council’s standard employment policies 
on issues such as sexual or racial harassment. 

 

8.2 Messages sent on the e-mail system are to be written in accordance with the standards of 
any other form of written communication and the content and language used in the message 
must be consistent with best Council practice. Messages should be concise and directed to 
those individuals with a need to know. General messages to a wide group should only be 
used where necessary and ALWAYS use the blind carbon copy facility (BCC) to protect 
customer/client confidentiality. 

 
8.3 Confidential information should not be sent externally and in some cases internally, by e-

mail without express authority and unless the messages can be lawfully encrypted. 
 

8.4 Legal Action Against the Council 
 

Messages sent over the e-mail system can give rise to legal action against the Council. 
Claims for deformation, breach of confidentiality or contract could arise from a misuse of the 
system. It is therefore vital for e-mail messages to be treated like any other form of 
correspondence and where necessary hard copies should be retained. You are also 
reminded that messages are disclosable in any legal action commenced against the Council 
relevant to the issues set out in the e-mail. 

 
8.5 The Council’s Rights 

The Council reserves the right to retrieve the contents of all incoming and outgoing 
messages for the purpose of monitoring whether the use of the e-mail system is legitimate, 
when employees are off sick or on holiday, to find lost messages or to retrieve messages 
lost by computer failure, to assist in the investigations of wrongful acts or to comply with any 
legal obligation. 

 
8.6 The Council reserves the right to monitor email messages sent and/or received and to 

monitor your usage of the Internet. 
 

8.7 Security 
 

8.8 If you are given access to the e-mail system you are responsible for the security of your 
terminal and you must not allow the terminal to be used by an Unauthorised person. 

 
8.9 You should therefore keep your personal password confidential and change it regularly. 

When leaving your terminal unattended or on leaving the office you should ensure you log 



 

off the system to prevent Unauthorised users using your terminal in your absence. 
 

8.10 General Rules 

Should you receive an e-mail message which has been wrongly delivered to your e-mail 
address you should notify the sender of the message by redirecting the message to that 
person but NOT in the case of SPAM which should be deleted immediately. Further in the 
event the e-mail message contains confidential information you must not disclose or use that 
confidential information. Should you receive an e-mail which contravenes this policy the e-
mail should be brought to the attention of the Chief Officer. 

8.11 Misuse of the e-mail system in breach of these rules will be treated as misconduct. 
 

8.12 Misuse of the e-mail system by transmission of any material in any of the following 
categories will constitute gross misconduct: 

 
i. defamatory; 

 
ii. offensive or obscene; 

 
iii. untrue or malicious; 

 
iv. discriminatory on grounds of race, sex, marital status, disability, sexual 

orientation, religion or religious belief & philosophical beliefs or age; 
 

v. the Council’s Confidential Information (as defined in your contract of employment); and 
 

vi. protected copyright material. 
 

8.13 Internet 
If you are given access to the Internet, you must use it for legitimate Council business only. 
Searching for or viewing or downloading web pages, the content of which is offensive, obscene 
or discriminatory, will constitute gross misconduct. 

 
8.14 Social Media Sites 

 
Use of the internet (especially chat rooms and community sites such as Facebook) slows the 
system and encourages accidental downloading of viruses. 

 
Employees should limit using social networking websites such as Facebook or instant messaging 
services on Council computers only in their breaks unless it is for for business purposes. 

 
Employees are prohibited from downloading or saving music on the Council’s computer systems. 

 
8.15 Access to certain websites may be blocked. 
 
8.16 Your business email address must not be used: 

 
i. to register an account on any website being used for personal reasons, or to receive 



 

communications from such websites e.g. Social networking sites such as Facebook and 
eBay or similar sites, message boards or any blog sites (unless you have been given 
permission from the Chief Officer); 

 
ii. to receive communications relating to any personal businesses or income generating 

ventures, such as property letting; 
 
iii. to subscribe to regular update emails for social activities such as cinema or theatre 

listings or other non- business purposes. 

Unless you have been given permission by your Manager, employees should not under any 
circumstances use our systems to participate in any internet chat room, “X/twitter” system, 
any on-line auction website, post messages on any internet message board or set up or log 
text or information on a blog or wiki, even in their own time. 

 
8.17 Personal Equipment  

 
8.18 If you use social networking sites at home or outside of work any comments you make may still 

have an impact on your work and your colleagues. Please note that you may still be subject to 
the Council’s Disciplinary Procedures if you make any defamatory, inappropriate and/or 
offensive comments about the Council, its clients or your colleagues when online. 

 
8.19 Please ensure therefore that you do not use systems like Facebook or Twitter to: 

 
i. gossip about colleagues or Councillors in relation to work issues 

 
ii. gossip or complain about management or management policies 

 
iii. give out any information in relation to your workplace 

 
iv. directly communicate with or harass a colleague in relation to an issue of dispute 

 
8.20 Such comments are capable of amounting to gross misconduct and may therefore result in 

the termination of your employment. 
 
 

9 Jury Duty 
 

9.1 Leave of absence will normally be granted to employees called for jury duty. If you receive 
a notice of jury duty you must notify your Manager or the Chief Officer as soon as possible 
in order that arrangements may be made to cover your position. 

 
9.2 An employee on jury duty will be expected to work as much of his/her regularly scheduled 

work week as the jury duty schedule permits, to the extent that combined time on jury duty 
and at work does not exceed the number of hours he/she is normally scheduled to work 
during a normal working week (unless additional time is absolutely necessary and mutually 
agreed upon by the employee and Council). 

 



 

9.3 If you hold a position crucial to the operation of the Council, or in the event that your 
absence from work over a long period of time could cause hardship to the Council, the 
Council may petition the jury selection committee to excuse you from jury duty. Also, you 
may personally petition to be excused from jury duty if jury duty would cause hardship to 
your family. 

 
9.4 An employee serving on jury duty must present the official court cheque or other 

documentation of  
remuneration to their Manager of the Chief Officer so that arrangements for the payment of 
any difference between regular pay and jury duty compensation can be made. In no event 
will make-up pay exceed compensation for the number of hours the employee is normally 
scheduled to work during a given work week, and in any case, payment will only be made 
to cover the period that the jury is expected to attend the court. 

 
9.5 Public Duties - Paid leave of absence will be granted for employees serving on public 

bodies or undertaking public duties. Where an allowance is claimable for loss of earnings 
the employee should claim and pay the allowance to the Council. 

 

 

10 Unauthorised Absence  
 
10.1 Any absence which does not comply with the provisions of your contract of employment 

relating to holidays or sickness or which has not been expressly authorised by the Council in 
advance shall be regarded as an unauthorised absence and will result in disciplinary action 
being taken. 

 

11 Telephones (Office and Mobile) 
 

11.1 Telephone calls of a personal nature should be kept to an absolute minimum. 
 

11.2 Employees’ personal mobile telephones must be on silent mode during working hours. 
Employees should normally restrict personal mobile telephone calls and text messages to 
their rest breaks. 

 
11.3 On an occasional basis you agree to be contacted outside working hours by the Council 

and/or clients and customers to assist with operational matters. 
 

11.4 You may be provided with a mobile telephone in order to assist with the proper 
performance of your duties. The mobile telephone remains the property of the Council 
and the Council may withdraw its use and it must be returned to the Council on the 
termination of your employment. The mobile telephone is your responsibility and if it is 
lost you will be responsible for the replacement cost. For more information see the 
Council’s Mobile Phone Policy. 

 
11.5 Unless the mobile telephone contract permits unlimited calls or data you are not 

permitted to make and receive personal telephone calls or personal data usage on any 
mobile telephone issued to you by the Council except in cases of emergency or 



 

exceptional circumstances. All unauthorised usage will be recharged to the employee in 
question. If misuse of Council mobile telephones is found to be persistent then this will 
result in disciplinary action. 

 
11.6 Use Of Mobile Phones in Vehicles 

 
11.7 It is unlawful to use a handheld mobile telephone when driving. Time spent waiting at traffic lights 

or in a traffic jam. All employees who drive vehicles whist carrying out their work will be required 
to comply with this law If you do not comply, you will be subjected to disciplinary proceedings. 
Repeated breach of this policy will result in dismissal. 

 
11.8 You must now use your Council mobile phone whilst driving even with a hands-free kit. If you 

receive or make a call whilst driving you should stop the car in a safe place, turn off the engine 
and then make the call once satisfied that it is safe to do so. 

 
11.9 All employees must adhere to the Council’s Vehicle Policy and Use of Mobile Phone Policy whilst 

driving. 
 
 

12 Dress Code 
 

12.1 Proper attire is necessary to maintain an image which reflects the Council's 
professionalism and high standards. It is important that dress is appropriate for the 
Council’s environment in either an office or outdoor role. 

 
12.2 Jeans or other casual clothing, including walking barefoot in office hours are not 

considered to be appropriate attire.  
 
12.3 If further guidance regarding attire is required, this should be discussed with your Manager 

or the Chief Officer. 
 
12.4 If you arrive at work inappropriately dressed the Council reserve the right to require you to 

go home and get changed and not to pay you in respect of any time lost. 
 

Protective Clothing 
 

12.5 The Council will provide protective and/or uniform clothing to appropriate members of staff 
as and when necessary. 

 

12.6 Any such clothing provided by the Council should not be worn other than in direct 
connection with employees’ work and individual employees are responsible for the laundering 
of it. 

 
12.7 Any protective and/or uniform clothing provided by the Council must be returned in good and 

clean condition (fair wear and tear only excepted) when the employee to whom it has been 
issued leaves the Council’s service. 

 



 

13 Search 
 

13.1 The Council reserves the right to search you and any of your property held on the Council’s 
premises at any time if there are reasonable grounds to believe that you are guilty of theft or in 
possession of illegal drugs or prohibited property or substances or in breach of the Council’s 
rules and regulations. 

 
13.2 Personal searches will be carried out by security and/or management as appropriate. 

Searches will be conducted with your consent and in the presence of at least one agreed 
witness. 

 
13.3 The Council reserves the right to invite the police to obtain a warrant to search the Council’s 

premises and/or people suspected of possession of stolen or other illegal goods or 
substances or who are suspected of committing or having committed any other criminal act. 

 
 

 

14 Pay and Grading 
 

14.1 The pay and grading of jobs must be fair and non-discriminatory, complying with equal pay 
legislation and associated Codes of Practice.  

 
14.2 The Council will continue to rely on the national pay negotiating machinery and will therefore 

continue to define salary grades by references to spinal column points. A copy of the revised 
spinal column will be provided to all members of staff on an annual basis on request. Further 
guidance on the equal pay aspects of local grading structures is included in Part 4 of the 
national agreement. 

 
14.3 An employee dissatisfied with the grading of his job is entitled to appeal for a reconsideration 

of the grading and referred by the Chief Officer to the Personnel Sub Committee. 
 

14.4 Increments will be paid on 1 April each year until the maximum of the employee’s scale is 
reached, subject to the following: 

 
i. Increments may be withheld following an adverse report on an employee subject to a 

right of appeal to the Council. Any increment withheld may be paid subsequently if the 
employee’s services become satisfactory. 

 
ii. Any employee required to undertake some or all of the duties of a higher graded post for a 

period of at least four weeks will receive an enhancement of salary of a proportion 
appropriate to the range of additional duties covered. 

 
14.5 Payment of salaries to all employees will be by way of direct credit transfer on or before the 

23rd of each month. 
 

 

15 Working Arrangements and Overtime Payments 



 

 
15.1 The standard working week for all employees is one of 35 hours; this may be calculated over a 

period other than a week in accordance with the provisions of Part 3 of the national agreement. 
The actual working times vary and are subject to individual agreement with the different classes 
of employees. 

 
15.2 The Council will make additional payments to all staff if they work more than their normal 

working hours, then subject to the Council’s approval they will be reimbursed at the appropriate 
hourly rates for these hours or they may take time off in lieu at a time to be agreed between the 
employee and the Council 

 
 

16 Working Time 
 
16.1 Employees who are required to work non-standard patterns of work shall be compensated in 

accordance with the provisions of Section 2 of Part 3 of the national agreement. 
 
16.2 Variations to the established working week or patterns of work will be reasonable and subject 

to adequate notice  
 
16.3 Working arrangements will comply with relevant Health and Safety legislation, including the 

European working time directive and its associated UK legislation. 
 

 
 

17 Part-Time Employees 
 

17.1 Part-time employees shall have applied to them the pay and conditions of service pro-rata to 
comparable full- time employees in the same authority, except for 

 
17.2 Training and development – where part-time employees should have access equal to that of 

full-time employees and when on training courses outside their contracted daily hours shall be 
paid on the same basis as full-time employees. 

 
 

 

18 Temporary/Seasonal Employees 
 
18.1 Temporary employees shall receive pay and conditions of service equivalent to that of 

permanent employees. Therefore terms should not differ from those of permanent employees. 
 

 

19 Training & Development 
 
19.1 Haydon Wick Parish Council is committed to ensuring its Councillors and Staff are trained to the 

highest standard and kept up to date with all new legislation. To support this, funds are allocated to 
a training budget each year to enable Councillors and Staff to attend training and conferences 
relevant to their office. Prospective Councillors and applicants for the post of Chief Officer/Clerk to 



 

Council or Senior Officers will be made aware of the content of this policy and the expectations 
placed upon them contained within it. 

 
19.2 Haydon Wick Parish Council’s intention is to: 
 

i. support and encourage the training and development of knowledge of Councillors and employees 
to help achieve the objectives of the council. 

ii. regularly review the needs of Councillors and employees 
iii. plan training and development opportunities and budget accordingly.  
iv. support Vice Chairs of committees and deputies of Officers will take the meeting no less than twice 

per year as part of the Council’s succession planning procedures. 

Training & Development for the Chief Officer/Clerk to Council / Deputy Clerk & Deputy RFO 
 

19.3 The Council will ensure:  
 

i. attendance at an induction session explaining the role of the council, Councillors, Chief Officer, 
and other staff. 

ii. provision of copies of the standing orders, financial regulations, code of conduct, policies of the 
council and any other information deemed relevant. 

iii. provision of any other training relevant to the proficient discharge of their duties such as 
information technology, legal powers, finance and understanding the planning system. 

iv. expenses for attending relevant conferences and seminars of bodies such as the Society of 
Local Council Clerks, the National Association of Local Councils and WALC  

v. subscription to relevant publications, advice services and membership of relevant local council 
associations 

vi. provision of Local Council Administration by Arnold-Baker and Claydon, and other relevant 
publications, which will remain the property of the Council.  

vii. provision of suitable mentoring if required (this may be via telephone, email, online meeting or 
in-house).  
 

19.4 The Council will encourage the Chief Officer/ Clerk to Council/Deputy Clerk/Deputy RFO to:  
 

i. gain the Certificate in Local Council Administration (CiLCA) and/or similar further qualifications 
relevant to their role. 

ii. Participate in local clerks’ forums and events 
 

19.5 The Council will endeavour to support all employees’ professional development, which might 
include:  

 
i. financial assistance towards the cost of tuition, examinations, and resource materials  
ii. allocated study leave 
iii. time off for any relevant learning courses or examinations.  

Such support is entirely at the discretion of the Council or, as appropriate, Personnel Sub 
Committee.  

 
Review of Training & Development Needs 

19.6 Training requirements for Councillors will usually be identified by themselves, the Chairman and 



 

Chief Officer/Clerk to Council. Opportunities to attend courses will be investigated by the Chief 
Officer/ Clerk to Council and brought to the attention of the Full Council.  
 

i. Training needs for staff will be identified from:  
ii. induction and probationary periods 
iii. one-to-ones  
iv. appraisals  
v. annual strategic planning 

 
Budget for training  

 
19.7 An allocation will be made in the budget each year as needed for training and development, based 

on a review of training and development needs. Purchases of relevant memberships, subscription, 
and resources such as publications will be considered on an ongoing basis.  
 

19.8 Evaluation of training efficiency  
All training undertaken will be subsequently evaluated by the Chief Officer to gauge its relevance 
and effectiveness. Training will be reviewed considering changes to legislation or any quality 
systems relevant to the council, its services, new qualifications, new equipment, complaints 
received, incidents which highlight training needs and requests from Councilors and staff. The Chief 
Officer will maintain a record of training attended by all Councillors and staff. 

 
Leave for Examinations 

 
19.9 Employees are entitled to paid leave of absence for the purpose of sitting for approved 

examinations. In addition, leave may be granted for the purpose of final revision for approved 
examinations at the discretion of the Chief Officer to the Council. 

Resources 

19.10 The National Joint Council recommends that resources should be shared equitably across all 
categories of employee and occupational groups. 

19.11 The delivery of training and development can be achieved in a variety of ways to suit the 
needs and circumstances of individuals and authorities. The necessary resources should be 
allocated accordingly. 

 
Financial Assistance 
 
19.12 Employees attending or undertaking approved training and/or development are entitled to 

payment of normal earnings, all prescribed fees and other relevant expenses arising from 
these activities. 

 

20 Reimbursement of Expenditure 
 

20.1 Employees necessarily incurring additional expense 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. 
 



 

20.2 Employees will be reimbursed the additional costs arising from a compulsory change in 
their place of work, according to locally negotiated schemes e stablishing approved items 
of expenditure and periods of reimbursement. 
 

20.3 Where an authority requires an employee to possess a Heavy Goods Vehicle, Passenger 
Service Vehicle and/or other special driving license, the authority shall meet the renewal 
costs. 
 

 

21 Car Allowances 
 
21.1 The Council will pay allowances to employees in respect of the use of personal 

vehicles for Council purposes in accordance with current Local Government rates. 
 
21.2 The Council expects any journeys involving a round trip of over 50 miles to be 

undertaken 
 by public transport whenever practicable considering the length of time taken for the 

journey. 
 
21.3 The Council will reimburse actual traveling and other expenses incurred by any 

employee in the execution of his duty outside Haydon Wick subject to the production 
of evidence of expenditure incurred, to travel expenses not exceeding the costs of 
second class rail fare and to reasonable expenses claimed in respect of meals. 

21.4 Use of private vehicles for Council business will be reimbursed based on the NJC 
mileage rates for essential and non- essential user allowances. Employees will be 
required to complete a claim form for mileage expenses. 

 

22 Continuous Service 
 
22.1 For the purposes of entitlements regarding Annual Leave, the Occupational Sickness Scheme 

and the Occupational Maternity Scheme continuous service will include continuous previous 
service with any public authority to which the Redundancy Payments Modification Order 
(Continuity of Employment in Local Government etc.) (Modification) Order 1999 applies. 

 
22.2 Where an employee returns to local government service following a break for maternity 

reasons, she will be entitled to have previous service taken into account in respect of the 
sickness and maternity schemes provided that the break in service does not exceed eight 
years and that no permanent paid full-time employment has intervened.  For the purpose of 
the calculation of entitlement to annual leave the eight years’ time limit does not apply 
provided that no permanent full time employment has intervened. 

 
 

23 Trade and Union Facilities 
 
23.1 The Council shall provide the recognised trade unions with facilities necessary to carry out their 

functions. 
 



 

 

24 Official Conduct 
 

24.1 The Council has established Disciplinary Rules and Procedures and a Grievance Procedure 
in accordance with paragraph 2.16 and 2.17 of the Key National Provisions. 
 

24.2 In addition the Council endorses the Code of Conduct for Local Government Employees 
published by the Local Government Association and the Local Government Management 
Board. 

 

25 Indemnity of Employees 
 

25.1 The Council maintains comprehensive insurance cover for all its employees in respect of 
accident or assault while on official business. Details of the cover maintained is available on 
request from the Council Office. 

 

26 Appraisals and Development Reviews 
 

26.1 You will receive an annual Appraisal/Development Review. Should there be any concern 
about your performance, other than matters of a disciplinary nature, the Council undertakes to 
work with you to seek to ensure that necessary training, mentoring and support is provided to 
ensure that agreed standards of performance are reached in a reasonable agreed time frame. 

 
 

27 Overtime and Time off in Lieu (TOIL) 
 

27.1 Employee’s contracts of employment will state the terms of/and whether they are entitled for 
overtime 

 payments or time off in lieu of hours worked in excess of 35 hours. Employees shall submit 
completed time sheets to their Managers or the Chief Officer on a monthly basis for 
verification. 

 
27.2 The Chief Officer shall calculate any overtime payments due. 

 
27.3 Overtime rates shall be calculated as follows: 

 
i. Weekdays and Saturdays – time and a half 

ii. Sunday, Public Holidays including Christmas Day and Boxing Day – double time. 

iii. Working on Public Holidays shall be reimbursed with either overtime payment OR time off 
in lieu – to be agreed with the Manager ahead of the Public Holiday.  

 
27.4 Prior approval must be obtained from the Chief Officer to the Council in respect of time 

worked in excess of 35 hours per week if that time is to be expected back as overtime or 
TOIL. Employees must be reasonable in finishing a task before requesting an overtime 
payment or TOIL, and if it is considered reasonable to   expect the task to be completed 
within normal working hours the Chief Officer to the Council reserves the right not to approve 



 

it. 
 

27.5 Overtime and accumulation of TOIL should not be considered as routine and will be closely 
 monitored. 

27.6 Call out payments for alarms will be calculated at the overtime rates as detailed above. 
 
27.7 If TOIL is agreed then it must be arranged for a time that is convenient for the Council. 
 
28.8 No more than eight hours may be accumulated in any one month and the time off must be 

taken once the eight hours is reached. Accumulated TOIL must be taken in the same month 
or the following month. 

 
28.9 No entitlement can be carried forward past the month following without prior agreement. Any 
 entitlement not taken will be lost. 
 
28.10 The minimum amounts of recorded time for TOIL are as the rates when overtime becomes 

payable 
 above. 
 
28.11 TOIL will be calculated at the previously agreed overtime rates. 

 



 

SECTION 2 – POLICIES 
 
 

1 DISCIPLINARY POLICY & PROCEDURE 
 
Purpose and scope 

 

1.1 This policy is designed to help and encourage all employees to achieve and maintain 
standards of conduct, attendance and job performance. The Council rules this procedure 
apply to all employees/workers. The aim is to ensure consistent and fair treatment for all in the 
organisation. 

1.2 Many potential disciplinary or grievance issues can be resolved informally. A quiet word is often all 
that is required to resolve an issue.  However, where an issue cannot be resolved informally then it 
may be pursued formally. In matters where an allegation is made which relates to members of staff 
the Chief Officer (or Deputy Clerk if the Chief Officer is absent) will take the appropriate action 
under this procedure.  If the allegation is made against the Chief Officer, then any reference in this 
procedure to the role of the Chief Officer should be read as the role of the Chair of the Personnel 
Sub-Committee. 

1.3 This policy is based on and complies with the 2015 ACAS Code of Practice. It also takes account 
of the ACAS guide on discipline and grievance as at work.  

1.4 This policy does not apply in cases of alleged incompetence, incapability or other poor 
performance at work this is due to a lack of skills, ability, knowledge, experience or aptitude. In 
these cases the improving work performance and capability procedure should be applied. 
However it does apply to poor performance due to deliberate lack of care or willful refusal. 

1.5 This policy does not apply in cases or absence or ill health, these should be dealt with under the 
absence management policy. 

1.6 Where required the Council will have access to independent external HR support (Wiltshire 
Council or equivalent) in order to provide advice and support to the Council as an employer. 

 
Principles 
 

1.7 Informal action will be considered, where appropriate, to resolve problems. In cases of minor 
misconduct or unacceptable behaviour there will be an attempt to resolve the matter informally, 
rather than invoke the disciplinary procedure. 

1.8 No disciplinary action will be taken against an employee until a reasonable investigation of the 
allegations has been undertaken. 

1.9 The employee will be advised of the nature of the complaint against him or her and will be given 
the opportunity to state his or her case before any decision is made at a disciplinary meeting. 

1.10 Employees will be provided, where appropriate, with written copies of evidence and relevant 
witness statements in advance of a disciplinary meeting. Witness statements may be, in 
appropriate circumstances, anonymised. 

1.11 At the formal stage of the procedure the employee will have the right to be accompanied by a 
trade union representative, or work colleague. There is no right to be accompanied at the 
informal stage of the process. For more information about the right to be accompanied see 



 

Appendix A.  

1.12 No employee with over 2 years’ service will be dismissed for a first breach of discipline except in 
the case of gross misconduct, when the penalty will be dismissal without notice or payment in lieu 
of notice. 

