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HR Committee  
Tuesday 9 June 2026 at 9:30 am 

This meeting will be held at  
The Community Room, Broomhall Recreation Ground. 

 
Agenda  

Councillors 
Cllr Evans (Chair), Cllr Hilton, Cllr Buxton, Cllr Coxon. 
You are hereby summoned to attend the HR Committee meeting on the above date and time.  
 
HRC 01 / 26 Chair welcome 
Chair to welcome those present to the meeting, reminding them that all mobile devices are switched to 
silent for the duration of the meeting. A reminder to all in attendance of the fire safety regulations for the 
venue of the meeting. 
 

HRC 02 / 26 Attendance and Apologies for absence 

To receive for approval any apologies for absence and if appropriate any requests to defer receiving an 
acceptance of office to a later meeting. 

HRC 03 / 26 Disclosable pecuniary interests and other registerable interests 

To receive from members any declarations of interests in relation to any items included on the agenda for 
this meeting required to be disclosed by the Localism Act 2011 and the Sunningdale members’ Code of 
Conduct. 

HRC 04 / 26 Minutes of HR meeting 10 March 2026 

DECISION: To approve the minutes of the HR Committee held on 10 March 2026.  
 

HRC 5 / 26 Appointment of Vice-Chair of the HR Committee  

DECISION: To appoint a Vice-Chair for the HR Committee. 
 

HRC 6 / 26 Mobile Phone Policy 

DECISION: To approve the Mobile Phone Policy (following prior review) before submitting to council for 
adoption.  
 

HRC 7 / 26 Driving for Work Policy 

DECISION: To approve the Driving for Work Policy (following prior review) before submitting to council 
for adoption.  
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HRC 8 / 26 Code of Conduct Policy Review 

DECISION: To approve the Code of Conduct Policy (following prior review) before submitting to council 
for adoption.  

 

HRC 9 / 26 Staff Handbook 

TO NOTE: To receive an update from the Clerk regarding the staff handbook. 

 
HRC 10 / 26 Expenses Policy 
 
DECISION: To approve the Expenses Policy (following prior review) before submitting to council for 

adoption.  
 
HRC 11 / 26 TOIL Policy 
 
TO NOTE: To receive an update from the Clerk regarding the TOIL Policy.  
 
 
HRC 12 / 26 BACS Payroll paper 
 
DECISION: To review the updated BACS payroll paper (following prior review) before submitting to 

council for approval.   

 

HRC 13 / 26 Date of next meeting   

TO NOTE: To note the date of the next HR Committee meeting on the 10 September 2026 and bring 
forward any relevant updates from the members of the committee and the Clerk.  

 

HRC 14 / 26 To resolve to exclude members of the public and press in accordance with the Public Bodies 
(Admission to Meetings) Act 1960, due to the confidential nature of the business to be transacted (staffing 
arrangements).  

 

Part 2 – Confidential 
HRC 15 / 26 Update from the Chair of the HR Committee 
 

DISCUSSION: To receive an update from the Chair of the HR Committee regarding a HR matter.  
 
Supporting documents for agenda items will be circulated to committee members prior to the meeting. 
 
 

 
Natalie Hayes, Clerk and RFO                                                                                 04 June 2026 
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HR Committee Meeting 
Minutes Tuesday 10 March 2026 

 

HRC 45 / 25  Chair welcome 
 
The Chair opened the meeting and reminded attendees of the fire regulations and to switch mobile phones 
to silent. 

HRC 46 / 25  Attendance and apologies. 

Attendance:  Cllr Hilton (Chair), Cllr Buxton, Cllr Evans, and Cllr Morgan  

Apologies: Cllr Penney 

In Attendance: Natalie Hayes – Clerk/RFO 

HRC 47 / 25 Disclosure of pecuniary interests and other registerable interests 

No members declared a personal interest in any items on the agenda. 
 

HRC 48 / 25 Minutes of HR meeting 4th December 2025 and 15 January 2026  

 

RESOLVED:  To approve the minutes of the HR meeting held on 4 December 2025 and 15 January 2026. 
 

HRC 49 / 25 Mobile Phone policy 

The committee discussed the mobile phone policy and had the following points to note. 
 
Cllr Buxton’s feedback: 

 Asked if the policies in general an introductory statement and a form could have so that councillors could 
confirm they have understood and agree to them. She also asked that all policies be formatted to the same 
template. 

 Remove part 1 from section 5. 
 Reword section 4 regarding no unauthorised software to be downloaded and add that the Clerk is to 

authorise.   
 Suggestion to amend to say officers and remove councillors from the policy so not to confuse matters. Amend 

the title of the document 

TO NOTE: The Clerk advised that formatting the policies was already something that she would like to 
implement and advised it would be part of a wider project to create a new policy section on the Parish Council 
website. 

Cllr Morgan’s comments were: 

 Policies should be scrutinised and advised who is responsible for them 
 Acceptable use – replace significant with no additional costs to be incurred e.g. international calls, sharing 

photos can cause additional costs to be incurred.  
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 Limited personal use on the phone – rephrase this section 
 Paragraph 8 – review as language is negative, suggestion to use out of hours during exceptional and 

appropriate circumstances 
 Out of hours contact for the public; do local Parish Council have any research on the matter as to why they 

have this service for residents. 

ACTION:  Clerk to explore what other Parsh Councils do in regard to out of hours contact, and report back to the next 
HR committee meeting. 

 
HRC 50 / 25 Staff Handbook 

The Clerk gave an update on the status of the Staff Handbook. The following points were raised: 
Add an introduction section to advise it’s a working document 

Check that the approved grievance policy is replicated in the handbook – section 5.4 

Include TOIL in the handbook once this policy has been approved 

The layout of the handbook should be addressed so each policy starts on a new page for ease of use, and the contents 
page updated accordingly. 

Ensure the Data protection and IT policy align with new regulations 

Ensure there is a section on the following in the handbook: reference to the employee contract, Lone worker policy, 
TOIL Policy and Out of hours. Cllr Hilton advised that she had shared these policies with the committee previously. 

Add note about no drinking whilst on duty during working hours, for all employees, make it a blanket approach for all 
employees 

ACTION: Clerk to add notes and update the document and then share with HR Committee. Clerk to share Croner 
contract with HR committee and speak to account manager to review the account.  
 

 

HRC 51 / 25 Company Vehicle rules 

The committee discussed the company vehicle rules. Several points were raised, including: 

In general, they thought the policy wasn’t suitable for a Parish Council.  

Intro to the document required so summarises the document. 

Policy should be related to the employee contract, which needs to be addressed. 

Discussion around if can be used for personal use and process for approving this as required. 

The committee noted that the installation of a dashcam may reduce insurance costs. 

Record actions for transparency e.g. log milage 

If vehicle is used for the job, it would be linked to the employment contract. 

Can add in a policy that there is to be no drinking alcohol whilst on duty (link to contract when reviewing all employee 
contracts) 

Remove references to company car, and state it is a council vehicle. 

ACTION: Clerk to review the document based upon feedback and create a new updated version to be shared with all 
the HR Committee for further review. 
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HRC 52 / 25 Expenses Policy 

The committee discussed the Expenses Policy, and the following points were raised: 

Own vehicle section and claiming mileage; Cllr Evans asked if electric rates could be included in the policy, currently 
only has petrol. (Gov.uk would have appropriate information on this matter) 

Hotels – reword this so would only be appropriate when relates to training events. Add a figure for hotels, up to £500, 
so it is aligned within the Clerks delegated authority.  

Own vehicle section - add in reference to officers, not just councillors  

ACTION:  For transparency going forwards, any expenses claimed by the Clerk are to be approved by Chair of HR. 

 

HRC 53 / 25 TOIL Policy 

The committee discussed the TOIL Policy, and the following points were raised: 

Cllr Buxton advised that there was nowhere within the policy that stated overtime should be paid for officers under 
spinal column point 22.  

The Committee are to review TOIL payment for all officers not just those SCP 22 and below. 

TOIL should be taken within timescale, when goes over an upper limit, look to pay for overtime.  

HR committee suggested that they review hours worked every 6 months to address any requirements.  

Principle governing section – add Council Events as an example to be included. 

Cllr Evans requested that the budgets align with any amendments that are made to the policy and paying TOIL. 

ACTION: Clerk to provide update to HR committee when TOIL accumulated for all officers and when it was 
accumulated over the last 2 years. 

ACTION: Amend document to say officer/s and not employee. 

ACTION: Take to next meeting with more background information provided e.g. hours worked, feedback from other 
Clerks and parish councils with their guidelines for claiming overtime and TOIL. 

 

HRC 54 / 25 Code of Conduct Policy Review 

The committee discussed the Code of Conduct policy, and the following points were raised: 

Cllr Evans asked if NALC had made any changes since the code of conduct was reviewed in May 2025. 

The Clerk advised that there had been changes to the code of conduct in 2025, particularly in relation to the use of 
social media and electronic communications by Councillors. 

ACTION: Clerk to share with all councillors the updates to the code of conduct in reference to social media. 

 
HRC 55 / 25 Appointment of Vice-Chair of the HR Committee 

This item was bought forward on the agenda and considered immediately after item HRC 48/25. 

Cllr Hilton proposed the nomination of Cllr Buxton as Vice-Chair of the HR Committee, which was seconded by Cllr 
Evans. 

RESOLVED:  That Cllr Buxton be appointed Vice-Chair of the HR Committee. 
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HRC 56 / 25 Information Sharing 

Cllr Hilton updated the committee on the appraisal section of the Standing orders not aligning with other policies 
being inconsistent.  

The Clerk advised that her report would be shared with the committee via email as the meeting was running behind 
schedule. 

 

HRSC 57 / 25 To resolve to exclude members of the public and press in accordance with the Public Bodies 
(Admission to Meetings) Act 1960, due to the confidential nature of the business to be 
transacted (staffing arrangements).  
 

Although these agenda items were held in confidential session, the minutes are not considered confidential. 
 

Part 2 – Confidential 
HRC 58 / 25 Update from the Chair of the HR Committee 

At 11:05am the Clerk left the meeting so that matters of a confidential nature could be discussed.  

The Clerk returned to the meeting at 11.15am. 

The Chair provided an overview of the HR matter and advised that legal advice had been sought. Several questions 
were raised by the committee that the Clerk would request answers to from Wellers Hedley, the appointed solicitors.  

 

The meeting started at 10:05 am and closed at 12:23 pm. 

 

Signed as a true record of the meeting: 

 

Signed:    

Dated: 
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Document reference: PC-GOV-005 
Document title: Mobile Phone Usage Policy for Council Officers 
Version: v1.0 
Adopted by: Full Council 
Date adopted: 2026 
Minute reference: /26 
Next review due: June 2028 
Owner: Clerk / RFO 
Status: Adopted 

Mobile Phone Usage Policy for Council Officers 

1. Purpose 
This policy outlines the acceptable use, responsibilities, and expectations for council officers 
issued with mobile phones by the council. It aims to ensure responsible use, protect council data, 
and manage costs effectively. 

2. Scope 
This policy applies to all officers who are provided with a mobile phone by the council for work-
related purposes. 

3. Acceptable Use 
a)  Mobile phones must be used primarily for council-related business. 
b)  Limited personal use is permitted where it is reasonable, does not interfere with work 

duties, does not create additional costs for the council, and does not involve 
inappropriate, offensive, unlawful or excessive use.  

c) Personal use that may incur additional charges, including international calls, premium-
rate services, roaming, subscriptions or high data usage, is not permitted unless expressly 
authorised. 
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4. Security and Data Protection 
a) Devices must be secured with a passcode or biometric lock. Only applications required 

for work purposes, or otherwise authorised by the Clerk, may be installed.  
b) Users must not disable security settings, install unauthorised software, or use personal 

cloud storage or messaging apps for council records unless approved. 
c) Council data must be handled in accordance with UK GDPR, the Data Protection Act 

2018, and the council’s data protection, records management and information 
governance policies. 
 

5. Monitoring and Compliance 
a) The council may monitor usage, bills, installed applications, device security status and 

related records where necessary for legitimate business, security, financial or compliance 
purposes. Monitoring will be proportionate and carried out in accordance with data 
protection law and council policies. 

b) Misuse may result in disciplinary action. 
 

6. Driving and Safety 
a) Officers must not use a handheld mobile phone while driving.  
b) Officers should avoid making or taking work calls while driving, including hands-free calls, 

unless it is safe, lawful and necessary. 
c) Officers must stop in a safe and legal place before using the device. 

 
 

7. Loss, Theft, and Damage 
a)  Loss, theft, or damage must be reported immediately to The Clerk. 
b) Where damage, loss or costs arise from negligence, misuse or breach of this policy, the 

council may take appropriate action in accordance with its employment policies and any 
applicable contractual provisions. 

c) Any suspected unauthorised access, data breach, loss of council information, malware 
infection or compromise of the device must be reported immediately to the Clerk in line 
with the council’s data breach procedure. 
 

8. Contact from Councilors and Out-of-Hours Guidance (Officers) 
a) Officers may occasionally be contacted by councillors outside of standard working hours, 

particularly in exceptional and appropriate circumstances. Flexibility and professionalism 
in responding to such situations are appreciated. 
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b) Where out-of-hours communication is necessary, it should be undertaken with 

consideration and respect for officers’ personal time and wellbeing. 
c) Officers are encouraged to discuss any concerns about out-of-hours contact with their 

line manager, who can provide support and guidance, and if required, refer matters to 
the HR Committee. 
 

9. Return of Equipment 
a) Mobile phones must be returned in good condition upon termination of employment, 

end of term, or when no longer required for work. 
b) Devices, SIM cards, chargers, cases and any other council-issued accessories must be 

returned. Before returning, officers should remove personal content where permitted 
but must not delete council records or information. 
 

10. Review and Updates 
a) This policy will be reviewed every two years, or earlier if required by changes in law, 

guidance, technology, council procedures or operational needs. 
b) For questions or clarification regarding this policy, please contact The Clerk. 
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Document reference: PC-GOV-006 
Document Ɵtle: Driving for work and use of council vehicles policy 
Version: v1.0 
Adopted by: Full Council 
Date adopted: 2026 
Minute reference: /26 

Next review due: June 2028 
Owner: Clerk / RFO 
Status: Adopted 

 

Driving for Work and Use of Council Vehicles Policy 
 

1. Purpose 

This policy sets out the requirements for anyone who drives on behalf of the Council to ensure safety, 
legal compliance, and the wellbeing of employees, councillors, and the public. 

 

2. Scope 

This policy applies to: 

All employees, councillors, volunteers, contractors, agency workers or any other person authorised to 
drive on Council business or to use a Council-owned, leased, hired or borrowed vehicle. 

 

3. General ResponsibiliƟes 

Anyone driving on Council business must: 

a) Hold a valid UK driving licence 

b) Inform the Council immediately of any changes affecƟng their ability to drive 

c) The Council may request evidence of a valid driving licence and may carry out periodic checks, 
including checks following an accident, incident, endorsement or change in circumstances. 
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d) Drive safely and in accordance with all road traffic laws 

e) Be fit to drive at all Ɵmes 

f) Only individuals authorised by the Council may drive on Council business or use council-
owned vehicles 

g) Drivers must not drive, or aƩempt to drive, while under the influence of alcohol, illegal drugs, 
medicaƟon, faƟgue, illness or any other condiƟon that may impair their ability to drive safely. 
Drivers must comply with any prescripƟon or over-the-counter medicine warnings. 

 

4. Use of Vehicles 

Drivers must ensure that any vehicle used for Council business: 

a) Is roadworthy, properly maintained, and safe 

b) Has valid insurance, MOT (where required), and road tax 

c) Drivers should carry out reasonable pre-use checks, including tyres, lights, mirrors, fluid levels, 
warning lights, cleanliness of windows, and any visible damage or defects. 

d) Any defects must be addressed before use. 

 

5. Using Your Own Vehicle 

Where a private vehicle is used: 

a) Insurance must include business use 
b) The vehicle must be legal, roadworthy, and properly maintained 
c) Evidence of insurance, MOT, and tax must be provided if requested 
d) Mileage will be reimbursed in accordance with the Council’s approved rates. 

 

6. Mileage Records 

Drivers must: 

a) Keep a record of all journeys undertaken on Council business 
b) Record the date, start and end locaƟons, purpose of journey, and mileage 
c) Submit mileage claims in accordance with the Council’s procedures 
d) The Council may require evidence to support mileage claims. 
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7. Safe Driving PracƟces 

Drivers must: 

a) Plan journeys and allow sufficient Ɵme 
b) Take breaks on long journeys (recommended at least every 2 hours) 
c) Adjust driving for weather and road condiƟons 
d) Wear seatbelts at all Ɵmes 
e) Avoid distracƟons 

 

8. Mobile Phones and DistracƟons 

a) Drivers must not use a handheld mobile phone or similar device while driving, including when 
stopped in traffic or at traffic lights. Work calls, messages or emails must not be made, read or 
responded to while driving.  

b) Hands-free use should be avoided unless necessary, safe and lawful. Drivers should stop in a 
safe and legal place before using a device. 

 

9. Accidents and Incidents 

All accidents or incidents must be reported as soon as possible to the Clerk or appropriate officer, 
regardless of fault. 

In the event of a breakdown or emergency: 
 

a) Drivers should ensure their own safety and that of others   
b) In the event of an accident, drivers should, where safe to do so, obtain the details of 

other parƟes, witnesses, vehicles, insurers, police incident numbers and photographs 
of the scene/damage. Drivers must not admit liability or make any agreement on 
behalf of the Council. 

c) Contact the appropriate breakdown service where required   

10. Fines and Charges 

Drivers are personally responsible for: 

a) Fines, penalƟes or charges arising from unlawful, careless or unauthorised use of a vehicle, 
including speeding penalƟes, parking fines and traffic offences.  

b) Properly authorised business costs, such as tolls, parking or congesƟon charges, may be 
reimbursed in accordance with Council procedures. 
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11. Use of Council-Owned Vehicles 

Where the Council provides a vehicle: 

a) The vehicle must only be used for authorised Council business 
b) Personal use is not permiƩed unless expressly authorised by the Clerk 
c) Only authorised and insured individuals may drive the vehicle 
d) The vehicle must be returned in a clean and Ɵdy condiƟon aŌer use 
e) Smoking is not permiƩed in any Council-owned vehicle, including electronic cigareƩes 
f) Drivers must return the vehicle in a clean and Ɵdy condiƟon with personal items removed and 

must be locked when unaƩended with keys kept secure. 
g) Any defects, damage, or incidents must be reported immediately 
h) The Council may install safety devices such as dashcams in Council-owned vehicles to support 

driver safety and assist in the event of incidents or insurance claims 
i) Where dashcams, vehicle tracking, telemaƟcs or other monitoring systems are used, the 

Council will ensure that their use is lawful, proporƟonate, transparent and compliant with UK 
GDPR and the Data ProtecƟon Act 2018. Drivers will be informed about what data is collected, 
the purpose of collecƟon, who may access it, how long it will be retained and their rights in 
relaƟon to that data. 

j) The Council reserves the right to withdraw use of the vehicle at any Ɵme. 

12.  Passengers and Carrying Goods 

Drivers must not carry unauthorised passengers, pets, hazardous materials or non-Council goods in 
Council vehicles unless expressly authorised and lawful. 

13    Lone Working and Emergency Arrangements 

Where driving forms part of lone working, site visits, inspecƟons or out-of-hours duƟes, drivers must 
follow the Council’s lone working and personal safety procedures. 

14. Compliance 

Failure to follow this policy may result in: 

a) Withdrawal of permission to drive on Council business 
b) Disciplinary acƟon for employees, in line with Council procedures 

15. Review 

This policy will be reviewed every two years, or sooner if required by changes in legislaƟon, guidance, 
insurance requirements, operaƟonal need or following a serious incident. 
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Driver DeclaraƟon Form (Driving on Council Business) 

Parish Council Name: ____________________________ 

 

Driver Details 

 Full Name: _______________________________________ 

 Role (e.g. Employee / Councillor / Volunteer): __________________ 

 Address: ________________________________________ 

 Contact Number: _________________________________ 

 

Driving Licence 

 Driving Licence Number: ___________________________ 

 Expiry Date: ____________________________________ 

☐ I confirm that I hold a valid UK driving licence appropriate for the vehicle I will use. 

☐ I agree to inform the Council immediately of any endorsements, disqualificaƟons, or 
changes affecƟng my licence. 

 

Vehicle Details (if using own vehicle) 

 Make and Model: _________________________________ 

 RegistraƟon Number: ____________________________ 

☐ I confirm that this vehicle: 

 Has valid MOT (if required) 

 Is taxed and roadworthy 

 Is maintained in a safe condiƟon 

 

Insurance 

 Insurance Provider: ______________________________ 

 Policy Number: _________________________________ 

 Expiry Date: __________________________________ 
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☐ I confirm that my insurance policy includes business use for Council acƟviƟes. 

☐ I agree to provide proof of insurance, MOT, and tax upon request. 