1.13 An employee will have the right to appeal against any disciplinary action. 

1.14 The procedure may be implemented at any stage if the employee's alleged misconduct warrants 
this. 

 
The Procedure 

 

1.15 Preliminary informal investigation meeting to establish the facts 

 

1.16 Where a potential disciplinary matter arises the Deputy Clerk or Manager will establish the facts 
of the case.  If it is not appropriate for your Manager to be involved an alternative manager will 
be nominated by the Chief Officer to establish the facts of the case 

 

1.17 In most cases this will involve holding an informal investigatory meeting as soon as possible 
after the incident occurs or is brought to the Chief Officer’s attention. 

 

1.18 The member of staff will be informed that this meeting is an opportunity them to comment on 
the allegation and is not, at this stage, a formal disciplinary hearing. 

 

1.19 There is no right to be accompanied by a trade union representative or work colleagues at this 
stage, although where allegations are serious, they may request to be accompanied. 

 

1.20 Notes of the meeting will be taken and an attempt will be made at the end of the meeting to 
seek agreement that they are an accurate account. 

 

1.21 Following the meeting the Chief Officer will: 

i. Drop the matter without further investigation 

ii. Instigate a further formal investigation that may lead to a formal disciplinary. At this stage 
the Chief Officer will inform the Council’s Personnel Sub Committee to identify Councillors 
to potentially sit on the Disciplinary Hearing Panel. 

iii. If the allegation is serious enough the Chief Officer may commence a period of suspension 
with pay whilst further formal investigations are undertaken. 

iv. Suspension will not be undertaken without obtaining advice from the Council’s HR 
Consultants Services. If suspension is necessary, it will be made clear that this a neutral 
act and not a disciplinary action. 

 

Formal investigation 

 



 

1.22 The Chief Officer, or Deputy Clerk, or another nominated external HR consultant will take the 
role of investigating officer and carry out further investigations to collect evidence that may be 
presented at any disciplinary hearing. The employee will once again be advised of the 
allegations against them and reference made to any Council policy breaches. 

 

1.23 This may include formally interviewing the member of staff again, taking statements from 
relevant witnesses and collecting any documentary evidence. 

 

1.24 At this stage the Chief Officer must inform the Personnel Sub-Committee that an investigation is 
taking place if they have not already been informed.  Depending on the circumstances of the 
cases an external HR consultant may attend the formal interviews.  

 

1.25 When a formal investigation interview is required the member of staff will be notified in writing 
and will have the right to be accompanied by a trade union representative or work colleague. 

 

1.26 The investigation officer will ensure a written account is kept of any formal interview using 
guidance from the Chief Officer and an attempt will be made to seek agreement of the accuracy 
of this account. 

 

1.27 The investigating officer will produce an investigation report summarising their findings together 
with their recommendation of whether there is a disciplinary case to answer. 

 

1.28 If the decision is that there is no disciplinary case to answer the investigating officer will inform 
the member of staff of this in writing and the matter will be closed. 

 

Disciplinary hearing 
 

1.29 Where the investigating officer decided that there is a disciplinary case to answer, with the Chief 
Officer, they will arrange, for a disciplinary hearing to take place. 

 

1.30 The member of staff will be sent a notification of disciplinary hearing letter at least five working 
days in advance of the disciplinary hearing. 

 

Employee responsibilities prior to the disciplinary hearing 
 

1.31 If the member of staff intends to present any supporting documentation or witness statements at 
the disciplinary hearing, they must provide these to the Chief Officer at lease two working days in 
advance of the hearing 

 

1.32 If the member of staff would like any witnesses to attend the hearing, they must contact them 
and inform them of the date, time and venue.  Witnesses must approach their Manager or the 
Chief Officer at the earliest opportunity to request time off to attend in line with the guides for 
witnesses.  

 



 

1.33 If the member of staff is unable to attend the hearing, they should inform the Chief Officer to 
rearrange the case as soon as possible. If they are unable to attend due to circumstances 
outside of their contact the meeting will be re-arranged. 

 

1.34 If the member off staff does not attend the hearing, they will be expected to contact the Chief 
Officer to rearrange the meeting.  If they do not make contact on or before the original hearing 
date the Chief Officer will attempt to contact them to establish the reason for their 
nonattendance.  

 

1.35 A further hearing date will be scheduled and they will be notified of this date in writing. 
 

1.36 At this stage they will also be notified that failure to attend this hearing without prior arrangement 
may lead to the hearing taking place and a decision being made in their absence, on the basis of 
the available evidence. 

 

1.37 If failure to attend the hearing is due to sickness absence an occupational health appointment 
will be arranged where appropriate to obtain advice on their fitness to attend. 

 

1.38 Disciplinary hearing format 

 the hearing will follow a standard format.  

 the Chief Officer, HR Consultant and appointed Councillors hearing the case will decide 
whether or not disciplinary action will be taken. 

 the decision will usually be reached immediately following the meeting but must be made 
and confirmed in writing within five working days of the meeting taking place 

 One of the following decisions will be made: 

 

1.39 The allegation is not upheld 

i) If an adequate explanation has been provided, or there is no evidence to support the 
allegation that has been made, the appointed person hearing the case will issue a letter 
confirming no disciplinary action will be taken. 

ii) This letter may confirm any informal advice given to the employee by the appointed person 
hearing the case, for example guidance about future behaviour. 

 

1.40 Stage 1 – Written warning 

i) Where misconduct is confirmed a written warning letter will be issued setting o the nature of 
the misconduct and the change in behaviour required, with timescales. 

ii) A further act of misconduct within 6 months would usually result in a final written warning or 
dismissal. 

iii) The written warning remains current and on file for the purposes of disciplinary for 6 months. 

 

1.41 Stage 2 – Final written warning 



 

i) A final written warning will be issued where the misconduct is similar in nature to that for 
which a written warning has already been issued. 

ii) If the misconduct is sufficient serious (for example if their actions have had, or are liable to 
have, a serious or harmful impact on another employee, service user, customer of the 
council) it may be appropriate to move straight to a first and final written warning. 

iii) A final written warning letter will be issued setting out the nature of the misconduct and the 
change in behaviour required, with timescales. 

iv) The final written warning remains current and file for the purposes of disciplinary for 12 
months 

v) The member of staff will be informed, should there be not improvement or change in 
behaviour in the required timescale they may be subject to dismissal or action short of 
dismissal. 

 

1.42 Action short of dismissal 

i) Where misconduct is serious, but dismissal is deemed too severe to be an appropriate 
sanction, action short of dismissal may be taken in line with guidance from HR consultants. 

ii) Such action may be taken alongside issuing a final written warning or as an alternative to 
dismissals. 

iii) A letter confirmation action short of dismissal will be issued setting out the sanctions which 
may include one or a combination of: 

i. A period of unpaid suspension 

ii. Withholding incremental progression 

iii. A compulsory transfer to another team or location at no expense to the Council 

iv. Dismissal and re-engagement on new terms and conditions with no pay protection 
(which may involve loss of seniority). 

 
1.43 Misconduct 

 

 The following list provides some examples of offences which are normally regarded as 
misconduct and can lead to the employer taking disciplinary action: 
 

o Unauthorised absence 
o Poor timekeeping 
o Misuse of the Council’s resources and facilities including telephone, email and internet 
o Inappropriate behaviour. 
o Refusal to follow reasonable instructions 
o Breach of health and safety rules. 

 
1.44 Gross Misconduct 

 

 The following list provides some examples of offences which are normally regarded as gross 
misconduct: 

 



 

o Theft, dishonesty, falsification of documents or fraud 
o physical violence/intimidation/aggressive behaviour or bullying 
o deliberate/willful negligent damage to property 
o serious misuse of an organisation’s property or name 
o deliberately accessing internet sites containing pornographic, inappropriate, 

offensive or obscene material. 
o serious insubordination 
o unauthorised absence 
o failing to follow a reasonable management instruction 
o unlawful discrimination or harassment 
o bringing the organisation into serious disrepute 
o incapability at work brought on by alcohol or illegal drugs 
o causing loss, damage or injury through serious negligence 
o a serious breach of health and safety rules 

o a breach of trust & confidence. 
 
1.45 If you are accused of an act of gross misconduct, you may be suspended from work on full 

pay, whilst the alleged offence is investigated. If, on completion of the investigation and the 
full disciplinary procedure, the organisation is reasonably satisfied that gross misconduct has 
occurred, the result will normally be summary dismissal without notice or payment in lieu of 
notice. 

 
1.46 Appeals 

i) An employee who wishes to appeal against a disciplinary decision must do so within 
five working days. The Personnel Sub-Committee will appoint not less than THREE 
Councillors from the Full Council (not Personnel Sub Committee) to hear the appeal and 
his/her decision is final. 

ii) The appeal panel, hearing the appeal against disciplinary action including dismissal, 
may: 

iii) Dismiss the appeal 

iv) allow the appeal 

v) allow the appeal and substitute a different warning 

vi) An Appeals Policy and Procedure is in Appendix A. 

 

Special circumstances – action against Trade Union representatives 

1.47 Where disciplinary action is being considered against an employee who is a trade union 
representative the normal disciplinary procedure should be followed. 

 

Special circumstances – criminal offences 

1.48 If an employee is charged with, or convicted or a criminal offence this is not normally in itself 
reason for disciplinary action.  

1.49 Consideration needed to be given to what effect the charge or conviction has on the 
employee’s suitability to do the job and their relationship with their employer, work colleagues 



 

and customers. 

 

Special circumstances – grievances 

1.50 Where an employee raises a grievance during the disciplinary process the disciplinary 
process may be temporarily suspended in order to deal with the grievance.  Where the 
disciplinary and grievance are related it may be appropriate to deal with both cases 
concurrently.  

 
 

2 GRIEVANCE POLICY & PROCEDURE 

 
When does a grievance apply? 

 
2.1 Issues about which a grievance may be raised include, but are not limited to, the following: 

 
 Terms and conditions of employment 
 Health and safety 

 Work relations 
 New working practices 
 Working environment  
 Organisational change 
 collective grievance raised on behalf of two or more employees by a representative of a trade 

union or other appropriate workplace representative 
 

2.2 The grievance procedure also includes dignity at work complaints under the formal part of this 
procedure only. Dignity at work complaints include complaints relating to inappropriate 
behaviour which can include harassment, bullying and discrimination. In these cases, the 
grievance policy should be read in conjunction with the dignity at work which sets out further 
relevant information. Employees are encouraged to explore informal remedies set out in the 
dignity at work policy prior to raising a formal complaint.  
 

2.3 At anytime of the grievance procedure you should stick to the facts, using language that is not 
offensive or abusive.  

 
When does it not apply? 

 
2.4 The grievance policy and procedure will not apply to: 

 
 Reports of illegal activities, wrongdoing, or malpractice. Concerns relating to these issues 

should be raised under the Council’s whistleblowing policy and not under the grievance 
policy and procedure. However, where the employee is directly affected by the matter in 
question, or where the employee feels he or she has been victimized for whistleblowing, an 
employee may raise the matter under the grievance policy and procedure.  

 Complaints relating to Subject Access Requests (SAR), and should be raised under the 
dedicated SAR process.  

 Individual redundancies, the non-renewal of fixed term contracts on their expiry, job evaluations 



 

and any other internal or external policy where there is a separate policy and procedure for 
appeal and/or review process.  

 Challenges in relation to the outcome and decisions and/or sanctions awarded as part of the 
disciplinary process, which must be pursued through the disciplinary appeals process and not 
through the grievance process.  

 Challenges in relation to the outcome and decisions and/or sanctions awarded as part of any 
other policy and procedure at the final appeal/dispute/review stage. Complaints about how a 
procedure has been conducted at this stage may be appropriate as a grievance.  

 Issues relating to pensions, statutory deductions from pay such as income tax and national 
insurance.  

 Personal matters not directly related to employment. Line managers may be able to assist or 
sign post to external organisations for advice on employee Wellbeing.  

 
What are the main points? 

 
2.5 The grievance policy provides you with a procedure for raising a grievance which is fair and 

consistent and:  
 

 Provides you with the opportunity to put your case and say how you would like your concern 
resolved; 

 Have the facts relating to your concerns investigated (where appropriate and necessary) so 
that an informed decision can be made; 

 Deals with your concerns promptly 

 Allows you the right to be accompanied at any formal grievance meeting or hearing;  
 Allows you the right of appeal against any formal decision made.  

 
2.6 Grievances which are considered frivolous (not serious), vexatious (with intention to harass or 

distress), are knowingly untrue and/or malicious (with wrongful intention), could lead to disciplinary 
action being taken against you.  
 

2.7 Please note that where events are more than three months old, it might not be possible to 
investigate them fully or to establish facts with any certainty. You are therefore encouraged to come 
forward with any complaints at the earliest opportunity. 

 
2.8 Grievance complaints need to be set out in full and cover all the issues that you consider are 

relevant to your complaint. This is to ensure that all issues are investigated concurrently to provide a 
consistent outcome. Please note, therefore, that second and subsequent grievances relating to the 
same course of events may not be accepted if those grievances could have been included within 
the original complaint and there is no reasonable explanation why they were not.  

 
What is the procedure for raising a grievance?  

 
2.9 Most employment problems and concerns are often raised and settled as a matter of course during 

everyday working relationships. This is often the most effective route and usually allows for the 
problems to be settled quickly. 

 
2.10 Where this is not possible, or you have tried this and it has not worked you are also able to raise 

problems and concerns as a grievance using the grievance policy and procedures. 



 

 
2.11 The grievance procedure sets out an informal and formal stage and unless there are good reasons 

not to do so, you should raise and resolve your concern at the informal stage first, where possible. 
Raising a concern at any stage may also assist in reaching a prompt and satisfactory outcome. 
Where concerns are suitable for informal resolution and this route has not been followed, you will be 
asked to attempt informal resolution before your complaint can be considered formally.  

 
2.12 In certain circumstances, where the grievance is complex or where the informal process is not 

appropriate, it may be possible to go straight to the formal stage in consultation with your manager. 
Guidance may be sought from the Council’s HR Consultants before bypassing the informal stage 
and where bypassing this stage occurs, the reasons for this will then be recorded by the manager.  

 
2.13 During the operation of this procedure the status quo will remain (i.e. the procedures and policies 

that applied immediately prior to the formal use of the grievance procedure) until the Council’s 
procedure is exhausted.  

 
The Procedure  

 
Dealing with grievances informally – Stage 1  

 

2.14 If you have a grievance relating to your employment, you should discuss the matter initially 
with your immediate line manager, making it clear by stating that you are raising it as a 
grievance. If the grievance is raised verbally, you may be asked to follow this up in writing to 
assist the manager in understanding fully the nature of your grievance. Your manager will then 
arrange a meeting to discuss your grievance. 

 

2.15 If your grievance is against your line manager, you should raise the grievance with the Deputy 
Clerk , if it is with the Chief Officer, then raise it with the Chair of the Personnel Sub Committee. 

 

2.16 If your grievance relates to a dignity at work complaint you should refer to the dignity at work 
policy and procedure which contains details of the informal procedure and remedies which 
you can pursue in relation to this type of complaint.  

 

2.17 Your line manager, or line manager’s manager, should meet with you to discuss your 
grievance and ensure that:  

 A written record is made of the discussions and that a copy is given to you as a 
confidential record;  

 You are given a written response setting out the outcome, within 10 working days of the 
date that the grievance was raised, together with a copy of the written record. In 
circumstances where the outcome cannot be provided to you within 10 working days i.e. 
during leave periods or holiday periods, a response will be provided to you as soon as 
is reasonably possible thereafter.  

2.18 There is not a right to be accompanied by a trade union representative or work colleague at 
this stage, however, requests to be accompanied will be fully considered and agreed where 
possible.  



 

2.19 In all cases, if you are dissatisfied with the response given you can pursue the matter to stage 
2 – the formal stage of the procedure without reasonable delay and within 1 working day of 
the notification of the outcome of the informal stage.  

Resolving grievance matters formally – Stage 2  

2.20 If the grievance is against your manager, then you should raise the grievance with the Deputy 
Clerk. If your grievance is against the Chief Officer, you should raise it with the Chair of the 
Personnel Sub Committee. 

2.21 You should set out sufficient details of your concerns along with relevant evidence (where 
available) to enable your manager to establish the nature of your grievance. You may wish to 
seek help from a work colleague or trade union representative.  

2.22 Your manager or the Deputy Clerk will send a copy of your grievance to the Chief Officer who will 
assign the case to another manager – who is not the subject of your grievance, or an external HR 
Consultant. 

2.23 The Chief Officer will inform the Council’s Personnel Sub Committee and identify two 
Councillors to potentially assist with case. 

2.24 Once you have submitted your grievance, you will be advised who will be responsible for 
considering and responding to your grievance (called the ‘grievance manager’). 

2.25 The grievance manager will acknowledge your grievance by sending a letter and may seek further 
clarification on issues connected to your grievance, prior to arranging an investigation or formal 
meeting. The issues they may seek clarification on include:  

 

 The nature of your grievance and the remedy you are seeking; 
 What has been done informally to resolve the grievance; 
 Mediation;  
 To establish whether an investigation is required and to seek clarification or to agree the remit 

for the issues to be investigated;  

 Other measures including speaking to the subject (person or parties involved whom the 
grievance may be against, etc.) 

 Whether any personal support is required.  
 

2.26 Clarification should be sought via a telephone call, a letter or a meeting (if required). Clarifying your 
grievance may be particularly relevant where you have bypassed the informal stage of the 
grievance procedure. If a meeting or discussion has been held with the grievance manager, they will 
confirm the outcome in writing to you within 5 working days. This is so that you are clear on the next 
steps. 

 
Investigation  

 
2.27 The grievance manager will appoint an investigation manager if a formal grievance 

investigation is required prior to the formal grievance hearing and will arrange for the 
investigation to take place as quickly as possible.  

 
2.28 The investigation manager will invite you to a meeting to hear your concerns.  
 
2.29 The investigation manager may also invite an employee or employees who are the subject of 

your grievance to a meeting.  



 

 
2.30 The aim of any investigation will be to establish the facts behind the issues raised in the 

grievance in a fair and impartial way. The amount of investigation will depend on the nature of 
the issues raised and will vary from case to case. 

 
2.31 Investigations may involve interviewing and taking statements from you and from any 

witnesses or the person(s) involved in your grievance against, and/or reviewing relevant 
documents and records. The investigation may be carried out by your line manager or a 
nominee appointed to undertake this role. 

 
2.32 If you are an employee who has had a grievance raised against you, you will be informed of 

this as soon as it is possible and appropriate. You will be given a copy of the grievance 
notification form or a parts of the grievance that are relevant to you.  

 
2.33 Where you are invited to take part in an investigation you will be expected to cooperate fully 

and promptly with any investigation process.  
 
2.34 Other employees may be called to take part in an investigation as a witness – refer to guidance 

for witnesses and invited to investigation meeting as a witness. 
 
2.35 The grievance manager and/or the investigation manager will ensure that you are kept 

informed in writing, at regular intervals of the progress of the investigation if you are either 
raising a grievance or are the subject of a colleague’s grievance. Line managers who are not 
part of the grievance process or witnesses may also need to be kept informed of progress as 
appropriate.  

 
Formal Grievance Hearing  

 
2.36 Following the completion of an investigation or other steps identified by the grievance manager, 

the grievance manager will invite you to attend a formal grievance hearing. 
 

2.37 You will be entitled to 5 working days’ notice of the hearing. If an investigation has taken place, 
you will be sent a copy of the investigation report or any other paperwork which will be relied on 
at the hearing. If you wish to submit any further support documentation for your grievance, you 
must ensure that you submit this two working days’  in advance  of the hearing. 

 
2.38 At the hearing, you will be allowed to be accompanied by a work colleague or a trade union 

representative, if you wish. Further information about this role and the companion is provided in 
the guidelines on the right to be accompanied – Appendix A. 

 
2.39 At the grievance hearing you will be given the opportunity to restate your grievance and how you 

would like to see it resolved. Where a grievance investigation has taken place, you have the 
opportunity to receive feedback on the outcomes of the investigation report. 

 
2.40 The grievance manager may consider adjourning the hearing if necessary to investigate any new 

facts which arise or to consider the information that has been provided before making a final 
decision on the outcome. An HR Case Consultant or Councillor will accompany the Deputy Clerk 
or Chief Officer, with an impartial note taker also present at the hearing.  



 

 
2.41 If you wish to call a witness to the grievance hearing you should make a written request two 

working days’ in in advance. The grievance manager will decide on the appropriateness of any 
witnesses and will inform you in advance if any other witnesses will be called to the hearing.  

 
2.42 Where it is inappropriate or insensitive to call a witness the grievance, it may be appropriate to 

consider a signed written statement from that person instead. Where an investigation has taken 
place, this is likely to form part of the investigation report and attached statements.  

2.43 After the grievance hearing the grievance manager will give a written response – with the 
outcome of the decision, within 5 working days of the date of the hearing. You will also be given 
a copy of the notes of the hearing. The letter will set out: 

 Whether the grievance has been upheld, either in part or full; 

 What action will be taken to resolve your grievance; 

 Your right to appeal if your grievance has not been upheld in full. 

2.44 The grievance manager will ensure that any actions identified as part of the outcome of the 
grievance and communicated and implemented as soon as possible.  

2.45 If you have raised a dignity at work related grievance or a grievance where following the 
investigation it is concluded that there is a case to answer, in relation to another employee, 
consideration will be given as to whether disciplinary action or any other action is justified. 

2.46 The employee whom the allegation has been made against will be informed in writing of the 
decision within 5 working days. If this timescale is not possible, all parties need to be informed 
of the expected date of decision.  

2.47 Specific details of any further outcomes in relation to the person whom the allegation has been 
made against, will not be shared with you, as this will be a confidential process between 
management and the individual.  

2.48 More specific details on potential sanctions and decisions relating to disciplinary action are 
contained within the disciplinary procedure.  

 
Failure to attend formal grievance hearing  
 

2.49 You must take all reasonable steps to attend the grievance hearing. If you fail to attend the grievance 
hearing more than once without reasonable cause the grievance manager can decide to proceed in 
your absence on the basis of the information available. You will be notified of this decision and the 
outcome in writing. In addition to this where insufficient evidence is available in your grievance, the 
grievance manager may decide that the complaint should be treated as withdrawn (due to lack of 
active pursuit) and any further complaints relating to the same facts and individuals will not be 
accepted. 

 
Time Limits  
 
2.50 The time limits referred to in the procedure may be varied by the Council and you will be kept 

informed of the reasons for this. However, the procedure should be conducted expediently and in a 
reasonable time to ensure compliance with statutory obligations and to ensure fairness. 

 
Transfer to another procedure  



 

 
2.51 This procedure, including the investigation, may be suspended at any point where it becomes 

apparent that the matter would be best dealt with in line with a different policy and procedure i.e. 
disciplinary procedure. An assessment of the impact of any transfer will be carried out by the 
grievance manager in consultation with the Council’s HR consultants and the Chief Officer.  

 
2.52 In these circumstances, you will be informed by the grievance manager that either: 
 

 The grievance will be suspended immediately, to allow the transfer to the alternative policy and 
procedure to take place  
 
Or 
 

 The investigation will continue until the outcome is known, with the possibility that the issue may 
be transferred for further investigation under an alternative policy. 

 
Right of appeal  

 
2.53 If you are unhappy with the grievance decision from the formal process, you may lodge an appeal. 

This must be within 10 working days of the receipt of written outcome. 
 

2.54 If you decide to exercise your right of appeal, you should do so in line with the Council’s Appeals 
Policy & Procedure.  

 
Right to be accompanied  
 

2.55 Refer to the guidelines on the right to be accompanied. 
 

Reasonable adjustments  
If you have a disability and feel that there are adjustments which would assist in you being able to 
express and formulate your grievance or attend the grievance hearing, you should let your manager 
know as soon as possible so that they can consider reasonable adjustments.  

 
Roles and Responsibilities  
 
Manager responsibilities  
 

2.56 Working with the Deputy Clerk to assist in overseeing the grievance including the process, 
timescales, outcomes and the flow of information to all parties to the grievance in line with the 
grievance policy and procedures.  

 
2.57 To comply with the responsibilities set out in the dignity at work policy and ensure that dignity at work 

related grievances are dealt with appropriately in light of these.  
 

2.58 In line with this policy to specifically:  
 

 Establish whether an issue, concern or complaint raised by an employee is a grievance or not 
and whether it is appropriate to deal with it under the grievance policy and procedure or another 



 

procedure. 

 Ensure that the Deputy Clerk is informed of any grievance raised under the grievance policy and 
procedure and are sent a copy of the grievance notification form where a formal grievance is 
raised.  

 Ensure that grievances are dealt with promptly and at the informal stage in the first instance 
where possible. 

 Ensure that careful consideration is given at the formal stage, to who should consider and 
respond to the grievance, conduct the investigation (where possible), hear the appeal and 
provide support to an employee who has raised the grievance and other staff and managers who 
are subject of or are affected by the grievance. 

 To make arrangements for formal hearings (including the investigation and appeal), ensuring 
appropriate and confidential note taking is organised.  

 Ensure the employee raising the grievance is offered support as appropriate and is informed and 
kept up to date with details of the grievance process and timescales  

 Ensure that where the grievance is against another employee, that they are: 
o Informed of the details of this as soon as appropriate and are given a copy of the grievance 

notification form (or in cases where the grievance also relates to other matters) a copy of the 
part which is relevant to them.  

o Offered support at the same time as the above.  
Informed and kept up to date with details of the process and the timescales. 

o Respond to all grievances in a fair, impartial and consistent manner having regard to equal 
opportunities and in line with the grievance policy and procedure. 

o Try and find positive and constructive ways of resolving grievances where a resolution is 
possible.  

o Give careful consideration to using mediation where appropriate. 
o Ensure that where recommendations are made as a result of a grievance that these are 

communicated to all those involved in the grievance and to those who need to implement the 
recommendations. This also includes informing employees who are the subject of the 
grievance of the outcome in relation to their part in the grievance.  

o For line managers to review where recommendations have been made that they have been 
implemented successfully at a suitable interval following the final grievance hearing.  

 
2.59 Investigation officer responsibilities (either internal or externally appointed)  
  In line with this policy to specifically:  
 

 Undertake an impartial fact finding investigation in line with the investigation brief from the 
grievance manager and in line with the equal opportunities and the grievance policy & procedure.  

 Undertake correspondence with the employees involved in the investigation in relation to 
hearings and drawing up summary notes (statements) of hearings and arranging for these to be 
signed.  

 Keep the grievance manager up to date with the progress of the investigation so that they can 
keep all parties up to date with the timescales  

 Consider the facts that have been gathered in an impartial manner and to draw up a report for 
the grievance manager containing conclusions relating to the issues which have been raised in 
the grievance  

 
Employee’s responsibilities 



 

 
2.60 To provide as much relevant information as possible to enable your manager or manager’s manager 

to clarify and respond to your grievance, including how you would like the grievance to be resolved 
and to make it clear to your manager that you are raising the matter as a grievance under the 
procedure, at the informal and formal stage. 

 
2.61 Comply with the employee responsibilities set out in the Dignity at Work Policy where the matter 

raised is a dignity at work related grievance. 
 

2.62 In line with this policy specifically:  
 

 Complete the grievance notification form as requested to initiate the formal stage of the 
grievance procedure.  

 Commit to approaching the procedure with a positive approach and engaging in constructive 
discussion to resolve the grievance where possible, at the informal stage. 

 If it is felt that matters are best resolved by using mediation, then you should be prepared to 
engage with this recommendation. 

 Maintain a professional approach towards colleagues in respect of your working responsibilities 
whilst the grievance process is ongoing. A discrete and co-operative approach will be expected 
to ensure that information collected from any witnesses is independent and not unduly 
influenced by external sources.  

 Make every effort to attend hearings set up under the grievance procedure and to notify the 
manager who has invited you to this hearing if you are unable to attend and the reasons for 
this.  

 Ensure that if you have requested that a trade union representative or work colleague should be 
present, that you arrange for them to attend the hearings that you have been invited to promptly 
and that you inform the manager who has invited you to the hearing if your companion is unable 
to attend as soon as possible.  

 Inform the manager who invited you to the hearing if you or your chosen companion require any 
adjustments to be made for the hearing. 

 Fully participate and co-operate in any investigation which is required in to matters you have 
raised that is required, including attending an interview with the investigating officer and 
providing full information as possible. You will also be asked to sign a summary statement for 
the interview.  

 If you raise a grievance, this should be a genuine concern and should be made in good faith. 
Malicious and vexatious complaints against colleagues and any intimidation of witnesses 
because of an investigation will not be tolerated and will be pursued in order to determine 
whether action could be taken for disciplinary offence.  

 If at any point during or at the end of the investigation a decision concludes that there have 
been actions of misconduct, the matter will proceed under the disciplinary formal procedure, 
and you may be required to attend as a witness if the matter is referred to a disciplinary 
hearing.  

 
HR Consultants’ responsibilities  

 

 Provide professional advice and guidance to managers to enable them to make an informed 
management decision 



 

 Provide an overview of the grievance to help ensure a timely resolution and progression of the 
matter 

 Provide an audit trail and chronology of the grievance 

 Co ordinate any involvement of any other stakeholders i.e. mediators, HR Consultants, legal 
support  

 Support the managers during grievance hearings where appropriate  

 Support the managers during grievance investigations where appropriate 
 
2.63 In most cases the HR case adviser will become involved in the formal, rather than the informal stage 

of the grievance, although this will depend on the nature and complexity of the issue. HR case 
advisers will not be responsible for note taking at any hearings under this policy and procedure.  

 
 
Relationship between the grievance and disciplinary procedure  

 
2.64 Where an employee raises a grievance during a disciplinary process the disciplinary process will be 

temporarily suspended in order to deal with the grievance. Where the grievance and disciplinary 
cases are related it will be approprirate to deal with both issues concurrently.  

 
Requirement to keep records 
 

2.65 It is important to keep written records during the grievance process. Records should include: 
 

 The nature of the grievance raised 

 A copy of the written grievance 

 Notes of hearings held during informal and formal stages 

 The managers response  

 Action taken 

 Reasons for action taken 

 Whether there was an appeal and if so, the outcome  

 Subsequent developments  
 

2.66 Managers should send copies of all HR records to HR to retain on the employees file in accordance 
with the Data Protection Act 1998. 

 
 

3  EQUAL OPPORTUNITIES POLICY 

 

3.1 The Council is an equal opportunity employer. We are committed to ensuring within the framework 
of the law that our workplaces are free from unlawful or unfair discrimination because of Protected 
Characteristics as defined by the Equality Act 2010. We have adopted this policy as a means of 
helping to achieve these aims. 
 
The Protected Characteristics are -  

 Age 
 Disability 



 

 Gender Reassignment 
 Race 
 Religio

n or 
Belief 

 Sex 
 Sexual Orientation 
 Marriage and Civil 

Partnership 
 Pregnancy and 

Maternity 
 
3.2 We aim to ensure that our employees achieve their full potential and that all employment 

decisions are taken without reference to irrelevant or discriminatory criteria. 
 

3.3 What is discrimination? 
 

3.4 Direct discrimination, when someone is treated less favourably than another person 
because of a Protected Characteristic. 

 
3.5 Associative discrimination or discrimination by association – direct discrimination 

against someone because they associate with another person who possesses a Protected 
Characteristic. 

 
3.6 Discrimination by perception – direct discrimination against someone because it is 

thought that they possess a particular Protected Characteristic even if they do not actually 
possess it. 

 
3.7 Indirect discrimination - occurs where an individual’s employment is subject to an 

unjustified provision criterion or practice which e.g. one sex or race or nationality or age 
group finds more difficult to meet, although on the face of it the provision, criterion or 
practice is ‘neutral’. 

 
3.8 Harassment – unwanted conduct related to a relevant protected characteristic which has 

the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for that individual. Employees may 
complain of such offensive behaviour even if it is not directed towards them personally. 

 
3.9 Victimisation – when an employee is treated less favourably because they have made or 

supported a complaint or raised a grievance under the Equality Act 2010 or are suspected 
of doing so. 

 
3.10 Commitment 
 

3.11 We are committed to ensuring that all of our employees and applicants for employment are 
protected from unlawful discrimination in employment. 

 
3.12 Recruitment and employment decisions will be made on the basis of fair and objective criteria. 



 

 
3.13 Person and job specifications shall be limited to those requirements which are necessary for the 

effective performance of the job. 
 
3.14 Interviews will be conducted on an objective basis and personal or home commitments will not 

form the basis of employment decisions except where necessary and relevant. 
 
3.15 All employees have a right to equality of opportunity and a duty to implement this policy. 

Discrimination is a serious disciplinary matter which will normally be treated as gross misconduct. 
 
3.16 Anyone who believes that he or she may have been disadvantaged on discriminatory grounds 

should raise the matter through the Council’s grievance procedure. 
 



  

4 HARASSMENT POLICY 
 

4.1 Harassment pollutes the working environment and can have a devastating effect on the health, 
confidence, morale and performance of those affected by it. It may also have a damaging 
effect on other employees not themselves the object of unwanted behaviour who are witness 
to it or who have knowledge of the behaviour. All employees are entitled to a working 
environment which respects their personal dignity and which is free from such objectionable 
conduct. Harassment is a disciplinary offence and it will normally be treated as gross 
misconduct. 

4.2 Harassment is either: 
 

 Unwanted conduct related to a relevant Protected Characteristic which affects the 
dignity of men or women at work; or 

 
 Bullying of colleagues by intimidatory behaviour; or 
 
 Unfavourable conduct at work, whether verbal or non-verbal, towards someone based on 

a Protected Characteristic which could affect his/her dignity at work. 
 

4.3 A single incident can amount to harassment if sufficiently grave. 
 

4.4 Examples of harassment include: 
 

 Insensitive jokes and pranks. 
 Lewd comments about appearance. 
 Unnecessary body contact. 
 Displays of sexually offensive material, e.g. Pin-ups. 

 Repeated instances of minor harassment acts. 
 Requests for sexual  favours. 
 Speculation about a person's private life and or sexual activities. 
 Threatened or actual violence. 
 Threat of dismissal, loss of promotion, etc. for refusal of sexual favours. 
 Jokes about a person being either too old or too young to do a job properly. 

 Age related jokes. 
 

4.5 Bullying is defined as any form of physical or verbal attack and/or threat of such, or the abuse 
of position, in order to attack or undermine the confidence or ability of another, or to place 
another employee under unreasonable pressure or subjecting another to detrimental 
treatment, by either act or omission. 
 

4.6 Employees may complain of behavior that they find offensive even if it is not directed at them 
personally and they do not personally possess the relevant Protected Characteristic. 

 
4.7 Employees are also protected from harassment related to Discrimination by Perception and 



  

Associative Discrimination. 
 
4.8 Where harassment arises from people not directly employed by the Council e.g. customers 

or clients, such complaints will be taken seriously and will be pursued with the third party 
concerned, exercising whatever sanctions are available. 

 
4.9 Anyone who believes that he or she may have been the victim of harassment should raise 

the matter through the Council’s grievance procedure. 
 

 

5  EQUAL PAY POLICY 

5.1 The Council is committed to the principle of equal pay for men and women. In this context 
“pay” includes not only remuneration but also other benefits of employment such as promotion 
and training opportunities and access to facilities provided within the employment package 
from time to time. 

5.2 The Council is committed to introducing and maintaining pay systems which are 
transparent, based on objective criteria and free from sex bias. 

5.3 Women and men employed by us are entitled to equal pay if they are undertaking work 
which is substantially similar or is of equal value to the organisation unless there are 
specific and clear reasons unconnected with their sex which explain and justify any 
differential in pay. In some cases individuals carrying out similar work may receive 
different salaries because of seniority, incremental points, qualifications and other such 
factors. 

5.4 You should raise any query or grievance concerning your pay and its evaluation in 
accordance with the Council’s grievance procedure. 

 
 

6 DIGNITY AT WORK POLICY 
 

6.1 The Council aims to ensure that all its employees have dignity at work. That means that 
there are some types of behaviour that are unacceptable which will include the following: 

 
6.2 being offensive, abusive, malicious, insulting or intimidating to a fellow employee; or 
 
6.3 engaging in unjustifiable criticism towards a fellow employee; or 
 
6.4 imposing a punishment upon a fellow employee without reasonable justification; or 
 
6.5 changing an employee’s duties or responsibilities to his or her detriment without reasonable 

justification. 
 
6.6 spreading rumours or engaging in malicious gossip about a colleague 
 



  

6.7 This policy applies to all employees, regardless of their rank or seniority. Breach of this 
policy will be treated as misconduct. 

 
6.8 If you feel that your dignity at work has been compromised you should raise the matter 

through the Council’s grievance procedure. 

 

 

7 STRESS POLICY 
 
7.1 Life and work have become much busier in recent times. There seems to be too much to do 

and too little time to do it in. As a consequence, more employees are experiencing stress at 
work.   

 
7.2 Stress at work can come about for a variety of reasons. It may be excessive workload, 

unreasonable expectations, or overly-demanding work colleagues. As a reasonable 
Council, the Council try to ensure that you are in a pleasant working environment and that 
you are as free from stress as possible. 

 
7.3 If you experience unreasonable stress which you think may be caused by work you should 

raise this with your Manager in the first instance and ask for support in managing this. 
 
7.4 Managers and Officers, when performing risk assessments on the activities of their 

department, will pay special attention to potential risks from stress and signs of stress at 
work will be noted. 

7.5 The Council (if deemed appropriate) will offer an employee assistance scheme which will 
offer confidential and individual counseling to employees who may need it. 

 
7.6 Any employee with clear stress-related problems shall receive (if requested) appropriate 

counseling and help from the Council (employee) assistance scheme but it is understood 
that this is not an alternative to looking at the cause of the stress and, if work-related, 
seeking to alter the structure and working arrangements of the job. 

 
7.7 Following action to reduce the risks, they shall be reassessed. If the risks remain 

unsustainable by the employee concerned, efforts shall be made to reassign that person to 
other suitable and acceptable work for which the risks are assessed as tolerable. 

 
 

8 RELATIONSHIPS AT   WORK 
 
8.1 This policy covers all employees of the Council. It is intended to provide guidance in areas where 

personal relationships overlap with working relationships and is intended to ensure that individual 
members of staff are not open to allegations of impropriety, bias, abuse of authority or conflict of 
interest. It is also intended to set out employees’ rights and responsibilities to one another. 

 
8.2 The Council values the integrity of professional relationships between its employees and in order 



  

that the Council’s business is conducted in a professional manner and perceived to be conducted 
in a professional manner it is necessary to distinguish between, and take account of, personal 
relationships which overlap with professional ones. 

 
8.3 In the context of this policy, a personal relationship is defined as: 
 

 a family relationship; or 
 
 a sexual/romantic relationship. 

 
8.4 Both the Council and any employees who are in personal relationships with any other 

Employee shall take all reasonable steps to ensure that personal relationships neither 
advantage nor unfairly disadvantage those involved. 
 

8.5 If an Employee becomes involved in a personal relationship with a fellow employee, it is the 
responsibility of both individuals to deal appropriately with any potential conflicts of interest. 
Ideally, such relationships should be reported, in confidence, to the Chief Officer, particularly 
where the relationship is between a Manager and his/her subordinate. 

 
8.6 Employees should take care that financial, familial or personal relationships entered into on a 

consensual basis do not advantage or unfairly disadvantage any member of staff or other 
individuals. 

 
8.7 Employees involved in personal relationships should exercise due regard for the professional 

nature of the workplace and behave in a professional manner at all times paying due 
consideration to colleagues, customers and clients. 

 
8.8 Where a personal relationship exists between employees who are in a line management or 

Manager relationship at work those employees must not be involved in recruitment, selection, 
appraisal, promotion or in any other management activity or process involving the other party 
whereby there may be a conflict of interest or perceived conflict of interest as a result of the 
personal relationship. In such circumstances the Chief Officer or relevant Manager should be 
informed and will, where appropriate, make alternative arrangements and confirm them in 
writing. The Chief Officer or relevant Manager will treat these matters in confidence. 

 
8.9 If there is any inequality or perceived inequality in the relationship, extra care should be taken 

and employees’ attention is drawn to the sexual harassment policy. Sexual harassment is 
defined as “any form of unwanted verbal, non-verbal or physical conduct of a sexual nature 
which occurs with the purpose or effect of violating the dignity of a person, in particular when 
creating an intimidating, hostile, degrading, humiliating or offensive environment”. Employees 
involved in personal relationships at work should ensure that any such relationships are fully 
consensual and are not and cannot be perceived as an exploitation of one party’s position in 
relation to another. 

 
8.10 Any employee who is, or who has been, involved in a sexual/romantic relationship with another 

member of staff, and who does not consider their involvement to be truly consensual, will have 



  

the right to complain under the Council’s harassment policy / grievance procedure. 
 

8.11 Applicants for employment within the Council will be asked to declare whether they are in a 
personal relationship with any existing employee of the Council. The existence of a relationship 
between an applicant and an employee will not bar anyone from applying to the Council for 
employment, but relationships must be declared at the outset. 

 
8.12 External and internal applicants for posts will be asked to declare relevant personal 

relationships when applying for the post to ensure that the member of staff they are related to 
/ in a relationship with, has no involvement in the application process. 

 
8.13 Staff who are uncertain about whether they should take action regarding a personal 

relationship (whether their own or someone else’s relationship that is affecting them) are invited 
to seek guidance in confidence from the Chief Officer. 

 
8.14 Employees should be aware that a breach of this policy could lead to disciplinary action being 

taken. 
 

 

9 MATERNITY POLICY 
 
Ante-natal Care 

 
9.1 You have the right not to be unreasonably refused paid time off during working hours to receive ante-

natal care. 
 
9.2 The appointment must be made on the advice of a registered doctor, midwife or health visitor. After 

the first appointment, you must be prepared to produce a certificate confirming your pregnancy and 
your appointment card. Time off for ante-natal classes will be paid at the appropriate hourly rate, 
the calculation of which depends on whether or not you have regular hours. 

 
Maternity Leave 

 
9.3 You are entitled to a maximum of 52 weeks maternity leave from day one of your employment, 

provided you are a regarded as an employment, this therefore comprising of Ordinary Maternity Leave 
and Additional Maternity Leave.  

 

9.4 You are entitled to Maternity Leave provided you notify the Council on or before the 15th week 
before the baby is due of:  Leave is a day one right even if you are pregnant on the first day of 
your employment. 

 
9.5 Your pregnancy; and 
 
9.6 Your Expected Week of Childbirth (EWC); and 
 



  

9.7 The date on which you intend your Ordinary Maternity Leave to start. This date cannot be earlier 

than the 11th week before the EWC; and 
 
9.8 You must also provide the Council with the original Maternity Certificate (MAT B1) issued by your 

doctor. 
 
9.9 Ordinary Maternity Leave is a maximum of 26 weeks in duration. 
 
9.10 You can choose to work right up to childbirth unless there are health and safety reasons which 

prohibit this. 
 
9.11 Ordinary Maternity Leave commences on the date chosen by you except: 
 
9.12 Where Ordinary Maternity Leave commences early due to pregnancy related sickness absence. 
 
9.13 Ordinary Maternity Leave will commence on the day of childbirth if this is earlier than your chosen 

start date. 
 
Additional Maternity Leave 
 

9.14 You will be entitled to Additional Maternity Leave. This is an additional period of 26 weeks’ 
maternity leave following immediately after the end of the Ordinary Maternity Leave. You therefore 
receive a total maximum period of maternity leave of 1 year. 

 
Information from you - Intended Start of Maternity Leave 
 

9.15 At the same time as giving the Council the Maternity Certificate and informing us of your 
pregnancy, you should also give notice of the date on which you intend to start maternity leave. 
If you cannot provide this information on or before the 15th week before the EWC you should do 
so as soon as is reasonably practicable. 

 

9.16 If you change your mind about your intended start date of leave, you must give the Council at 
least 28 days’ notice either before the original or new start date of leave, whichever is the 
earliest. 

 
9.17 If you give less than 28 days’ notice of the date on which you intend to start maternity leave, 

you must also give an explanation for the delay. Depending on circumstances, the Council 

may refuse to allow you to start your maternity leave until the 29th day after receipt of notice. 
 
Information from the Council - Expected Date of Return 

 

9.18 Within 28 days of receiving your notice of intended start of Maternity Leave, the Council will 
send you a letter stating the expected date of your return from maternity leave. 

 
9.19 The Council will assume unless otherwise advised by you that you wish to take your full 



  

ordinary maternity leave entitlement. 
 
Maternity Payment Period 

 

9.20 Most employees are entitled to maternity benefit for the first 39 weeks of Maternity Leave. 
Maternity benefit is either Statutory Maternity Pay paid by the Council or Maternity Allowance 
paid by the Department of Work and Pensions. 

 
Maternity Pay 

 

9.21 Payments for employees who have less than 1 year’s continuous local government service at 

the beginning of the 11th week before the EWC shall be the employee’s entitlement to Statutory 
Maternity Pay (SMP). 

 
9.22 Payments for employees who have completed not less than one year’s continuous local 

government service at the 11th week before the EWC shall be as follows: 
 
9.23 For the first six weeks of absence an employee shall be entitled to nine-tenths of a week’s pay 

offset against payments made by way of SMP or Maternity Allowance (MA) for employees not 
eligible for SMP. 

 
9.24 If having declared her intention to return to work then for the subsequent 12 weeks she shall be 

paid half a week’s pay without deduction except by the extent to which the combined pay and 
SMP (or MA and any dependents’ allowances if the employee is not eligible for SMP) exceeds 
full pay. 

 
9.25 For employees not intending to return to work payments during the subsequent 12 weeks shall 

be the employee’s entitlement to SMP. 
 
9.26 Payments made by the Council during maternity leave under 9.17 above shall be made on the 

understanding that the employee will return to local authority employment for a period of at least 
three months, which may be varied by the local authority on good cause being shown and, in 
the event of her not doing so, she shall refund the monies paid, or such part thereof, if any, as 
the authority may decide. Payments made to the employee by way of SMP are not refundable. 

 
A Week’s Pay 

 

9.27 The term “a week’s pay” for employees whose remuneration for normal working hours does 
not vary with the amount of work done in the period, is the amount payable by the authority to 
the employee under the current contract of employment for working her normal hours in a 
week.  Where there are no normal working hours, a week’s pay is the average remuneration 
in the period of 12 weeks preceding the date on which the last complete week ended, 
excluding any week in which no remuneration was earned. 

 



  

Statutory Maternity Pay 
 

9.28 You will qualify for Statutory Maternity Pay (SMP) if: 

 

 You have been employed by the Council for 26 weeks prior to the 15
th week before EWC; and 

 You pay sufficient National Insurance Contributions; and 
 You notify the Council at least 28 days before the date you want payments of SMP to 

commence, or if not reasonably practicable, as soon as is reasonably practicable. If giving 
late notice, you should give the Council an explanation of the delay. 

9.29 SMP will not be paid before the 11
th
week before the EWC. 

 
9.30 There are two rates of SMP, an earnings related rate and a prescribed rate.  The earnings 

related rate is paid during the first 6 weeks of Ordinary Maternity Leave and the prescribed rate 
is paid during the following 33 weeks of Maternity Leave giving a total of 39 weeks maximum 
entitlement of SMP. 

 
9.31 The earnings related rate of SMP is 90% of your average weekly earnings. Your average 

weekly earnings are calculated on the basis of average earnings during the 8 weeks 
immediately preceding the 14th week before the EWC. 

 
Maternity Allowance 

 

9.32 If you do not qualify for SMP, the Council will give you a form SMP1 to explain why you 
do not qualify. Employees who do not qualify for SMP will normally qualify for Maternity 
Allowance. 

 
9.33 Maternity Allowance is paid at either 90% of average weekly earnings or the prescribed 

rate whichever is less. 
 
9.34 Maternity Allowance is claimed by you from the Department of Work and Pensions 

(DWP). You would receive Maternity Allowance from the DWP not the Council. It is your 
responsibility to claim Maternity Allowance from the DWP at a Benefits Office. 

 
Working during the Maternity Payment Period (MPP) 

 

9.35 If you work for the Council during the 26 weeks of your MPP you will receive normal 
remuneration for the periods you work. 