 

DeclaraƟons 

I confirm that: 

☐ I have read and understood the Driving for Work and Use of Council Vehicles Policy 

☐ I will comply with all legal requirements and safe driving pracƟces 

☐ I am responsible for any fines, penalƟes, or unauthorised charges incurred while driving 

☐ I will report any accidents or incidents promptly 

☐ I will ensure I am fit to drive at all Ɵmes 

 

Signature 

Signed: __________________________________________ 

Name: ___________________________________________ 

Date: ___________________________________________ 

 

For Council Use 

Date Received: ___________________________________ 
Checked by: _____________________________________ 
Next Review Due: _________________________________ 
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Royal Borough of Windsor & Maidenhead Councillors’ Code of Conduct 

Definitions 
For the purposes of this Code of Conduct, a “councillor” means a member or co-opted member 
of a local authority or a directly elected mayor. A “co-opted member” is defined in the Localism 
Act 2011 Section 27(4) as “a person who is not a member of the authority but who 

a) is a member of any committee or sub-committee of the authority, or; 
b) is a member of, and represents the authority on, any joint committee or joint subcommittee 

of the authority; 

and who is entitled to vote on any question that falls to be decided at any meeting of that 
committee or sub-committee”. 

For the purposes of this Code of Conduct, “local authority” includes county councils, district 
councils, London borough councils, parish councils, town councils, fire and rescue authorities, 
police authorities, joint authorities, economic prosperity boards, combined authorities and 
National Park authorities. 

Purpose of the Code of Conduct 

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the behaviour 
that is expected of you, to provide a personal check and balance, and to set out the type of 
conduct that could lead to action being taken against you. It is also to protect you, the public, 
fellow councillors, local authority officers and the reputation of local government. It sets out 
general principles of conduct expected of all councillors and your specific obligations in relation 
to standards of conduct. The LGA encourages the use of support, training and mediation prior 
to action being taken using the Code. The fundamental aim of the Code is to create and 
maintain public confidence in the role of councillor and local government. 

 
General principles of councillor conduct 
Everyone in public office at all levels; all who serve the public or deliver public services, 
including ministers, civil servants, councillors and local authority officers; should uphold the 
Seven Principles of Public Life, also known as the Nolan Principles. 

Building on these principles, the following general principles have been developed specifically 
for the role of councillor. 

In accordance with the public trust placed in me, on all occasions: 

 I act with integrity and honesty 
 I act lawfully 
 I treat all persons fairly and with respect; and 
 I lead by example and act in a way that secures public confidence in the role of councillor. 

In undertaking my role: 

 I impartially exercise my responsibilities in the interests of the local community 
 I do not improperly seek to confer an advantage, or disadvantage, on any person 

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
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 I avoid conflicts of interest 
 I exercise reasonable care and diligence; and 
 I ensure that public resources are used prudently in accordance with my local authority’s 

requirements and in the public interest. 

Application of the Code of Conduct 
This Code of Conduct applies to you as soon as you sign your declaration of acceptance of 
the office of councillor or attend your first meeting as a co-opted member and continues to 
apply to you until you cease to be a councillor. 

This Code of Conduct applies to you when you are acting in your capacity as a councillor 
which may include when: 

 you misuse your position as a councillor 

 Your actions would give the impression to a reasonable member of the public with 
knowledge of all the facts that you are acting as a councillor; 

The Code applies to all forms of communication and interaction, including: 

 at face-to-face meetings 
 at online or telephone meetings 
 in written communication 
 in verbal communication 
 in non-verbal communication 
 in electronic and social media communication, posts, statements and comments 

 
 
You are also expected to uphold high standards of conduct and show leadership at all times 
when acting as a councillor. 
 
Your Monitoring Officer has statutory responsibility for the implementation of the Code of 
Conduct, and you are encouraged to seek advice from your Monitoring Officer on any matters 
that may relate to the Code of Conduct. Town and parish councillors are encouraged to seek 
advice from their Clerk, who may refer matters to the Monitoring Officer. 
 
 
Standards of councillor conduct 

This section sets out your obligations, which are the minimum standards of conduct required 
of you as a councillor. Should your conduct fall short of these standards, a complaint may be 
made against you, which may result in action being taken. 

Guidance is included to help explain the reasons for the obligations and how they should be 
followed. 

 

General Conduct 

1. Respect 

As a councillor: 
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1.1 I treat other councillors and members of the public with respect. 

1.2 I treat local authority employees, employees and representatives of partner 
organisations and those volunteering for the local authority with respect and 
respect the role they play. 

Respect means politeness and courtesy in behaviour, speech, and in the written word. Debate 
and having different views are all part of a healthy democracy. As a councillor, you can express, 
challenge, criticise and disagree with views, ideas, opinions and policies in a robust but civil 
manner. You should not, however, subject individuals, groups of people or organisations to 
personal attack. 

In your contact with the public, you should treat them politely and courteously. Rude and 
offensive behaviour lowers the public’s expectations and confidence in councillors. 

In return, you have a right to expect respectful behaviour from the public. If members of the 
public are being abusive, intimidatory or threatening you are entitled to stop any conversation 
or interaction in person or online and report them to the local authority, the relevant social 
media provider or the police. This also applies to fellow councillors, where action could then be 
taken under the Councillor Code of Conduct, and local authority employees, where concerns 
should be raised in line with the local authority’s councillor-officer protocol. 

 

2. Bullying, harassment and discrimination 

As a councillor: 

     2.1 I do not bully any person 

2.2 I do not harass any person. 

2.3 I promote equalities and do not discriminate unlawfully against any person. 

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as offensive, 
intimidating, malicious or insulting behaviour, an abuse or misuse of power through means 
that undermine, humiliate, denigrate or injure the recipient. Bullying might be a regular pattern 
of behaviour or a one-off incident, happen face-to-face, on social media, in emails or phone 
calls, happen in the workplace or at work social events and may not always be obvious or 
noticed by others. 

The Protection from Harassment Act 1997 defines harassment as conduct that causes alarm 
or distress or puts people in fear of violence and must involve such conduct on at least two 
occasions. It can include repeated attempts to impose unwanted communications and contact 
upon a person in a manner that could be expected to cause distress or fear in any reasonable 
person. 

Unlawful discrimination is where someone is treated unfairly because of a protected 
characteristic. Protected characteristics are specific aspects of a person's 
identity defined by the Equality Act 2010. They are age, disability, gender reassignment, 
marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and 
sexual orientation. 
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The Equality Act 2010 places specific duties on local authorities. Councillors have a central 
role to play in ensuring that equality issues are integral to the local authority's performance 
and strategic aims, and that there is a strong vision and public commitment to equality across 
public services. 

You must undertake training arranged by the Council on equality and diversity within two 
calendar months of your election and annually thereafter. 
 
 
3. Impartiality of officers of the council  

As a councillor: 

3.1 I do not compromise, or attempt to compromise, the impartiality of 
anyone who works for, or on behalf of, the local authority. 

Officers work for the local authority as a whole and must be politically neutral (unless they are 
political assistants). They should not be coerced or persuaded to act in a way that would 
undermine their neutrality. You can question officers in order to understand, for example, their 
reasons for proposing to act in a particular way, or the content of a report that they have 
written. However, you must not try and force them to act differently, change their advice, or 
alter the content of that report, if doing so would prejudice their professional integrity. 

 

4. Confidentiality and access to information  

As a councillor: 

4.1 I do not disclose information: 
a. given to me in confidence by anyone 
b. acquired by me which I believe, or ought reasonably to be aware, is of 

a confidential nature, unless 
i. I have received the consent of a person authorised to give it; 
ii. I am required by law to do so; 
iii. the disclosure is made to a third party for the purpose of obtaining professional 

legal advice provided that the third party agrees not to disclose the information 
to any other person; or 

iv. the disclosure is: 
1. reasonable and in the public interest; and 
2. made in good faith and in compliance with the reasonable requirements of the 

local authority; and 
3. I have consulted the Monitoring Officer prior to its release. 

4.2 I do not improperly use knowledge gained solely as a result of my role as a 
councillor for the advancement of myself, my friends, my family members, my 
employer or my business interests. 

4.3 I do not prevent anyone from getting information that they are entitled to by 
law. 

Local authorities must work openly and transparently, and their proceedings and printed 
materials are open to the public, except in certain legally defined circumstances. You should 
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work on this basis, but there will be times when it is required by law that discussions, documents 
and other information relating to or held by the local authority must be treated in a confidential 
manner. Examples include personal data relating to individuals or information relating to 
ongoing negotiations. 

 

5. Disrepute  
As a councillor: 

5.1 I do not bring my role or local authority into disrepute. 
As a Councillor, you are trusted to make decisions on behalf of your community and your 
actions and behaviour are subject to greater scrutiny than that of ordinary members of the 
public. You should be aware that your actions might have an adverse impact on you, other 
councillors and/or your local authority and may lower the public’s confidence in your or your 
local authority’s ability to discharge your/it’s functions. For example, behaviour that is 
considered dishonest and/or deceitful can bring your local authority into disrepute. 

You are able to hold the local authority and fellow councillors to account and are able to 
constructively challenge and express concern about decisions and processes undertaken by 
the council whilst continuing to adhere to other aspects of this Code of Conduct. 

 

6. Use of position  

As a councillor: 

6.1 I do not use, or attempt to use, my position improperly to the advantage or 
disadvantage of myself or anyone else. 

Your position as a member of the local authority provides you with certain opportunities, 
responsibilities and privileges, and you make choices all the time that will impact others. 
However, you should not take advantage of these opportunities to further your own or 
others’ private interests or to disadvantage anyone unfairly. 

 

7. Use of local authority resources and facilities 

As a councillor: 

     7.1 I do not misuse council resources 

7.2 I will, when using the resources of the local or authorising their use by 
others: 

a. act in accordance with the local authority's requirements; and 
b. ensure that such resources are not used for political purposes unless that use 

could reasonably be regarded as likely to facilitate, or be conducive to, the 
discharge of the functions of the local authority or of the office to which I have 
been elected or appointed. 

You may be provided with resources and facilities by the local authority to assist you in 
carrying out your duties as a councillor. 
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Examples include: 

 office support 
 stationery 
 equipment such as phones, and computers 
 transport 
 access and use of local authority buildings and rooms. 
 
These are given to you to help you carry out your role as a councillor more effectively and 
are not to be used for business or personal gain. They should be used in accordance with 
the purpose for which they have been provided and the local authority’s own policies 
regarding their use. 
 

8. Complying with the Code of Conduct 

As a Councillor: 

8.1 I undertake Code of Conduct training provided by my local authority. 

8.2 I cooperate with any Code of Conduct investigation and/or 
determination. 

8.3 I do not intimidate or attempt to intimidate any person who is likely to be  
involved with the administration of any investigation or proceedings. 

8.4 I comply with any sanction imposed on me following a finding that I have 
breached the Code of Conduct. 

It is extremely important for you as a councillor to demonstrate high standards, for you to 
have your actions open to scrutiny and for you not to undermine public trust in the local 
authority or its governance. If you do not understand or are concerned about the local 
authority’s processes in handling a complaint you should raise this with your Monitoring 
Officer. 

 

Protecting your reputation and the reputation of the local authority 

9. Interests 

As a councillor: 

9.1 I register and disclose my interests. 
Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and 
maintain a register of interests of members of the authority . 

You need to register your interests so that the public, local authority employees and fellow 
councillors know which of your interests might give rise to a conflict of interest. The register is 
a public document that can be consulted when (or before) an issue arises. The register also 
protects you by allowing you to demonstrate openness and a willingness to be held 
accountable. You are personally responsible for deciding whether or not you should disclose 
an interest in a meeting, but it can be helpful for you to know early on if others think that a 
potential conflict might arise. It is also important that the public know about any interest that 
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might have to be disclosed by you or other councillors when making or taking part in decisions, 
so that decision making is seen by the public as open and honest. This helps to ensure that 
public confidence in the integrity of local governance is maintained. 

You should note that failure to register or disclose a disclosable pecuniary interest as set 
out in Table 1, is a criminal offence under the Localism Act 2011. 

Appendix B sets out the detailed provisions on registering and disclosing interests. If in doubt, 
you should always seek advice from your Monitoring Officer. 
 
 

10. Gifts and hospitality  
As a councillor: 

 10.1 I do not accept gifts or hospitality, irrespective of estimated value, which 
could give rise to real or substantive personal gain or a reasonable suspicion 
of influence on my part to show favour from persons seeking to acquire, 
develop or do business with the local authority or from persons who may 
apply to the local authority for any permission, licence or other significant 
advantage. 

 10.2 I register with the Monitoring Officer any gift or hospitality with an 
estimated value of at least £25 within 28 days of its receipt. 
 

10.3  I register with the Monitoring Officer any multiple or recurring gift or 
hospitality (with an individual value of less than £25 but a combined total of 
£50 over a three-month period) received from an individual or group, within 
28 days of its receipt. 

 10.4 I register with the Monitoring Officer any significant gift or 
hospitality that I have been offered but have refused to accept. 

In order to protect your position and the reputation of the local authority, you should exercise 
caution in accepting any gifts or hospitality which are (or which you reasonably believe to be) 
offered to you because you are a councillor. The presumption should always be not to accept 
significant gifts or hospitality. However, there may be times when such a refusal may be difficult 
if it is seen as rudeness in which case you could accept it but must ensure it is publicly 
registered. However, you do not need to register gifts and hospitality which are not related to 
your role as a councillor, such as Christmas gifts from your friends and family. It is also 
important to note that it is appropriate to accept normal expenses and hospitality associated 
with your duties as a councillor. If you are unsure, do contact your Monitoring Officer for 
guidance.  
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Appendices 

Appendix A – The Seven Principles of Public Life 

The principles are: 

Selflessness 

Holders of public office should act solely in terms of the public interest. 

Integrity 

Holders of public office must avoid placing themselves under any obligation to people or 
organisations that might try inappropriately to influence them in their work. They should not act 
or take decisions in order to gain financial or other material benefits for themselves, their family, 
or their friends. They must disclose and resolve any interests and relationships. 

Objectivity 

Holders of public office must act and take decisions impartially, fairly and on merit, using 
the best evidence and without discrimination or bias. 

Accountability 

Holders of public office are accountable to the public for their decisions and actions and 
must submit themselves to the scrutiny necessary to ensure this. 

Openness 

Holders of public office should act and take decisions in an open and transparent manner. 
Information should not be withheld from the public unless there are clear and lawful reasons 
for so doing. 

Honesty 

Holders of public office should be truthful. 

Leadership 

Holders of public office should exhibit these principles in their own behaviour. They should 
actively promote and robustly support the principles and be willing to challenge poor behaviour 
wherever it occurs. 
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Appendix B  
 
Registering interests 

Within 28 days of becoming a member or your re-election or re-appointment to office you must 
register with the Monitoring Officer the interests which fall within the categories set out in Table 
1 (Disclosable Pecuniary Interests) which are as described in “The Relevant Authorities 
(Disclosable Pecuniary Interests) Regulations 2012”. You should also register details of your 
other personal interests which fall within the categories set out in Table 2 (Other Registerable 
Interests). 

“Disclosable pecuniary interest” means an interest of yourself, or of your partner if you are 
aware of your partner's interest, within the descriptions set out in Table 1 below. 

"Partner" means a spouse or civil partner, or a person with whom you are living as husband 
or wife, or a person with whom you are living as if you are civil partners. 

1. You must ensure that your register of interests is kept up-to-date and within 28 
days of becoming aware of any new interest, or of any change to a registered 
interest, notify the Monitoring Officer. 

2. A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the 
councillor, or a person connected with the councillor, being subject to violence 
or intimidation. 

3. Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with 
the reasons why you believe it is a sensitive interest. If the Monitoring Officer 
agrees they will withhold the interest from the public register. 

Non participation in case of disclosable pecuniary interest 

4. Where a matter arises at a meeting which directly relates to one of your Disclosable 
Pecuniary Interests as set out in Table 1, you must disclose the interest, not 
participate in any discussion or vote on the matter and must not remain in the room 
unless you have been granted a dispensation. If it is a ‘sensitive interest’, you do not 
have to disclose the nature of the interest, just that you have an interest. 
Dispensation may be granted in limited circumstances, to enable you to participate 
and vote on a matter in which you have a disclosable pecuniary interest. 

5. Where you have a disclosable pecuniary interest on a matter to be considered or is 
being considered by you as a Cabinet member in exercise of your executive function, 
you must notify the Monitoring Officer of the interest and must not take any steps or 
further steps in the matter apart from arranging for someone else to deal with it. 

Disclosure of Other Registerable Interests 

6. Where a matter arises at a meeting which directly relates to one of your Other 
Registerable Interests (as set out in Table 2), you must disclose the interest. You may 
speak on the matter only if members of the public are also allowed to speak at the 
meeting but otherwise must not take part in any discussion or vote on the matter and 
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must not remain in the room unless you have been granted a dispensation. If it is a 
‘sensitive interest’, you do not have to disclose the nature of the interest. 

Disclosure of Non- Registerable Interests 

7. Where a matter arises at a meeting which directly relates to your financial interest or 
well-being (and is not a Disclosable Pecuniary Interest set out in Table 1) or a 
financial interest or well-being of a relative or close associate, you must disclose the 
interest. You may speak on the matter only if members of the public are also allowed 
to speak at the meeting but otherwise must not take part in any discussion or vote 
on the matter and must not remain in the room unless you have been granted a 
dispensation. If it is a ‘sensitive interest’, you do not have to disclose the nature of 
the interest. 

8. Where a matter arises at a meeting which affects – 
a. your own financial interest or well-being; 
b. a financial interest or well-being of a friend, relative, close associate; or 
c. a financial interest or well-being of a body included under Other Registrable 

Interests as set out in Table 2 

you must disclose the interest. In order to determine whether you can remain in the 
meeting after disclosing your interest the following test should be applied. 

9. Where a matter (referred to in paragraph 8 above) affects the  financial interest or well-
being: 

a. to a greater extent than it affects the financial interests of the majority of 
inhabitants of the ward affected by the decision and; 

b. a reasonable member of the public knowing all the facts would believe that it 
would affect your view of the wider public interest 

You may speak on the matter only if members of the public are also allowed to 
speak at the meeting but otherwise must not take part in any discussion or vote on 
the matter and must not remain in the room unless you have been granted a 
dispensation. 

If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest. 

10. Where you have an Other Registerable Interest or Non-Registerable Interest on a matter 
to be considered or is being considered by you as a Cabinet member in exercise of your 
executive function, you must notify the Monitoring Officer of the interest and must not 
take any steps or further steps in the matter apart from arranging for someone else to 
deal with it.  
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Table 1: Disclosable Pecuniary Interests 

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the 
Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012.  

Subject Description 
Employment, office, trade,  
profession or vocation 

Any employment, office, trade, 
profession or vocation carried on 
for profit or gain. 

[Any unpaid directorship.] 
Sponsorship Any payment or provision of any other 

financial benefit (other than from the 
council) made to the councillor during 
the previous 12-month period for 
expenses incurred by him/her in 
carrying out his/her duties as a 
councillor, or towards his/her election 
expenses. 
This includes any payment or 
financial benefit from a trade union 
within the meaning of the Trade 
Union and Labour Relations 
(Consolidation) Act 1992. 

Contracts Any contract made between the 
councillor or his/her spouse or civil 
partner or the person with whom the 
councillor is living as if they were 
spouses/ civil partners (or a firm in which 
such person is a partner, or an 
incorporated body of which such person 
is a director* or a body that such person 
has a beneficial interest in the securities 
of*) and the council — 
(a) under which goods or services are to 
be provided or works are to be 
executed; and which has not been fully 
discharged 

Land and Property Any beneficial interest in land 
which is within the area of the 
council. 
‘Land’ excludes an easement, servitude, 
interest or right in or over land which 
does not give the councillor or his/her 
spouse or civil partner or the person with 
whom the councillor is living as if they 
were spouses/ civil partners (alone or 
jointly with another) a right to occupy or 
to receive income. 

https://www.legislation.gov.uk/uksi/2012/1464/made


Royal Borough of Windsor and Maidenhead Constitution Part 7A 

Part 7A - 13 

Subject Description 
Licenses Any licence (alone or jointly with 

others) to occupy land in the area 
of the council for a month or longer 

Corporate tenancies Any tenancy where (to the 
councillor’s knowledge)— 
(a) the landlord is the council; and 
the tenant is a body that the 
councillor, or his/her spouse or 
civil partner or the person with 
whom the councillor is living as if 
they were spouses/ civil partners is 
a partner of or a director* of or has 
a beneficial interest in the 
securities* of. 

Securities Any beneficial interest in securities* 
of a body where— 
(a) that body (to the councillor’s 
knowledge) has a place of 
business or land in the area of the 
council; and 
(b) either— 
(i) ) the total nominal value of 
the securities* exceeds £25,000 
or one hundredth of the total 
issued share capital of that 
body; or 
if the share capital of that body is 
of more than one class, the total 
nominal value of the shares of any 
one class in which the councillor, 
or his/ her spouse or civil partner 
or the person with whom the 
councillor is living as if they were 
spouses/civil partners has a 
beneficial interest exceeds one 
hundredth of the total issued share 
capital of that class. 

 

* ‘director’ includes a member of the committee of management of an industrial and 
provident society. 