 
9.36 If you: 
 

 Are taken into legal custody, or 
 Work for another Council 

 
9.37 During the Maternity Pay Period you must notify the Council (and the DWP if you are 



  

claiming Maternity Allowance) as soon as possible, as your entitlement to SMP or 
Maternity Allowance may be affected. 

 
Notice of Actual Date of Birth 

 

9.38 You should inform the Chief Officer as soon as reasonably practical of your baby’s actual 
date of birth. 

 

Returning To Work 
 

9.39 As set out above, you will have received a letter from the Council stating the expected date of 
return to work. The expected date of return will be the first working day after the end of the full 
period of maternity leave to which you are entitled. 

 
Returning to Work Earlier than the Expected Date of Return 

 

9.40 If you wish to return before the expected date of return, you must give notice to the Council at 
least 8 weeks before your new intended return date, or if that is not reasonably practicable, 
as soon as reasonably practicable. If the notice is given late, it must be accompanied by an 
explanation for the delay. 

 
9.41 The Council will write to you within 28 days of receipt of your notice to confirm the new intended 

start date. 
 
9.42 If less than 8 weeks’ notice is given by you, the Council may be entitled to refuse to allow 

you to return to work until the 8 week period has been given. 
 
9.43 In any event you are not permitted to return to work within 2 weeks‟ of the actual date of birth. 

 
Returning to Work Later than the Expected Date of Return 

 

9.44 If you wish to postpone your return to work until after the end of your full entitlement to 
maternity leave, you must contact your Manager or the Chief Officer and submit a medical 
certificate confirming that you are suffering from a medical condition which prevents you 
from working, or provide another authorised reason (such as holiday or parental leave), for 
your returning late. 

 
The Job 

 

9.45 If you return at the end of Ordinary Maternity Leave, you are entitled to return to the same job. 
 
9.46 It may not be practicable for the Council to offer you the same job after taking Additional 

Maternity Leave. If this is the case, the Council will offer you suitable alternative employment 



  

(unless a redundancy situation arises). 
 
Keeping in Touch Days 

 

9.47 By agreement you may be entitled to work for up to 10 days during your maternity leave period. 
 
9.48 If you wish to consider working during this period, please contact the Chief Officer who 

will notify you and agree terms and remuneration. 
 
Health & Safety  

 

9.49 Some circumstances exist where the Council may have to suspend you on full pay 
because of your condition. These circumstances might include: 

 
 Where your pregnancy makes you unable to do your job adequately 
 
 Where it is unlawful for a pregnant woman to do a particular job 
 
 Where you are engaged on night work and produce a medical certificate that states that 

for health and safety reasons you should not continue working at night 
 
 Where a health and safety risk to yourself and/or the baby has been identified but 

cannot be eliminated. 

9.50 Before such action is taken, every possible effort will be made by the Council to change 
your hours of work or working conditions if there is a health and safety risk, or to find 
suitable alternative work for you. 

 
9.51 The Council is required to assess the risks to health and safety to which pregnant 

employees and others could be exposed. Please refer to the Council’s Health and 
Safety Policy for details. 

 
Shared Parental Leave 

 

9.52 Shared parental leave is a flexible form of leave available to both parents designed to encourage 
shared parenting in the first year of a child’s life. It allows a more flexible pattern of leave than 
the traditional arrangement under which the mother takes extensive maternity leave and the 
father takes a short period of paternity leave. This will be available for parents of children 
expected to be born from 5th April 2015 onwards. 

9.53 Please see the Council’s Shared Parental Leave Policy set out at the end of this Handbook. 

 
 

10 PATERNITY LEAVE POLICY 
 



  

10.1 Paternity leave and paternity pay are available to employees who are the father of a new 
born child or the spouse or partner of the mother or adoptive parent. 

 
10.2 Newborn children; paternity leave and pay applies to employees whose child was born on 

or after 6 April 2003 
 
10.3 Adopted children; paternity leave and pay applies to employees who receive notice from 

an approved adoption agency that a match with a child (under 18) has been made and 
placement started on or after 6 April 2003. 

 
Qualification 

 

10.4 Paternity leave is available to you if you: 
 

 have worked continuously for the Council for not less than 26 weeks by the 15th week 
before the child is expected to be born; and 

 
 are the biological father of the child or the mother’s husband or partner or the adopter’s 

husband, wife or partner; and 
 
 have or expect to have responsibility for the child’s upbringing; and 
 
 give appropriate notification to the Council; and 
 

 give the Council a self-certificate to support your entitlement to paternity leave. 
 

10.5 You cannot take both adoption leave and paternity leave in respect of the same child. 
Therefore if adopting a child as a couple - it is up to you to decide who will take adoption leave 
and who will take paternity leave. 

 
Duration of Leave 

 

10.6 Up to 2 weeks’ leave can be taken. 
 

10.7 The leave must be taken either as 1 week or 2 consecutive weeks‟ leave. The leave cannot 
be taken as 2 separate weeks leave. Only one period of leave is available, irrespective of 
whether more than one child is born at the same time. Therefore, if twins are born, your 
entitlement is still up to 2 weeks’ leave and not four weeks. 

 
When Leave can be Taken 

 

10.8 You can choose to start your leave: 
 

 from the date of the child’s birth (or date of placement in adoption cases); or 



  

 from a chosen number of days or weeks after the date of the child’s birth or placement; or 
 from a chosen date. 

 
10.9 The leave must be completed: 

 
 within 56 days (8 weeks) of the actual date of birth of the child; or 

 if the child is born early, within the period from the actual date of birth up to 56 days 
after the expected week of birth. 

 
Notification 

 

10.10 You must inform the Council of your intention to take paternity leave by the 15th week 
before the baby is expected. If this is not reasonably practicable, you must give notice as 
soon as reasonably practicable and should provide a written explanation for the delay. 

 
10.11 You must also inform the Council: 

 

 of the Expected Week of Childbirth (the week the baby is due); 
 
 whether you wish to take one or two weeks’ paternity leave; 
 
 of the date on which you want your leave to start. 

 
10.12 You can change your mind about the date you want your paternity leave to begin or the 

length of your paternity leave, provided you give the Council at least 28 days‟ notice, ending 
at the original start date or new start date, whichever is the earlier. If this is not reasonably 
practicable, you must give notice as soon as reasonably practicable and should provide a 
written explanation for the delay. If notice is given late and the explanation for the delay is 
inadequate the Council can postpone the start of your paternity leave until the 29th day after 
receipt of the notice. 

 
10.13 It is not necessary for you to give notice of expected return date since the leave is only one or 

two weeks in duration. 
 

Statutory Paternity Pay 
 

10.14 Subject to your satisfying the qualifications set out below, Statutory Paternity Pay (SPP) 
will generally be payable for paternity leave taken within 56 days of the date of the child’s 
birth (or placement for adoption). 

 
Qualification 

 

10.15 To qualify for SPP, you must: 

10.16 have continuous service with the Council for not less than 26 weeks by the 15th week before the 



  

child is expected to be born (or placed for adoption); and 

10.17 have continuous service with the Council from that 15th week up to the child’s date of birth (or 
placement); and 

10.18 be the biological father of the child or the mother’s husband or partner or the adopter’s husband, 
wife or partner; and 

10.19 have or expect to have responsibility for the child’s upbringing; and 

10.20 give appropriate notification; and 

10.21 give the Council a self-certificate to support your entitlement to SPP; 

10.22 have average weekly earnings equal to or above the Lower Earnings Limit applying to National 
Insurance Contributions (NICs). 

 

Amount Paid 
 

10.23 SPP will be the lesser of the current weekly prescribed rate or 90% of the employee’s 
average weekly earnings. 

 
10.24 If you do not qualify for SPP you may be eligible for income support whilst on paternity leave. 
 
10.25 You should discuss your particular circumstances with your local social security office 

(Department for Work and Pensions) as you may be eligible for further financial support, 
such as housing benefit, council tax benefit, tax credits or a Sure Start Maternity Grant. 

 
Shared Parental Leave  

 

10.26 Shared parental leave is a flexible form of leave available to both parents designed to encourage 
shared parenting in the first year of a child’s life. It allows a more flexible pattern of leave than 
the traditional arrangement under which the mother takes extensive maternity leave and the 
father takes a short period of paternity leave. This will be available for parents of children 
expected to be born or placed for adoption from 5th April 2015 onwards. 

 
10.27 If the child’s mother / main adopter does not opt to take shared parental leave, the child's other 

parent will be entitled to take two weeks ordinary paternity leave and pay. 
 

10.28 Please see the Council’s Shared Parental Leave Policy set out at the end of this Handbook. 
 

Ante-Natal Appointments 
 

10.29 If your partner is pregnant, you are entitled to unpaid time off for up to two antenatal 
appointments. If you wish to exercise this right you should notify your Manager or the Chief 
Officer of the date and time of the appointment. 

 

 



  

11 ADOPTION LEAVE POLICY 
 
Qualification 

 

11.1 Adoption leave and pay is available to individuals who adopt, or one member of a couple 
where a couple adopt jointly. 

 
11.2 Both paid adoption leave and paid paternity leave will be available to employees who 

qualify where an approved adoption agency notified the adopter of a match with a child 
on or after 6 April 2003. 

 
11.3 To qualify for adoption leave, you must: 
 
11.4 have been notified that you have been matched by an adoption agency with a child for the 

purposes of adoption; and 
 
11.5 give the Council appropriate notice; and 
 
11.6 give the Council a Matching Certificate as evidence of entitlement to adoption leave. 

 
Notification 

 

11.7 You are required to inform the Council of your intention to take adoption leave within 7 days of 
being notified that you have been matched with a child for adoption, unless this is not 
reasonably practicable. If not reasonably practicable, you should notify the Council as soon 
as reasonably practicable with a written explanation for the delay. 

 
11.8 The notice must include the following information: 

 when the child is expected to be placed with you; 
 when you want to start the adoption leave; 

 
11.9 You can change your mind about the date you want your leave to start provided you give at 

least 28 days’ notice in advance (again unless this is not reasonably practicable). If 28 days’ 
notice is not reasonably practicable, you should give notice as soon as reasonably practicable 
with a written explanation of the delay. 

 
11.10 The Council will respond within 28 days of receipt of your notification. The Council will write 

to you setting out the date on which the Council expects you to return to work if the full 
entitlement to adoption leave is taken. This date is the Expected Return Date. 

 
Matching Certificate 

 

11.11 You must provide a completed matching certificate (available from the Agency who is 
placing the child with you). 

Duration of Leave 



  

 

11.12 You will be entitled to a maximum of 52 weeks Adoption Leave; 26 weeks Ordinary 
Adoption leave and 26 weeks Additional Adoption Leave. 

 

When Leave Can Be Taken 
 

11.13 You can choose to start your leave either: 
 

 from the date of placement (whether this is earlier or later than expected); or 
 from a fixed date which can be up to 14 days before the expected date of placement. 

 
11.14 Only one period of leave is available regardless of whether more than one child is placed 

for adoption as part of the same arrangement. 
 

11.15 Sometimes the placement ends during the adoption leave period, for instance when the 
adoption agency that matched the employee with the child notifies the employee that the 
child will not in fact be placed with him or her or if the child dies or the match is considered 
unsuitable. If this happens, you are entitled to continue the adoption leave for up to 8 
weeks after the end of the placement. 

 
11.16 It should be noted that adoption leave is in addition to parental leave (currently 18 weeks). 

 
Returning to Work 

 

Right to Return 
 

11.17 Where you take Ordinary Adoption Leave only (ie: up to 26 weeks) you have the right to 
return to the same job as you left and to be treated as if you had never been absent. 

 
11.18 Where you take Additional Adoption Leave (ie: more than 26 weeks and up to 52 weeks‟ 

leave) you have the right to return to the same job, or if that is not reasonably practicable, to 
another job which is both suitable and appropriate in the circumstances. 

 
Notice of Return 

 

11.19 Where you intend to return to work on the Expected Return Date no notice is required to 
be given to the Council. 

 
11.20 Where you wish to return to work before the Expected Return Date, you must give the 

Council at least 8 weeks’ notice of the date you intend to return. This notice may be 
verbal. 

 
11.21 If you fail to give at least 8 weeks’ notice then the Council is entitled to postpone your 

return and is not obliged to pay you your normal remuneration until the agreed return 



  

date. 
 
Adoption Pay 

 

11.22 Statutory Adoption Pay (SAP) is available if you: 
 

 have 26 weeks continuous service by the week in which you are notified by an 
approved adoption agency that match has been made with a child; and 

 
 give appropriate notification to the Council; and 
 

 give the Council a completed Self Certificate; and 
 
 have average weekly earnings of not less than the lower earnings limit apply to 

National Insurance Contributions. 

Notification 
 

11.23 You must give the Council at least 28 days’ notice of the date upon which you expect any 
payment of Statutory Adoption Pay to begin, unless this is not reasonably practicable 

11.24 You can change your mind about the date you want your SAP to start provided you give at least 
28 days’ notice in advance (again unless this is not reasonably practicable). 

11.25 If 28 days’ notice is not reasonably practicable, you should give notice as soon as reasonably 
practicable with a written explanation for the delay. 

 
Amount Paid 

 
11.26 SAP will be paid at the same rate as for Statutory Maternity Pay. 

 
Alternative / Additional Financial Help for Adopters 

11.27 If you have average weekly earnings below the lower earnings limit for National Insurance 
Contributions purposes and do not qualify for SAP you may be eligible for income support whilst 
on adoption leave. 

 
Shared Parental Leave 
 

11.28 Shared parental leave is a flexible form of leave available to both parents designed to 
encourage shared parenting in the first year of a child’s life with their adoptive family. It allows 
a more flexible pattern of leave than the traditional arrangement under which the mother takes 
extensive maternity leave and the father takes a short period of paternity leave. This will be 
available for parents of children expected to be placed for adoption from 5th April 2015 
onwards. 

 
Please  see  the  Council’s  Shared  Parental  Leave  Policy  set  out  at  the  end  of  this  



  

Handbook. 
 
 

12 PARENTAL LEAVE POLICY 
 
 

12.1 The Council recognises the importance of balancing the Council’s working lives with 
home and family commitments. 

 
12.2 In line with the Council’s policy to adapt to developments in employment law and follow best 

practice in employment relations, the Council set out below the scheme adopted by the 
Council and the key facts about parental leave. 

 
Eligibility 

 

12.3 To be eligible to take parental leave you must be a parent (including adoptive parents) of a 

child born (or adopted) after 15th December 1999; or anyone who has obtained formal 
parental responsibility for a child under the Children Act or its Scottish equivalent after 

15th December 1999. The Council may need to request evidence of this, for example in 
the form of a birth certificate. 

 
12.4 In addition you must have completed one year’s service with the Council. 
 
Entitlements 

 

12.5 If you meet the conditions set out above you are entitled to a total of 18 weeks (unpaid) 
parental leave in respect of each child. 

Time Limit 
 

12.6 Parental leave can be taken up until the child’s 18th birthday. 
 
Parental Leave Scheme 

 

12.7 You must take parental leave in blocks or multiples of 1 week (blocks of one day for 
parents of disabled children). 

 
12.8 You are required to give 21 days’ notice before you intend to take this leave. 

 
12.9 If you intend to take leave immediately after the birth or placement for adoption you should 

give notice 21 days before the beginning of the expected week of childbirth, or placement. In 
rare cases where it is not possible to give 21 days’ notice of the date of placement for 
adoption, you should give the notice as soon as reasonably practicable. 

 



  

12.10 You can take up to a maximum of four weeks leave in any calendar year. 
 

12.11 The leave can be postponed by the Council for up to 6 months where the business cannot 
cope; but leave cannot be postponed if you give notice to take this leave immediately after 
the time your child is born or is placed with your family for adoption. 

 
Your Rights Whilst on Leave 

 

12.12 At the present time there is no entitlement to remuneration, i.e. the leave is unpaid. 
However, you are guaranteed the right to return to the same job as before you the Went on 
leave. 

 

12.13 In the case of mothers taking parental leave immediately following maternity leave 
there are special provisions depending on whether the mother has taken ordinary or 
additional maternity leave; 

 
12.14 Ordinary maternity leave period (26 weeks) - return to the same job; 

 
12.15 Additional maternity leave period - return to the same job unless this would not have been 

reasonably practicable at the end of the additional leave period and is still not reasonably 
practicable, in which case a similar job which has the same or better status, terms and 
conditions as the old job. 

 
12.16 During the period of parental leave you are entitled to the benefits of your terms and 

conditions of employment relating to notice of termination, compensation in the event of 
redundancy and disciplinary and grievance procedures. 

 
Postponement of Leave 

 

12.17 If the Council considers that your absence will unduly disrupt the business, the Council can 
postpone the leave for no longer than 6 months from the beginning of the period that you 
requested to start your parental leave; 

 
12.18 Examples of the reasons which might justify the Council postponing parental leave include 

work being at a seasonal peak, a significant proportion of the workforce applying for 
parental leave at the same time or if your role is such that your absence at a particular time 
would unduly harm the business. 

 
12.19 If this is the case and the Council need to postpone your leave the Council will discuss the 

matter with you and confirm the postponement arrangements in writing no more than 7 days 
after your notice to take leave. The notice will set out the reason for the postponement and 
the new dates of parental leave. If leave is postponed, the length of the leave will still be the 
equivalent of your original request. 

 
12.20 The Council trusts that the above guidance is helpful in setting out the right to take parental 



  

leave, however, if you have any further questions, please do not hesitate to raise them with 
the Chief Officer. 

 
 
 

13 TIME OFF FOR DEPENDANTS POLICY 
 

13.1 The Council recognises that situations arise where you need to take time off work to deal with 
an emergency involving someone who depends on you. Provided the reasons for such a 
request are genuine and you inform the Council as soon as possible that you need this time 
off, you will be allowed reasonable paid time off work to deal with such emergencies. 

 
13.2 The Chief Officer is authorised to grant special leave for all employees on 

unforeseeable compassionate grounds of up to ten days paid leave in any leave year. 
 
Dependents 

 

13.3 Your husband, wife or partner, child or parent, or someone living with you as part of your 
family can all be considered as depending on you. Others who rely solely on you for help in 
an emergency may also qualify. For further detail as to who counts as depending on you and 
guidance on individual circumstances, please speak to the Chief Officer 

 
The Emergency 

 

13.4 The right to time off only covers emergencies. If you know in advance that you’re going to 
need time off, you may be able to arrange this with the Council by taking another form of 
leave, such as parental, maternity, paternity or adoption leave. 

 
13.5 For these purposes, an emergency is an unexpected situation that arises where someone 

who depends on you: 
 

13.5.1 is ill and needs your help 
 

13.5.2 is involved in an accident or assaulted 
 

13.5.3 needs you to arrange their longer term care 
 

13.5.4 needs you to deal with an unexpected disruption or breakdown in care, such as a 
child minder or nurse failing to turn up 

 
13.5.5 goes into labour 

 
13.6 You can also take time off if a dependent dies and you need to make funeral 

arrangements or attend the funeral. 
 



  

Length of Time Off 
 

13.7 You can only take off as long as it takes to deal with the immediate emergency. For example, 
if a dependent is ill you can take enough time off to deal with their initial needs, such as 
taking them to the doctor and arranging for their care. You cannot take time off work to 
provide that care yourself and will need to make alternative arrangements for their longer 
term care. If you want to stay off work longer to care for them yourself you will normally need 
to take this as part of your annual leave entitlement. 

 
13.8 As a general benchmark, no more than a day should be necessary. 

 
Notice 

 

13.9 You must tell the Council as soon as possible why you are away from work and how long 
you expect to be off. In extreme cases of emergency where you cannot inform the Council of 
your absence before your return to work, on your return you should still inform your Manager 
or the Chief Officer as to why you were absent. 

 
 

14 FLEXIBLE WORKING POLICY 
 

Qualification 
 

14.1 To make a flexible working request, you must: 
 be an employee; 

 have been continuously employed by the Council for more than 26 weeks at the date the 
application is made; and 

 not have made another formal flexible working request during the past 12 months. 
 
Scope of a Request 

 
14.2 If you qualify, you may request: 

 a change to hours worked; 

 a change to the times you are required to work; 

 a change in duties; 

 a change to any other terms of your employment. 
 

14.3 Any agreed change to your terms and conditions will be permanent, unless agreed otherwise. 
 
Your Application 

 
14.4 Before making a flexible working request you should consider: 

 what working pattern you are seeking; 



  

 the financial implications a change might have on you; 

 what effects, if any, the change will have on the Council’s business and on your 
colleagues and how these might be accommodated. 

 
14.5 Your application must be in writing, signed and dated and: 

 state that it is an application under the right to apply for flexible working arrangements; 

 specify the change applied for; 

 specify the date on which you would like the change to be effective; 

 explain what effect, if any, you think making the change applied for would have on the Council; 
and 

 explain how you meet the eligibility requirements. 
 

14.6 You can only make one application in any 12 month period. If you have made a previous 
application, your new application must state this and give the date on which the previous 
application was made. 

 
Our Response 

 
14.7 Unless we jointly agree otherwise, we will deal with your application, from start to finish, 

within a maximum of three months. 
 

14.8 We may agree to your request without discussing it with you.  If so, we will notify you of this, in 
writing. 

 
14.9 Otherwise, we will invite you to a meeting within 28 days of receiving your application. You 

have the right to be accompanied to the meeting by a work colleague or trade union 
representative. 

 
The Meeting 

 
14.10 At the meeting, we will discuss your requested work pattern in detail and consider and 

how it might be accommodated. We may also discuss alternative working patterns. 
 

After the Meeting 
 

14.11 We will write to you within 14 days of the meeting with our decision. We will either agree a new 
working pattern and a start date or, we will refuse your request and give the reasons for 
refusal. 

 
14.12 The grounds on which we can reject your request are: 

 burden of additional costs; 

 detrimental effect on the ability to meet customer demand; 

 inability to reorganise work amongst existing staff; 

 inability to recruit additional staff; 



  

 detrimental effect on quality; 

 detrimental impact on performance; 

 insufficiency of work during the periods the employee proposes to work; 

 planned structural changes; 

 any other ground allowed by regulations. 
 
 
Right of appeal  

 
14.13 If you are unhappy with the decision, you may lodge an appeal. This must be within 10 working days 

of the receipt of written outcome. 
 

14.14 If you decide to exercise your right of appeal, you should do so in line with the Council’s Appeals 
Policy & Procedure.  

 
 

15 HEALTH AND SAFETY AT WORK POLICY STATEMENT 
 

15.1 The Council recognises that it has a legal duty of care towards protecting the Health 
and Safety of its employees and others who may be affected by the Council’s activities. 

 
15.2 In order to discharge its responsibilities the management will: 

 
15.2.1 provide an organisational structure that defines the responsibilities for health and 

safety 
 

15.2.2 ensure that the systems and procedures relating to this Policy Statement are 
rigorously applied 

 
15.2.3 provide adequate control of the health and safety risks arising from the Council’s work 

activities 
 

15.2.4 consult with the Council’s employees on matters affecting their health and safety 
 

15.2.5 provide and maintain safe plant and equipment 
 

15.2.6 ensure the safe handling and use of hazardous substances 
 

15.2.7 provide information, instruction and supervision for employees 
 

15.2.8 provide adequate training and ensure that all employees are competent to do their 
tasks 

 
15.2.9 maintain safe and healthy working conditions 

 



  

15.2.10 satisfy itself that any organisation which is contracted to carry out work for the 
Council is able to demonstrate that it pays due regard to health and safety matters 

 
15.2.11 bring this Policy Statement to the attention of all employees and seek their co-

operation in supporting the management in its efforts to establish and maintain a 
safe and healthy working environment. 

 
15.3 This Health and Safety Policy Statement and its associated organisational arrangements, 

systems and procedures, will be reviewed at least annually and revised as necessary to 
reflect changes to the business activities. Any changes to the Policy will be brought to the 
attention of all employees. 

 
15.4 It is the responsibility of all employees to co-operate in the implementation of this Health 

and Safety Policy within their areas of influence. All employees have a legal duty to ensure 
their own safety and the safety of others (for example, colleagues, visitors, contractors) 
under the Health and Safety at Work etc Act 1974. Employees must therefore: 

 
15.4.1 Comply with any safety instructions and directions issued by the Council. 

 
15.4.2 Take reasonable care for their health and safety and the health and safety of other 

persons (e.g. other employees, contractors, customers, workmen, etc.) who may be 
affected by their acts or omissions at work, by observing safety rules which are applicable 
to them. 

 
15.4.3 Co-operate with the Council to ensure that the aims of the Health and Safety policy are 

achieved and any duty or requirement on the Council by or under any of the relevant 
statutory provisions is complied with. 

 
15.4.4 Report and co-operate in the investigation of all accidents or incidents that have led to 

or may lead to injury. 
 

15.4.5 Use equipment or protective clothing provided in accordance with the training they have 
received. 



  

15.4.6 Report any potential risk or hazard or malfunction of equipment to the appropriate 
authority. 

 
15.5 Any failure by an employee to comply with any aspect of the Council’s health and safety 

procedures, rules or duties will be treated by the Council as serious or gross misconduct. 
 

15.6 Employees have a responsibility to observe all safety rules and to co-operate with the 
officer charged with responsibility for the implementation of the Council’s health and 
safety policy to achieve a healthy and safe workplace and to take reasonable care of 
themselves and others. 

 
 

16 ALCOHOL AND DRUG ABUSE POLICY 
 

16.1 Employees must not drink alcohol on the Council’s premises or the premises of its 
customers or clients whilst on duty except with the express permission of the Chief Officer 
to the Council. 

 
16.2 Any employee who is found consuming alcohol on the Council’s premises or the premises 

of its customers and clients or is found to be intoxicated at work will normally face 
disciplinary action on the ground of gross misconduct under the Council’s disciplinary 
procedure. 

 
16.3 Existing and prospective employees may be asked to undergo a medical 

examination, which will seek to determine whether he/she has taken a controlled drug 
or has an alcohol abuse problem. 

 
16.4 A refusal to give consent to such an examination or a refusal to undergo the 

screening will result in the immediate withdrawal of any offer made to prospective 
employees and will normally be treated as gross misconduct for employees. 

 
16.5 The possession, use or distribution of drugs for non-medical purposes on the Council’s 

premises is strictly forbidden and a gross misconduct offence. 
 

16.6 If you are prescribed drugs by your doctor which may affect your ability to perform 
your work you should discuss the problem with your Manager or the Chief Officer. 

 
16.7 If the Council suspects there has been a breach of this policy or your work performance or 

conduct has been impaired through substance abuse, the Council reserves the right to 
require you to undergo a medical examination to determine the cause of the problem. 

 
16.8 If you refuse to undergo a medical examination in such circumstances your refusal will 

normally be treated as gross misconduct. 
 

16.9 If, having undergone a medical examination, it is confirmed that you have been positively 



  

tested for a controlled drug, or you admit there is a problem, the Council reserves the right 
to suspend you from your employment (with or without pay) to allow the Council to decide 
whether to deal with the matter under the terms of the Council’s disciplinary procedure 
and/or to require you to undergo treatment and rehabilitation. 

 
16.10 The Council reserves the right to search you or any of your property held on Council 

premises at any time if there are reasonable grounds to believe that this policy is being or 
has been infringed. If you refuse to comply with these search procedures, your refusal will 
normally be treated as gross misconduct. 

 
16.11 The Council reserves the right to inform the police of any suspicions it may have with 

regard to the use of controlled drugs by its employees on the Council’s premises. 
 

17 BEREAVEMENT POLICY 
 
17.1 It is the policy of the Council to grant all employees up to ten days bereavement time off 

without loss of pay when a death occurs in an employee's immediate family (i.e. mother, 
father, wife/husband, live in partner, sister, brother, daughter, son or grandchild). An 
employee will not be eligible to receive paid bereavement time-off benefits while off or 
absent from work because of holiday, sickness (paid or unpaid) or for any other reason. 
 

17.2 It is the policy of the Council to grant all seasonal and temporary staff five working days 
bereavement leave, this is at the discretion of the Chief Officer.   
 

17.3 At the discretion of the Chief Officer, the Council can grant all employees up to three days 
bereavement time off for Mother or Father in Laws to support their spouse/ live in partner 
with their loss and to help administer the funeral arrangements and/or financial affairs. One 
of which days needs to be used to attend the funeral. 

 
17.4 At the discretion of the Chief Officer, the Council can grant all employees up to two days’ 

bereavement time off for Stepmother/Father where there has been a long family connection. 
One of which days needs to be used to attend the funeral. 

 
 

18 DATA PROTECTION POLICY 
 
18.1 The Data Protection Act relates to the handling of all data including employee information 

as well as client or customer related data. Data under the Act breaks down into two 
categories - ordinary personal data and sensitive personal data. The Act requires the 
Council to take additional steps to protect sensitive personal data. 

 
What Sensitive Personal Data Do The Council Hold? 

 

18.2 The Council believe that the vast majority of the information which it holds is not 
considered (under the terms of the Act) to be sensitive personal data. The Council believe 



  

that the only exceptions to this are: 
 

18.2.1 racial or ethnic origin - which the Council hold for the purposes of equal 
opportunity monitoring; 

 
18.2.2 pre-employment health questionnaire and other information relating to your 

health and sickness absence - which the Council holds so it can monitor and 
control sickness absence and ensure that it can pay you sick pay; and 

 
18.2.3 any disciplinary or other records to the extent that they relate to criminal 

offences. For example, this would include criminal offences which you 
disclosed when you applied for a job with the Council (and which are not 
exempt from disclosure under the Rehabilitation of Offenders Act) and data 
created in the thankfully infrequent event of allegations being made against 
employees that involve or could involve a criminal offence, such as theft. 

 
18.3 Subject to some exceptions, the Data Protection Act requires the Council to obtain your 

explicit consent to hold and process sensitive personal data. Without this consent the 
Council will not be able to process this data which would for example potentially produce 
the result that the Council could not pay you if you were off sick. 

 
What Other Personal Data Do The Council Hold About You? 

 

18.4 In general terms, the Act entitles you, on making a written request and paying the 
required fee, to obtain access to the data that the Council holds and processes about 
you. Precise details of what data the Council holds will vary from person to person. 
Broadly, however, the types of data that the Council will hold and process about you will 
include: 

 
18.4.1 Personal Details 

 

18.4.1.1 Title, Name, Address - for contact purposes; 
 
18.4.1.2 Home and mobile phone numbers (if supplied) - for contact purposes; 
 
18.4.1.3 National Insurance number - for payroll processing and tax purposes; 
 
18.4.1.4 Date of birth and age - in order to address benefit related queries where 

age is a relevant factor; 
 
18.4.1.5 Emergency contact (possibly next of kin) details - for emergency contact 

purposes and for administration of flexible benefits; and 
 
18.4.1.6 Marital status - in order to address benefit related queries where marital status 

may be a factor and for tax purposes. 



  

 

18.4.2 Employment record 
 

18.4.2.1 Start date and length of service - for processing and informational purposes 
and so as to determine employment rights and eligibility for some benefits; 

 
18.4.2.2 Employment history - in order to monitor career development; 

 
18.4.2.3 Holiday entitlement - for payroll processing and informational purposes; 

 
18.4.2.4 Pension scheme member - in order to respond to enquiries; 

 
18.4.2.5 Health and safety roles - if applicable; 

 
18.4.2.6 Accidents at work - if applicable for health and safety reasons; and 

 
18.4.2.7 Any current disciplinary warnings. 

 
18.4.2.8 Any health or disability information that the Council require in order to make 

reasonable adjustments to accommodate the employee 
 
 

19 VEHICLE POLICY & USE OF MOBILE PHONE POLICY 
 
General 

 

19.1 Employees are notified individually if they are entitled to use a Council vehicle for the 
better performance of their duties. Council vehicles are provided as a tool of your trade 
and not as a benefit. Such entitlement is subject to the following terms and conditions 
of this policy. In the event of an Employee failing to comply with the obligations under 
this policy, the Council shall be entitled, at its sole discretion, to withdraw or limit the 
use of the Council vehicle so provided without giving any reason and without 
compensation. 

 
Choice of vehicle 

19.2 The Council reserves the right to decide by what means Council vehicles will be 
provided (e.g. by lease or purchase). 

 
19.3 The Council will determine the make and model of vehicle to be provided and reserves 

the right to change the make and model of such vehicle at its sole discretion. 
 
19.4 The arrangements for the purchase or lease of vehicles will be for the 

Council to decide in the circumstances. 
 



  

Running and Other Costs 
 

19.5 The Council will pay/arrange for Council vehicles provided to be comprehensively insured 
and taxed. 

 
19.6 Employees are responsible for ensuring that their Council vehicles are kept clean (both 

inside and out) and are maintained in a roadworthy condition. The Council will 
reimburse all reasonable servicing and maintenance costs properly incurred (excluding 
car valet or car wash charges) on the production of garage receipts. 

 
 

Employee Obligations 
 

19.7 Employees provided with a Council vehicle are required to comply with the following 
requirements, which are conditions of entitlement to the use or benefit of a Council 
vehicle:- 

 
19.7.1 to take reasonable care of the vehicle and to keep it in a clean condition; 

 
19.7.2 to keep the vehicle in a roadworthy condition and to take appropriate action to 

remedy any faults; 
 

19.7.3 to report at the earliest opportunity to the Council any damage to the vehicle or 
any accident arising from its use, regardless of how such damage or accident 
occurred. Failure to do so may lead to loss of insurance cover for such damage or 
accident, in which event the Employee will be liable to indemnify the Council for 
such loss; 

 
19.7.4 to report at the earliest opportunity any incident concerning the police which 

arises from the use of the Council vehicle; 
 

19.7.5 to comply with the provisions and conditions of any policy of insurance relating to 
the vehicle and the Council’s requirements in respect of assisting with insurance 
claims or investigations into accidents, damage or police enquiries arising from 
the use of the Council vehicle. The employee is responsible for the above 
matters, even if not personally driving the Council vehicle at the relevant time. No 
person other than the authorised employee is allowed to drive the vehicle unless 
they have the written permission of the Council. 

 
 

Accidents 
 

19.8 The Council is mindful of its rising insurance cost and considers 2 or more accidents 
involving the same employee in any 12-month period to be unacceptable. In such event, 



  

the employee concerned will be liable to pay the Council’s insurance excess for the third 
and subsequent accidents. If an employee has an accident due to his/her carelessness, 
negligence or dangerous driving such conduct will be treated as misconduct and might 
result in dismissal. 

 
19.9 If, for whatever reason, an employee ceases to hold a valid driving license and should 

thereby be unable to carry out the employment properly and effectively or attend for 
work (as the case may be), then in the absence of suitable alternative employment 
being available the employee may be liable for dismissal. 

 
Criminal Proceedings 

 

19.10 In the event of either the employee or the Council becoming involved in criminal 
proceedings in connection with the employee’s use of the Council vehicle, the employee 
will be responsible for all parking fines and charges, costs, fines, criminal compensation 
and any other similar liability connected with or arising from such criminal proceedings. 
In the event of the Council initially paying some of the above liabilities, the employee will 
reimburse such sums within 28 days, in default of which the employee agrees that such 
sums may be deducted from the employee’s salary. These provisions also apply to an 
employee where such fines and other liabilities have been incurred by any other person 
who has used the vehicle. 

 
Termination of Employment 

 

19.11 Where any employee is summarily dismissed or is not required by the Council to work 
out the notice period (regardless of who gave notice), the employee will be obliged to 
return the Council vehicle on the last day of work in accordance with the Council’s 
instructions and shall not be entitled to any further use or benefit of the vehicle or to any 
monetary value in lieu thereof. 

 
19.12 You shall inform the Council immediately if you are convicted of any offence under road 

traffic legislation in the United Kingdom or elsewhere. If you are disqualified from driving 
for any period the Council reserves the right to dismiss you, provided driving is an 
essential requirement of your job. 

 
Use of Mobile Phones in Vehicles 

 

19.13 As part of the Council’s overall health and safety policy, the Council is committed to 
reducing the risks which its staff face and create when driving or riding for work. The 
Council asks its entire staff to play their part, whether they use a Council vehicle, their 
own or a hire vehicle. Staff driving for work must never make or receive calls on a mobile 
phone, whether hand-held or hands-free, while driving. Persistent failure to comply will 
be regarded as a serious matter. 

 
Chief Officers & Officers must: 



  

 
 Lead by example, both in the way they drive themselves and by not tolerating 

poor driving practice among colleagues. They must never make or receive a call 
on a mobile phone while driving. 

 
Managers must ensure that: 

 
 they also lead by personal example 
 they do not expect staff to answer calls when they are driving 
 staff understand their responsibilities not to use a hand-held or hands-free mobile 

phone while driving 

 staff switch phones to voicemail, or switch them off, while driving, or ask a passenger 
to use the phone 

 staff plan journeys to include rest stops which also provide opportunities to 
check messages and return calls 

 work practices do not pressurise staff to use a mobile phone while driving 
 compliance with the mobile phone policy is included in team meetings and 

staff appraisals and periodic checks are conducted to ensure that the policy 
is being followed 

 they follow the Council’s monitoring, reporting and investigation procedures to 
help learn lessons which could help improve the Council’s future road safety 
performance 

 they challenge unsafe attitudes and behaviour, encourage staff to drive safely, and 
lead by personal example by never themselves using a phone when driving. 

 
Staff who drive for work must: 

 
 never use a hand-held or hands-free phone while driving 
 plan journeys so they include rest stops when messages can be checked and calls 

returned 
 ensure their phone is switched off and can take messages while they are driving, or 

allow a passenger to use the phone 
 co-operate with monitoring, reporting and investigation procedures. 

 

Variations 
 

19.14 The Council reserves the right, at its sole discretion, to amend or vary any of the terms 
of this vehicle policy from time to time. 

 
19.15 In the event of such variation or amendments being made, the Council will give 

reasonable notice of any change. 
 
19.16 Where the Council decides to change its arrangements for the supply of Council 

vehicles, it may be necessary to replace existing vehicles in the possession of 



  

employees with vehicles provided under the new arrangements. 
 

 

20. ANTI-BRIBERY STATEMENT 
 

20.1 The Council is committed to applying the highest standards of ethical conduct and 
integrity to its business activities. When acting on behalf of the Council you are 
responsible for maintaining the Council's reputation and for conducting business 
honestly and professionally. 

 
20.2 The integrity and reputation of the Council depends on the honesty, fairness and 

integrity brought to the job by everyone associated with the Council. 
 

20.3 The Council will not tolerate any form of bribery, whether direct or indirect, by, or of, its 
employees, officers, agents or consultants or any persons or companies acting for it or 
on its behalf. 

 
20.4 The senior management are committed to implementing and enforcing effective 

systems throughout the Council to prevent, monitor and eliminate bribery, in 
accordance with its obligations under the Bribery Act 2010. 

 
20.5 The Council’s Anti-Bribery procedures apply to all employees, as well as agency 

workers, consultants and contractors both in the UK and overseas. 
 

20.6 All employees and any other individuals acting on behalf of the Council are 
required to familiarise themselves with and comply with the Council's Anti-
Bribery Procedures. 

 
20.7 A bribe is defined as a financial advantage or other reward that is offered to, promised 

to, given to, or received by an individual or company to induce or influence that 
individual or company to perform its public or corporate functions or duties in an 
improper manner (i.e not in good faith, not impartially, or not in accordance with a 
position of trust). 

 
20.8 All employees and any other person acting on behalf of the Council are prohibited from 

offering, giving, soliciting or accepting any bribe, whether cash or other form of 
inducement to or from any person or company in order to gain any commercial, 
contractual or regulatory advantage for the Council in a way which is unethical or in order 
to gain any personal advantage, monetary or otherwise, for themselves or anyone 
connected with them. 

 
20.9 The Council will continue to provide bona fide hospitality to clients and incur promotional 

expenditure. However, all such expenditure must be transparent, proportionate, 
reasonable and authorised in advance, in accordance with the Council’s anti-bribery 
procedures. 



  

 
20.10 In the course of providing services to clients, or in dealings with suppliers, or any other 

person having similar connections to the Council, employees should under no 
circumstances accept money, gifts or other forms of reward with a value exceeding £25 
without prior consent from the Chief Officer to the Parish Council. All such reported gifts 
shall be recorded. 

 
20.11 Inevitably, decisions as to what is acceptable may not always be easy. If anyone is in 

doubt as to whether a potential act constitutes bribery, the matter should be referred to the 
Chief Officer to the Parish Council or the Chair of Council and/or the Chair of the Personnel 
Sub Committee before proceeding. 

 
20.12 Any breach of the Council's Anti-Bribery procedures will normally be treated as Gross 

Misconduct. 
 

20.13 Employees should also note that bribery is a criminal offence. 
 

20.14 The Council will not conduct business with third parties including clients, suppliers, agents 
or representatives who are not prepared to support its anti-bribery objectives. 

20.15 The Council depends on all employees, and those acting for the organisation, to assist 
in the prevention of bribery. Therefore, all employees and others acting for, or on 
behalf of, the Council are expected to report any suspected bribery to the Council 
following the Council’s Anti-Bribery procedures. 

 
20.16 All employees will receive the support of the Council if they report of suspected bribery in 

good faith even if, following an investigation, it is found that no bribery took place. 
 

 

21 WHISTLEBLOWING POLICY 
 
What Is Whistleblowing? 

 

21.1 A whistleblower is someone who discovers something that is wrong and alerts his 
employer or the relevant authorities to what is going on. The law recognises that 
Whistleblowing occurs and protects employees who are whistleblowers from detrimental 
treatment such as dismissal. To be protected by the law, the act of whistleblowing must 
fall within the legal rules and the whistleblower must reasonably believe that their 
disclosure of wrongdoing is made in the public interest. 

 
The Council’s Policy 

 

21.2 The Council’s business is run in accordance with the law. It is the Council’s policy as an 
employer to ensure that at every level of management the Council’s business is 
conducted in such a way as to comply with all legal requirements that govern the 



  

Council’s activities. This policy applies to the way that the Council employs and 
manages the Council’s staff. The Council operates as a team and expects the Council’s 
employees to all play their part as members of the team for the good of the business as 
a whole. The Council does not believe that any of its employees will ever feel the need 
to become a whistleblower. There is no reason for any employee to believe that he or 
she will suffer detriment for speaking up if they believe that something is wrong or that if 
the Council is alerted to it the Council will conceal or destroy evidence. However the 
Council is fully aware of the Council’s responsibility under the law and the Council will 
respect the legal protection afforded to a whistleblower. 

 
Public Interest Disclosure Act 1998 

 

21.3 The Act protects “whistleblowers” from suffering detriment in employment and makes 
dismissal for certain disclosure automatically unfair. There is no qualifying period of 
employment for this protection. 

 
21.4 Police officers, civilian police employees and those who work in the Security Service, 

Secret Intelligence Service or Government Communications Headquarters are NOT 
protected. 

 
Who is protected? 

 

21.5 A worker who makes a qualifying disclosure that is made to one of a category of 
persons set out in the Act and which is therefore a protected disclosure. 

 
21.6 “Worker” is widely defined and includes employees and other workers as normally 

understood by the expression but also contractors under an employer’s control, persons 
on training schemes and also doctors, dentists and other professionals providing 
National Health Service schemes. 

 
What is protected? 

 

21.7 A ‘qualifying disclosure’ is one of information that in the reasonable belief of the 
disclosing worker shows wrongdoing of one or more of the following kinds: 

 
(1) A criminal offence was committed or is being or is likely to be committed 
(2) A person has or is or is likely to fail to comply with a legal obligation 
(3) A miscarriage of justice has occurred or is or is likely to occur 
(4) The health and safety of any individual has been or is being or is likely to be 

endangered 
(5) The environment has been, is being or is likely to be damaged 
(6) That information tending to show any matter falling within any one of the above 

categories has been, is being, or is likely to be deliberately concealed. 

21.8 However if the person making the disclosure commits a criminal offence by making it or 



  

makes it in breach of legal professional privilege (e.g. solicitor’s secretary disclosing 
client information) it is not a qualifying disclosure. 

 
21.9 To be a Protected Disclosure the Qualifying Disclosure must only be made to 

one of the following categories of person: 
 

a) The employer or (where the disclosure relates to the conduct of another person or 
matters for which another person other than the employer has legal responsibility) 
that other person 

b) A legal adviser in the course of getting legal advice 
c) A Minister of the Crown (where the worker is employed by someone appointed by a 

Minister of the Crown or a body whose members are so appointed) 
d) To one of the prescribed persons set out in the Public Interest Disclosure 

(prescribed Persons) Order 1999 (e.g. health and safety problem disclosure is to the 
Health and Safety Executive; Fraud : Secretary of State for Trade and Industry; 
consumer protection matters: Local Authority Consumer Protection unit; tax matters: 
the Inland Revenue) 

e) A person other than those set out above where the worker acts in the public 
interest, reasonably believes the information to be substantially true, does not 
make the disclosure solely for personal gain, and it is in all the circumstances 
reasonable to make the disclosure. AND 

 
i. the worker reasonably believes he will be subjected to a detriment if 

the disclosure is made to his employer or the prescribed person; 
ii. there is no prescribed person and the worker believes that the 

wrongdoing will be concealed or destroyed by the  employer; 
iii. the worker has previously disclosed the same information to the 

employer or the prescribed person; 
 

f) Any other person where the disclosure is one of an exceptionally serious failure 
where it was reasonable to make the disclosure. 

 
What Protection does the worker have? 

 

21.10 The worker is protected from detriment or dismissal as a result of making a protected 
disclosure. Dismissal is automatically unfair, and there is no limit on compensation for such 
a dismissal. Complaint of detriment or dismissal is made to an Employment Tribunal. 

 
How to raise a concern internally 

 
21.11 Employees who raise concerns that fall within the scope of other Council procedures will not be 

dealt with in this procedure but will be advised on the appropriate procedure to use. Such 
employees will still receive protection as detailed in this policy. 
 

21.12 As a first step, staff should normally raise concerns with their Manager or the Chief Officer. This 



  

depends, however, on the seriousness and sensitivity of the issues involved and who is thought 
to be involved in the malpractice. If the allegation is made against the Chief Officer in this 
procedure to the role of the Chief Officer should be read as the role of the Chair of the 
Personnel Sub-Committee. 
 

21.13 Concerns are better raised in writing. Staff are invited to set out the background and history of 
their concern, giving names, dates and places where possible, and the reason why they are 
particularly concerned about the situation. If staff do not feel able to put their concern in writing, 
they can telephone or meet the Chief Officer. The earlier staff express the concern, the easier it 
is to take action. 

 
21.14 Although staff are not expected to prove the truth of an allegation, they will need to demonstrate 

to the person contacted that there are sufficient grounds for the concern. 
 
21.15 Advice and guidance on matters of concern may be pursued and can be obtained from the 

Chief Officer. 
 
21.16 Staff may invite a trade union representative or work colleague to raise a matter on their behalf. 
 

 
How the Council will respond 
 
21.17 The action taken by the Council will depend on the nature of the concern and may: 

 
a) be resolved by agreed action without the need for investigation 
b) be investigated internally  
c) be referred to the Police; 
d) be referred to the external auditor; 
e) form the subject of an independent inquiry. 

 
21.18 In order to protect individuals and the Council, initial enquiries will be forwarded to the Chief 

Officer who will consult with the Chair of Personnel Sub-Committee and the Chairman of the 
Council to decide whether an investigation is appropriate and, if so, what form it should take. 
The Chief Officer can decide to take no further action if a complaint appears to be trivial or 
vexatious. All such decisions will be reported to the next meeting of the Personnel Sub-
Committee. Concerns or allegations that fall within the scope of specific procedures, for 
example discrimination issues, will normally be referred for consideration under those 
procedures. 
 

21.19 Some concerns may be resolved by agreed action without the need for investigation and staff 
will be involved in those discussions. The Chief Officer shall report periodically thereon to the 
Personnel Sub-Committee. 
 

21.20 If an investigation is required, the Chief Officer will consult with the Chair of Personnel Sub-
Committee and the Chairman of the Council and designate an appropriate person or external 
consultant to investigate the concern. Following this that officer will, within ten working days, 



  

write to the member of staff:  
 
a) Acknowledging that an investigation will be carried out 
b) Indicating how he/she proposes to deal with the matter 
c) Giving an estimate of how long it will take to provide a final response 
d) Telling them whether any initial enquiries have been made 
e) Telling them whether further investigations will take place, and if not, why not 
f) Advising them that any investigation will be carried out in the strictest confidence; and 
g) Keeping them informed of the progress of the investigation. 