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a 
collective investment scheme within the meaning of the Financial Services and Markets Act 
2000 and other securities of any description, other than money deposited with a building 
society. 
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Table 2: Other Registerable Interests 

You must register as an Other Registerable Interest:  
a) any unpaid directorships  
b ) any body of which you are a member or are in a position of general control or 
management and to which you are nominated or appointed by your authority  
c) any body  
(i) exercising functions of a public nature  
(ii) directed to charitable purposes or  
(iii) one of whose principal purposes includes the influence of public opinion or policy 
(including any political party or trade union)  
 

 of which you are a member or in a position of general control or management 
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Appendix C – the Committee on Standards in Public Life 

The LGA has undertaken this review whilst the Government continues to consider the 
recommendations made by the Committee on Standards in Public Life in their report on Local 
Government Ethical Standards. If the Government chooses to implement any of the 
recommendations, this could require a change to this Code. 

The recommendations cover: 

 Recommendations for changes to the Localism Act 2011 to clarify in law when the 
Code of Conduct applies 

 The introduction of sanctions 
 An appeals process through the Local Government Ombudsman 
 Changes to the Relevant Authorities (Disclosable Pecuniary Interests) Regulations 

2012 
 Updates to the Local Government Transparency Code 
 Changes to the role and responsibilities of the Independent Person 
 That the criminal offences in the Localism Act 2011 relating to Disclosable Pecuniary 

Interests should be abolished 

The Local Government Ethical Standards report also includes Best Practice 
recommendations. These are: 

Best practice 1: Local authorities should include prohibitions on bullying and harassment in 
codes of conduct. These should include a definition of bullying and harassment, 
supplemented with a list of examples of the sort of behaviour covered by such a definition. 

Best practice 2: Councils should include provisions in their code of conduct requiring 
councillors to comply with any formal standards investigation and prohibiting trivial or 
malicious allegations by councillors. 

Best practice 3: Principal authorities should review their code of conduct each year and 
regularly seek, where possible, the views of the public, community organisations and 
neighbouring authorities. 

Best practice 4: An authority’s code should be readily accessible to both councillors and the 
public, in a prominent position on a council’s website and available in council premises. 

Best practice 5: Local authorities should update their gifts and hospitality register at least 
once per quarter, and publish it in an accessible format, such as CSV. 

Best practice 6: Councils should publish a clear and straightforward public interest test 
against which allegations are filtered. 

Best practice 7: Local authorities should have access to at least two Independent Persons. 

Best practice 8: An Independent Person should be consulted as to whether to undertake a 
formal investigation on an allegation, and should be given the option to review and comment 
on allegations which the responsible officer is minded to dismiss as being without merit, 
vexatious or trivial. 

Best practice 9: Where a local authority makes a decision on an allegation of misconduct 
following a formal investigation, a decision notice should be published as soon as possible on 
its website, including a brief statement of facts, the provisions of the code engaged by the 

https://www.gov.uk/government/publications/local-government-ethical-standards-report
https://www.gov.uk/government/publications/local-government-ethical-standards-report
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allegations, the view of the Independent Person, the reasoning of the decision-maker, and any 
sanction applied. 

Best practice 10: A local authority should have straightforward and accessible guidance on its 
website on how to make a complaint under the code of conduct, the process for handling 
complaints, and estimated timescales for investigations and outcomes. 

Best practice 11: Formal standards complaints about the conduct of a parish councillor 
towards a clerk should be made by the chair or by the parish council, rather than the clerk in 
all but exceptional circumstances. 

Best practice 12: Monitoring Officers’ roles should include providing advice, support and 
management of investigations and adjudications on alleged breaches to parish councils within 
the remit of the principal authority. They should be provided with adequate training, corporate 
support and resources to undertake this work. 

Best practice 13: A local authority should have procedures in place to address any conflicts 
of interest when undertaking a standards investigation. Possible steps should include asking 
the Monitoring Officer from a different authority to undertake the investigation. 

Best practice 14: Councils should report on separate bodies they have set up or which they 
own as part of their annual governance statement and give a full picture of their relationship 
with those bodies. Separate bodies created by local authorities should abide by the Nolan 
principle of openness and publish their board agendas and minutes and annual reports in an 
accessible place. 

Best practice 15: Senior officers should meet regularly with political group leaders or group 
whips to discuss standards issues. 
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Appendix D 
 
Arrangements for dealing with breaches of the Code of Conduct  
 
Complaints in respect of this Code of Conduct are made via the Council’s Complaints Team.  
 
1. Receipt and Acknowledgment of the Complaint 
 
The Complaints Team will deal with general enquiries relating to Code of Conduct 
complaints. Complainants will be asked to fill out the online form and will be directed to the  
Council’s website to fill out the online form. Complainants with a disability who are unable to 
fill out the form may be provided with assistance in filling out the form where necessary or 
alternative arrangements may be made. The Complaints Team will acknowledge a Code of 
Conduct complaint within 5 working days and an initial response seeking further clarification 
or information (where required) will  be sent within 10 working days after that.   The onus is 
on the Complainant to ensure that all relevant information is given.  The Complainant will be 
told that full details of their complaint will be given to the Councillor concerned (“the Subject 
Member”). 

 
Anonymous complaints will not be considered unless accompanied by documentary or 
photographic evidence, evidencing an exceptionally serious or significant matter. 

If the Subject Member is a Parish or Town Councillor, the clerk will be informed of the complaint 
on a confidential basis. 
 
2. Response of the Subject Member 
 
The Subject Member will be contacted by the Complaints Team and within 5 working days of 
having received all of the required information from the Complainant they will be asked to 
supply written comments within 10 working days from the complaint being received or such 
longer time at the discretion of  the Monitoring Officer.  A Subject Member will be informed that 
he or she is entitled under the Localism Act 2011 to seek support from one of the Council’s 
Independent Persons 
 
3.  Initial Assessment of the complaint by the Monitoring Officer 
 
Once a response has been received from the Subject Member, or when a reasonable time has 
passed and no responses has been received, the Monitoring Officer will carry out an initial 
assessment of the complaint.  The purpose of the initial assessment by the Monitoring Officer 
is to determine whether the complaint should be accepted for further consideration or rejected. 
In determining whether a complaint should proceed the Monitoring Officer may apply the 
following criteria: 
 

 Acting as a Member: Was the Subject Member acting as a Member at the time of the 
allegation?1 

 Seriousness of the complaint – is the complaint trivial, vexatious, malicious, politically 
motivated, or ‘tit for tat’?  Would the resources/cost involved in investigating and 
determining the complaint be disproportionate to the allegation if proven? Where 

 
1 Please refer to “Guidance on Local Government Association Model Code of Conduct” published by the LGA on 
8 July 2021 
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complaints are raised by Members alleging a lack of respect or courtesy by the 
Subject Member then the Monitoring Officer may reject the complaint – please refer to 
“Guidance on Local Government Association Model Code of Conduct” published by 
the LGA on 8 July 2021 

 Duplication – Is the complaint substantially similar to a previous allegation or is it 
subject of an existing investigation?  If there is a current complaint about the same 
matter then a repeat allegation will be rejected unless the complainant is directly 
harmed by the allegation or they can provide new evidence. 

 Length of time – Did the events or behaviour to which the complaint relates take place 
more than six months prior to receipt of the complaint.  Does the time lapse mean that 
those involved are unlikely to remember matters clearly, or does the lapse of time 
mean that there would be little benefit in taking action 

 Public Interest – In all cases, is the public interest served in referring the complaint 
further. Has the Subject Member offered an apology or other remedial action which is 
satisfactory to the Monitoring Officer, taking into account the circumstances of the 
complaint? 

 
The complainant(s) and the Subject Member will normally be informed by the Monitoring 
Officer of the initial assessment decision within 10 working days of it being made. Should it 
be determined by the Monitoring Officer, in consultation with an Independent Person where 
appropriate, that the complaint should not proceed, then the complaint shall be dismissed. 
There is no right of appeal for the complainant(s) under these rules. 
 
4. Decision of the Monitoring Officer 
Should it be determined, having regard to the criteria referred to in section 3 above, that the 
complaint be accepted for further consideration, the Monitoring Officer shall, subject to 
consultation with an Independent Person, have delegated authority to decide to take one of 
the following actions:  

 If there is clear evidence that there has been no breach of the Code of Conduct, the 
Monitoring Officer will write a No Breach Decision Notice explaining the reason for the 
decision which will be given to the complainant(s) and the Subject Member.  The 
Parish or Town Clerk, if appropriate, will be informed that there is no breach.  

 Where there has been a clear breach of the Code of Conduct the Monitoring Officer 
will write a report with a recommendation for a decision for a breach of the Code of 
Conduct, giving reasons for that recommended decision, and then refer the matter to a 
Members Standards Sub-Committee for a formal decision. The Councillor Standards 
Sub-Committee will conduct a local hearing following the procedure in Appendix E of 
this Part, and make a decision in accordance with paragraph 2.2. 

 Where there has possibly been a breach of the Code of Conduct, the Monitoring 
Officer will require a formal investigation and a written investigation report by an 
Investigating Officer. An indicative timescale for the process should be given to the 
complainant(s) and the Subject Member. At least a monthly update report will be 
provided to all parties in an ongoing investigation. The investigation report shall 
conclude whether or not there has been a breach of the Code of Conduct and give 
clear reasons for that conclusion.  
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5.  Finding on Investigation 
 
5.1 No Breach of Code of Conduct 
 
Where an investigation finds no evidence that the Subject Member has failed to comply with 
the Code of Conduct, the Monitoring Officer, in consultation with an Independent Person and 
the Chair of the Councillor Standards Panel, shall make a decision to take no further action.  
The Monitoring Officer will write a No Breach Decision Notice explaining the reason for the 
decision which will be given to the complainant(s) and the Subject Member.   The Parish or 
Town Clerk, if appropriate, will be informed that there is no breach, but no further information 
will be supplied. 
 
5.2 Breach of Code of Conduct 
 
Where there is evidence that the Subject Member has failed to comply with the Code of 
Conduct, the Monitoring Officer, in consultation with an Independent Person and the Chair of 
the Councillor Standards Panel, shall refer the Investigating Officer’s report to a Councillor 
Standards Sub-Committee.  The Councillor Standards Sub-Committee will conduct a local 
hearing following the procedure Appendix E of this Part and make a decision in accordance 
with paragraph 2.2. 

 
The Councillor Standards Sub Committee will usually hear a complaint within one calendar 
month of the date that the Monitoring Officer has referred the matter to the Sub Committee.  
The Subject Member and complainant(s) will be informed of the decision. 
 
6. Appeals, Transparency and Confidentiality 
 
6.1 Appeals 
 
There is no right of appeal under the Code of Conduct and the decision of the Monitoring 
Officer, or the Councillor Standards Sub Committee will be final. However, Subject Members 
who have been found in breach of the Code of Conduct may make a statement about the 
complaint and the findings. This statement shall be published on the Council’s website for the 
period stated in Transparency section below. 
 
If the complainant(s) is unhappy with this decision, they may write to the Local Government 
and Social Care Ombudsman to complain if he or she believes that proper process has not 
been followed. The Ombudsman will not however have authority to change the decision itself.   
 
6.2 Transparency 
The decision of the Monitoring Officer or Councillor Standards Sub Committee will be sent to 
the Subject Member and the complainant(s). A decision that a Subject Member is in breach 
of the Code of Conduct will be published on the Council’s website. The decision will be 
publicised for 12 months unless the Councillor Standards Sub-Committee consider an 
alternative time is appropriate. 
 
Unless the Councillor Standards Sub-Committee determines otherwise, the decision notice, 
the Group Leader/ Chair’s statement and the Subject Member’s statement only will be 
published on the website. 
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6.3 Confidentiality   
 
Subject to the requirements of Data Protection legislation, unless the Monitoring Officer or 
Councillor Standards Sub Committee decides otherwise or unless stated to the contrary in 
this Part, the complaint, all communications and correspondence, investigation reports, 
reports and decisions will remain confidential. Statements and investigations will be 
conducted with an expectation that such information will only be released to the parties 
involved under these arrangements. 
 
The Members ‘need to know’ in relation to access to information shall only extend to the 
Subject Member, the complainant(s) (where such is a member) and members of the 
Councillor Standards Sub Committee. 
 
Requests for information will be provided on the basis of the expectation of confidentiality by 
the parties and exemptions under the various statutory schemes. Where investigation reports 
have been prepared, only summary or the conclusions will be released. 
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Appendix E 
 
1  Procedure for Councillor Standards Sub Committee 
 
1.1  Appointment, Composition and Terms of Reference of the Councillor Standards 
Sub Committee 
 
The Monitoring Officer is required to convene a Councillor Standards Sub Committee from 
the membership of the Councillor Standards Panel as necessary. The Councillor Standards 
Sub Committee will therefore not have a fixed membership. 
 
The Councillor Standards Sub Committee shall comprise of two members of the Councillor 
Standards Panel, and one of the Council’s Independent Persons as Chair. The Chair will not 
be the Independent Person who was consulted by the Monitoring Officer through the 
process, as they attend the hearing in that capacity. If the complaint relates to a Town or 
Parish Councillor, then a co-opted Town or Parish Councillor may also be an additional 
member of the Councillor Standards Sub Committee but will not have voting rights. 
 
1.2  Pre Hearing Process 
 
The date of the hearing will be arranged by the Monitoring Officer in consultation with the 
members of the Councillor Standards Sub Committee. 
 
Once the date for the Councillor Standards Sub Committee has been arranged the Subject 
Member will be notified and asked if they: 
 

a) wish to attend the hearing; 
 
b) wish to be accompanied or represented at the hearing by any other person; 
 
c) wish to submit any written evidence or documentation to be considered by the Sub 

Committee. This must be sent no later than 3 working days prior to the hearing and 
will be passed to the complainant(s) and the Investigating Officer for any comment.  
Additional evidence or documentation not submitted by this deadline may not be 
accepted by the Sub Committee; 

 
d) wish to call relevant witnesses to give evidence at the hearing. The Chair of the 

Councillor Standards Sub Committee will have the final decision on how many 
witnesses may reasonably be needed. 

 
The Councillor Standards Sub Committee and the Subject Member, and the Independent 
Person who was consulted by the Monitoring Officer through the process will each receive a 
report from the Monitoring Officer which will include a copy of the Investigating Officer’s final 
report, on a strictly confidential basis. 
 
The Councillor Standards Sub Committee will be held in private, and this will be confirmed at 
the hearing.  The complainant(s) will not attend unless the Chair of the Councillor Standards 
Sub Committee agrees, or the Subject Member requests that they attend for the purposes of 
answering questions on the evidence provided.  
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1.3 Procedure for the Councillor Standards Sub Committee  
 
The procedure for the Councillor Standards Sub Committee will be as follows: 
 

a) The Chair will confirm the names and status of those attending. If the Subject 
Member is not present at the start of the hearing, and they had indicated their 
intention to attend, the Chair shall ask the Monitoring Officer whether the Subject 
Member has provided any reasons why he or she would not be present. From the 
response the Councillor Standards Sub Committee will decide whether to make a 
determination in the absence of the Subject Member or adjourn the hearing to 
another date. 

 
b) If an Investigating Officer was used then the Investigating Officer, or in his/her 

absence the Monitoring Officer, shall present the Investigating Officer’s report 
having particular regard to any points of difference identified by the Subject Member 
and why the Investigating Officer had concluded, on the basis of their findings of 
fact, that the Subject Member had failed to comply with the Code of Conduct.  The 
Investigating Officer or Monitoring Officer may call witnesses as necessary in order 
to substantiate his/her findings. 

 
c) The Subject Member will then be given the opportunity to ask the Investigating 

Officer, or any of the witnesses, questions relating to the report or matters that have 
arisen during the witness statements.  

 
d) Members of the Councillor Standards Sub Committee, the Independent Person who 

was consulted by the Monitoring Officer through the process, and the Monitoring 
Officer will then have the opportunity of asking the Investigating Officer, or any of 
the witnesses, questions relating to the report or matters that have arisen in the 
witness statements. 

 
e) The Subject Member will then be invited to respond to the Investigating Officer’s 

report and provide evidence, either by calling witnesses or by making 
representations to the Councillor Standards Sub Committee as to why they consider 
that they did not fail to comply with the Code of Conduct. 

 
f) The Investigating Officer will then be given the opportunity to ask the Subject 

Member and any witnesses, questions relating to the representations made to the 
Councillor Standards Sub Committee. 

 
g) Members of the Councillor Standards Sub Committee, the Independent Person who 

was consulted by the Monitoring Officer through the process, and the Monitoring 
Officer will then have the opportunity to ask the Subject Member, and any 
witnesses, questions relating to the representations made to the Councillor 
Standards Sub Committee. 

 
h) The Investigating Officer will then be given the opportunity to sum up. 
 
i) The Subject Member will then be given the opportunity to sum up 
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j) The Independent Person who was consulted by the Monitoring Officer through the 
process will then be invited to comment and outline their view in respect of the 
complaint.  

 
k) The Chair will check with the other members of the Councillor Standards Sub 

Committee whether they are satisfied that they have sufficient evidence to come to 
a considered conclusion on the matter.  If it is decided that additional evidence is 
required before a determination can be made, then the hearing will be adjourned 
and the Investigating Officer or Monitoring Officer will be asked either to seek and 
provide such additional evidence and/or undertake further investigation on any point 
specified by the Councillor Standards Sub Committee. 

 
l) If the Councillor Standards Sub Committee is satisfied that that they do have 

sufficient evidence to make a decision this will conclude the evidence gathering part 
of the hearing. The Investigating Officer, the Subject Member, the Independent 
Person who was consulted by the Monitoring Officer through the process, and any 
witnesses that might be present will be asked to leave at this point, but the clerk and 
Monitoring Officer to the Sub Committee will remain.  

 
m) The Councillor Standards Sub Committee will then determine the complaint on the 

balance of probabilities.  If the Councillor Standards Sub Committee determine that 
there has been a failure to follow the Code they shall seek advice from the 
Monitoring Officer as to what action they believe should be taken against the 
Subject Member. 

 
 

2  Findings of the Councillor Standards Sub Committee 

 
2.1  No Finding of a Failure to follow the Code of Conduct 
 
If the Councillor Standards Sub Committee determine that the Subject Member has not failed 
to follow the Code of Conduct then the complaint will be dismissed.   
 
The Monitoring Officer shall prepare a decision notice in consultation with the Chair of the 
Councillor Standards Sub Committee stating the Councillor Standards Sub Committee’s 
findings in relation to a non-failure to follow the Code of Conduct. The decision notice will be 
provided to the Subject Member, the Investigating Officer if relevant, the complainant(s) and 
the Independent Person who was consulted by the Monitoring Officer through the process for 
their information.   
 
2.2  Finding of Failure to follow the Code of Conduct 
 
If the Councillor Standards Sub Committee determines that the Subject Member has failed to 
follow the Code of Conduct then it can decide to take any or more of the following actions:  

 
a) Formally censure the Subject Member in writing for their failure to follow the Code of 

Conduct; 
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b) Recommend to the Subject Member’s Group Leader (or in the case of un-grouped 
Members, recommend to Council or any subcommittee(s) of Council) that the 
Subject Member be removed from any or all subcommittee(s) of the Council; 

 
c) Recommend to the Leader of Council that the Subject Member be removed from 

the Cabinet, or removed from particular portfolio responsibilities; 
 
d) Instruct the Monitoring Officer (or recommend that the relevant Town/Parish 

Council, as appropriate) to arrange training for the Subject Member; 
 
e) Remove (or recommend to the relevant Town/Parish Council that the Subject 

Member be removed) from all outside appointments to which he/she has been 
appointed or nominated by the authority (or by the Town/Parish Council); 

 
f) Withdraw (or recommend to the relevant Town/Parish Council that it withdraws) 

facilities provided to the Subject Member by the Council, such as a computer, 
website and/or e-mail and internet access;  

 
g) Exclude (or recommend that the relevant Town/Parish Council exclude) the Subject 

Member from the Council’s offices or other premises, with the exception of meeting 
rooms as necessary for attending Council or Panel meetings; or 

 
h) Report its findings to the Crown Prosecution Service in respect of a Subject 

Member that has been found to have committed an offence under s30 and/or s31 
Localism Act 2011. 

 
2.3 Publication of the Decision on Finding a Breach of the Code of Conduct 
 
Within 5 working days of the decision, the Monitoring Officer shall prepare a formal decision 
notice in consultation with the Chair of the Councillor Standards Sub Committee.  A copy of 
the decision notice will be sent to the complainant(s), the Subject Member (and, if applicable, 
the relevant Town/Parish Council) and the Independent Person who was consulted by the 
Monitoring Officer through the process for their information. 
 
A decision that a Subject Member is in breach of the Code of Conduct will be published on 
the Council’s website for 12 months unless the Councillor Standards Sub-Committee 
consider an alternative time is appropriate. 
 
The Subject Member has no right of appeal to the Council against a decision of the 
Monitoring Officer or the Councillor Standards Sub Committee. 
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Code of Conduct 

Deϐinitions   
For the purposes of this Code of Conduct, a “councillor” means a member or co-opted member of a local 
authority or a directly elected mayor. A “co-opted member” is defined in the Localism Act 2011 SecƟon  
27(4) as “a person who is not a member of the authority but who   

a) is a member of any commiƩee or sub-commiƩee of the authority, or;   
b) is a member of, and represents the authority on, any joint commiƩee or joint subcommiƩee 
of the authority;   

and who is enƟtled to vote on any quesƟon that falls to be decided at any meeƟng of that commiƩee or 
sub-commiƩee”.   

For the purposes of this Code of Conduct, “local authority” includes county councils, district councils, 
London borough councils, parish councils, town councils, fire and rescue authoriƟes, police authoriƟes, 
joint authoriƟes, economic prosperity boards, combined authoriƟes and NaƟonal Park authoriƟes.   

   

Purpose of the Code of Conduct   
The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the behaviour that is 
expected of you, to provide a personal check and balance, and to set out the type of conduct that could 
lead to acƟon being taken against you.  
 
It is also to protect you, the public, fellow councillors, local authority officers and the reputaƟon of local 
government. It sets out general principles of conduct expected of all councillors and your specific 
obligaƟons in relaƟon to standards of conduct.  
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The LGA encourages the use of support, training and mediaƟon prior to acƟon being taken using the Code. 
The fundamental aim of the Code is to create and maintain public confidence in the role of councillor and 
local government.   

   

General principles of councillor conduct   
Everyone in public office at all levels; all who serve the public or deliver public services, including ministers, 
civil servants, councillors and local authority officers; should uphold the Seven Principles of Public Life, also 
known as the Nolan Principles.   

Building on these principles, the following general principles have been developed specifically for the role 
of councillor.   

In accordance with the public trust placed in me, on all occasions:   

• I act with integrity and honesty   
• I act lawfully   
• I treat all persons fairly and with respect; and   
• I lead by example and act in a way that secures public confidence in the role of councillor.   

In undertaking my role:   

• I imparƟally exercise my responsibiliƟes in the interests of the local community   
• I do not improperly seek to confer an advantage, or disadvantage, on any person   

• I avoid conflicts of interest   
• I exercise reasonable care and diligence; and   
• I ensure that public resources are used prudently in accordance with my local authority’s 
requirements and in the public interest.   

Application of the Code of Conduct   
This Code of Conduct applies to you as soon as you sign your declaraƟon of acceptance of the office of 
councillor or aƩend your first meeƟng as a co-opted member and conƟnues to apply to you unƟl you cease 
to be a councillor.   

This Code of Conduct applies to you when you are acƟng in your capacity as a councillor which may include 
when:   

• you misuse your posiƟon as a councillor    

• your acƟons would give the impression to a reasonable member of the public with 
knowledge of all the facts that you are acƟng as a councillor;    

The Code applies to all forms of communicaƟon and interacƟon, including:   

• at face-to-face meeƟngs   

• at online or telephone meeƟngs   

• in wriƩen communicaƟon   
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• in verbal communicaƟon   

• in non-verbal communicaƟon   

• in electronic and social media communicaƟon, posts, statements and comments.   

You are also expected to uphold high standards of conduct and show leadership at all Ɵmes when acƟng as 
a councillor.   

Your Monitoring Officer has statutory responsibility for the implementaƟon of the Code of Conduct. Town 
and parish councillors are encouraged to seek advice from their Clerk, who may refer maƩers to the 
Monitoring Officer.   

   

Standards of councillor conduct   
This secƟon sets out your obligaƟons, which are the minimum standards of conduct required of you as a 
councillor. Should your conduct fall short of these standards, a complaint may be made against you, which 
may result in acƟon being taken.   

Guidance is included to help explain the reasons for the obligaƟons and how they should be followed.   

    
General Conduct   

1. Respect as a councillor:  
   
1.1  I treat other councillors and members of the public with respect.   
  
1.2  I treat local authority employees, employees and representaƟves of partner organisaƟons and those 

volunteering for the local authority with respect and respect the role they play.   

Respect means politeness and courtesy in behaviour, speech, and in the wriƩen word. Debate and having 
different views are all part of a healthy democracy. As a councillor, you can express, challenge, criƟcise and 
disagree with views, ideas, opinions and policies in a robust but civil manner. You should not, however, 
subject individuals, groups of people or organisaƟons to personal aƩack.   

In your contact with the public, you should treat them politely and courteously. Rude and offensive 
behaviour lowers the public’s expectaƟons and confidence in councillors.   

In return, you have a right to expect respecƞul behaviour from the public. If members of the public are 
being abusive, inƟmidatory or threatening you are enƟtled to stop any conversaƟon or interacƟon in 
person or online and report them to the local authority, the relevant social media provider or the police. 
This also applies to fellow councillors, where acƟon could then be taken under the Councillor Code of 
Conduct, and local authority employees, where concerns should be raised in line with the local authority’s 
councillor officer protocol.   

 

2. Bullying, harassment and discrimination as a councillor:   
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2.1  I do not bully any person.   

2.2  I do not harass any person.   

2.3  I promote equaliƟes and do not discriminate unlawfully against any person.   

The Advisory, ConciliaƟon and ArbitraƟon Service (ACAS) characterises bullying as offensive, inƟmidaƟng, 
malicious or insulƟng behaviour, an abuse or misuse of power through means that undermine, humiliate, 
denigrate or injure the recipient. Bullying might be a regular paƩern of behaviour or a one-off incident, 
happen face-to-face, on social media, in emails or phone calls, happen in the workplace or at work social 
events and may not always be obvious or noƟced by others.   

The ProtecƟon from Harassment Act 1997 defines harassment as conduct that causes alarm or distress or 
puts people in fear of violence and must involve such conduct on at least two occasions. It can include 
repeated aƩempts to impose unwanted communicaƟons and contact upon a person in a manner that 
could be expected to cause distress or fear in any reasonable person.   

Unlawful discriminaƟon is where someone is treated unfairly because of a protected characterisƟc. 
Protected characterisƟcs are specific aspects of a person's   
idenƟty defined by the Equality Act 2010. They are age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientaƟon.   

The Equality Act 2010 places specific duƟes on local authoriƟes. Councillors have a central role to play in 
ensuring that equality issues are integral to the local authority's performance and strategic aims, and that 
there is a strong vision and public commitment to equality across public services.   

 You must undertake training arranged by the Council on equality and diversity within two calendar months 
of your elecƟon and annually thereaŌer. 
 

 3.  Impartiality of ofϐicers of the council as a councillor:   
   

3.1  I do not compromise, or aƩempt to compromise, the imparƟality of anyone who works for, or on behalf 
of, the local authority.   

Officers work for the local authority as a whole and must be poliƟcally neutral (unless they are poliƟcal 
assistants). They should not be coerced or persuaded to act in a way that would undermine their neutrality. 
You can quesƟon officers in order to understand, for example, their reasons for proposing to act in a 
parƟcular way, or the content of a report that they have wriƩen. However, you must not try and force them 
to act differently, change their advice, or alter the content of that report, if doing so would prejudice their 
professional integrity.   

4. Conϐidentiality and access to information as a councillor:   
  
4.1  I do not disclose informaƟon:   

a. given to me in confidence by anyone   

b. acquired by me which I believe, or ought reasonably to be aware, is of a confidenƟal nature, 
unless   
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i. I have received the consent of a person authorised to give it;   
ii. I am required by law to do so;   

iii. the disclosure is made to a third party for the purpose of obtaining professional legal 
advice provided that the third party agrees not to disclose the informaƟon to any other 
person; or   

iv. the disclosure is:   

1. reasonable and in the public interest; and   

2. made in good faith and in compliance with the reasonable requirements of the local 
authority; and   

3. I have consulted the Monitoring Officer prior to its release.   
   

4.2 I do not improperly use knowledge gained solely as a result of my role as a councillor for the 
advancement of myself, my friends, my family members, my employer or my business interests.   

   
4.3 I do not prevent anyone from geƫng informaƟon that they are enƟtled to by law.   

Local authoriƟes must work openly and transparently, and their proceedings and printed materials are 
open to the public, except in certain legally defined circumstances. You should work on this basis, but there 
will be Ɵmes when it is required by law that discussions, documents and other informaƟon relaƟng to or 
held by the local authority must be treated in a confidenƟal manner. Examples include personal data 
relaƟng to individuals or informaƟon relaƟng to ongoing negoƟaƟons.   

 5. Disrepute as a councillor:   
  
5.1   I do not bring my role or local authority into disrepute.   

 

As a Councillor, you are trusted to make decisions on behalf of your community, and your acƟons and 
behaviour are subject to greater scruƟny than that of ordinary members of the public. You should be aware 
that your acƟons might have an adverse impact on you, other councillors and/or your local authority and 
may lower the public’s confidence in your or your local authority’s ability to discharge your/it’s funcƟons. 
For example, behaviour that is considered dishonest and/or deceiƞul can bring your local authority into 
disrepute.   

You are able to hold the local authority and fellow councillors to account and are able to construcƟvely 
challenge and express concern about decisions and processes undertaken by the council whilst conƟnuing 
to adhere to other aspects of this Code of Conduct.   

6. Use of position as a councillor:   
  
6.1  I do not use, or aƩempt to use, my posiƟon improperly to the advantage or disadvantage of myself or 

anyone else.   

Your posiƟon as a member of the local authority provides you with certain opportuniƟes, responsibiliƟes, 
and privileges, and you make choices all the Ɵme that will impact others. However, you should not take 
advantage of these opportuniƟes to further your own or others’ private interests or to disadvantage 
anyone unfairly.   
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7. Use of local authority resources and facilities as a councillor   
7.1   I do not misuse council resources.   
   
7.2  I will, when using the resources of the local or authorising their use by others:   

a) act in accordance with the local authority's requirements; and   

b) ensure that such resources are not used for poliƟcal purposes unless that use could 
reasonably be regarded as likely to facilitate, or be conducive to, the discharge of the 
funcƟons of the local authority or of the office to which I have been elected or appointed.   

You may be provided with resources and faciliƟes by the local authority to assist you in carrying out your 
duƟes as a councillor.   

Examples include:   

7.3.1  office support   

7.3.2  staƟonery   

 7.3.2  equipment such as phones, and computers   

 7.3.4  transport   

 7.4.5  access and use of local authority buildings and rooms.   

These are given to you to help you carry out your role as a councillor more effecƟvely and are not to be 
used for business or personal gain. They should be used in accordance with the purpose for which they 
have been provided and the local authority’s own policies regarding their use.   

8. Complying with the Code of Conduct as a Councillor:   
  
8.1  I undertake Code of Conduct training provided by my local authority.   

8.2  I cooperate with any Code of Conduct invesƟgaƟon and/or determinaƟon.   

8.3  I do not inƟmidate or aƩempt to inƟmidate any person who is likely to be involved with the 
administraƟon of any invesƟgaƟon or proceedings.   

8.4  I comply with any sancƟon imposed on me following a finding that I have breached the Code of 
Conduct.   

  
It is extremely important for you as a councillor to demonstrate high standards, for you to have your acƟons 
open to scruƟny and for you not to undermine public trust in the local authority or its governance.  If you 
do not understand or are concerned about the local authority’s processes in handling a complaint you 
should raise this with your Monitoring Officer.   

Protecting your reputation and the reputation of the local authority   

9. Interests as a councillor:   
  
9.1  I register and disclose my interests.   
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SecƟon 29 of the Localism Act 2011 requires the Monitoring Officer to establish and maintain a register of 
interests of members of the authority .   

You need to register your interests so that the public, local authority employees and fellow councillors 
know which of your interests might give rise to a conflict of interest. The register is a public document that 
can be consulted when (or before) an issue arises. The register also protects you by allowing you to 
demonstrate openness and a willingness to be held accountable. You are personally responsible for 
deciding whether you should disclose an interest in a meeƟng, but it can be helpful for you to know early 
on if others think that a potenƟal conflict might arise. It is also important that the public know about any 
interest that might have to be disclosed by you or other councillors when making or taking part in 
decisions, so that decision making is seen by the public as open and honest. This helps to ensure that 
public confidence in the integrity of local governance is maintained.   

You should note that failure to register or disclose a disclosable pecuniary interest as set out in Table 1, is a 
criminal offence under the Localism Act 2011.   

Appendix B sets out the detailed provisions on registering and disclosing interests. If in doubt, you should 
always seek advice from your Monitoring Officer.   

10. Gifts and hospitality as a Councillor  
   
10.1  I do not accept giŌs or hospitality, irrespecƟve of esƟmated value, which could give rise to real or  

substanƟve personal gain or a reasonable suspicion of influence on my part to show favour from 
persons seeking to acquire, develop or do business with the local authority or from persons who may 
apply to the local authority for any permission, licence or other significant advantage.   

   
10.2  I register with the Monitoring Officer any giŌ or hospitality with an esƟmated value of at least £25 

within 28 days of its receipt.   
   
10.3  I register with the Monitoring Officer any significant giŌ or hospitality that I have been offered but 

have refused to accept.   

10.4 I register with the Monitoring Officer any mulƟple or recurring giŌ or hospitality (with an individual 
value of less than £25 but a combined total of £50 over a three-month period) received from an 
individual or group, within 28 days of its receipt. 

In order to protect your posiƟon and the reputaƟon of the local authority, you should exercise cauƟon in 
accepƟng any giŌs or hospitality which are (or which you reasonably believe to be) offered to you because 
you are a councillor. The presumpƟon should always be not to accept significant giŌs or hospitality. 
However, there may be Ɵmes when such a refusal may be difficult if it is seen as rudeness in which case you 
could accept it but must ensure it is publicly registered. However, you do not need to register giŌs and 
hospitality which are not related to your role as a councillor, such as Christmas giŌs from your friends and 
family. It is also important to note that it is appropriate to accept normal expenses and hospitality 
associated with your duƟes as a councillor. If you are unsure, do contact your Monitoring Officer for 
guidance.   
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Declaration as a council member of Sunningdale Parish Council  
  

I,            declare that I will abide by the standards of councillor conduct  
as set out in this code and honour my obligaƟons, which are the minimum standards of conduct required of 
me as a councillor.   

I confirm my understanding that, should my conduct fall short of these standards, a complaint may be made 
against me, which may result in acƟon being taken.   

I confirm that as detailed in secƟon 8.4, I will comply with any sancƟon imposed on me following a finding 
that I have breached the Code of Conduct.  

  

Signed:  

  

Dated:  
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Appendices   

Appendix A – The Seven Principles of Public Life   
 

The principles are:   

Selflessness   

Holders of public office should act solely in terms of the public interest.   

Integrity   

Holders of public office must avoid placing themselves under any obligaƟon to people or organisaƟons that 
might try inappropriately to influence them in their work. They should not act or take decisions in order to 
gain financial or other material benefits for themselves, their family, or their friends. They must disclose 
and resolve any interests and relaƟonships.   

ObjecƟvity   

Holders of public office must act and take decisions imparƟally, fairly and on merit, using the best evidence 
and without discriminaƟon or bias.   

Accountability   

Holders of public office are accountable to the public for their decisions and acƟons and must submit 
themselves to the scruƟny necessary to ensure this.   

Openness   

Holders of public office should act and take decisions in an open and transparent manner. InformaƟon 
should not be withheld from the public unless there are clear and lawful reasons for so doing.   

Honesty   

Holders of public office should be truthful.   

Leadership   

Holders of public office should exhibit these principles in their own behaviour. They should acƟvely 
promote and robustly support the principles and be willing to challenge poor behaviour wherever it occurs.   
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Appendix B Registering interests   
 

Within 28 days of becoming a member or your re-elecƟon or re-appointment to office you must register with 
the Monitoring Officer the interests which fall within the categories set out in Table 1 (Disclosable Pecuniary 
Interests) which are as described in “The Relevant AuthoriƟes (Disclosable Pecuniary Interests) RegulaƟons 
2012”. You should also register  details of your other personal interests which fall within the categories set out 
in Table 2 (Other Registerable Interests).   
   
 “Disclosable Pecuniary Interest” means  an interest of yourself, or of your partner if you are aware of your 
partner's interest, within the descripƟons set out in Table 1 below.   
   
"Partner" means a spouse or civil partner, or a person with whom you are living as husband or wife, or a 
person with whom you are living as if you are civil partners.   
   

1. You must ensure that your register of interests is kept up-to-date and within 28 days of becoming 
aware of any new interest, or of any change to a registered interest, noƟfy the Monitoring Officer.   

  

2. A ‘sensiƟve interest’ is as an interest which, if disclosed, could lead to the councillor, or a person 
connected with the councillor, being subject to violence or inƟmidaƟon.   

  

3. Where you have a ‘sensiƟve interest’ you must noƟfy the Monitoring Officer with the reasons 
why you believe it is a sensiƟve interest. If the Monitoring Officer agrees they will withhold the interest 
from the public register.   

   

Nonparticipation in case of disclosable pecuniary interest   
  

4. Where a maƩer arises at a meeƟng which directly relates to one of your Disclosable Pecuniary 
Interests as set out in Table 1, you must disclose the interest, not parƟcipate in any discussion or vote 
on the maƩer and must not remain in the room unless you have been granted a dispensaƟon. If it is 
a ‘sensiƟve interest’, you do not have to disclose the nature of the interest, just that you have an 
interest.   

  
a. DispensaƟon may be granted in limited circumstances, to enable you to parƟcipate and vote on a 

maƩer in which you have a disclosable pecuniary interest.   

5. Where  you have a disclosable pecuniary interest on a maƩer to be considered or is being 
considered by you as a Cabinet member in exercise of  your execuƟve funcƟon, you must noƟfy the 
Monitoring Officer of the interest and must not take any steps or further steps in the maƩer apart 
from arranging for someone else to deal with it    
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Disclosure of Other Registerable Interests   
   
6.  Where a maƩer arises at a meeƟng which directly relates to one of your Other Registerable Interests 

(as set out in Table 2), you must disclose the interest. You may speak on the maƩer only if members 
of the public are also allowed to speak at the meeƟng but otherwise must not take part in any 
discussion or vote on the maƩer and must not remain in the room unless you have been granted a 
dispensaƟon. If it is a ‘sensiƟve interest’, you do not have to disclose the nature of the interest.    

Disclosure of Non-Registerable Interests   
   

7. Where a maƩer arises at a meeƟng which directly relates to your financial interest or well-being 
(and is not a Disclosable Pecuniary Interest  set out in Table 1) or a financial interest or well-being of 
a relaƟve or close associate, you must disclose the interest. You may speak on the maƩer only if 
members of the public are also allowed to speak at the meeƟng. Otherwise you  must not take part 
in any discussion or vote on the maƩer and must not remain in the room unless you have been 
granted a dispensaƟon. If it is a ‘sensiƟve interest’, you do not have to disclose the nature of the 
interest.   

   

8. Where a maƩer arises at a meeƟng which affects –   

a. your own financial interest or well-being;   
b. a financial interest or well-being of a  relaƟve, close associate; or   
c. a body included in those you need to disclose under Other Registrable Interests  as set out in 
Table 2   

you must disclose the interest. In order to determine whether you can remain in the meeƟng aŌer 
disclosing your interest  the following test should be applied   

   

9. Where a maƩer affects your financial interest or well-being:   
a. to a greater extent than it affects the financial interests of the majority of inhabitants of the ward 
affected by the decision and;   

b. a reasonable member of the public knowing all the facts would believe that it would affect your 
view of the wider public interest   

You may speak on the maƩer only if members of the public are also allowed to speak at the 
meeƟng. Otherwise, you must not take part in any discussion or vote on the maƩer and must not 
remain in the room unless you have been granted a dispensaƟon.   

If it is a ‘sensiƟve interest’, you do not have to disclose the nature of the interest.   
   

10. Where you have a personal interest in any business of your authority and you have made an 
execuƟve decision in relaƟon to that business, you must make sure that any wriƩen statement of 
that decision records the existence and nature of your interest.   
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Table 1: Disclosable Pecuniary Interests   
  

This table sets out the explanaƟon of Disclosable Pecuniary Interests as set out in the Relevant AuthoriƟes 
(Disclosable Pecuniary Interests) RegulaƟons 2012.   

   

Subject   DescripƟon   

Employment,  
office, trade, 
profession or vocaƟon   

Any employment, office, trade, profession or vocaƟon carried on for profit or gain.  
[Any unpaid directorship.]   

Sponsorship   Any payment or provision of any other financial benefit (other than from the 
council) made to the councillor during the previous 12-month period for 
expenses incurred by him/her in carrying out his/her duƟes as a councillor, or 
towards his/her elecƟon expenses.   
This includes any payment or financial benefit from a trade union within the 
meaning of the Trade Union and Labour RelaƟons (ConsolidaƟon) Act 1992.   

Contracts   
   

  

Any contract made between the councillor or his/her spouse or civil partner 
or the person with whom the councillor is living as if they were spouses/civil 
partners (or a firm in which such person is a partner, or an incorporated body 
of which such person is a director1 or a body that such person has a beneficial 
interest in the securiƟes of*) and the council  —   

(a) under which goods or services are to be provided, or works are to be 
executed; and (b) which has not been fully discharged.  
   

Land and Property   Any beneficial interest in land which is within the area of the council.   
‘Land’ excludes an easement, servitude, interest or right in or over land which 
does not give the councillor or his/her spouse or civil partner or the person with 
whom the councillor is living as if they were spouses/ civil partners (alone or 
jointly with another) a right to occupy or to receive income.   