 
21.21 The amount of contact between the officers considering the issues and the staff member will 

depend on the nature of the matters raised, the potential difficulties involved and the clarity of 
the information provided. If necessary, further information will be sought from staff. 
 

21.22 When any meeting is arranged, staff have the right, if they so wish, to be accompanied by a 
union representative or work colleague who is not involved in the area of work to which the 
concern relates. 
 

21.23 The Council will take steps to minimise any difficulties that staff may experience as a result of 
raising a concern. For instance, if they are required to give evidence in criminal or disciplinary 
proceedings, the Council will advise them about the procedure. 

 
21.24 The Chief Officer will report on the outcome of any investigation to the Personnel Sub 

Committee who will monitor the implementation of the recommendation of the investigation. 
 
How the matter can be taken further 

 
21.25 This policy is intended to provide staff with an avenue to raise concerns within the Council. The 

Council hopes staff will be satisfied. If they are not, and feel that it is right to take the matter 
outside the Council, the following are possible contact points: 
 
a) Council member (if staff member lives in the area of the Council) 
b) The External Auditor 
c) Relevant professional bodies or regulatory organisations 
d) Solicitor 
e) The Police 
f) An independent person or organisation nominated for the purpose by the Council 

.   
21.26 Protect (formerly Public Concern at Work) is a website and service that offers advice on whistle 

blowing. If staff do take matters outside the Council, they need to ensure that issues they are 
raising qualify as protected disclosures - seeking advice from this service may be beneficial in 
this regard. 
 

22 PROBATIONARY PERIOD  POLICY 
 

22.1 The object of the probationary period is to enable you to demonstrate to the satisfaction of 



  

the Council your suitability to perform the duties of the post to which you have been 
appointed. During this period every endeavour will be made to give you adequate 
instruction and guidance, together with the opportunity for you to discuss any problems 
which you experience in relation to your work. 

 
22.2 The period normally allowed for an assessment is three months (and in exceptional 

circumstances this period may be extended. The following approach will normally be 
adopted to ensure that you have the opportunity to demonstrate your suitability. 

 
 If during the probationary period you experience any difficulties to your work or 

other aspects of your employment, you should raise them immediately with your 
Manager. 

 
 Equally, if your Manager identifies any shortcomings in relation to your work performance 

or attitude, these will be discussed with you and, where appropriate, additional instruction 
or guidance will be given. 

 
 Normally mid way through your probationary period, you will be interviewed by your 

Manager of the Chief Officer to review your progress and give you an opportunity to 
raise any questions relating to your work or other aspects of employment. 

 
 At the conclusion of the three month period you will be informed whether (a) you have 

been recommended for confirmation in your appointment (b) your period of probation is to 
be extended or (c) your services are to be terminated. 

 
22.3 If at any time during the probationary period, there are serious reservations regarding 

your eventual suitability for the post which could not reasonably be remedied under this 
procedure, you may be (a) given notice of termination or (b) warned officially that failure 
to improve will lead to dismissal. 
 
 

23 SEVERE WEATHER CONDITIONS POLICY 
 
Introduction 

 

23.1 This procedure defines the manner in which Haydon Wick Parish Council approaches 
severe weather conditions. 

 
Scope 

 

23.2 Severe weather is defined as extreme high winds, flooding, heavy snow and icy conditions, 
and heat waves. The policy applies to Parish Council owned or managed land only. 
Individual landowners are responsible for dealing with their own property and Swindon 
Borough Council for highways, pavements, schools etc. 

 



  

Responsibilities 
 

23.3 The Council will endeavour to open for business every normal working day regardless of 
weather conditions. 

 
23.4 Chief Officer to the Council will identify and prioritise where action is required and 

allocate the Council’s resources as effectively as possible. 
 

23.5 Councillors will ensure sufficient resources are allocated to deal with severe weather 
conditions, recognise that employees may have difficulties in travelling to and from 
work and the effect on their starting and finishing times. 

 
Non-attending  employees 

 

23.6 If you are absent from your usual workplace due to inclement weather, you have one of the following 
options: 

 
 Take unpaid leave 
 Use your annual leave allowance 
 Make up the lost time. 

 
23.7 Alternatively if you are able to work from home and are given permission to do so, you 

will be paid at your normal hourly rate for hours worked from home. 
 
Attending employees 

 

23.8 If inclement weather conditions cause a substantial delay in your arrival at work, you 
should notify your Manager or the Chief Officer within 30 minutes of your scheduled start 
time. Lost time will be unpaid or made up with the prior authority of your Manager. 

 
23.9 If you attend work but the Council is unable to offer you work because the weather 

has made operations impossible, the Council is obliged to pay you at your basic rate. 
23.10 If the Council decides that, in the interests of health and safety, employees should be 

permitted to leave for home before the end of their normal working day/shift due to 
weather conditions then they will be paid at your basic rate until the end of their normal 
working day/shift. 

 
Procedure 

 

23.11 A list of sites which are most likely to be affected by severe weather will be 
compiled and updated periodically. 

23.12 Sufficient numbers of staff dealing with issues arising from severe weather will be 
adequately trained. This will include gritting and first aid. 

 



  

23.13 High Winds – following periods of high wind sites will be inspected for damage. 
 

23.14 Flooding – during and following periods of flooding, drains will be checked and cleared 
as necessary. The ditches shall also be checked and maintained at least once a year to 
help prevent blockages. The streams running through the parish shall be checked at 
least every six months and large obstructions removed. 

 
23.15 Heavy snow and ice – the Council shall keep a limited supply of grit in order to deal with 

snow and ice on its property.  
 
23.16 Heat Waves – Work patterns and tasks may be altered to avoid outside work during heat 

waves. This is for staff safety and as well as avoiding damage to plants through watering 
in daytime. The Council will comply with any water restrictions. 

 
23.17 Plant, equipment, signs, PPE and materials shall be checked at least every six months 

and prior to use in preparation of severe weather. 
 

23.18 Staff will endeavour to pass on reports about severe weather problems outside of the 
scope of this policy to the appropriate bodies such as Swindon Borough Council. 

 
Records 

 

23.19 The following records are to be kept in support of this procedure: - 

 Maintenance records 
 Time Sheets 
 Training Records 

 
23.20 All records are to be retained for one year after the end of the period of severe weather 

or until any claims arising have been settled (whichever is the longer). 
 

23.21 The Chief Officer to the Council will be responsible for ensuring that the above records 
are retained and eventually destroyed. 

 
 

24 LONE WORKING POLICY 
 
Introduction  
 

24.1 People who work by themselves, either on a regular, permanent or occasional basis can 
be at greater risk from assaults and accidents than other workers. This guidance is to assist 
Managers and staff, to reduce the risk of harm occurring to lone workers. 

 
24.2 With proper management and control of the risks those who work alone can be as safe as 

everyone else at work. 



  

 
Who is a lone worker?  

 

24.3 Lone workers are simply those people who work by themselves, without close or direct 
supervision. This situation can occur in fixed establishments, where one person works in 
an area separate from others or works outside of the normal office hours. More frequently 
it is staff working away from their fixed base e.g. maintenance workers. 

 
24.4 People will generally know when they are working alone, but there are situations where, 

even when an office is normally crowded, people can be working in isolation e.g. in a 
meeting or interview room. 

 
Risk assessment  

 

24.5 The need to assess the risks associated with any work activity applies to staff who work 
alone. The risk assessment process is the responsibility of Managers, and this will ensure 
that the hazards and level of risks are identified, and if necessary, action taken to avoid 
and/or control the risks. 

 
24.6 Control measures may include; issuing safe working instructions, training, supervision, 

issuing personal protective equipment. Managers should ensure that control measures are 
implemented. The risk assessment should be reviewed regularly to ensure that it is always 
kept up to date if situations change. 

 
24.7 It is important that employees are consulted on the risk assessment, as they can provide 

valuable information and advice. Where risk assessments identify that it is not possible for 
the work to be done safely by a lone worker, arrangements for providing help or back up 
should be put in place. 

 
24.8 If a lone worker carries out their work at another employer’s site, information should be 

provided about any risks for the Manager to carry out the risk assessment and ensure that 
the right action is taken to ensure the safety of the lone worker. 

 
Lone worker advice  

 

24.9 It is impossible to identify all of the hazards that a lone worker may face, many may be 
transient in nature. It is important to protect staff against all known risks and to equip them 
with adequate training and information to assist them in dealing with any risky situations 
that they may encounter ranging from dealing with aggressive clients to entering an unsafe 
building. Specific safe working arrangements should be implemented and developed. 

 
24.10 The following may be drawn from for local guidance. 

 

24.11 Lone working in premises  



  

 

 Ensure that you know the relevant emergency procedures and can act appropriately 
when an alarm is raised 

 
 Be aware of any other procedures intended for your safety and use them. 

 
 If dealing with clients/the public find out if there have been problems in the past that 

may affect your safety and use them. If in doubt, have another member of staff 
available. 

 
 Know where and how to obtain help if needed, e.g. first aid assistance. 

 
 Know the security measures for your workplace and use them correctly. 

 
24.12 Lone working in the community  

 

 Ensure that your Manager knows your intended movements and inform them if they 
change. 

 
 Ensure that any communication device, such as a telephone, or alarm, works and that 

it is checked regularly. 
 

 Plan your route to avoid quiet streets, dark areas and possible dangerous areas. 
 

 Use well frequented streets on your route. 
 

 When travelling at night stay in well-lit areas. 
 

 If travelling by car, park as close to the site you are visiting as possible. 
 

 Do not leave items within clear sight in a vehicle. 
 

 If you feel threatened in any way, do not continue to your destination. 
 

24.13 Visiting other people and unknown premises  
 

 Ensure that your Manager/colleague is aware of your intended visit and inform them if 
there is any problem or changes. 

 
 Follow the procedures for maintaining contact with your Manager. 

 
 If you have doubts about potential risks, from the place or person you are planning to 

visit, check if it is safe to visit alone. 
 

 Try not to visit alone for the first time, and especially not after dark. 



  

 Do not allow any doors to be locked behind you. 
 

 Always follow other people into a room and make sure your exit is clear. 
 

 Be aware of dogs, other animals or other people at the site. 
 

 Suggest that dogs and other animals be kept in a separate room if possible. 
 

 If you are in any doubt about your safety, do not enter the premises. 
 

 Be aware of your surroundings and look out for unstable or slippery surfaces, 
 

 Do not under any circumstances enter confined spaces or dangerous structures. 
 

 Report incidents or hazardous conditions. 
 

24.14 Manual handling  
 

 Avoid manual handling, if at all possible, by using mechanical aids, 
 

 Always assess the situation, and if there is any doubt about the safety of carrying out a 
manual handling task, do not do it. 

 
 Follow good practice handling technique as you have been advised in your training and 

safe working instructions. 
 

 If the task requires more than one person, do not do it until assistance is provided. 
 

24.15 Working at home  
 

 Develop a routine; this will help to avoid stress. 
 

 Communicate regularly with your Manager. 
 

 Be aware of any hazards around and inside the house. 
 

 Know what to do in an emergency situation. 
 

 Check that equipment is safe to use. 
 

 Follow the good practice as advised in your safe working instructions. 

 

Other risks  
 



  

24.16 It is not always possible to be prepared for every eventuality but you need to be aware 
and judge the risks and take appropriate action. If you are unsure of what to do, talk to 
your Manager. Above all do not put yourself at risk, if there is any danger stop work 
or leave the location. 

 
24.17 What to do if an incident occurs  

 

 Try to remain calm. 
 

 In a potentially violent situation, talk quietly, as your training advises. 
 

 Whenever possible, remove yourself from the scene as soon as possible. 
 

 Do not attack a potential assailant, - run away if possible, towards a friendly group or 
busy and well populated area. 

 
 If you witness an incident, try to remember as much as you can to help in any investigation. 

 
 Report the incident immediately to your Manager. 

 
 Complete an incident report form and follow your reporting procedures. 

 
 Report the incident to the police, if necessary. 

 
24.18 Further assistance and advice  

 

The Health and Safety Executive Leaflet - Working Alone In Safety INDG 73, available from 
www.hse.gov.uk / Tel: 08701 545500 

 

 

25 MEMBER/OFFICER  PROTOCOL 
 

25.1 Introduction 
 

25.1.1 The public is entitled to expect the highest standards of conduct of Council 
employees.  The protocol will apply to all Haydon Wick Parish Council employees, 
volunteers, agency workers, contractors, casual workers, consultants and anyone 
else who is providing a service on behalf of the Council in all activities in which they 
are engaged in, whether or not they take place at their normal place of work.   This 
included work-related functions that take place outside normal working hours.  

 
25.1.2 This protocol aims to provide guidance on the complex relationships between 

Members and Officers of the Council. 
 



  

25.1.3 The protocol supplements the separate Code of Conduct for Members which 
should be read in conjunction with this document. 

 
25.1.4 The seven principles of public life as stated by the “Nolan” Committee (the 

Committee on Standards of Conduct in Local Government), which are set out in 
the Members‟ Code of Conduct (selflessness, integrity, objectivity, accountability, 
openness, honesty and leadership) should inform the relationships between 
Members and Officers. 

 
25.2 The Role of Members 

 

25.2.1 The roles of the Councillor are set out in the Members’ Code of Conduct. This 
states that a Councillor may have a number of complex roles including 
politician, policy maker, representative, constituent advocate and 
Council/Committee worker. It is not the role of the Councillor to involve 
themselves in the day to day management of Council services. 

 
 Councillor – In this capacity Councillors may belong to particular 

groupings represented on the Council and will express political values and 
support the policies of the group to which they belong. There are also 
independent Councillors who belong to no particular group. 

 
 Policy Maker – Members may have personal, individual or collective 

responsibility depending on their role for the local authority organisation and 
its activities. They set the direction of the Council; are responsible for 
ensuring that adequate management arrangements are in place; develop 
and allocate the Council’s physical, financial and human resources and 
monitor the performance, development, continuity and overall well-being of 
the organisation. 

 
 Ward Member – In this capacity Councillors interpret and express the 

wishes of the electorate, advocate on behalf of constituents and seek to 
account for service priorities, allocation of resources and ultimate 
performance of the Council. Councillors may also be appointed to outside 
bodies and the role can vary from representing the views of the Council to 
acting according to individual judgement. 

 
25.3 Members, collectively, therefore need to: 

 Determine vision and values and ensure staff commitment; 
 Ensure standards are properly established and monitored; 
 Link service and corporate objectives; 
 Enable local people to resolve problems and issues faced by the community; 
 Ensure community needs are fed into strategy formulation and service provision; 
 Develop and support community leadership. 

 



  

25.4 All Members 
All Members, not just those of the majority group, if there is one, are entitled to receive 
confidential, but not covert support and advice. All Members shall be given timely access 
to information required in their role as Councillors and shall have the same rights and 
obligations in their relationship with Officers. 

 
25.5 Chairman of the Council 

The Chairman has a representative role of behalf of the Council to local residents and 
those who work or study in the Parish. The position is non-political and this must be 
reflected when invitations to functions are accepted. It is reasonable for the Chairman to 
be supportive of local business, but the Office should not be used for commercial 
promotions. The Chairman should not use his or her Office, nor Council Officers, to by- 
pass recognised systems of working. 

 
25.6 All Employees 

 
25.6.1 It is the responsibility of all employees to read, understand and work in the accordance 

with the Member/Officer code of conduct and to: 

 maintain conduct of the highest standard such that public confident in their 
integrity is sustained 

 be fair and honest in all activities at work 

 incorporate and promote equality and diversity in all that is done 

 ask for clarification on any aspects of the Code when there is uncertainty 
 
In addition to the above, the Officers/Staff shall: 
 
25.7 The Role of Officers/Staff 

 

25.7.1 Officers/Staff of the Council have, in broad terms, the following main roles: 

 Be role models of the required standards of behaviour 
 Reinforce the required standards of behaviour through appropriate 

communications with their teams 
 Coach, support and provide feedback to employees on their performance in 

relations to the required standards of conduct 
 Take appropriate action at the earlier opportunity to deal with noncompliance with 

the standards of the Code 
 Initiate policy proposals; 
 Implement all Council policies; 
 Manage the services for which the Council has given them responsibility. 

They are accountable for the efficiency and effectiveness of those services 
and for proper professional practice in discharging their responsibilities and 
taking decisions, within agreed policy; 

 Provide professional advice to the Council, its Committees and Members 
and the public in respect of their service; 



  

 Ensure that the Council acts in a lawful way. 
 

25.7.2 Members can expect Officers/Staff to: 

 maintain confidentiality; 
 perform their duties effectively, efficiently and with political neutrality 
 behave in a professional and courteous manner; 

 be helpful to Members and respect their role; 
 avoid personal close familiarity with Members and not use their relationship 

with Members to advance their personal interests or to influence decisions 
improperly; 

 report to the Chief Officer of the Council any time that a Member asks or 
pressurise the officer to deal with a matter outside of Council procedure 
or policy; 

 demonstrate an understanding of and support for respective roles, workload 
and pressures; 

 compliance with the relevant Codes of Conduct. 
 

25.7.3 Officers/Staff can expect from Members: 
 political leadership and direction; 
 respect, dignity and courtesy; 
 an understanding of and support for respective roles, workload and pressures; 
 not to be subject to bullying or undue pressure; 

 not to use their position or relationship with Officers to advance their 
personal interests or those of others or to influence decisions improperly; 

 compliance with the relevant Codes of Conduct. 
 
25.8 Members and Officers/Staff will wish to discuss policy issues and Officers/Staff will 

often require political guidance in framing proposals. However, when Officers write 
reports for Member decision, they have a duty to give the advice dictated by their 
professional expertise and in accordance with their own professional codes of conduct. 
In some situations an officer will be under a duty to submit a report on a particular 
matter. Officers expect to have their professional integrity respected and not to be 
influenced or required to reduce options, withhold information or make 
recommendations to the Council or a committee they cannot professionally support. 

 
25.9 An Officer’s first duty is to the Council as a whole and not to an individual Member, or to 

a political or other group of Members. However, Officers may be called upon to provide 
advice to the majority group or Chairs. This should not preclude them offering a similar 
service to the all Members whether politically affiliated or independent. 

 
25.10 The Chief Officer of the Council, Deputy Clerk, Deputy RFO and the Head of Parks & 

Open Spaces Manager are likely to develop a close working relationship with 
Committee Chairs and Vice Chairs. They may meet on a regular basis to discuss 
current issues, reports to be considered by committee and budgets. 

 



  

25.11 Members’ complaints about council services or Officers should be referred to the Chief 
Officer of the Council in the first instance. If the matter is not resolved, the Member 
should follow the formal Council complaints procedure. 

 
25.12 Officers with Specific Responsibilities 

 
25.12.1 A number of individual Officers have specific roles including the Chief Officer 

to the Council, the Deputy Clerk, Deputy RFO, and the Head of Parks & Open 
Spaces Team Manager. 

 
25.12.2 The Chief Officer to the Council will endeavour to provide advice on vires issues, 

maladministration, financial impropriety, probity and policy framework and budget 
issues to all Members of the Council. For advice on the application of Local 
Codes of Conduct, maintenance of a register of interests for Council Members, 
and promotion of high standards of conduct through support to the Standards 
Committee the Monitoring Officer at Swindon Borough Council. 

 
25.13 Politically Restricted Posts 

 
25.13.1 Section 2 of the Local Government and Housing Act 1989 introduced restrictions 

on the political activities of Officers holding politically restricted posts. It prevents 
certain Officers from being Councillors in another council and restricts certain 
political activity such as canvassing, speaking in public or writing on party political 
matters.  In discharging their duties employees must follow every lawful policy of the 
Council and must not allow their own personal views or political opinions to interfere 
with their work. This includes the Chief Officer who regularly advise Members and 
speak to the media on behalf of the Council. 

 
25.14 Other Officers/Staff 

 

25.14.1 All other Officers and Managers of the Council should not go beyond the bounds 
of their delegated authority. If Officers do not have regular contact with Members, 
they may be asked to inform their manager if they are asked to provide assistance 
to a Member. Members must not request Officers to carry out research for them 
covertly. Members‟ access to information will be on a „need to know‟ basis. The 
„need to know‟ must be decided by the Chief Officer of the Council and Members 
should not exert pressure on any Council Officer to circumvent the process. 

 
25.14.2 Bullying or harassment of Officers, including sexual and racial, by Members is 

unacceptable. Members should not use their position and knowledge of the 
Council to place undue pressure on Officers to take a different course of action 
than they would otherwise have done. 

 
(Workplace bullying is defined by Unison, the public sector union, as ‘offensive, intimidating, 
malicious, insulting or humiliating behaviour, abuse of power or authority which attempts to 
undermine an individual or group of employees and which may cause them to suffer stress.’ 



  

The Council has defined racial harassment as ‘offensive conduct of a racial nature, or 
conduct based on race, which is offensive to the recipient’. Sexual harassment has been 
defined as ‘unwanted conduct of a sexual nature, or conduct based on sex, which is 
offensive to the recipient.’) 

 
25.15 At Meetings 

 

25.15.1 Officers and Members will most frequently come into contact with each other at 
the variety of meetings held to conduct the Council’s business. The respective 
roles of the participants may vary according to the purpose of the meeting and 
therefore their relationship to each other will also vary. The examples provided 
below are merely illustrative and not intended to be exhaustive. 

 
25.15.2 At all times Officers and Members should show respect to one another and 

although Members are entitled to question Officers at meetings, they should 
avoid personal attacks on Officers and ensure that criticism is constructive and 
well-founded. Officers would expect to have the opportunity to explain what 
appears to be a performance failure or inconsistency. 

25.15.3 Whenever a public meeting is organised to consider a Parish issue, all Members 
should, as a matter of course, be invited to attend the meeting. Similarly, 
whenever the Council undertakes any form of consultative exercise on a Parish 
issue, all Members should be notified at the outset of the exercise. 

 
Council, Committee and Sub-Committee Meetings. 

 
25.15.4 These bodies have delegated authority and as such are run in a formal manner. 

They are subject to the Council’s rules and procedure which can only be 
amended or waived by decision of the Council. Members of the relevant body are 
required to consider and take decisions on the matters falling within the Terms of 
Reference of the body. The Chief Officer of the Council and/or Deputy Clerk 
attend these meetings. Other Officers and/or employees of the Council will 
attend on a regular basis if reports are written in their name or at the request of 
the Chair to answer any detailed questions and provide appropriate advice. 
Questions and answers are dealt with via the Chair. Officers and Members will 
generally address each other in terms of Councillor ”A” and “Mr./Mrs./Ms. A”. 

 
Working Groups/Working Parties/Advisory Committees 

 
25.15.5 These are more informal bodies that have no delegated authority, and may make 

recommendations to the relevant body, or advise an officer to whom delegated 
authority has been given. Officers are likely to have a more participative role, 
joining in the debate and contributing their own views and comments. 

 
Meetings With Outside Organisations And Meetings Of Outside Bodies 

 



  

25.15.6 Local authorities are often invited and, in some instances, have a right to be 
represented on other bodies, both statutory and voluntary and these may be 
executive, influential or advisory bodies and may involve agency arrangements. 
The role to be exercised by the representatives may be to represent the collective 
view of the nominating local authority or to act according to individual judgement. 
Members may also have to represent the Council at meetings with outside 
organisations where they may be negotiating or putting forward the Council’s 
views. Officers may need to attend to provide professional advice to the Member 
representative and may also be asked to provide appropriate briefings. Members 
should note that declaration of interest requirements apply to their service on 
outside bodies. Further guidance is available for Members and Officers as issued 
by the Standards Committee. 

 
25.16 Delegated Authority of Executive Functions 

 

25.16.1 The Council may delegate authority for exercising executive functions in certain 
circumstances to the relevant Committee or Sub-Committee and to one or more 
Officers, but not to individual Members. There is a difference between one-off 
delegations to deal with a particular issue and permanent delegations which can 
only be agreed by the whole Council and needs to be recorded in documentation 
that is open to public inspection. Powers must be delegated to a single officer and 
if in practice they are sub-delegated by a scheme of management, this should be 
recorded and open to public inspection. In some cases authority is delegated to 
an officer in consultation with the chair of Council or Committee. However, the 
officer must not act under the dictation of a Member and the officer remains 
accountable for the action taken. 

 
25.17 Delegated Authority of Non-Executive Functions 

 

25.17.1 The delegation of non-executive functions will be determined by the Full Council. 

 
 

26 CODE OF CONDUCT FOR LOCAL GOVERNMENT EMPLOYEES 

Introduction 
 

26.1 The public is entitled to expect the highest standards of conduct from all employees 
who work for local government. This Code outlines existing laws, regulations and 
conditions of service and provides further guidance to assist local authorities and 
their employees in their day-to-day work. The Code is produced in the light of the 
challenges that employees face in the new and more commercially orientated 
environment. This includes the introduction and extension of compulsory 
competitive tendering (CCT), market testing, changes in the management of the 
education and housing services, care in the community, management buyouts, etc. 



  

Status of the Code 
 

26.2 The Code is voluntary for local authorities to adopt but sets out the minimum 
standards that should apply. The aim of the Code is to lay down guidelines for the 
local government employees which will help maintain and improve standards and 
protect employees from misunderstanding or criticism. 

 
26.3 The Code has been approved by the local authority associations in England and 

Wales and the Local Government Management Board (LGMB) in consultation 
with other bodies. 

Who the Code is aimed at 

26.4 The Code applies to all local government employees in England and Wales. 

26.5 Inevitably some of the issues covered by the Code will affect senior, managerial and 
professional employees more than it will others. The Code is intended to cover all 
employees under a contract of employment within local government, including office 
holders such as registrars.  Activities carried out by employees acting as members of 
companies or voluntary organisations should be subject to the minimum standards 
within this Code. 

Standards 
 

26.6 Local government employees are expected to give the highest possible standard of 
service to the public, and where it is part of their duties, to provide appropriate advice to 
councillors and fellow employees with impartiality. Employees will be expected, through 
agreed procedures and without fear of recrimination, to bring to the attention of the 
appropriate level of management any deficiency in the provision of service. 

 
26.7 Employees must report to the Chief Officer any impropriety or breach of procedure. 

Disclosure of information 
 

26.8 It is generally accepted that open government is best. The law requires that certain types 
of information must be available to members, auditors, government departments, service 
users and the public. The authority itself may decide to be open about other types of 
information. Employees must be aware of which information their authority is and is not 
open about, and act accordingly. 

 
26.9 Employees should not use any information obtained in the course of their employment 

for personal gain or benefit, nor should they pass it on to others who might use it in such 
a way. Any particular information received by an employee from a Councillor which is 
personal to that Councillor and does not belong to the authority should not be divulged 
by the employee without the prior approval of that Councillor, except where such 
disclosure is required or sanctioned by the law. 

 
 



  

Political neutrality 
 

26.10 Employees serve the authority as a whole. It follows they must serve all councillors and 
not just those of the controlling group and must ensure that the individual rights of all 
councillors are respected. 

 
26.11 Subject to the authority’s conventions, employees may also be required to advise 

political groups. They must do so in ways which do not compromise their political 
neutrality. 

26.12 Employees, whether or not politically restricted, must follow every lawful expressed 
policy of the authority and must not allow their own personal or political opinions to 
interfere with their work. 

 
26.13 Political assistants appointed on fixed term contracts in accordance with the Local 

Government and Housing Act 1989 are exempt from the standards set in paragraphs 3.1 
to 3.3. 

 
Relationships 

 

Councillors 
 
26.14 Please see Member/Officer Relationship Protocol. 

 
The Local Community and Service Users 

 
26.15 Employees should always remember their responsibilities to the community they 

serve and ensure courteous, efficient and impartial service delivery to all groups and 
individuals within that community as defined by the policies of the authority. 

Contractors 
 
26.16 All relationships of a business or private nature with external contractors, or potential 

contractor, should be made known to the appropriate Manager.  Orders and contracts 
must be awarded on merit, by fair competition against other tenders, and no special 
favour should be shown to businesses run by, for example, friends, partners or 
relatives in the tendering process. No part of the local community should be 
discriminated against. 

 
 
26.17 Employees who engage or supervise contractors or have any other official relationship 

with contractors and have previously had or currently have a relationship in a private or 
domestic capacity with contractors, should declare that relationship to the appropriate 
Manager. 

 
Appointment and other Employment Matters 



  

 

26.18 Employees involved in appointments should ensure that these are made on the basis of 
merit. It would be unlawful for an employee to make an appointment which was based 
on anything other than the ability of the candidate to undertake the duties of the post. In 
order to avoid any possible accusation of bias, employees should not be involved in an 
appointment where they are related to an applicant or have a close personal relationship 
outside work with him or her. 

 
26.19 Similarly, employees should not be involved in decisions relating to discipline, promotion 

or pay adjustments for any other employee who is a relative, partner, etc. 
 

 

Outside Commitments 
 

26.20 Some employees have conditions of service which require them to obtain written consent 
from the Chief Officer to take any outside employment. All employees should be clear 
about their contractual obligations and should not take outside employment which 
conflicts with the authority’s interests. 

 
26.21 Employees should follow their authority’s rules on the ownership of intellectual property 

or copyright created during their employment. 
 
Personal Interests 

 

26.22 Employees must declare to the Chief Officer any non-financial interests that they 
consider could bring about conflict with the authority’s interests. 

 
26.23 Employees must declare to the Chief Officer any financial interests which could conflict 

with the authority’s interests. 
 
26.24 Employees should declare to the Chief Officer membership of any organisation not open 

to the public without formal membership and commitment of allegiance and which has 
secrecy about rules or membership conduct. 

 
Equality Issues 

 

26.25 All local government employees should ensure that policies relating to equality issues 
as agreed by the authority are complied with in addition to the requirements of the law. 
All members of the local community, customers and other employees have a right to be 
treated with fairness and equity. 

 
Separation of Roles during Tendering 

 

26.26 Employees involved in the tendering process and dealing with contractors should be 



  

clear on the separation of client and contractor roles within the authority. Senior 
employees who have both a client and contractor responsibility must be aware of the 
need for accountability and openness. 

 
26.27 Employees in contractor or client units must exercise fairness and impartiality when 

dealing with all customers, suppliers, other contractors and sub-contractors. 
 
26.28 Employees who are privy to confidential information or tenders or costs for either internal 

or external contractors should not disclose that information to any unauthorised party or 
organisation. 

 
26.29 Employees should ensure that no special favour is shown to current or recent former 

employees or their partners, close relatives or associates in awarding contracts to 
businesses run by them or employing them in a senior or relevant managerial capacity. 

 
Corruption Awareness 

 

26.30 Employees must be aware that it is a serious criminal offence for them corruptly to 
receive or give any gift, loan, fee, reward or advantage for doing, or not doing, 
anything or showing favour, or 

disfavour, to any person in their official capacity. If an allegation is made it is for the 
employee to demonstrate that any such rewards have not been corruptly obtained. 

 
Use of Financial Resources 

 

26.31 Employees must ensure that they use public funds entrusted to them in a responsible 
and lawful manner. They should strive to ensure value for money to the local community 
and to avoid legal challenge to the authority. 

 

Private Purchasing 

 

26.32 Employees must not use the Council’s purchasing systems to purchase items for private use 
or to secure personal advantage. Employees are not entitled to receive any discount or 
advantage as a result of their employment with the Council unless this is expressly permitted 
by the Council, for example through corporate employee discount or voluntary benefit 
schemes which have been agreed for all employees. 

 
Hospitality 

 

26.33 Employees should only accept offers of hospitality if there is a genuine need to impart 
information or represent the local authority in the community. Offers to attend purely 
social or sporting functions should be accepted only when these are part of the life of the 
community or where the authority should be seen to be represented. They should be 



  

properly authorised and recorded. 
 
26.34 When hospitality has to be declined those making the offer should be courteously but 

firmly informed of the procedures and standards operating within the authority. 
 
26.35 Employees should not accept significant personal gifts from contractors and outside 

suppliers, although the authority may wish to allow employees to keep insignificant items 
of token value such as pens, diaries, etc. 

 
26.36 When receiving authorised hospitality employees should be particularly sensitive as to 

its timing in relation to decisions with the authority may be taking affecting those providing 
the hospitality. 

 
26.37 Acceptance by employees of hospitality through attendance at relevant conferences and 

courses is acceptable where it is clear the hospitality is corporate rather than personal, 
where the authority gives consent in advance and where the authority is satisfied that 
any purchasing decisions are not compromised. Where visits to inspect equipment, etc. 
are required, employees should ensure that authorities meet the cost of such visits to 
avoid jeopardising the integrity of subsequent purchasing decisions. 

 
Sponsorship – Giving and Receiving 

 

26.38 Where an outside organisation wishes to sponsor or is seeking to sponsor a local 
government activity, whether by invitation, tender, negotiation, or voluntarily the basic 
conventions concerning acceptance of gifts or hospitality apply. Particular care must be 
taken when dealing with contractors or potential contractors. 

 
26.39 Where the authority wishes to sponsor an event or service neither an employee nor 

any partner, spouse or relative must benefit from such sponsorship in a direct way 
without their being full disclosure to an appropriate Manager of any such interest. 
Similarly, where the authority through sponsorship, grant aid, financial or other 
means, gives support in the community, employees should ensure that impartial 
advice is given and that there is no conflict of interest involved. 

 

 
 



 

 

 

 

27 SHARED PARENTAL LEAVE POLICY 
 

(Please note this section only applies where a birth is expected or a child is placed for 
adoption on or after 5 April 2015) 

 
27.1 Shared parental leave is a flexible form of leave available to both parents designed to 

encourage shared parenting in the first year of a child’s life. It allows a more flexible pattern 
of leave than the traditional arrangement under which the mother takes extensive maternity 
leave and the father takes a short period of paternity leave. 

 
27.2 Employees who give birth or adopt remain entitled to take the full 52 weeks of leave if they 

choose to do so and the arrangements described above for maternity and adoption leave 
continue to apply. However, an employee may choose to share part of that leave with their 
partner provided that certain qualifying conditions are met. When leave is shared in this way, 
there is no need for the ‘primary’ leave taker to have returned to work. Both parents can be 
on leave at the same time, provided that the combined amount of leave taken by the parents 
does not exceed 52 weeks and provided that all of the leave is taken before the end of 52 
weeks following the birth of the child or its placement for adoption. 

 
27.3 Generally, parents will qualify for shared parental leave provided that both are working and 

that each has at least 26 weeks’ service with their respective employers. To exercise the 
right, both parents must inform their employer that they intend to take shared parental leave 
– usually at the same time as the employer is notified that an employee is pregnant or plans 
to adopt. They must also give an indication of the pattern of leave that they propose to take. 

 
27.4 A parent proposing to take a period of shared parental leave must give the Council 8 weeks’ 

notice of any such leave. Depending on the circumstances, it may be possible for the Shared 
Parental Leave to be taken in intermittent blocks, with one parent returning to work for a time 
before taking another period of shared parental leave. Such an arrangement can only be 
made with the agreement of the Council. While every effort will be made to accommodate the 
needs of individual employees, the Council may insist on shared parental leave being taken 
in a single installment. Any decision as to whether to permit intermittent periods of leave is 
entirely at the Council’s discretion. 

 
27.5 An employee absent on shared parental leave will be entitled to a weekly payment equivalent 

to the lower fixed rate of SMP. The number of weeks for which payment will be made will vary 
depending on the amount of SMP paid to the mother while on maternity leave. Essentially, if 
the mother ends (or proposes   to end) her leave with 10 weeks of SMP entitlement remaining, 
the parent taking shared parental leave will be entitled to be paid for the first 10 weeks of 
leave. 

 
27.6 Because of the number of options available, shared parental leave can be quite a 

complicated entitlement. If you want to take advantage of shared parental leave you should 
discuss this with your Manager who will check that you qualify and help guide you through 
the procedure. 



 

 

 

 

 
 
 

28 GLASSES FOR DSE WORK POLICY AND IN THE WORKPLACE 
 
28.1 In accordance with Health and Safety Executive (HSE) guidance, the Council will only contribute 

towards the cost of spectacles for Display Screen Equipment (DSE) work where an eye 
examination confirms that special corrective appliances are required specifically for DSE use. 
Where an employee can use ordinary prescription glasses for DSE work, the Council is not 
required to contribute towards the cost.  

 
Entitlement   
28.2 Qualifying employees are entitled to reimbursement for eye and eyesight test expenses up 

to a limit of £19.95 once every two years, except where it is stated by an optician that more 
frequent tests are required for reasons relating to DSE use. 

28.3 Qualifying employees are also entitled to reimbursement for lenses prescribed to correct 
vision defects at the viewing distance specified for display screen work (including basic 
frames) up to a limit of £60.00 once every two years. An exception to this time frame is also 
applicable where a change of prescription for DSE use is made by an optician.  

28.4 The Council is not normally responsible for the repair or replacement of employees' personal 
glasses that are damaged whilst at work, unless the damage results from the Council's 
negligence or a failure to provide legally required Personal Protective Equipment (PPE). 
However, in exceptional circumstances, reimbursement may be approved at the discretion of the 
Chief Officer, up to a maximum value of £150. 

28.5 Employees who are required to undertake manual tasks, operate machinery, or work in 
environments where there is an increased risk of damage to personal spectacles are advised to 
consider wearing lower-value or spare glasses where appropriate. 

28.6 Employees should, in the first instance, seek reimbursement for damaged personal spectacles 
through their own household or personal insurance policies, where such cover is available. 

 

29 APPEALS POLICY & PROCEDURE 
 
What is it?  
29.1 This policy outlines the Haydon Wick Parish Council appeal procedure.  It ensures that the majority 

of policies with an appeal procedure will follow the same process. It informs employees how to 
make an appeal and provides managers with a clear procedure to follow.  

 
Who does it apply to?  
 
29.2 This policy applies to all Haydon Wick Parish Council employees. This policy must be read in 

conjunction with their terms and conditions of employment.  
 
29.3 Policies including the right of appeal covered by this policy are:  

i. Grievance  
ii. Disciplinary  



 

 

 

 

iii. Flexible working  
iv. Flexible and age retirement  
v. Capability  
vi. Dignity at work  
vii. Redeployment  
viii. Redundancy  
ix. Equal opportunities  
x. Whistle blowing 
xi. Time to train 
xii. Absence management  
xiii. Some other substantial reason termination  

 
The Appeal Process  
 
29.4 To make an appeal, you will need to do so in writing, using the appeal form, within 10 working 

days of receiving a written outcome or a decision made on your case.  
29.5 You should send the appeal form to the Chief Officer  
29.6 Your grounds for appeal should be reasonable, and it is your responsibility to clearly define the 

reason for your appeal within the appeal form. You can make an appeal against the 
decision/matter/outcome of your case if you believe:  
• the decision was wrong  
• unfair or incorrect procedures were used  
• the sanction was unfair  
• new evidence has come to light  

 
29.7 If the grounds for your appeal are not reasonable and/or clear, the Chief Officer will seek advice 

from the Council’s HR Consultant and will decide whether to allow the appeal to be heard.  
29.8 The Chief Officer, in conjunction with the Personnel Sub Committee, will determine the 

procedure for how the appeal will be heard as follows:  
 

 If your grounds for appeal is that the original hearing procedure was flawed your case 
may be re-heard by the appeal panel.  

 If your grounds for appeal are regarding a specific part of the original case, the appeal 
panel will consider that specific part, and the appeal will not be a re-hearing of your 
whole case.  

 
29.9 The Chief Officer will confirm receipt of your appeal in writing, within 5 working days.  

 
Preparation for the appeal hearing  

 
29.10 The appeal hearing will be held within 25 working days of receipt of your appeal. Any extension 

on the time frames must be agreed in advance by both parties.  
 

29.11 At least 5 days prior to the hearing you will be:  
 given written notice of the hearing time and place  



 

 

 

 

 informed how the case will be heard and by whom  
 provided with any additional new management information /evidence that will be 

considered at the hearing.  
 

29.12 You have the right to be accompanied by a representative at the hearing. This can either be a 
work colleague, a recognised union representative, or an official employed by a recognised 
trade union.  

 
29.13 At least 5 working days prior to the hearing you will also need to provide the hearing panel with 

the following:  
 

• any additional details to support your appeal form, if applicable  
• the details of your representative, if applicable  
• the details of your witnesses, if applicable  

 
29.14 It is your responsibility to ensure that your witnesses are available to attend the hearing.  

 
29.15 The Chair of the appeal hearing may either rely on the written management case or arrange for 

the original investigating manager, original hearing manager and other participants to attend the 
appeal hearing.  

 
29.16 You are not permitted to record the hearing electronically, but you or your representative may 

want to take notes. The manager will also ensure notes of the appeal hearing are taken by a 
separate note taker, and you are provided with a copy of the notes.  

 
29.17 Provision will be made for any reasonable adjustments to accommodate the needs of a person 

with disabilities at the hearing. You will need to inform the panel of any requirements at least 48 
hours before the hearing.  

 
The appeal hearing  
 
29.18 The hearing will be held by the Chair of the appeal panel, and possibly an HR Consultant, both 

of whom have not been previously involved in your case. This is referred to as the Appeal Panel.  
 

29.19 The Chair holding the appeal hearing will introduce all present and provide a brief summary of 
the outcome of the original hearing.  

 
29.20 You will then be asked to present your appeal case and call named witnesses if required. 
 
29.21 You can confer with your representative during the hearing, and they are able to speak on your 

behalf, and participate as fully as possible. However, they are not able to answer questions for 
you.  

 
29.22 The appeal panel will examine the original written management case and any further evidence 

that is presented.  
 



 

 

 

 

29.23 The appeal panel will question you and any witnesses you have called to attend.  
 
29.24 The appeal panel may also question the original investigating manager, hearing manager and 

management witnesses if they have been asked to attend. You will also be given the opportunity 
to question them.  

 
29.25 You can then question the original investigating manager  
 
29.26 The manager of the appeal panel may adjourn the appeal hearing if further investigation is 

required or to gain clarification on issues raised.  
 
29.27 You are able to request an adjournment to the hearing, but this must be agreed by the manager 

of the appeal panel. 
 
29.28 At the end of the hearing you will have the opportunity to summarise your points. The decision  
 
29.29 The appeal panel will adjourn and decide the next step. This could include one of the following:  

• dismiss the appeal and confirm the original management decision  
• allow the appeal and overturn the original management decision  
• allow the appeal and substitute a different outcome – e.g. implement a lesser sanction  

 
29.30 You may be informed of the appeal panel’s decision as soon as it has been made. Alternatively, 

the appeal panel may wish to consider their decision for longer. In both cases the decision will 
be confirmed in writing, within five working days. The letter will contain an explanation of the 
decision made.  

 
29.31 There is no further right of appeal against the decision of the appeal panel.  

 
Role of the Chair of the appeal hearing 
 
29.32 Refer to the appeal policy and procedure, and guidelines which includes details of how to 

conduct an appeal hearing: 
 Ensure that the policy is followed and that timescales are adhered to, making sure that the 

employee is aware of these.  

 Remind the employee that they have the right to be accompanied and that they need to 
name their representative in advance of the meeting. 

 Call upon the original investigating manager and any other relevant participants should 
further information or clarity be required. 

 Allow the employee time to state their case clearly.  
 Pay particular attention to any new evidence introduced.  

 If required, adjourn the meeting if more evidence, not previously discussed, has come to 
light, or if more information is required.  

 Ensure notes of the meeting are taken and a copy sent to the employee.  

 Inform the employee of the outcome as soon as possible, ensuring that all evidence has 
been carefully considered and confirm in writing within 5 working days.  



 

 

 

 

 Make sure copies of all correspondence and notes relating to the case are sent to the Chief 
Officer.  

 

30 FINANCIAL ASSISTANCE POLICY 
 
 
Introduction  
 
30.1 The purpose of this policy is to recognise the unprecedented financial impact of the cost-of-living 

crisis coupled with the delay in the national pay agreement for Council staff. The Council 
understands that some if not all staff members will feel the financial burden and wishes to 
alleviate this as much as practicable.  

 
Debt Advice  
 
30.2 All staff members will be provided with contact details for independent and free expert advice on 

personal debt management:  
 
 https://www.stepchange.org/ 

 https://www.nationaldebtline.org / 

 
Budgeting Assistance  
 
30.3 All staff members will be signposted to the HM Governments online budgeting tool 

https://www.moneyhelper.org.uk/en/everyday-money/budgeting/use-our-budget-planner.html . 
Technical assistance will be offered by the Finance Officer for those staff members that require it. 
This will be on an appointment basis with each staff member being allowed two hours per month 
for three months.  

 
Hardship Loans  
 
30.4 It is recognised that staff members may require further assistance and to that end the Council will 

consider individual applications for a loan on the following terms:  
30.5 Applications will only be considered from staff members that have successfully completed their 

probationary period.  
30.6 Up to a total of 50% of the staff members take home monthly salary may be loaned in no more 

than 3 separate applications in any rolling 12-month period.  
30.7 Repayment will be made directly from the payroll and over no more than 12 months. To be 

agreed between the applicant and the Chief/Officer/RFO.  
30.8 Deferred repayment option, up to three months, will be available on the request. Haydon Wick 

Parish Council, The Council Offices, Thames Avenue, Haydon Wick, Swindon, SN25 1QQ Tel: 
01793 722 446 Email: clerk@haydonwick.gov.uk  

30.9 If the applicant leaves the employment of the Parish Council with an outstanding debt, the 
balance will be repaid out of the final salary payment.  



 

 

 

 

30.10 Loans will only be considered when there is a proven hardship rather than for luxury purchases 
i.e. Holidays.  

30.11 Proof of the specific hardship (unexpected bill) and inability to pay from own funds (bank 
statement) will be required.  

 
Roles and Responsibilities  
 
30.12 The Chief Officer and RFO has delegated authority to approve or deny any staff hardship loan 

applications.  
30.13 The Finance Officer and Deputy RFO shall approve or deny any staff hardship loan applications 

in the Chief Officer and RFO’s absence.  
30.14 The Chief Officer and RFO may consult with the Finance Officer and Deputy RFO on any staff 

hardship loan applications.  
30.15 Loans of up to £10,000 per tax year are not liable to tax or NI contributions.  
 
Financial Impact  
30.16 The method of funding the staff hardship loans will be via a control account with funds coming 

directly from general reserves. There will be no impact on annual budgets.  
 
 
MOBILE PHONE USE POLICY 
 
30.17 Mobile phones are an essential communication tool, allowing employees to communicate council 

business.  This Policy describes the controls necessary to minimise information security and 
mobile telephone damage risks. Mobile phones may be viewed as an essential and convenient 
business tool, but their very portability makes them particularly vulnerable to physical damage or 
theft.  

 
Purpose 
30.18 For the purposes of this policy the term mobile phone should be interpreted as a work issued 

phone, or personal phone that has been authorised by the Parish Council to be used for work 
purposes. This Policy and the procedures herein affect all employees using a mobile phone for 
work purposes.  
 

30.19 Employees are also advised that in addition to the terms and conditions of mobile phone usage 
as reflected in this Policy, employees shall also have to adhere to any terms of their respective 
employment agreement which mandate or restrict any action in this regard.   

 
30.20 An employee using council provided mobile phones is responsible for the security of that mobile 

phone, regardless of whether the mobile phone is used in the office, at one's place of residence, 
or in any other location such as onsite outdoors, conference room or while travelling.  

 
30.21 This Policy contains certain guidelines and restrictions on the usage of the mobile phone that are 

required to be strictly adhered to by all employees while using these mobile phones.  
 

Use of Phones 



 

 

 

 

 
30.22 During work hours mobile phones are permitted to assist official communications between staff, 

councillors, and other business-related contacts, it is solely for use for work related matters and is 
not – other than in an emergency – to be used to make or receive personal calls or text 
messages. 

 
30.23 For this reason, no personal data should be stored in the handset or SIM card of a work issued 

phone, other than an emergency contact. 
 
30.24 Similarly, your work mobile number should be given only to work-related contacts, not personal 

ones (other than an emergency contact). 
 

30.25 Unless you are required to be available outside normal hours there is no obligation on you to 
 make or respond to calls / texts outside your normal working time for the Council.   

 
30.26 You must not use a handheld mobile phone to make or receive calls while you are driving. This 

includes points at which you are temporarily stationary. If caught by the police, you may be liable 
to a fixed penalty and potentially points on your licence. If the Parish Council becomes aware that 
you have been using a phone whilst driving – whether or not you have been caught by the police 
– you may be subject to disciplinary action (including, in serious cases, your dismissal).   