Licenses   Any licence (alone or jointly with others) to occupy land in the area of the council 
for a month or longer   

 
1 director includes a member of the commiƩee of management of an industrial and provident society.   
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Corporate tenancies   Any tenancy where (to the councillor’s knowledge) 
(a)  the landlord is the council; and   
(b)  the tenant is a body that the councillor, or his/her spouse or civil partner 
or the person with whom the councillor is living as if they were spouses/ civil 
partners is a partner of or a director* of or has a beneficial interest in the 
securiƟes of.   

SecuriƟes   Any beneficial interest in securiƟes2 of a body where:   

(a) that body (to the councillor’s knowledge) has a place of business or land in 
the area of the council; and   
(b) either:   
(i) The total nominal value of the securiƟes exceeds £25,000 or one 
hundredth of the total issued share capital of that body; or   
(ii) if the share capital of that body is of more than one class, the total 
nominal value of the shares of any one class in which the councillor, or his/ 
her spouse or civil partner or the person with whom the councillor is living as 
if they were spouses/civil partners has a beneficial interest exceeds one 
hundredth of the total issued share capital of that class.  

   
   

 

    

 
2 securiƟes means shares, debentures, debenture stock, loan stock, bonds, units of a collecƟve investment scheme within the 
meaning of the Financial Services and Markets Act 2000 and other securiƟes of any descripƟon, other than money deposited 
with a building society.   
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Table 2: Other Registrable Interests   
   

Replace with this paragraph (inline with RBWM Code of conduct) 
You must register as an Other Registerable Interest:  
 
a) any unpaid directorships  
b) anybody of which you are a member or are in a posiƟon of general control or management and to which 
you are nominated or appointed by your authority  
c) anybody:  
(i) exercising funcƟons of a public nature  
(ii) directed to charitable purposes or  
(iii) one of whose principal purposes includes the influence of public opinion or policy (including any poliƟcal 
party or trade union)  
 
of which you are a member or in a posiƟon of general control or management  
 
 
You have a personal interest in any business of your authority where it relates to or is likely to affect:    
   

a) anybody of which you are in general control or management and to which you are 
nominated or appointed by your authority   
  

b) any body   

I. exercising funcƟons of a public nature   
II. anybody directed to charitable purposes or    
III. one of whose principal purposes includes the influence of public opinion or policy 
(including any poliƟcal party or trade union)   
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Appendix C – the Committee on Standards in Public Life   
 

The LGA has undertaken this review whilst the Government conƟnues to consider the recommendaƟons 
made by the CommiƩee on Standards in Public Life in their report on Local Government Ethical Standards. 
If the Government chooses to implement any of the recommendaƟons, this could require a change to this 
Code.   

The recommendaƟons cover:   

• RecommendaƟons for changes to the Localism Act 2011 to clarify in law when the Code of 
Conduct applies   

• The introducƟon of sancƟons   
• An appeals process through the Local Government Ombudsman   
• Changes to the Relevant AuthoriƟes (Disclosable Pecuniary Interests) RegulaƟons 2012   

• Updates to the Local Government Transparency Code   
• Changes to the role and responsibiliƟes of the Independent Person   
• That the criminal offences in the Localism Act 2011 relaƟng to Disclosable Pecuniary Interests 
should be abolished   

 

Appendix D – Arrangements for dealing with breaches of the Code of Conduct 

  Complaints in respect of this Code of Conduct are made via the Council’s Complaints Team. 

   

1) 1. Receipt and Acknowledgment of the Complaint  

The Complaints Team will deal with general enquiries relaƟng to Code of Conduct complaints. 
Complainants will be asked to fill out the online form and will be directed to the Council’s website to fill out 
the online form. Complainants with a disability who are unable to fill out the form may be provided with 
assistance in filling out the form where necessary or alternaƟve arrangements may be made. The 
Complaints Team will acknowledge a Code of Conduct complaint within 5 working days and an iniƟal 
response seeking further clarificaƟon or informaƟon (where required) will be sent within 10 working days 
aŌer that. The onus is on the Complainant to ensure that all relevant informaƟon is given. The Complainant 
will be told that full details of their complaint will be given to the Councillor concerned (“the Subject 
Member”).  

Anonymous complaints will not be considered unless accompanied by documentary or photographic 
evidence, evidencing an excepƟonally serious or significant maƩer.  
If the Subject Member is a Parish or Town Councillor, the clerk will be informed of the complaint on a 
confidenƟal basis. 
 

2) 2. Response of the Subject Member  
The Subject Member will be contacted by the Complaints Team and within 5 working days of having 
received all of the required informaƟon from the Complainant they will be asked to supply wriƩen 
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comments within 10 working days from the complaint being received or such longer Ɵme at the discreƟon 
of the Monitoring Officer. A Subject Member will be informed that he or she is enƟtled under the Localism 
Act 2011 to seek support from one of the Council’s Independent Persons. 
 

3) 3. IniƟal Assessment of the complaint by the Monitoring Officer  
Once a response has been received from the Subject Member, or when a reasonable Ɵme has passed and 
no responses has been received, the Monitoring Officer will carry out an iniƟal assessment of the 
complaint. The purpose of the iniƟal assessment by the Monitoring Officer is to determine whether the 
complaint should be accepted for further consideraƟon or rejected. In determining whether a complaint 
should proceed the Monitoring Officer may apply the following criteria:  
 
AcƟng as a Member: Was the Subject Member acƟng as a Member at the Ɵme of the allegaƟon? 
Seriousness of the complaint – is the complaint trivial, vexaƟous, malicious, poliƟcally moƟvated, or ‘Ɵt for 
tat’? Would the resources/cost involved in invesƟgaƟng and determining the complaint be disproporƟonate 
to the allegaƟon if proven? Where complaints are raised by Members alleging a lack of respect or courtesy 
by the Subject Member then the Monitoring Officer may reject the complaint – please refer to “Guidance 
on Local Government AssociaƟon Model Code of Conduct” published by the LGA on 8 July 2021. 
DuplicaƟon – Is the complaint substanƟally similar to a previous allegaƟon or is it subject of an exisƟng 
invesƟgaƟon? If there is a current complaint about the same maƩer then a repeat allegaƟon will be 
rejected unless the complainant is directly harmed by the allegaƟon or they can provide new evidence. 
Length of Ɵme – Did the events or behaviour to which the complaint relates take place more than six 
months prior to receipt of the complaint. Does the Ɵme lapse mean that those involved are unlikely to 
remember maƩers clearly, or does the lapse of Ɵme mean that there would be liƩle benefit in taking 
acƟon. 
Public Interest – In all cases, is the public interest served in referring the complaint further. Has the Subject 
Member offered an apology or other remedial acƟon which is saƟsfactory to the Monitoring Officer, taking 
into account the circumstances of the complaint? 
 
The complainant(s) and the Subject Member will normally be informed by the Monitoring Officer of the 
iniƟal assessment decision within 10 working days of it being made. Should it be determined by the 
Monitoring Officer, in consultaƟon with an Independent Person where appropriate, that the complaint 
should not proceed, then the complaint shall be dismissed. There is no right of appeal for the 
complainant(s) under these rules. 
 

 4. Decision of the Monitoring Officer  
 Should it be determined, having regard to the criteria referred to in secƟon 3 above, that the complaint be 
accepted for further consideraƟon, the Monitoring Officer shall, subject to consultaƟon with an Independent 
Person, have delegated authority to decide to take one of the following acƟons:  
  
 If there is clear evidence that there has been no breach of the Code of Conduct, the Monitoring Officer will 
write a No Breach Decision NoƟce explaining the reason for the decision which will be given to the 
complainant(s) and the Subject Member. The Parish or Town Clerk, if appropriate, will be informed that there is 
no breach.  
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 Where there has been a clear breach of the Code of Conduct the Monitoring Officer will write a report with a 
recommendaƟon for a decision for a breach of the Code of Conduct, giving reasons for that recommended 
decision, and then refer the maƩer to a Members Standards Sub-CommiƩee for a formal decision. The 
Councillor Standards Sub-CommiƩee will conduct a local hearing following the procedure in Appendix E of this 
Part, and make a decision in accordance with paragraph 2.2.  
  
 Where there has possibly been a breach of the Code of Conduct, the Monitoring Officer will require a formal 
invesƟgaƟon and a wriƩen invesƟgaƟon report by an InvesƟgaƟng Officer. An indicaƟve Ɵmescale for the 
process should be given to the complainant(s) and the Subject Member. At least a monthly update report will 
be provided to all parƟes in an ongoing invesƟgaƟon. The invesƟgaƟon report shall conclude whether or not 
there has been a breach of the Code of Conduct and give clear reasons for that conclusion.  

 

Finding on InvesƟgaƟon  
5.1 No Breach of Code of Conduct  
Where an invesƟgaƟon finds no evidence that the Subject Member has failed to comply with the Code of 
Conduct, the Monitoring Officer, in consultaƟon with an Independent Person and the Chair of the Councillor 
Standards Panel, shall make a decision to take no further acƟon. The Monitoring Officer will write a No Breach 
Decision NoƟce explaining the reason for the decision which will be given to the complainant(s) and the 
Subject Member. The Parish or Town Clerk, if appropriate, will be informed that there is no breach, but no 
further informaƟon will be supplied. 
 
5.2 Breach of Code of Conduct  
Where there is evidence that the Subject Member has failed to comply with the Code of Conduct, the 
Monitoring Officer, in consultaƟon with an Independent Person and the Chair of the Councillor Standards 
Panel, shall refer the InvesƟgaƟng Officer’s report to a Councillor Standards Sub-CommiƩee. The Councillor 
Standards Sub-CommiƩee will conduct a local hearing following the procedure Appendix E of this Part and 
make a decision in accordance with paragraph 2.2.  
 
The Councillor Standards Sub CommiƩee will usually hear a complaint within one calendar month of the date 
that the Monitoring Officer has referred the maƩer to the Sub CommiƩee. The Subject Member and 
complainant(s) will be informed of the decision. 
 
6. Appeals, Transparency and ConfidenƟality  
6.1 Appeals  
There is no right of appeal under the Code of Conduct and the decision of the Monitoring Officer, or the 
Councillor Standards Sub CommiƩee will be final. However, Subject Members who have been found in breach 
of the Code of Conduct may make a statement about the complaint and the findings. This statement shall be 
published on the Council’s website for the period stated in Transparency secƟon below.  
If the complainant(s) is unhappy with this decision, they may write to the Local Government and Social Care 
Ombudsman to complain if he or she believes that proper process has not been followed. The Ombudsman will 
not however have authority to change the decision itself. 
 
6.2 Transparency  
The decision of the Monitoring Officer or Councillor Standards Sub CommiƩee will be sent to the Subject 
Member and the complainant(s). A decision that a Subject Member is in breach of the Code of Conduct will be 
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published on the Council’s website. The decision will be publicised for 12 months unless the Councillor 
Standards Sub-CommiƩee consider an alternaƟve Ɵme is appropriate.  
Unless the Councillor Standards Sub-CommiƩee determines otherwise, the decision noƟce, the Group Leader/ 
Chair’s statement and the Subject Member’s statement only will be published on the website. 
 
6.3 ConfidenƟality  
Subject to the requirements of Data ProtecƟon legislaƟon, unless the Monitoring Officer or Councillor 
Standards Sub CommiƩee decides otherwise or unless stated to the contrary in this Part, the complaint, all 
communicaƟons and correspondence, invesƟgaƟon reports, reports and decisions will remain confidenƟal. 
Statements and invesƟgaƟons will be conducted with an expectaƟon that such informaƟon will only be 
released to the parƟes involved under these arrangements.  
 
The Members ‘need to know’ in relaƟon to access to informaƟon shall only extend to the Subject Member, the 
complainant(s) (where such is a member) and members of the Councillor Standards Sub CommiƩee.  
 
Requests for informaƟon will be provided on the basis of the expectaƟon of confidenƟality by the parƟes and 
exempƟons under the various statutory schemes. Where invesƟgaƟon reports have been prepared, only 
summary or the conclusions will be released. 

 
Both secƟons will be formaƩed if agreed to be included in the updated version. 

 

Appendix E – Procedure for Councillor Standards Sub Committee 
 

Will include the details as outlined in the RBWM Code of Conduct. 

 

Will also include details about sancƟons 

Both secƟons will be formaƩed if agreed to be included in the updated version. 
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Best Practice Recommendations  
  

The Local Government Ethical Standards report also includes Best PracƟce recommendaƟons. These are:   

Best pracƟce 1: Local authoriƟes should include prohibiƟons on bullying and harassment in codes of 
conduct. These should include a definiƟon of bullying and harassment, supplemented with a list of 
examples of the sort of behaviour covered by such a definiƟon.   

Best pracƟce 2: Councils should include provisions in their code of conduct requiring councillors to comply 
with any formal standards invesƟgaƟon and prohibiƟng trivial or malicious allegaƟons by councillors.   

Best pracƟce 3: Principal authoriƟes should review their code of conduct each year and regularly seek, 
where possible, the views of the public, community organisaƟons and neighbouring authoriƟes.   

Best pracƟce 4: An authority’s code should be readily accessible to both councillors and the public, in a 
prominent posiƟon on a council’s website and available in council premises.   

Best pracƟce 5: Local authoriƟes should update their giŌs and hospitality register at least once per quarter, 
and publish it in an accessible format, such as CSV.   

Best pracƟce 6: Councils should publish a clear and straighƞorward public interest test against which 
allegaƟons are filtered.   

Best pracƟce 7: Local authoriƟes should have access to at least two Independent Persons.   

Best pracƟce 8: An Independent Person should be consulted as to whether to undertake a formal 
invesƟgaƟon on an allegaƟon and should be given the opƟon to review and comment on allegaƟons which 
the responsible officer is minded to dismiss as being without merit, vexaƟous, or trivial.   

Best pracƟce 9: Where a local authority makes a decision on an allegaƟon of misconduct following a formal 
invesƟgaƟon, a decision noƟce should be published as soon as possible on its website, including a  
brief statement of facts, the provisions of the code engaged by the allegaƟons, the view of the Independent 
Person, the reasoning of the decision-maker, and any sancƟon applied.   

Best pracƟce 10: A local authority should have straighƞorward and accessible guidance on its website on 
how to make a complaint under the code of conduct, the process for handling complaints, and esƟmated 
Ɵmescales for invesƟgaƟons and outcomes.   

Best pracƟce 11: Formal standards complaints about the conduct of a parish councillor towards a clerk 
should be made by the chair or by the parish council, rather than the clerk in all but excepƟonal 
circumstances.   

Best pracƟce 12: Monitoring Officers’ roles should include providing advice, support and management of 
invesƟgaƟons and adjudicaƟons on alleged breaches to parish councils within the remit of the principal 
authority. They should be provided with adequate training, corporate support and resources to undertake 
this work.   

Best pracƟce 13: A local authority should have procedures in place to address any conflicts of interest when 
undertaking a standards invesƟgaƟon. Possible steps should include asking the Monitoring Officer from a 
different authority to undertake the invesƟgaƟon.   
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Best pracƟce 14: Councils should report on separate bodies they have set up or which they own as part of 
their annual governance statement and give a full picture of their relaƟonship with those bodies.  

Separate bodies created by local authoriƟes should abide by the Nolan principle of openness and publish 
their board agendas and minutes and annual reports in an accessible place.   

Best pracƟce 15: Senior officers should meet regularly with poliƟcal group leaders or group whips to discuss 
standards issues.   
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Employee Handbook 
 

Welcome and introducƟon 
 

Welcome to Sunningdale Parish Council. Our strength as a Council is due to the skills and abiliƟes of our 
Officers and wider team.  We look forward to a long and successful working relaƟonship with you and 
sincerely hope that your Ɵme with us is enjoyable and rewarding. 

This handbook is designed to explain the way in which we work and to set out the key procedures, rules and 
policies designed to ensure an efficient workplace and a safe and supporƟve environment for all employees. 
The contents of this handbook do not form part of the terms of your contract of employment unless 
otherwise stated. The Council may, from Ɵme to Ɵme, alter or amend any policy or procedure contained in 
this handbook to ensure that it remains relevant, in compliance with legislaƟon and consistent with the 
needs of the council. Any such change will be noƟfied to all employees.  

The Council recognises the ‘Green Book’ which includes enhancements above the statutory minimum to 
certain employee benefits. These addiƟonal benefits are mainly detailed within your contract of 
employment, however if detailed within this handbook, they will be clearly idenƟfiable.  

We do expect you to comply with the requirements set out in this handbook and failure to do so may lead to 
disciplinary acƟon; in appropriate cases, up to and including dismissal. 
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1 KEY PRINCIPLES  
This secƟon sets out some of the key commitments made by the Council to its employees – and the key 
commitments expected from employees in return. 

1.1 Officer Code of Conduct 
The behaviour of employees is central to the conƟnued success of the Council. This handbook sets out 
several requirements aimed at ensuring the smooth running of the Council and the fair treatment of all 
employees. A number of these are so important that any breach of them will amount to gross misconduct 
and these are clearly idenƟfied throughout the handbook. Your aƩenƟon is drawn to the following: 

 The rules on giŌs and hospitality. 
 The policy on smoking. 
 The policy on alcohol and drugs. 
 The policies on driving and the use of Council vehicles.  
 The policy regarding social media; and 
 The rules concerning the use of computers, the internet and email.  

Dishonesty 
It is important to stress that any form of dishonesty, however minor, will be regarded as gross misconduct. 
This includes theŌ of property, whether belonging to the Council, colleagues or any third party. However, it 
also includes an employee seeking to gain any advantage through decepƟon - such as making a false claim for 
expenses or overƟme, falsely claiming to be sick or falsely claiming to have completed a parƟcular task. 

It does not maƩer if any amount of money at issue is small. The Council regards any dishonesty by 
employees as gross misconduct which will usually result in dismissal. 

Refusal to carry out instrucƟons 
The Council expects employees to work in a spirit of cooperaƟon with their colleagues and managers for the 
good of the Council as a whole. Employees are required to carry out their managers’ instrucƟons and a 
deliberate and wilful refusal to do so will be gross misconduct.  

If you believe that you have been instructed to do something that does not fall within your duƟes, or which 
is in some other way unreasonable then the appropriate way of dealing with this is to raise a grievance 
under the grievance procedure (see SecƟon 4). However, doing so will not prevent a refusal to carry out an 
instrucƟon from amounƟng to gross misconduct if it is found to have been a reasonable one in all the 
circumstances. 

1.2 Health and Safety (associated policy Appendix “ “) 
The primary duty owed to you by the Council is to ensure that you are safe while you are at work. Similarly, 
all employees are obliged to carry out their duƟes in a safe and responsible manner that does not risk harm 
to either themselves, their colleagues, or any other person.  

Please ensure you read and regularly review the Council Health and Safety policy and take note of the Health 
and Safety noƟces displayed around the Council premises and places of work.  

Detailed risk assessments have been carried out on all aspects of the Council’s acƟviƟes and steps have been 
taken to ensure that all work can be done safely. Any employee who is concerned that any aspect of the 
Council’s acƟviƟes poses a risk to health and safety should report this to the nearest available manager 
immediately. Genuine concerns about health and safety will always be treated with the utmost seriousness 
and be thoroughly invesƟgated.  
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Employees who undertake work alone or without immediate supervision must follow the Council’s Lone 
Worker Policy, which sets out the procedures and safeguards in place to ensure their safety. All lone working 
arrangements must be agreed with the Parish Clerk. 
 

Employees are required to comply with all instrucƟons rules and procedures concerning maƩers of health 
and safety. Failure to do so may amount to gross misconduct. Where employees are required to wear 
personal protecƟve equipment then failure to do so will be treated as gross misconduct which will usually 
result in dismissal. 

1.3 Ethical Conduct 
The Council aims for the highest possible standards of ethical conduct in all its acƟviƟes and expects the 
conduct of individual employees to reflect this. Dishonesty of any kind will be treated as a serious maƩer, 
which may amount to gross misconduct and therefore to dismissal without noƟce. 

GiŌs and Hospitality 
The acceptance of giŌs and hospitality from clients/customers, suppliers and potenƟal suppliers must not 
give the appearance that employees or the Council may be unduly influenced in the decisions that they 
make in respect of clients/customers, suppliers or in any other aspect of their work.  

All giŌs and hospitality given or received, of whatever value, must be entered in the Register kept by the 
management team. 

No personal giŌs of a value in excess of £25 should be accepted from a client/customer, supplier or potenƟal 
supplier without express permission from the Parish clerk.  

Acceptance of hospitality, such as lunch or drinks recepƟons, should be kept within common sense limits and 
should always be authorised by your manager. Offers of hospitality must always be authorised by your 
manager. 

You may also be instructed to return any giŌs which your manager considers to be inappropriate, or to 
refuse to accept hospitality from a parƟcular supplier or potenƟal supplier. Failing to obey such an 
instrucƟon will be treated as misconduct.  

Allowing giŌs or hospitality to influence any purchasing/council decisions that you may make on behalf of 
the Council or to otherwise influence the way in which you perform your duƟes is an act of gross misconduct 
which will usually result in dismissal. 

It is also an act of gross misconduct to seek to influence any other person to behave in an improper way or 
to confer an advantage on you or the Council through the giving of any giŌ or hospitality. 

1.4 Whistleblowing (Policy – Appendix “ “) 
The Council encourages employees to raise any concerns that they may have about any wrongdoing at any 
level within the council. Wrongdoing in this context means any breach of a legal obligaƟon, risk to health and 
safety, a criminal offence being commiƩed, a miscarriage of jusƟce occurring or likely to occur, damage to 
the environment, or an aƩempt to conceal any of the above. 

This policy applies where you reasonably believe that one of the following sets of circumstances is occurring, 
has occurred, or may occur within the Company and that your disclosure is in the public interest: 

 a criminal offence has been commiƩed, is being commiƩed or is likely to be commiƩed; 

 a person has failed, is failing or is likely to fail to comply with any legal obligaƟon to which he or she is 
subject; 
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 a miscarriage of jusƟce has occurred, is occurring or is likely to occur; 

 the health and safety of any individual has been, is being or is likely to be endangered; 

 sexual harassment has occurred, is occurring or is likely to occur: 

 the environment has been, is being or is likely to be damaged; 

 informaƟon tending to show any maƩer falling within any one of the preceding paragraphs has been, 
is being or is likely to be deliberately concealed. 

It is not necessary that you prove the breach or failure that you are alleging has occurred or is likely to occur, 
you may simply raise a reasonable suspicion. However, you should note that you will not be protected from 
the consequences of making such a disclosure if, by doing so, you commit a criminal offence. 

Any iniƟal concern should be raised with the Parish Clerk.  However, if this is not appropriate then you should 
contact another member of the management team who will ensure that your concern is properly addressed. 

Employees who raise a concern which is in the public interest under this policy are enƟtled not to be 
subjected to any detriment as a result, however the employee must reasonably believe that the disclosure 
they are making is true. 

Even if your concern proves to be unfounded you will be protected against any reprisals from your manager, 
colleagues, or any other employee of the council. Making a deliberately false allegaƟon, however, against the 
Council, a fellow employee or any other person will be treated as an act of gross misconduct which will 
usually result in dismissal. 

If you are the subject of an allegaƟon of wrongdoing, then you will be informed of the allegaƟon and given 
every opportunity to explain the situaƟon and put your side of the story. Disciplinary acƟon will only be 
taken following a full invesƟgaƟon in accordance with the disciplinary procedure. 

1.5 Good Faith and Loyalty 
The employment relaƟonship is one built on trust, and we all have a mutual interest in making the 
relaƟonship a success. The Council has a duty to provide reasonable support to employees and employees 
have a duty of good faith towards the Council. 

In pracƟce this means not doing anything that undermines the Council’s standing with members of the 
public and fellow employees. In pracƟce this means not doing anything that undermines the Council’s 
posiƟon by acƟng in compeƟƟon with it, providing informaƟon to compeƟtors or undermining the Council’s 
standing with residents, customers, and fellow employees.   

1.6 Data ProtecƟon (Data ProtecƟon Policy) 
We will process personal data and sensiƟve personal data (also known as ‘special categories of personal 
data’) relaƟng to you in accordance with our Data ProtecƟon Policy and our Data ProtecƟon Privacy NoƟce 
(provided to you separately), as well as in accordance with the relevant data protecƟon legislaƟon.  

We may monitor staff in accordance with our policies relaƟng to email, internet and communicaƟons 
systems and monitoring at work, as detailed in this Employee Handbook and in accordance with the relevant 
data protecƟon legislaƟon.  

You will comply with your obligaƟons under our Data ProtecƟon Policy and other relevant policies as 
directed. 

For further informaƟon regarding data management, retenƟon and backups, refer to the IT Policy (March 
2026) 

Commented [CP1]: Added  



Employee Handbook – Sunningdale PC (003)  12 
 

1.7 Environmental Statement 
In the undertaking of their daily duƟes, we accept that all staff associated with Council will have an influence 
on the environment. We will commit to adopƟng working pracƟces that will help to have a posiƟve effect, 
assist towards conƟnued environmental improvement, prevent polluƟon, and reduce unavoidable negaƟve 
influences caused by our working pracƟces. 

The Council therefore maintains a policy of ‘minimum waste’ which is essenƟal to the cost effecƟve and 
efficient running of all our operaƟons. Every employee has a responsibility to promote this policy by taking 
extra care when carrying out normal duƟes to avoid unnecessary or extravagant use of services, materials, 
lights, heaƟng, water etc. 
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2 HOW WE DO THINGS  
This secƟon deals with some important administraƟve requirements to do with your employment and sets 
out the standards the Council expects of employees in various situaƟons. 

2.1 Proof of IdenƟty 
The Council is legally obliged to ensure that all employees are permiƩed to work in the UK. It is a condiƟon 
of your employment that you comply with all reasonable requests to provide details of your idenƟty, right to 
work in the UK and place of residence. This will include allowing the Council to take copies of your passport 
or other appropriate documents and to check their authenƟcity. Copies of any such documents will be kept 
in your personnel file for such a period as is deemed necessary in compliance with current data protecƟon 
laws.  

The Council may dismiss any employee who cannot demonstrate that they are legally enƟtled to work in the 
United Kingdom. 

2.2 Dress Code 
All employees should dress in a manner appropriate to the work that they do. Key factors include whether 
the employee meets residents or suppliers and whether the requirements of health and safety requires 
parƟcular clothing. How you dress is largely a maƩer of common sense. If your manager feels that you are 
dressing in an inappropriate way, they may ask you to dress differently the next Ɵme you come into work. A 
persistent refusal to comply with a reasonable standard set by a manager will amount to misconduct. 

Where an employee dresses in a completely inappropriate way, for example by wearing clothing with 
offensive images or slogans, then they may be sent home to change. Any Ɵme taken to go home, and change 
will be unpaid.  

Personal ProtecƟve Equipment 
If you are provided with any Personal ProtecƟve Equipment (PPE) you must ensure you always wear this, 
especially in any designated area which may pose addiƟonal risk. Failure to do so is likely to result in 
disciplinary acƟon. 

2.3 Timekeeping 
Good Ɵmekeeping is essenƟal in any team; however, we recognise the commitment that staff dedicate to 
their duƟes and therefore are happy to show some flexibility in terms of Ɵme keeping. This having been said, 
any employee who is seen to abuse this goodwill, will have this addressed by their manager, and if 
potenƟally noted in the annual appraisal process. Persistent abuse of this goodwill will likely result in 
disciplinary acƟon. 

Where you are going to be late for work you must contact the Parish clerk as soon as possible to explain the 
situaƟon and give an esƟmate of your arrival Ɵme. It is acceptable to communicate this via messages, 
however the responsibility for noƟficaƟon remains with you.  Non-delivery of a message is not an acceptable 
reason for failure to inform.  

If personal or domesƟc circumstances make it difficult for you to aƩend work on Ɵme then you should 
discuss this with the Parish Clerk. In some cases, the Council may be able to accommodate a reasonable 
need for flexibility, but this will be subject to the needs of the council and the need to avoid placing an unfair 
burden on your colleagues (see SecƟon 4).  
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Where employees are required to work addiƟonal hours beyond their normal working paƩern, any 
enƟtlement to Ɵme off in lieu (TOIL) must be agreed in advance with the Parish Clerk and will be managed in 
accordance with the Council’s TOIL Policy. 
 
2.4 Adverse Weather and Traffic DisrupƟon 
Adverse Weather 
Adverse weather condiƟons can cause road closures and public transport disrupƟon. 

The Council’s primary duty is to provide a safe place of work. If adverse weather means that this cannot be 
achieved, and the workplace needs to close then all employees will be sent home or told not to come in. In 
these circumstances, where possible, employees may be required to work from home and will be paid as 
normal. If home working is not a suitable alternaƟve arrangement, employees will be paid in full for any 
working Ɵme that they have lost.  

If the need to close the workplace persists, the Council may invoke the lay-off clause in employees’ contracts. 

Traffic DisrupƟon 
We understand that events such as industrial acƟon, road traffic accidents and road works can cause 
difficulƟes for employees aƩempƟng to travel into the workplace. In these circumstances we are prepared to 
take a flexible approach to working arrangements while keeping the council running as effecƟvely as 
possible. 

You must make a genuine effort to report for work at your normal start Ɵme. You may need to leave home 
earlier to give yourself extra Ɵme for the journey or taking an alternaƟve route. Travel on foot or by bicycle 
should be considered where appropriate and safe. 

If you are unable to get into work, you should check the situaƟon throughout the day in case it improves. 
InformaƟon may be available from local radio staƟons, the police, transport providers or the internet. If 
condiƟons improve sufficiently to allow you to travel in to work, you should report this to your manager and 
aƩend work unless told otherwise. 

Delayed Return from holidays 
You should make every effort to return to work as planned at the end of any period of authorised annual 
leave and should ensure that travel arrangements are made that would best ensure this is possible. However, 
we recognise that employees may be delayed when returning from holidays due to flight cancellaƟons/ 
delays. 

If you are unable to travel into work 
If the workplace is open, it is the responsibility of employees to aƩend work if they possibly can.  

Employees who are absent from work due to adverse weather or other travel disrupƟons are not enƟtled to 
be paid for the Ɵme lost. 

Where you are not going to be able to get to work you must contact your line manager as soon as possible to 
explain the situaƟon. You must make every effort to talk to your manager directly rather than leave a 
message with colleagues or send an email or text message.  

If you are unable to aƩend work due to severe weather or other travel difficulƟes, then you will be required 
to take Ɵme from your annual leave allowance to cover any absence or to take unpaid Ɵme off by agreement 
with your manager.  

There may be circumstances in which employees are able to work at home or from an alternaƟve place of 
work, if available, but this will be enƟrely at the discreƟon of the Council If you do this, you will receive your 
normal pay. 
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If travel disrupƟon or adverse weather causes you to arrive at work late or requires you to leave work early 
you will usually be expected to make up any lost Ɵme. 

2.5 Rest Breaks 
The Council encourages all employees to take full advantage of scheduled rest breaks. These are provided 
not only for comfort, but also to protect the health of employees and prevent excessive faƟgue from causing 
accidents.  

A rest break should be taken away from your workstaƟon wherever possible. If you leave the premises you 
should bear in mind the Ɵme that it will take you to return from the break so that you can ensure that you 
begin work again on Ɵme.  

Different areas of the council may have different arrangements for ad hoc breaks such as to make a cup of 
tea or coffee. These arrangements are in place to ensure the smooth running of the council and to prevent 
puƫng unfair pressure on colleagues. You are required to comply with any requirements relaƟng to such 
breaks as may be in place from Ɵme to Ɵme.  

2.6 Smoking 
The Council operates a smoke-free workplace. Smoking (which includes the use of e-cigareƩes and personal 
vaporisers) is therefore strictly prohibited throughout all Council premises, including any Council vehicle. 

Smoking is only permiƩed during designated break Ɵmes and in the designated outside areas.  

2.7 Computer Use - Including the use of email/Internet 
 
Where personal devices are used for Council business, they must comply with IT security requirements 
including strong passwords, up-to-date soŌware and anƟvirus protecƟon. 
 
Business ConƟnuity and Access to Accounts 
In order to ensure business conƟnuity, the Council may implement secure arrangements to allow authorised 
access to work-related accounts and systems in excepƟonal circumstances. Employees must not share 
passwords informally, but must comply with any approved secure processes for account access and recovery. 

Cybersecurity Training and Awareness 
Employees are required to undertake any IT and cybersecurity training provided by the Council and to follow 
best pracƟce guidance in relaƟon to informaƟon security, data protecƟon and email use. 

 

Wi-Fi and Network Security 
Employees must take care when connecƟng to the internet for Council business. Public or unsecured Wi-Fi 
networks (such as those in cafés or on public transport) should be avoided unless appropriate safeguards are 
in place. Wherever possible, a secure and trusted network connecƟon must be used. 

The Council has a duty to keep its data secure. To assist with this, all employees are required to comply with 
instrucƟons that may be issued from Ɵme to Ɵme regarding the use of Council-owned IT or communicaƟon 
systems.  

You should ensure that when leaving your workstaƟon for any lengthy period, that you lock your IT devices 
or log off if appropriate. 

You must not aƩach any device to Council IT equipment without authorisaƟon from the Parish Clerk and you 
must not open aƩachments or click on links unless you know you can trust the source. Council portable IT 
devices must be kept secure, and password protected at all Ɵmes. 
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Your computer password is an important piece of confidenƟal informaƟon, and you should treat it that way. 
Do not share it with others, and make sure that it is not wriƩen down anywhere where an unauthorised 
person can find it.  

Unauthorised access to any of the Council’s IT and communicaƟon systems will amount to gross misconduct.  

Internet Use 
Employees with access to the internet on Council-owned IT devices should use that access responsibly. 

Personal use during working hours will be treated as misconduct. From Ɵme to Ɵme the Council may block 
access to sites which it considers inappropriate but whether a specific site has been blocked, employees 
must not use the internet to view or download offensive or sexually explicit material. Any aƩempt to do so 
may, depending on the circumstances, amount to gross misconduct leading to dismissal.  

Employees must not download any soŌware, plugins, or extensions on to Council-owned IT devices unless 
this is first cleared by an appropriate manager.  Employees should also refrain from downloading music, 
video, or any other entertainment content on any Council-owned IT device. 

Firewalls and anƟ-virus soŌware may be used to protect the Council’s IT and communicaƟon systems. These 
must not be disabled or switched off without express permission from management. 

 

Email  
All email correspondence should be dealt with in the same professional and diligent manner as any other 
form of correspondence. 

The Council will endeavour to provide all employees with an official email account for Council business. 
Where an official account is provided, it must be used for all work-related communicaƟons wherever 
pracƟcable. Employees currently using personal email accounts for Council business should transiƟon to an 
official account as soon as reasonably possible. 

If you have a Council email account, you should be mindful of the fact that any email that you send will be 
idenƟfiable as coming from the Council. You should therefore take care not to send anything via email that 
may reflect badly on the Council. You must not send content of a sexual, racist, or discriminatory nature, junk 
mail, chain leƩers, cartoons or jokes from any email address associated with work. 

Using a Council/work email address to send inappropriate material, including content of a sexual, racist, or 
discriminatory nature, is strictly prohibited and may amount to gross misconduct. Should you receive any 
offensive or inappropriate content via email you should inform a member of management of this as soon as 
possible so that they can ensure that it is removed from the system. 

You should also take care that emails will be seen only by the person intended. ParƟcular care should be 
taken when sending confidenƟal informaƟon that the email has been correctly addressed, marked ‘private’ 
/‘confidenƟal’ and not copied in to those not authorised to see the informaƟon. Sending confidenƟal 
informaƟon via email without proper authorisaƟon or without taking sufficient care to ensure that it is 
properly protected will be treated as misconduct. 

 

ReporƟng IT and Data Security Incidents 
Any suspected IT or data security incident, including possible data breaches, phishing aƩempts, or 
unauthorised access, must be reported immediately to the Parish Clerk. Prompt reporƟng is essenƟal to 
protect Council systems, data and legal compliance. 
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Privacy 
Monitoring of email usage takes place without noƟce. You should have no expectaƟon of privacy in respect 
of personal and council use of email and the internet whilst at work. 

Your email remains the property of the Council and therefore you should not use your Council email to send 
or receive any informaƟon that you regard as private. The Council may, in the course of its business, read 
emails that you have sent or received - although in the absence of evidence of wrongdoing the Council will 
try to avoid reading personal emails if possible. 

2.8 Social Media 
An employee’s behaviour on any social networking or other internet site must be consistent with the 
behaviour required of employees generally. Where it is possible for users of a social media site to ascertain 
who you work for, then you should take parƟcular care not to behave in a way which reflects badly on the 
Council. 

Inappropriate or disparaging comments about the Council, colleagues or clients will be treated as 
misconduct. Because social media interacƟons can be copied and widely disseminated in a way that you may 
not be able to control, the Council will take a parƟcularly serious view of any misconduct that occurs through 
the use of social media. 

You must not operate a social media account or profile that purports to be operated on or on behalf of the 
Council without express permission to do so from your manager. 

You should not aƩempt to access personal social networking sites, such as Facebook/TwiƩer or similar on 
Council IT and communicaƟon systems and only access social media sites if required to do so within your day 
to day role. This includes during break Ɵmes. 

2.9 Telephones 
Reasonable personal use of Council telephones is permiƩed. However, calls should be kept short and no calls 
should be made to premium rate numbers or abroad. 

Calls and texts on personal mobile phones should wherever possible be restricted to formal rest breaks. 

2.10 Alcohol and Drugs 
The Council’s approach to the consumpƟon of alcohol, drugs, and other substances (including new 
psychoacƟve substances) that have intoxicaƟng and/or behaviour-altering effects or impair judgement 
(referred to in this policy as “other substances”) is based on the need to ensure a safe and producƟve 
working environment. Because of the serious nature of the risks posed by the abuse of alcohol, drugs and 
other substances in the workplace, any breach of the rules in this area will be treated as gross misconduct 
which will usually result in dismissal.  

An employee will be regarded as ‘under the influence’ of alcohol, drugs or other substances if their 
behaviour, speech, ability to concentrate or otherwise perform their duƟes is in any way affected. An 
employee will also be regarded as under the influence if they fail a drug, other substance or alcohol test. 
 
Employees must not consume alcohol during working hours, including during breaks, unless this has been 
explicitly authorised by management for a specific work-related event. This requirement applies to all 
employees at all Ɵmes whilst on duty. 

Employees must not report for work or remain at work under the influence of alcohol. Any breach of this 
rule will be treated as a serious disciplinary maƩer and may consƟtute gross misconduct. 
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Dependency 
Employees who have a dependency on alcohol, drugs or other substances may be offered support and 
encouraged to seek appropriate counselling or medical help. Absence arising from treatment or counselling 
related to drug, alcohol or other substance abuse will be treated as sickness absence under the Council’s 
absence management policy. However, while the Council will always try to be supporƟve toward employees 
with a drug, alcohol or other substance problem, this will not prevent disciplinary acƟon being taken when 
employees act in breach of the rules laid out in this policy. 

Wherever an employee informs the Council that they have a drug, alcohol or other substance problem this 
will, as far as possible, be treated in the utmost confidence. However the Council may need to disclose 
parƟcular circumstances to managers, regulatory authoriƟes or others should this be necessary to ensure 
safety or compliance with legal requirements. 

Drugs  
The consumpƟon, storage, distribuƟon or sale of illegal drugs or any other behaviour-altering and/or 
intoxicaƟng substance, including new psychoacƟve substances, on Council premises or during working Ɵme 
is strictly prohibited. The Council will report any illegal acƟviƟes to the police or other relevant authoriƟes.  

You must not present yourself for work under the influence of illegal drugs or any other substance taken for 
non-medical purposes. 

Medicines and PrescripƟon Drugs 
If you are taking prescripƟon drugs or any other medicine that may affect your performance at work or your 
ability to carry out any of your duƟes, then you must inform the Parish Clerk of this so that steps can be 
taken to ensure that the work can be done safely.  It is your responsibility, when beginning any course of 
medicaƟon, to check whether it may adversely affect your ability to work.  

Alcohol 
ConsumpƟon of even a small amount of alcohol may be sufficient to adversely affect the work of an 
employee and could pose a risk to health and safety.  Remember that alcohol remains in the bloodstream for 
up to 24 hours following consumpƟon and that the consumpƟon of a significant amount of alcohol in the 
evening may leave you unfit to work in the morning.  

You must not present yourself for work under the influence of alcohol. 

You must not consume any alcohol during working Ɵme, lunchƟme or during any break unless this has been 
specifically authorised by your manager.  

Where alcohol is available at Council organised events or occasions when you are represenƟng the Council – 
even outside working hours - it is important to behave responsibly and not drink to excess. Behaviour that 
reflects badly on the Council will be a disciplinary maƩer and in serious cases may amount to gross 
misconduct. 

2.11 Driving 
Where driving is required as part of your job, it is your responsibility to ensure that you are legally qualified 
to drive.  

Licences will go through the Council inspecƟon procedure which requires us to check individual licences 
once a year with the DVLA, or as otherwise requested. The Council will require you to share your driving 
licence informaƟon by supplying it with your driving licence number and a check code provided by the DVLA.  
If you receive any points on your licence, you must inform the Council of this immediately. 
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If you use your own vehicle to drive on Council/work-related business, it is your responsibility to arrange to 
be insured for that business use.  The Council may require you at any Ɵme/annually to allow a copy of your 
insurance and any MOT test cerƟficate to be made and kept in our records. 

You are responsible for any driving offences commiƩed while driving as part of your duƟes, including any 
parking fines. Dangerous, careless, inconsiderate, or aggressive driving as well as causing a risk to others can 
be damaging to the Council’s reputaƟon and can amount to gross misconduct. If you are banned from 
driving for any reason, the Council is not obliged to find alternaƟve work for you and may choose to dismiss 
you if the ban renders you incapable of performing your duƟes as required. 

It is illegal to use your mobile phone whilst driving. This includes texƟng etc.  

Employees should never use their mobile phone whilst driving on Council business unless they do so on a 
properly installed hands-free system and traffic condiƟons mean that it is safe to do so. In most cases, it 
would be preferable to make any calls when the vehicle is staƟonary.  

Any journey carried out on Council business must be scheduled in such a way as to allow adequate rest 
breaks – usually one break of 15 minutes for two hours of driving. Where possible, driving on Council 
business should be avoided either late at night or very early in the morning. 