 
30.27 If you have a hands-free / Bluetooth kit fitted to your vehicle, it is your decision as to whether you 

answer or make calls. The Council does not expect you to do so and you must judge whether the 
conditions are safe enough to use your hands-free equipment. If in doubt, do not use.  

 
30.28 If it appears that the use of your phone is excessive or there appear to be nonwork calls, we may 

investigate matters. If it appears that there has been wilful misuse of the phone, then we may 
consider disciplinary action.   

 
30.29 At the end of your employment, any work issued phone must be returned in good condition. 
 
30.30 For personal phones authorised for work use by the Parish Council: 

 
 employees will receive a monthly personal use allowance as set by the Parish Council and 

reviewed at least annually.  
 employees are responsible for the maintenance and replacement of such devices. 
 employees must notify their Line Manager at such a time that they are without their mobile phone 

due to loss or damage. Allowances may be suspended whilst the employee is without a device.  
 employees must only use such devices for personal use whilst on a break, outside of work hours 

or in case of an emergency as stated above.  
 
 

RECRUITMENT & SELECTION POLICY/PROCEDURE 
 
30.31 This procedure provides guidance to those involved in selecting staff on what Haydon Wick 



 

 

 

 

Parish Council considers to be good practice. 
 

30.32 The Council has made clear its commitment to equal opportunities for all by the adoption of an 
Equal Opportunities Policy. All selection processes must take place within the framework laid 
down by this policy. All those involved in selecting candidates for jobs should be aware that, 
legislation increasingly regulates employment behaviour. Failure to follow certain basic steps can 
lead to an aggrieved candidate referring a matter to an employment tribunal 

 
30.33 The key aims of the Council’s selection procedures are: 

 
 To maximise the effectiveness of the selection process; 
 To ensure that selection practice is in accordance with the Council’s Equal Opportunities Policy and 

with equal opportunities legislation; 
 To ensure a consistent and fair approach is adopted across the Council in the recruitment and 

selection of staff. 
 
Elements in the Recruitment Process 
 
Job description 
 
30.34 The job description and the person specification (see below) form the basis for the selection 

process. In these depend the advertisement, further particulars, shortlisting criteria, structure of the 
interview and final selection. Before deciding whether or how to fill a post the description of the 
duties associated with it will be reviewed by the Chief Officer to clarify the essential elements of the 
job and to ensure that the components remain relevant. The job description will be included in the 
further particulars. 

 
Person specification 
 
30.35 The person specification constitutes essentially a list of abilities, experience and qualifications 

which are essential and/or desirable to do the job. Candidates will be assessed against it. Once 
these criteria have been identified they must be maintained throughout the selection process. The 
list should be drawn up by referring to the summary of duties or job description the appointee will 
be required to undertake. A person specification functions as a yardstick in the selection process 
and is essential to good recruitment practice. It is also important in the event of decisions being 
challenged by unsuccessful candidates. Particular care should be taken to avoid discrimination. 

 
Advertisements 
 
30.36 Posts can be advertised both internally and externally. All advertisements will be approved by the 

Chief Officer and conform to an agreed Council style. The aim of advertising is to attract an 
appropriate number of candidates of suitable calibre and qualification and to demonstrate that the 
Council is an equal opportunities employer. The advertisement should be consistent with the person 
specification and the job description/summary of duties and all requirements stated should be 
justifiable and objective. If there is some flexibility available this should be stated – for example, 



 

 

 

 

that applications from part-time or job share candidates would be considered. The advertisement 
should not be too wordy as this reduces impact. 

 
Applications 
 
30.37 The Council uses curriculum vitae’s for recruitment in respect of all staff. All potential applications 

should be directed to apply formally through the official named contact. This is essential to ensure 
coordination of the recruitment process, appropriate equal opportunities monitoring, and notification 
of unsuccessful candidates at the conclusion of the exercised.  

 
Shortlisting 
 
30.38 As soon after the closing date as possible those involved in the shortlisting will meet to draw up a 

shortlist. The composition of the Shortlisting Panel will vary according to the type of post being filled. 
Shortlisting will be undertaken by more than one person. The person specification and the further 
particulars must be used as the basis for shortlisting against the factual elements and criteria 
specified. At this stage, particular care should be taken to avoid discrimination. It is essential for 
monitoring purposes and for defence purposes in the event of a claim for unlawful discrimination 
that the Council keeps records of reasons for not shortlisting candidates. Ideally, no more than six 
candidates should be identified for interview. Particular care should be taken in fielding any queries 
from candidates not shortlisted, or unsuccessful following the interview (see below). 

 
Interviews 
 
30.39 The Interview Panel will comprise normally the members of the Shortlisting Panel. The aim of the 

interview is to ascertain who is the most suitable candidate for the job and to ensure that the 
candidates have a clear picture of what the post entails. Before the interviews begin the Panel will 
establish at the outset aspects of the candidate’s qualifications and experience to be explored by 
each panel member. To ensure equity, all candidates should be asked similar questions, with 
supplementary questions structured around each candidate to enable individuals to demonstrate 
their relevant skills and abilities. At this stage we will check and photocopy one of the following 
documents to verify their ID: 
 
 UK British passport or Full UK Birth Certificate and Proof of NI Number. 

 EU Passport or ID Card. 
 Non EU-Passport and Visa. 

 
Once a photocopy has been taken original ID can be returned to the applicant. 
 
30.40 Interviewers should be careful not to imply discrimination by asking questions about personal 

circumstances which are unrelated to the job. Such as questions contrary to the Council’s Equal 
Opportunities Policy. Panel members should be aware that asking the same question of all 
candidates does not necessarily ensure non-discrimination; the use to which answers are put may 
be discriminatory. Note taking is highly recommended at interviews to ensure that relevant 
information is not forgotten when assessing all candidates at the end of the interviews. 



 

 

 

 

 
30.41 When all candidates have been interviewed the Interview Panel should compare their formal 

decisions about each candidate taking care to ensure that comparison should be primarily against 
the defined criteria in the person specification rather than against the other candidate/s. Once a 
decision has been made on whom to appoint, the reasons for not offering the post to the other 
candidates should be recorded. This information is for the Council’s own monitoring purposes and 
is essential for reference in the case of a claim of unlawful discrimination. The reasons given should 
relate to the comparison against the person specification. 

 
Notification 
 
30.42 An offer of appointment may be made verbally following the interviews but by authorised personnel 

only (normally the Line Manager) and must be confirmed in writing by the Chief Officer or Deputy 
Clerk. Members of the Interview Panel are recommended not to enter into discussion with 
unsuccessful candidates but to refer them to the Line Manager. Similarly, they should not enter into 
‘negotiations’ with the successful candidate; this is the responsibility of the senior officer (normally 
the Chief Officer or Deputy Clerk). 

 
 
31 TRAVEL & SUBSISTENCE POLICY  

Employees 
  
31.1 Haydon Wick Parish Council will reimburse employees for reasonable expenses which are 

necessary, and exclusively, incurred in connection with Council business. 
 

31.2 Employees should not be either financially disadvantaged or advantaged because of genuine 
Parish Council expenses. 

 
31.3 Employees are responsible for the payment of all expenses they incur.  Expense/ travel claims 

should be submitted for payment as soon as possible and, in any event, no later than six weeks 
after incurring the expenditure, unless there are direct settlement arrangements with suppliers in 
place. 

 
31.4 Prior written approval of the line manager is required.  All claims for reimbursement must be 

supported by original receipts where appropriate and attached to a Travel and Subsistence claim 
form which once completed should be signed by the line manager. 

 
Travel 
 
31.5 Travel expenses do not include travel between home and the office unless the employee is 

recognised as being a “contractual home-based employee”. 
 

31.6 Employees should travel by the most cost effective mode of transport, taking into account the 
journey time and the nature of the journey as well as the monetary cost. 

 



 

 

 

 

31.7 Parking charges (but not parking fines) while on Council business, will be refunded. 
 
Travel by Taxi 
 
31.8 The use of taxis is only permitted in exceptional circumstances when strictly necessary; a receipt 

should always be obtained. 
 
Travel by Train/Tube/Bus 
 
31.9 Tickets should be retained where possible.  Standard class should be used when travelling by 

train and, where possible, booked sufficiently in advance to obtain the best prices.  Where an 
Oyster card is used, evidence should be provided for the additional cost incurred (for example 
printing off the journey cost provided by the Oyster fare finder).   

 
Overnight Accommodation  
 
31.10 Hotel accommodation should be booked in advance and should be approved by the Council prior 

to booking. The location of the hotel should be taken into account in regard to cost of taxis etc 
and the time required to travel to and from the hotel. 

 
Subsistence – No Overnight Absence  
 
31.11 An employee may claim for meals and beverages up to a maximum of £20.00 per day when 

travelling on Parish Council business.  This is intended to reimburse the employee for additional 
expenditure as a result of having to travel on Parish Council business. 
 

31.12 Personal incidental expenses cannot be claimed where there is no overnight stay. 
 
Subsistence – Overnight Absence 
 
31.13 In the unlikely event of overnight accommodation being required, the full details of any proposed 

expenditure must be agreed before any booking is made.  The Council will reimburse reasonable 
out of pocket expenses incurred by the Councillor/employee when it is necessary to stay away 
from home overnight on Parish Council business.  
 
This will include the following: 
 Hotel bills 
 Breakfast (if not included in the hotel costs) 

 Lunch, evening meals and beverages  
 

(See below table for £s - any expenditure over this amount will not be reimbursed). 
 
Parish Councillors  
 
31.14 Councillors are entitled to receive a monthly allowance to cover out of pocket expenses.  However, 



 

 

 

 

the cost of travel and subsistence for attending meetings, seminars or training can be reclaimed at 
the set rates. 
 

31.15 Councillors will not normally be required to undertake Council business that requires overnight 
accommodation. In any exceptional case, the full details of any proposed expenditure must be 
agreed with the Chair or Vice Chair before any booking is made. 

 
31.16 Rates for Reimbursement 

 
31.17 Travel 

 
Allowance First 10,000 business 

miles in the tax year 
Each business mile 
over 10,000 in the 
tax year 

*Essential User Car and Van rate 0.55p 25p 
Casual User Car and Van rate* 0.55p 25p 
Motorcycle rate 0.24p 24p 
Bicycle and e-Bike rate 20p 20p 
**Passenger rate - essential and 
casual car and van user only 

5p 5p 

 
*Electric and hybrid cars are treated in the same way as petrol and diesel cars for this purpose.  
**The passenger(s) must be employees of the Council and travelling for business purposes to qualify for 
this payment.  
 
31.18 Subsistence Rates1 

 
Description Amount (up to)  
One meal/Breakfast (5 hour) ceiling £5  
Two meals (10 hour) ceiling £10  
Three meals (12 hour) ceiling £15  
24 hour ceiling £25  

 

31.19 These expenses cannot be claimed if: 

 a meal or beverage is not purchased 

 the meal does not constitute additional expenditure 

 the “staying with friends or relatives allowance” is claimed (in which case the 24 hour claim is 
not allowed)* 

 meals have been taken at home 

 meals are provided during a training course, conference or similar activity 

 meals are provided on the train or plane and included in the ticket cost. 

 
1Increasing mileage rates - GOV.UK 26.05.26 



 

 

 

 

 Additionally, alcohol cannot form part of any claim 

 

31.20 *When staff choose to stay with friends or family while on official business they are entitled to 
claim a flat rate allowance. The current allowance is £42 per night and will be charged to the 
applicant. 

 
 

32 IMPROVING WORK PERFORMANCE POLICY & PROCEDURE 
 

 
32.1 The effective performance of all employees is crucial to enable the council to provide quality 

services to our community. The Council promotes a High Performance Culture. 
 

32.2 This policy and procedure provides a consistent framework for dealing with unsatisfactory 
performance in a consistent, fair and effective manner. With the overall objectives to support 
and encourage the employee to achieve and maintain a satisfactory level of performance. It is in 
everyone’s interests to ensure such matters are addressed. The policy conforms to the ACAS 
Code and Guidance, relevant legislation and good practice. 

 
32.3 The policy applies to all Parish Council employees, unless a separate policy applies under a 

TUPE transfer. It does not apply to employees during their probation period.  
 

32.4 For those employees on terms and conditions with annual salary progression, the Council 
reserves the right not to award a salary increase if the employee is going through this process. 

 
32.5 Where an employee is not performing in their role due to a health related problem (including 

disability). These cases will usually be managed through the sickness absence policy. 
 

32.6 This procedure may be suspended at any point where it becomes apparent that the matter might 
be best dealt with in line with a different policy and procedure e.g. the disciplinary procedure. 
The employee will be advised of this and next steps. 

 
32.7 Whilst managers will seek to agree any Improving Work Performance Plan with the employee, 

managers will be able to insist on any aspect considered to be reasonable. 
 

32.8 An employee has a statutory right to be accompanied at any of the formal stages, outlined below 
by a work colleague or trade union representative. Refer to the council’s guidance on the Right 
to be Accompanied. 

 
32.9 The employee must take all reasonable steps to attend formal meetings. If an employee is 

unable to attend they should inform the manager. If there is failure to attend, without notice or 
good reason, more than once the manager can decide to proceed in their absence, on the basis 
of information available. An employee will be notified of this decision and outcome in writing. If 
an employee’s companion is unable to attend the employee should offer an alternative date, 
ideally within 5 working days of the original date. 



 

 

 

 

 
32.10 Warnings issued at any of the formal stages as detailed below will be confirmed in writing. 

There is a right of appeal against any warnings/dismissal issued, in line with the Council’s 
Appeal Policy. 

 
32.11 When the standard required is achieved this policy will be suspended but if performance falls 

again it may be re-invoked. The stage at which this re-commences will be determined on a case 
by case basis. 

 
32.12 A manager may apply/extend more than one monitoring review period during any formal stage. 
 

32.13 If under performance is significant and seriously affects service delivery, the manager can 
instigate this procedure at any formal stage without having issued any previous warning. Where 
the apparent lack of capability is serious enough for dismissal (i.e. the employee is rendered 
immediately incapable of discharging their duties) the matter will be handled under stage 3 –
Consideration to Dismiss 

 

Dealing with matters informally 
 
32.14 In most cases any performance improvement required will be addressed through discussions 

with the employee and line manager and, where needed, an Improving Work Performance 
Plan. The employee will be made aware of the problems identified and the performance level 
required, the manager and employee will discuss support available and any timescales for 
improvement applied. Where performance improves to an acceptable level the process will 
cease. However, where performance does not improve to an acceptable level or within the 
timeframe set it will move to the formal stage. 

Stage 1 - First Formal Meeting 
 
32.15 The employee will be invited to a performance improvement meeting, with a minimum of 5 

working days' notice. They will be provided with a copy of any supporting documents/evidence 
which will be relied upon in the meeting. The employee can submit relevant documents they 
wish to be considered up to 2 working days prior to the meeting. 

 
32.16 The manager will discuss their concerns regarding the employee’s performance at the meeting. 

The employee will have the opportunity to respond to these concerns and discuss any other 
related information for consideration. 

 
32.17 Having carefully considered all that has been discussed and supporting evidence, the manager 

will adjourn to consider the decision. The decision will be confirmed verbally and will be followed 
up in writing , usually within 5 working days of the meeting. 

 

Actions and Outcome Options of the First Formal Meeting 
 
The possible outcomes at this stage are: 

 



 

 

 

 

32.18 Take no further action, as a satisfactory response was given to the performance concerns. The 
employee will be expected to maintain an on- going satisfactory standard. Any future deterioration 
in performance may result in the procedure being re-invoked. 

 

OR 

 
32.19 Issue a Written Warning for unsatisfactory performance which stays live for 12 months. 

 
32.20 Issue a Final Written Warning if the performance is deemed to be very unsatisfactory or serious 

which stays live for 18 months. 
 
32.21 Either warning will detail that failure to reach the required standard during the set monitoring 

period could result in further formal action being taken including, ultimately, the possibility of 
dismissal. 

 
32.22 An Improving Work Performance Plan will be given, to summarise what the performance issues 

are, improvements required, support available and a monitoring period (timescale) with review 
date. 

 
32.23 At the end of the first monitoring period, there will be a review meeting to discuss the 

employee’s performance. 

 

The possible outcomes are: 
 
32.24 If improvements have been achieved to a satisfactory standard, there will be no further 

escalation through this procedure at this time. However, if, at any stage during the period any 
warning remains live (12/18 months) the employee’s performance falls short of a satisfactory 
standard the manager may decide to apply this procedure at any of the formal stages. 

 
32.25 If, despite additional support or other measures or remedial action, the employee fails to 

improve to the standards expected, it will be necessary to move to the second or third formal 
stage of the procedure. 

Stage 2 - Second Formal Meeting 
 
32.26 The manager will write to invite the employee to a meeting with a minimum of 5 working 

days’ notice, along with a copy of the documents which will be relied upon. The employee 
can submit relevant documents 2 working days prior to the meeting. 

 
32.27 The manager will discuss the on-going performance issues and the grounds on which the 

meeting is convened. This will include sufficient detail on why it’s believed the employee’s 
performance is still unsatisfactory, against any Improving Work Performance Plan measures 
and remedial action to date. 

 
32.28 Having carefully considered all that has been discussed and the supporting evidence, the 



 

 

 

 

manager will adjourn to consider the decision. This will be confirmed verbally and followed up 
in writing, usually within 5 working days of the meeting. 

 

Actions and Outcome Options of the Second Formal Meeting 
 
The possible outcome of this stage are:  

 
32.29 There will be no further escalation through this procedure at this time as satisfactory 

improvement has been achieved. However, if, at any stage during the period any warning 
remains live the employee’s performance again starts to fall short of an acceptable standard 
the manager may decide to initiate this procedure at any of the formal stages 

 

OR 

 
32.30 A final written warning is issued, which remains live for 18 months, outlining that failure to reach 

the required standard during the next review period will likely result in a stage 3 meeting, with 
dismissal as a possible outcome. 

 
32.31 A further monitoring period will be set along with an Improving Work Performance Plan (new or 

amended) which will set out all the revised actions, support available  and timescales. 
 
32.32 At the end of the second monitoring period, there will be a review meeting to discuss the 

employee’s performance. 
 
The possible outcomes are: 
 
32.33 There will be no further escalation through this procedure at this time as satisfactory 

improvement has been achieved. However, if, at any stage during the period a warning 
remains live the employee’s performance again starts to fall short of an acceptable standard 
the manager may decide to initiate this procedure at any of the formal stages. 

 
32.34 If, despite additional support or other measures or remedial action the employee has failed 

to improve significantly or at all, it will be necessary to move to stage 3 of the procedure. 
 

Stage 3 - Third Formal Meeting – Consideration to Dismiss 
 
32.35 The meeting will be chaired by the Chief Officer/Deputy Clerk and a Councillor from the 

Personnel Sub Committee (‘the hearing manager(s)’). They may be accompanied by 
the Council’s external HR Consultant. 

 
32.36 The employee will receive a written invite to the meeting, with a minimum of 5 working 

days’ notice. This will include all supporting documents to be relied on at the meeting. 
The employee can submit relevant documents 2 working days prior to the meeting. 

 
32.37 Both the manager and the employee will have full opportunity to present their case. 



 

 

 

 

 
32.38 The hearing manager will undertake a review of all documentation and the steps taken 

to date and the views of both the employee and their manager. 
 
32.39 There will be an adjournment, to carefully consider all the evidence and options. The 

meeting will be reconvened and the decision confirmed verbally. This will be followed 
up in writing , usually within 5 working days of the meeting. 

 

Actions and Outcome Options of the Third Formal Meeting 

 
The possible outcomes of this stage are: 
 
32.40 Dismissal with notice or pay in lieu of notice. The employee will be dismissed on the 

grounds of lack of capability. This will be confirmed in writing with the reasons for the decisions. 
Arrangements regarding notice or pay in lieu of notice will also be confirmed. 

 
32.41 No further action. Where, on all the evidence available, it’s believed improvements have been 

satisfactory and the employee is meeting the performance standards expected or there are 
some exceptional mitigations which warrant no further escalation through this procedure at this 
time, no further action will be taken. However, if, at any stage during the period that any 
warnings remain live or within 18 months (if no previous warnings have been issued) 
performance again starts to fall short of a satisfactory standard, the manager may decide to 
initiate this procedure at Stage 3. 

 
32.42 The hearing manager may also consider other options such as: 

 
32.43 Redeployment or some other adjustments – any offer or request to redeploy or consider 

other options (e.g. change to working patterns) will be entirely at the council’s discretion, taking 
account of the details of the case and where the council is confident that the employee will be 
able to perform well in the redeployed role / or adjustments to current role. Redeployment will 
be subject to any suitable role being available or likely to become immediately available. Any 
redeployment will be on the terms and conditions of any other role, there will be no pay 
protection. 

 
32.44 A further brief, final review period, this must clearly indicate the performance level required, 

timescales and monitoring. Failure to improve will lead to a reconvening of the stage 3 meeting 
for consideration to dismiss. 

 
 
 

Appendix A – Right to be accompanied 
 

When do employees have the right to be accompanied? 
 
1. Employees have a statutory right to be accompanied by a companion at formal 



 

 

 

 

meetings/hearings under certain council policies. Where this applies, it will be stated in the 
specific policy. The Council extends this right by allowing accompaniment at other stages of a 
formal process; such as formal investigation interviews and formal hearings. This does not 
apply to witnesses. 

2. Employees are required to make a request to be accompanied to the relevant manager/officer 
dealing with the process. Fellow workers or trade union officials do not have to accept a 
request to accompany an employee, and they should not be pressurised to do so. 

 
3. Employees can seek advice on their rights from a Trade Union Representative, where they 

are a member. ACAS also provides information. 

 

Who can accompany an employee? 

 
4. The statutory right is for the companion to be one of the following: 

 A fellow work colleague who is an employee of Haydon Wick Parish Council; 

 A trade union representative (certified by their union as being competent to 
accompany an employee); 

 An official employed by a trade union 

 
When does an employee not have the right to be accompanied? 

5. Employees attending informal discussions and meetings, including (but not limited to); 
 counselling sessions. 
 informal investigatory/preliminary fact- finding meetings. 
 sickness advisory meetings. 
 mediated resolution. 

6. Requests to be accompanied at any other meetings will be reasonably considered by the relevant 
manager/senior officer involved on an individual basis, taking account off all the circumstances 

 
What the employee's companion may and may not do 

 
7. The employee’s companion may: 

 address the meeting/interview/hearing to put and sum up the employee’s case; 
 respond on behalf of the employee to any views expressed and 
 confer with the employee. 

 
The companion may not: 

 answer questions on the employee’s behalf; 
 address the meeting/interview/hearing if the employee does not want them to; prevent 

the employer from explaining their case 

 



 

 

 

 

Arrangements for attendance 
 
8. It is the employee’s responsibility to make the necessary arrangements with their companion. 

The availability of the employee’s chosen companion should be considered when arranging 
the date and time of the meeting, interview or hearing. 

9. The request must also be reasonable. What is reasonable will depend on the circumstances and 
issues will be considered case by case. The employee should ensure sufficient time is given for 
managers to deal with the companion’s attendance. This will include letting the appropriate 
manager/senior officer know in advance the name and status of the companion 

 
10. Every effort should be made to attend meetings. Notice of non - attendance should be given in 

good time. If the companion cannot attend on the proposed date, the meeting should be 
postponed to another time. The employee should provide a suggested alternative which 
should be reasonable and, usually not more than 5 working days after the original date. 

 
11. Any request for postponement longer than five days or further requests for 

postponements will be considered case by case. 

 

Right to time off to accompany an employee 

 
12. An employee who has agreed to accompany a colleague (their companion) is entitled to a 

reasonable amount of paid time off to fulfil that responsibility. 
 
13. This should include time to familiarise themselves with the case, confer with their colleague 

before and after and to attend the meeting, interview or hearing. 

 
14. The employee must speak to their manager in good time, to request this time off. 

 
15. The manager has the right to refuse if not given sufficient notice or if unable to cover the 

absence. However, they should not unreasonably prevent the employee from attending 

 

Reasonable adjustments 

 
16. If either the employee or their companion have a protected characteristic (such as a disability), 

then reasonable adjustments should be considered to ensure they are able to fully participate 
in the process. Any such specific requirements or other support issues must be made known to 
the relevant manager as soon as possible. 
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