Safety is the Council’s prime responsibility, and you should not be required to compromise safety in any way 
when driving on Council business. If you are concerned about any driving requirements you may have, then 
you should discuss these with the Parish clerk and appropriate arrangements will be made to ensure that 
any work-related journey can be completed safely. 

2.12 Expenses (policy) 
You will be reimbursed for authorised and legiƟmate expenditure reasonably incurred during the proper 
performance of your duƟes, i.e. travel, accommodaƟon, agreed out-of-pocket expenditure.  

In order to claim expenses, you must complete an expense claim form and support the claim by submiƫng 
valid receipts. 

2.13 Council Property  
You are not permiƩed to use Council property for any purpose other than its intended use.  Council property 
must not be removed from the premises unless with prior approval.  

Damage to Council Property 
Any damage to or loss of Council property must be immediately reported to your manager. 

If, following an invesƟgaƟon, it is found that as a result of your carelessness, negligence or failure to comply 
with Council procedures, or by wilful act, the Council suffers loss or damage of cash, stock, fixtures and 
fiƫngs or property (including vehicles) , this will be construed as serious breach of the rules, which could 
result in your summary dismissal on grounds of gross misconduct. 

You may also be liable to pay the full, or part, cost of making good the Council’s loss in respect of cash, stock, 
fixtures and fiƫngs, or property (including vehicles).  

If the Council makes a claim to its insurers, for repair or replacement, or other losses incurred, it reserves the 
right to require you to pay any insurance excess that may accrue. 

It is an express term of your contract of employment that if Council property is damaged, lost or stolen 
through your negligence or fault, then the Council may deduct the cost of repair or replacement from your 
salary. 
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Before any decision is made to deduct, the maƩer will be fully invesƟgated and you will be given an 
opportunity to state your case and appeal any decision.   

Return of Council Property 
Upon terminaƟon of employment for whatever reason, you must return to the Council all property 
belonging to the Council including Council vehicle, computer, equipment, keys, records and documents 
within your possession or control belonging or relaƟng to the affairs and business of the Council and its 
customers. 

The Council may deduct the cost of replacement of any items not returned, or repair of items that are 
returned damaged, on terminaƟon of your employment from your salary or any monies owed to you.   

Employees’ Property 
The Council does not accept liability for any loss of, or damage to, property that you bring onto the premises. 
You are requested not to bring personal items of value onto the premises, and in parƟcular, not to leave any 
items overnight. 

Any loss or theŌ of items must be reported to your manager.  

Lost Property 
If you find any items of lost property they should be handed to your immediate Manager, who will retain the 
items for three weeks. The property will either be handed over to the police or disposed of accordingly. 

2.14 General  
Statements to the Media 
Any statements to reporters from newspapers, radio, television etc. in relaƟon to the council will be given 
only by Management. 

Parking 
Parking is provided by the Council at the main office, all cars parked in such parking areas are parked at the 
owner’s risk and must be parked so as not to obstruct access. It is your responsibility to ensure that your 
vehicle is parked in a safe area.  

 

 

 

 

 

 

 

 

 

3 ABSENCES  
This secƟon sets out the approach the Council takes when you are unable to aƩend work, are taking annual 
leave or need Ɵme off. 
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3.1 Unauthorised Absence 
Employees who deliberately fail to aƩend work without proper excuse or in breach of management 
instrucƟons will be commiƫng gross misconduct which could result in dismissal without noƟce or payment 
in lieu.  

3.2 Medical Appointments 
In general, appointments to see a GP, denƟst or opƟcian should be made for outside working hours. Paid 
leave will not normally be granted for non-emergency visits.  

The Council appreciates that it is not always possible to avoid appointments during the working day and will 
judge each case individually in deciding whether any paid Ɵme off should be granted. In most cases, 
employees will be required either to use part of their annual holiday enƟtlement or to make up any lost 
Ɵme.  

Employees who have a medical condiƟon which will require regular appointments during the working day 
should discuss their situaƟon with their manager so that appropriate arrangements can be made.  

You may be required to provide evidence of any appointment for which Ɵme off is needed. 

Necessary paid Ɵme off will be granted for cancer screening.  

3.3 Ante-natal Care/AdopƟon Appointments 
Pregnancy Related Appointments 
Employees who are pregnant are enƟtled to paid-Ɵme off to aƩend ante-natal appointments provided that 
aƩendance is based on medical advice. For second and subsequent appointments you may be required to 
produce an appointment card or similar evidence of the date and Ɵme of the appointment. 

While there is no limit on the number of appointments that an employee can aƩend, the Council does have 
the right to refuse Ɵme off where it is reasonable to do so. Employees are therefore expected to take 
reasonable steps to arrange antenatal appointments at a Ɵme that will require the minimum amount of Ɵme 
off. Part-Ɵme workers should aƩempt to arrange appointments for days when they are not required to work 
and all employees should try to avoid appointments in the middle of the working day in order to minimise 
disrupƟon. 

If your partner is pregnant, you are enƟtled to unpaid Ɵme off for up to two antenatal appointments. If you 
wish to exercise this right, you should noƟfy your manager of the date and Ɵme of the appointment. You 
may be asked to provide wriƩen evidence that an appropriate appointment has in fact been made. 

AdopƟon Appointments 
Employees who are adopƟng on their own or have elected to be the primary adopter may take paid Ɵme off 
to aƩend up to five adopƟon appointments in certain circumstances. 

If you are the partner of the primary adopter, you may take unpaid Ɵme off on up to two occasions to aƩend 
an adopƟon appointment. 

3.4 Sickness Absence (reporƟng forms) 
Regular and reliable aƩendance at work is an important commitment that the Council asks all employees to 
make. UnjusƟfied or excessive absence can put unfair pressure on colleagues and seriously damage the 
Council’s business, to everybody’s detriment.  

Nevertheless, the Council will always try to be supporƟve when an employee is genuinely too ill to aƩend 
work. This policy sets out the Council’s approach and the steps that you need to take if you are off sick. 
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InfecƟous Disease 
An employee who is prevented from aƩending work because of contact with infecƟous disease shall be 
enƟtled to receive normal pay whilst absent from work in consequence of this. The period of absence on this 
account shall not be reckoned against the employee’s enƟtlements under this scheme. 

If an employee contracts an industrial disease or is involved in an accident or assault arising out of, or in the 
normal course of their employment, this will be considered enƟrely separately from normal sickness absence 
and therefore will not be off set against an employee’s sick pay enƟtlement under the sick pay scheme. 

ReporƟng Sickness Absence 
If you are too ill to come into work, you should personally inform the Parish Clerk of this fact as soon as 
possible and in any event by no later than midday on the first day of your absence. When you phone in sick 
you must make every effort to speak to your manager directly. Do not simply leave a message with a 
colleague or send an email or text. If you need to leave a message for your manager, then they may contact 
you during the day to discuss your absence with you. 

It is important that you keep in touch with your manager about the likely length of your absence so that 
appropriate arrangements can be made for cover and you should phone in sick on every day of your absence 
unless either you have previously informed your manager that you will be off sick for a parƟcular period of 
Ɵme or your absence is cerƟfied by a ‘Fit Note’ (Form Med 3). 

Hangovers are not regarded as legiƟmate reasons to take sickness absence. Absence by reason of hangovers 
will be regarded as a disciplinary offence which may result in dismissal without noƟce or payment in lieu.  
You should also be aware of the rules governing the consumpƟon of alcohol set out in the Alcohol and Drugs 
Policy. 

The Council requires any absence of more than 4 days to be cerƟfied by a ‘self-cerƟficaƟon form’ (Form SC2). 
Any absence of more than a week must be cerƟfied by a ‘Fit Note’ (Forms Med 3 or Med 10). UncerƟfied 
absence may be treated as misconduct and will not be paid. 

Where any period of sickness absence occurs immediately before or immediately aŌer a period of annual 
leave then the Council may require such absence to be cerƟfied by a Fit Note at your own expense. 

Where you are absent for an extended period of Ɵme (three weeks or more) the Council may refer you to an 
occupaƟonal health professional or seek a medical report from your GP. The purpose of this will be to 
ascertain when you are likely to be able to return to work and to idenƟfy any measures that can be taken to 
help you return as soon as possible. 

Employees who are off sick should not undertake any acƟviƟes likely to be detrimental to their recovery and 
should cooperate with the appropriate medical professionals in taking steps to ensure that their recovery is 
as swiŌ as possible. 

The Council will maintain regular contact with employees who are off sick for an extended period. 

Employees will be required to aƩend a return-to-work meeƟng aŌer any period of sickness absence. The 
purpose of the meeƟng is to check on the employee’s general health and wellbeing, to catch up with regards 
to anything that the employee may have missed, and to discuss whether there are any concerns in respect of 
absence levels.  

Annual Leave and Sickness Absence 
Employees may request annual leave during any period of sickness absence in the normal way. If you intend 
to spend any Ɵme away from home during your sickness absence, you should inform your manager of this 
fact in advance and provide contact details. The Council does not expect employees to take holidays while 
off sick. In excepƟonal cases only, where this may assist in an employee’s recovery, the Council may agree to 
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holidays being taken during sick leave. It is essenƟal however that any such holidays are agreed in advance 
with the Council following the normal holiday request procedure. 

Phased Return to Work 
As an employee recovers from illness or injury it may be possible for them to undertake a limited range of 
duƟes as a preparaƟon for returning to normal work. The Council will try whenever appropriate in light of 
medical advice to allow for a phased return to work from any long-term illness. This may involve reducing 
the employee’s hours, or the scope of their duƟes or both. The purpose of a phased return, however, is to 
provide a bridge between sickness absence and normal working and so any such arrangements will be Ɵme-
limited and will not normally extend over more than three months. 

AlternaƟve Work 
The Council may consider agreeing changes to an employee’s duƟes or other working arrangements when it 
becomes clear that due to sickness or injury, they will not be able to return to normal working. Any such 
changes will be subject to the needs of the council and there is no guarantee that permanent arrangements 
of this sort will be possible. 

Where duƟes or working hours are varied in this way then the job being done by the employee will need to 
be reassessed to determine the appropriate level of remuneraƟon. This will then need to be agreed with the 
employee. If an agreement is not reached, then the Council may proceed to dismiss the employee in 
accordance with the procedure for long-term sickness absence. 

Disability and Reasonable Adjustments 
The Council is commiƩed to making reasonable adjustments to an employee’s duƟes or working 
arrangements where they would otherwise suffer a disadvantage arising from any disability. 

To make appropriate adjustments the Council needs to know about any disability the employee may have. 
Employees who feel that they may require an adjustment should discuss their situaƟon with their line 
manager. Any such discussions will be in the strictest confidence although when an adjustment is made it 
may be necessary to inform other employees of the reason for this. The extent to which details of any 
disability will be discussed with other employees will be agreed as part of the process of making the 
adjustment itself. 

The purpose of any adjustment will be to ensure that the employee can work effecƟvely in an appropriate 
role and on appropriate terms and condiƟons. The Council is not obliged to maintain an employee’s level of 
pay if hours are reduced or the employee is moved to a less senior role as a result of any adjustment. Nor 
will the Council agree to an adjustment which will not result in a commercially pracƟcable working 
arrangement. 

Contractual Sick Pay 
In addiƟon to Statutory Sick Pay (SSP) the Council also offers an enhanced Sick pay scheme in line with the 
Green book provisions. An employee’s enƟtlement under this scheme is linked to their length of service, and 
will be as follows: 

• During 1st year of service: 1 month’s full pay, which aŌer having completed 4 months 
conƟnuous service, also increases by 2 months’ half pay; 

• During 2nd year of conƟnuous service: 2 months’ full pay and 2 months’ half pay; 
• During 3rd year of conƟnuous service, 4 months’ full pay and 4 months’ half pay; 
• During 4th and 5th years of conƟnuous service, 5 months’ full pay and 5 months’ half pay; 
and 
• AŌer 5 years’ conƟnuous service, an employee would be enƟtled to 6 months’ full pay and 6 
months’ half pay. 
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NB:  ‘Full Pay’ period = Sick Pay shall include SSP and any Incapacity Benefit 

‘Half Pay’ period = Half pay plus SSP and Incapacity Benefit, so long as this total does not exceed an 
employee’s normal pay. 

Statutory Sick Pay 
Statutory Sick Pay (SSP) will be paid when you are absent from work due to sickness, provided that you have 
complied with the requirements and condiƟons aƩached to its payment. 

When SSP is Payable 
Payment of SSP starts from your first full day of sickness and conƟnues for as long as you are absent provided 
your eligibility remains in place, up to a maximum of 28 weeks in any one period of sickness. SSP will be paid 
from the first full day of absence where the periods are linked. 

SSP is paid at the rate currently applicable, via the same method as normal earnings. 

The qualifying days for Statutory Sick Pay purposes are your normal working days. 

When SSP is not Payable 
SSP is not payable in certain circumstances, the principal ones being: 

if you have failed to follow the sickness noƟficaƟon procedure; 

if your employment has terminated; 

where other statutory payments are being paid to you, for example, statutory maternity or paternity pay;  

for days on which you do not normally work, for example if you work Monday to Friday and not at weekends, 
SSP will normally apply to those 5 days only. 

The rules on SSP are very complex and you should not hesitate to raise any query you may have with the 
Company. 

3.5 Jury Service/Other Time Off 
You are enƟtled to Ɵme off work to fulfil your obligaƟons with regard to jury service. In the event of you being 
summoned to aƩend for jury service, you must noƟfy management immediately on receipt of the jury 
summons, giving details of the dates you are required to aƩend court. 

You may be requested to apply to the court for your jury service to be either postponed or delayed if it is 
considered that your absence will cause substanƟal injury to the council. A failure or refusal to make such an 
applicaƟon when requested may lead to acƟon being taken under the Disciplinary Procedure, which may 
include dismissal. 

If you are retained on jury service for a prolonged period you have an obligaƟon to noƟfy the Council and must 
keep in regular contact throughout this Ɵme. You must return to normal working immediately following your 
release from jury duƟes. 

You are reminded to ensure that an expenses claim is submiƩed to the court in accordance with the available 
allowances for travelling, subsistence, and your financial loss. 

You must give the Council a CerƟficate of Loss of Earnings which we will complete and return to you, unless 
you are on a period of unpaid leave during your Ɵme on jury service. 

Although you are not enƟtled to payment for this Ɵme off, the Council will consider requests to make up any 
difference between the financial loss allowance and basic earnings, provided that the maximum amount has 
been claimed from the court. 
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3.6 Compassionate/Bereavement Leave  
Save for where other statutory leave entitlements relating to bereavement apply In the event an employee 
suffers a bereavement in their family, the Council will exercise its discreƟon to allow reasonable Ɵme off to 
aƩend a funeral. What is reasonable will be determined on a case-by-case basis and the type of leave, 
whether paid or unpaid, will depend on the circumstances and the relaƟonship the employee had with the 
individual.  

In addiƟon, there may be occasions where it may be necessary for an employee to take compassionate 
leave. Again, this will be considered on a case-by-case basis and dependant on circumstances, may be paid 
or unpaid. 

An employee will not be eligible to receive paid bereavement or compassionate Ɵme-off benefits while off, 
or absent from work because of holiday, sickness (paid or unpaid) or for any other reason. 

3.7 Parental Bereavement Leave 
Employees are enƟtled to statutory parental bereavement leave (SPBL) if a child for whom they have or were 
due to have parental responsibility has died or been sƟllborn aŌer 24 weeks of pregnancy, on or aŌer 6 April 
2020.   

Leave can be taken as one week, two consecuƟve weeks, or two separate weeks, at any Ɵme within the first 
56 weeks aŌer the child’s death.  

NoƟficaƟon 
During the first eight weeks aŌer a child has died, you, or someone on your behalf as necessary, need only 
give noƟce to the Council to take SPBL before you are due to start work on the first day of leave. If you have 
already started work, then officially your SPBL period will start on the following day. If you want to cancel it 
at any Ɵme during the first seven weeks you can do so as long as it has not started. 

AŌer eight weeks, you need to give at least a week’s noƟce to the Council to take SPBL.  You can cancel it 
with a week's noƟce, or re-book it by giving a week's noƟce. 

When giving noƟce to take SPBL, you must tell the Council: the date of the child’s death; when you want 
your leave to begin; and whether you want to take 1 or 2 weeks leave). You can give noƟce by telephone or 
by email or by leƩer.  

Parental Bereavement Pay 
To qualify for statutory parental bereavement pay (SPBP) during such leave you must have at least six 
months’ conƟnuous employment and normal weekly earnings of at least the lower earnings limit.  It is paid 
at the same rate as other statutory family leave pay, which is subject to change every year. You can check the 
most up-to-date figure with your line manager. 

To claim SPBP, you must confirm the following informaƟon in wriƟng within 28 days of starƟng any period of 
SPBL: your name; your enƟtlement to SPBP; the dates of SPBL you want to claim the pay for; the date of the 
child's death; and your relaƟonship to the child.  You can provide this informaƟon at the same Ɵme as giving 
noƟce to take SPBL, as set out above, so long as it is in wriƟng. 

Other leave enƟtlements 
In addiƟon to parental bereavement leave, if you qualified for: 

• maternity or paternity leave and pay and your child has died or been sƟllborn, you are sƟll 
enƟtled to such leave and pay. 

• adopƟon leave and pay, then the adopƟon leave enƟtlement runs for another eight weeks 
from the end of the week in which the child died (unless it would already have ended 
sooner).   
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If your planned period of SPBL coincides with another statutory family leave right, your SPBL will end at the 
start of that other leave. If you wish to take SPBL at the end of the other statutory family leave period, then a 
fresh noƟce to take the leave will be required, as per the above noƟce requirements.  

Compassionate or Dependants leave may be available under our Compassionate or Dependants Leave Policy 
at our discreƟon. Please speak to your manager if you require Ɵme off in addiƟon to parental bereavement 
leave. 

3.8 Emergency Time Off for Dependants 
The Council recognises that situaƟons arise where you need to take Ɵme off work to deal with an emergency 
involving someone who depends on you.  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 your manager. 

Provided the reasons for such a request are genuine and you inform the Council as soon as possible that you 
need this Ɵme off, you will be allowed reasonable unpaid Ɵme off work to deal with such emergencies. 

The right to Ɵme off only covers emergencies. If you know in advance that you are going to need Ɵme off, 
you will not qualify for this type of leave and you therefore should arrange this with the Council by taking 
another form of leave, such as annual leave, parental leave etc. 

If an emergency occurs and it is not possible for you to inform your manager in advance of any absence you 
should contact your manager as soon as possible to inform them of the situaƟon. Appropriate arrangements 
may then be put in place.  

If you suffer some other personal emergency, you should talk to the Parish Clerk who will discuss what 
arrangements can be made to grant you compassionate leave. These arrangements will always be at the 
discreƟon of the Council and will depend on the circumstances of the case and the impact that any absence 
on your part may have on the council. However, the Council will be sympatheƟc to your need for Ɵme off 
(which may be paid or unpaid at our discreƟon) to deal with the situaƟon and make any arrangements that 
may be necessary. 

3.9 Annual Leave 
Your individual holiday enƟtlement, including the calculaƟon of any holiday pay, is set out in your contract of 
employment. This secƟon of the handbook outlines the general approach taken by the Council to requests 
for annual leave.  

All annual leave must be agreed in advance with the Parish clerk. You should not make firm travel plans or 
commitments unƟl a request for leave has been granted and the Council will not take such plans into 
account when dealing with conflicƟng holiday requests.  

Further, no more than two consecuƟve weeks’ holiday can be taken at one Ɵme. In certain circumstances, 
and at the discreƟon of the council, a longer period may be permiƩed. If this is required, you should discuss 
this with the Parish clerk, to establish whether this can be accommodated.  

What noƟce do I need to give? 
All requests for leave should be made at least one week in advance. The means of requesƟng leave may 
change from Ɵme to Ɵme and you should comply with whatever procedure is in place at the Ɵme of the 
request. 

Your manager may refuse any request for leave if it would result in the workplace being understaffed or 
otherwise prejudice the council. Leave is likely to be refused if it is requested for a parƟcularly busy period or 
a Ɵme when other employees have already had leave approved.  
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Certain Ɵmes of year are parƟcularly popular Ɵmes for requesƟng holiday. Generally, subject to the needs of 
the council, leave will be granted on a first come first served basis, but excepƟons may be made in the 
interests of ensuring that holiday is spread through the year on a fair and equitable basis. 

Our Holiday Year 
All employees are encouraged to take their full holiday enƟtlement during the holiday year which runs from 
01 April to 31 March. However, it is your responsibility to schedule your holiday so that it can be taken at an 
appropriate Ɵme. 

Employees will not usually be permiƩed to carry over holiday enƟtlement into the following holiday year.  

In certain circumstances, at the Council’s discreƟon and subject to certain rules, the carrying over of a 
proporƟon of annual leave may be allowed. 

Employees who leave their employment during a holiday year will be enƟtled to a pro-rata payment 
reflecƟng leave accrued but not taken. Where an employee has, at the Ɵme their employment ends, taken a 
larger proporƟon of their leave enƟtlement than the proporƟon of the holiday year that has expired, then a 
deducƟon will be made from the final payment of salary to reflect the holiday which has been taken but not 
accrued.  

The Council may insist on annual leave being taken at Ɵmes depending on the needs of the council and these 
are set out in your contract of employment. We will give reasonable noƟce of any such requirement (the 
length of the noƟce given will be at least twice the duraƟon of the leave the Council requires the employee 
to take).  

The Council may require annual leave to be taken during the noƟce period of any employee who has 
resigned or been dismissed.  

Holiday enƟtlement will conƟnue to accrue during periods of Maternity, AdopƟon, Paternity, Shared 
Parental, Parental Bereavement leave, Parental leave and Bereaved Partner’s Paternity leave. 

3.10 Reserve Forces 
The Council supports employees who are also member of the reserve forces. Such employees have specific 
enƟtlements relaƟng to Ɵme off including arrangements for them returning to work aŌer a period of 
deployment. Employees who are members of the reserve forces or who are considering joining should 
discuss the implicaƟons with their line manager.  

  

Commented [CP6]: Added in - new statutory enƟtlment 
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4 FLEXIBLE WORKING AND FAMILY RELATED LEAVE  
4.1 Flexible working  
IntroducƟon 
The Council believes that its staff members are its most valuable asset and is commiƩed to aƩracƟng and retaining 
the very best workforce, and uƟlising all the talent and experience available within the community. We also appreciate 
that the workforce is becoming increasingly diverse and includes a high percentage of those with caring 
responsibiliƟes, as well as those whose interests and aspiraƟons impact on their Ɵme. We therefore appreciate that 
standard or established working hours are, in many cases, incompaƟble with increasing demand for a beƩer work-life 
balance. 

The Council recognises the importance of helping its employees balance their work and home life by offering flexible 
working arrangements. In turn it recognises that staffing levels must at all Ɵmes remain in line with the demands of 
the council. 

Out of Hours Working 
Employees are not expected to work outside their normal working hours unless this is required by their role or agreed 
in advance. Any out-of-hours working arrangements, including availability and response to urgent maƩers, will be 
agreed with the Parish Clerk and managed in accordance with Council policy. 
 

This policy aims to set out the ways in which flexible working can increase staff moƟvaƟon, build beƩer relaƟonships 
between the Council and its employees, increase the rate of retenƟon of staff, reduce absence, aƩract new talent, 
promote work-life balance and reduce employee stress, and in doing so improve the Council’s efficiency, producƟvity 
and compeƟƟveness. It provides a descripƟon of the issues involved, taking into account the possible benefits of each 
kind of flexible working to both employees and the Council, but also raising possible drawbacks and areas of potenƟal 
concern. 

This policy applies to flexible working requests received by the Council on or aŌer 6 April 2024. Requests received 
before that date which have not reached conclusion will conƟnue to be considered under our previous policy. 

The policy considers the following opƟons as types of flexible working but we recognise that there may be 
alternaƟves, and that the working paƩern that may suit any parƟcular individual could be a unique one involving a 
combinaƟon of opƟons: 

 job-sharing; 

 part-time working; 

 annualised hours; 

 compressed hours; 

 flexitime; 

 term-time working; 

 swapping hours; 

 working from home; 

 career breaks; 

 flexible shift working. 

The council Need  
Although the Council is commiƩed to providing the widest possible range of working paƩerns for its workforce, both 
management and employees need to be realisƟc and to recognise that the full range of flexible working opƟons will 
not be appropriate for all jobs across all areas of the council. 
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Where an instance of flexible working is requested, we will take into account a number of criteria including (but not 
limited to): 

 the cost of the proposed arrangement;  

 the effect of the proposed arrangement on our service delivery; 

 the level of supervision that the post-holder requires; 

 the structure of the department and staff resources; 

 other issues specific to the individual's department; 

 an analysis of the tasks specific to the role, including their frequency and duration; 

 an analysis of the workload of the role. 

Eligibility 
Although we recognise that not all of the flexible working paƩerns considered will be suitable for all secƟons of the 
Council's workforce, there should be no arbitrary barriers. Employees in all areas and levels of the Council will be 
considered for flexible working regardless of their age, sex, sexual orientaƟon, race, religion or belief, pregnancy, 
marital/civil partnership status, gender reassignment or  disability. However, there is no automaƟc right for employees 
to change to any of the flexible working paƩerns. Each applicaƟon will be considered on its own merits save for where 
it is made as a reasonable adjustment under disability legislaƟon in which case it will be considered under the rules 
applying to our duty under those laws. 

Right To Request Flexible Working 
You are enƟtled to make a statutory request for flexible working from the first day of your employment. You can make 
a maximum of two statutory flexible working requests during any 12-month period. A request cannot be made unƟl 
any previous request has been concluded in full. 

While it is the Council's policy to be flexible on working paƩerns for all its employees, in order to ensure that we are 
complying with our legal obligaƟons concerning the right to request flexible working, there may be situaƟons where 
precedence has to be given to those who are eligible for this right. 

The ApplicaƟon 
You can get an applicaƟon form to complete from Management in order to make a request. 

For clarity, the applicaƟon you submit must:  

 be made in writing and state that it is such an application; 

 state whether you have made a previous application under this procedure and, if so, when; 

 specify the change applied for and the date on which it is proposed the change should take effect; and 

 be dated. 

The applicaƟon must also state whether you are requesƟng the variaƟon as a reasonable adjustment under the 
disability discriminaƟon provisions of the Equality Act 2010. 

Procedure For Dealing with An ApplicaƟon 
ConsultaƟon on your ApplicaƟon 

The Council will consult with you as part of a discussion following receipt of the applicaƟon, unless we noƟfy you in 
wriƟng of agreement to the variaƟon. The Ɵme and place of the discussion will be convenient to both of us. The 
consultaƟon will include exploraƟon of alternaƟve arrangements that may be acceptable to you if we are unable to 
agree to the exact variaƟon requested. 

NoƟce of Decision 
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Once a decision has been made by the Council, we will noƟfy you of the outcome. Where our decision is to agree to 
the applicaƟon, the noƟce will specify the contract variaƟon agreed to and state the date on which the variaƟon is to 
take effect. Where the decision is to refuse the applicaƟon, the noƟce will state which of the specified grounds for 
refusal are considered to apply, with an explanaƟon of why those grounds apply in relaƟon to the applicaƟon and set 
out the appeal procedure. 

Right of Appeal 

You may appeal against the Council’s decision to refuse an applicaƟon. The noƟce of appeal must be in wriƟng, seƫng 
out the grounds for appeal and be dated. 

We will discuss the appeal with you once the grounds for appeal are received, unless we give you wriƩen noƟficaƟon 
that the original decision has been overturned and specifies the variaƟon which has now been agreed and the date on 
which it will take effect. If an appeal meeƟng is held, the Ɵme and place will be convenient to both of us. 

AŌer the appeal meeƟng has been held, we will give you wriƩen, dated, noƟce of the decision on the appeal. Where 
we uphold the appeal, the noƟce will specify the contract variaƟon agreed to and state the date on which it is to take 
effect. Where our decision to reject the applicaƟon remains, the noƟce will state the grounds for the decision and 
contain a sufficient explanaƟon as to why those grounds apply. 

Acceptance of VariaƟon 
Where we accept your applicaƟon, it will mean a permanent variaƟon of your contract, unless we agree otherwise.  
This means that once a change has been made, there is no right for you to revert back to your previous terms and 
condiƟons.  Further requests will count towards the maximum amount permiƩed in any 12 month period. 

Timescale 

We will deal with and conclude your applicaƟon for flexible working within two months of the date of the applicaƟon, 
unless we both agree on an extension in which case we will confirm this in wriƟng. 

Accompaniment  

At any meeƟngs held to discuss the applicaƟon, including any appeal meeƟngs, you can be accompanied by a 
colleague of your choice.  

ConflicƟng requests 

Where conflicƟng requests for flexible working are received from employees, the Council may require a compromise to 
be found so that all requests may be accommodated albeit on different terms as those set out in each request. If no 
compromise is achievable aŌer consultaƟon with the employees involved, the Council may use a random selecƟon 
method to determine the granƟng of individual requests. 

Withdrawal Of ApplicaƟon By Employee 
The Council will treat an applicaƟon as withdrawn under the statutory provisions where you: 

 notify us, orally or in writing, that you are withdrawing the application; or 

 without reasonable cause, fail to attend a meeting to discuss your application or appeal meeting more than 
once. 

The Council will confirm the withdrawal of the applicaƟon to you in wriƟng unless you have already provided wriƩen 
noƟce of the withdrawal. 
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Employee ConsultaƟon/ParƟcipaƟon 
While some approaches to flexible working pracƟces will involve changes to individual contracts of employment and 
be relaƟvely easy to implement, the Council recognises that others such as flexiƟme or the imposiƟon of annualised 
hours will have a greater impact on secƟons of the workforce as a whole. Before any such working paƩern is 
implemented it is therefore commiƩed to in-depth consultaƟon with employees and their representaƟves and 
recognises that gaining their agreement is likely to have a posiƟve impact on the success of the scheme. The Council 
works on the basis that consultaƟon gives all parƟes the opportunity to raise the issues that are of greatest importance 
to them and ensures that they are considered from all angles.  

ConsultaƟon will usually take the form of an employee survey followed by focus groups and a pilot scheme of the new 
working paƩern. The findings of any consultaƟon will be communicated to the workforce, along with any proposed 
acƟon resulƟng from the consultaƟon. 

4.2 Maternity Leave 
All employees who give birth are enƟtled to take maternity leave which lasts for a maximum of 52 weeks. Employees 
with at least six months’ service immediately before the 15th week prior to the expected week of childbirth will also 
be enƟtled to be paid Statutory Maternity pay (SMP) for up to 39 weeks of their absence. Because this is a statutory 
payment there are several procedural requirements that must be met in order to make sure that an employee 
qualifies. The most important requirements are set out below, but if you have any doubts about the rules that apply 
you should speak to a member of the management team who will make sure that you have all the appropriate 
informaƟon.  

NoƟficaƟon 
To qualify for maternity leave you must provide the Council, no later than the end of the 15th week before your EWC 
(when you are approximately 6 months’ pregnant) with the following informaƟon: 

1. that you are pregnant; 
2. the date of the week your baby is due (your expected week of childbirth or EWC);  
3. when you intend your maternity leave to start (this date can be changed later – see below); and 
4. you must also provide the Council with the original Maternity CerƟficate (MAT B1) issued by your doctor. 

In some circumstances the Council may be able to accept other medical evidence of when your baby is due, so if there 
is any difficulty in providing the MATB1 cerƟficate you should discuss this with your manager. 

If you intend to take advantage of the right to shared parental leave, you should inform the Council of this fact at the 
same Ɵme as you noƟfy the intended start date of your leave. 

Start of Maternity Leave 
It is up to you to decide when to start your maternity leave. However, your leave cannot begin any earlier than the 
beginning of the 11th week before your EWC. 

Where it is safe to do so, you may choose to conƟnue working right up to your child’s birth. However, your maternity 
leave will begin automaƟcally if you are off sick for a pregnancy-related reason at any stage in the four weeks 
immediately before your EWC. 

If your baby is born before the date that you have noƟfied as the start date for your maternity leave then your 
maternity leave will begin on the day following the birth. 

You may change the date on which you intend to start your maternity leave, but you must noƟfy the Council of your 
new start date at least 28 days before the original date given (or the new date, if that is sooner). If there is a reason 
why you cannot give this noƟce, then you should explain the situaƟon to an appropriate manager and the Council will 
aƩempt to accommodate your changed circumstances. However, the Council may need to insist on delaying the start 
of your leave unƟl at least 28 days have passed since your noƟficaƟon of a changed date.  

When your baby is born you should inform the Council of this fact as soon as is reasonably pracƟcable.  
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DuraƟon of Maternity Leave  
The standard length of maternity leave is 52 weeks. Once you indicate the intended start date of your leave, the 
Council will send you a wriƩen noƟficaƟon of your expected date of return. 

Unless you give due noƟce to the Council of an earlier date of return, it will be assumed that you intend to take your 
full 52-week enƟtlement, and you will not be expected back at work before your leave ends. You do not then have to 
give any noƟce of your return although it would be sensible to contact your manager some Ɵme in advance to discuss 
any arrangements that may need to be made. 

At the end of your maternity leave you are generally enƟtled to return to the same job as you had before your leave 
began. If you are away for more than 26 weeks, however, there may be circumstances in which that is not reasonably 
pracƟcable. In that case, the Council will provide you with a suitable and appropriate role at the same level of seniority 
and on no-less favourable terms and condiƟons. 

Keeping in Touch Days 
Employees during a period of maternity, adopƟon or shared parental leave are enƟtled to 10 keeping in 
touch days (KIT days). These allow the employee to aƩend work to catch up on the latest developments, 
undergo training or some other development acƟvity, or to take part in important meeƟngs without losing 
their right to subsequent pay enƟtlements. Employees on shared parental leave are enƟtled to a further 20 
KIT days.  

These ‘keeping in touch days’ are enƟrely voluntary and employees will not be required to take part, nor is 
the Council under any obligaƟon to arrange for keeping in touch days.  

Any payment for aƩending work on such days will be agreed between the Council and the employee at the 
Ɵme the keeping in touch day is arranged.  

There is no legal requirement to receive pay for these days. 

Dismissal or ResignaƟon 
While on maternity leave you remain employed by the Council and bound by your contract of employment. If you 
decide that you want to leave your employment, you will need to submit your resignaƟon in the normal way. 

The Council will not dismiss you for any reason related to your pregnancy or your exercise of any right which arises 
from it. However, if separate circumstances require your dismissal (for instance, because of redundancy) then that will 
bring your maternity leave to an end.  

If your posiƟon becomes redundant during your maternity leave, then you will be offered any suitable alternaƟve work 
that is available.   

Enhanced Maternity Pay  
The Council offers enhanced maternity pay in line with the provisions of the Green book. An employee who meets the 
other qualifying criteria listed in this policy, and who have more than one year’s conƟnuous service at the point of the 
11th week before the expected week of childbirth will be enƟtled to enhanced Maternity pay as follows: 

• 6 weeks’ leave payable at 90% of normal pay; 
• 12 weeks’ leave payable at 50% of normal pay, plus Statutory Maternity Pay at the relevant rate; (capped 

at 100% of normal pay) and 
• 21 weeks’ leave payable at the relevant rate of SMP  

NB: 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. 

Statutory Maternity Pay (SMP) is paid to employees who have at least 26 weeks’ service immediately before the 15th 
week before the expected week of childbirth and whose pay is above the Lower Earnings Limit for paying NaƟonal 
Insurance ContribuƟons (this changes each year). Employees who earn below that amount may be enƟtled to a state 
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benefit called Maternity Allowance. The Council will provide you with an appropriate form to help you claim this, 
where appropriate.  

To pay SMP, the Council needs to be given at least 28 days’ noƟce that you intend to claim it. This will normally be 
given when you inform the Council of your intended start date for maternity leave. If it is not possible to give 28 days’ 
noƟce, you should give as much noƟce as is reasonably pracƟcable.  

SMP is paid for a maximum total of 39 weeks. The first 6 weeks are paid at 90 per cent of your normal weekly earnings 
(this is based on an average of your total earnings in the eight weeks immediately preceding the 14th week before 
your expected week of childbirth) and the remaining 33 weeks are paid at a flat rate specified in legislaƟon (this 
changes each year). 

Your enƟtlement to SMP will be affected if you undertake any paid work (other than ‘Keeping in Touch’ days, described 
below) or are taken into legal custody at any Ɵme during your period of SMP enƟtlement. You should inform the 
Council immediately of any such change in your circumstances.  

Returning to Work Early 
Not every employee will want to take the full 52 weeks of maternity leave. Some may simply want to return to work 
early, and others may wish (with their partner) to take advantage of the right to shared parental leave (see below). 

In order to make arrangements to accommodate an early return the Council is enƟtled to ask for 8 weeks’ noƟce of 
the new date, and if that is not given may delay your return unƟl 8 weeks have passed since your noƟficaƟon. 

In any event the law requires that you must not be permiƩed to return to work during the two weeks immediately 
following the birth. 

Returning to Work Late 
Following your maternity leave, you are required to return to work on the date noƟfied to you as your expected date 
of return. If you are unwell on that date then you should follow the sickness absence procedure set out in SecƟon 5.2 
of this handbook. 

If you are enƟtled to begin some other period of leave (such as annual leave or parental leave) then you should ensure 
that you have followed the appropriate procedure for taking such leave as set out in this handbook. 

Maternity Suspension (Health and Safety Reasons) 
Depending on the nature of your job, there may be circumstances in which it is unsafe for you to conƟnue working 
while you are pregnant. In some circumstances the law requires a pregnant employee to be suspended on full pay or 
transferred to alternaƟve duƟes. Jobs which may come under this category are idenƟfied in the risk assessments that 
the Council has carried out under its health and safety policy. If you are affected by any health and safety issues 
connected with your pregnancy then the Council will discuss any detailed arrangements that need to be made unƟl it 
is safe for you to return to your original duƟes. 

Maternity Support Leave 
Paid Maternity support leave of 5 days will also be granted to the child’s father or the partner or the 
nominated carer of the expectant mother at or around the Ɵme of the birth. A nominated carer is the person 
nominated by the mother to assist in the care of the child and to provide support to the mother at or around 
the Ɵme of the birth. 

Miscarriage 
In the event that an employee suffers a miscarriage before 24 weeks of pregnancy, there will no longer be a 
right to take maternity leave. It may be that an employee needs some Ɵme off work in these circumstances 
and this will usually be taken as sick leave, during which the organisaƟon’s sickness absence policy will apply.  

If the employee suffers a sƟllbirth aŌer 24 weeks of pregnancy, enƟtlement to maternity leave and pay will 
not be affected and the employee will sƟll be able to take the Ɵme off, and receive pay, as planned. Parental 
bereavement leave is also available for employees who suffer a sƟllbirth aŌer 24 weeks of pregnancy. More 
informaƟon on this enƟtlement is available in our separate policy on Parental Bereavement Leave. 
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4.3 AdopƟon Leave 
Employees who are matched with a child for adopƟon may be enƟtled to take up to 52 weeks’ adopƟon 
leave. 

AdopƟon leave is also available to individuals fostering a child under the "Fostering for AdopƟon" scheme. 

Where two parents are adopƟng a child, only one of them may take adopƟon leave, and the other 
(regardless of gender) is enƟtled to take paternity leave. If both adopƟve parents qualify, they may each take 
shared parental leave.  

The arrangements for taking adopƟon leave are similar to the arrangements for taking maternity leave, but 
there are several important differences. The key ones are set out below, but if you believe you are enƟtled to 
adopƟon leave you should discuss the situaƟon with an appropriate manager who will ensure that you have 
all the necessary informaƟon. 

NoƟficaƟon 
If you intend to take adopƟon leave you should noƟfy the Council of this within seven days of being noƟfied 
that you have been matched with a child for adopƟon (or as soon as is reasonably pracƟcable). 

Your noƟficaƟon should set out: 

• the date when the child is expected to be placed with you; and 
• the date when you want to start your adopƟon leave.  

As with maternity leave, you can change your mind about the start date provided the Council is given at least 
28 days – or as much noƟce as is reasonably pracƟcable. 

The Council is enƟtled to require proof of the adopƟon which usually takes the form of a matching cerƟficate 
provided by the agency placing the child. 

AdopƟon leave is the same in duraƟon as that of maternity leave and will last for 52 weeks unless you 
choose to return early or take advantage of shared parental leave. You may choose to start the leave from 
the date when the child is placed with you or at any Ɵme in the preceding two weeks.  

If, for any reason, the placement is brought to an end – for example because the match turns out to be 
unsuitable – then adopƟon leave will conƟnue for 8 weeks beyond the end of the placement. AŌer that 
period, you will be expected to return to work as normal. 

AdopƟon Pay 
The arrangements for statutory adopƟon pay are like those for SMP (set out above). 

Enhanced AdopƟon Pay  

The Council offers enhanced AdopƟon pay in line with the provisions of the Green book. An employee who 
meets the other qualifying criteria listed in this policy, and who have more than one year’s conƟnuous 
service at the point of the 11th week before the expected week of childbirth will be enƟtled to enhanced 
AdopƟon pay as follows: 

• 6 weeks’ leave payable at 90% of normal weekly earnings; 
• 12 weeks’ leave payable at 50% of normal weekly earnings, plus Statutory AdopƟon Pay (SAP)  at 

the relevant rate (capped at 100% of normal pay); and 
• 21 weeks’ leave payable at the relevant rate of SAP  

NB: 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. 
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Returning to Work Following AdopƟon Leave 
Your return to work at the end of your adopƟon leave is on the same basis as for the end of maternity leave 
(set out above). 

4.4 Paternity Leave 
IntroducƟon 
If your partner becomes pregnant or you are jointly adopting a child with another person and have designated yourself 
as the secondary adopter, you may be entitled to take time off work for various reasons, and this policy explains what 
your rights are. 

Ante-Natal/AdopƟon Appointments 
You have the right to take time off to accompany your partner to ante-natal appointments or adoption appointments. 
This applies from the start of your employment.  

In relation to a birth, you must be the father of the child; or the husband, civil partner or partner of the mother. An 
ante-natal appointment is one which has been made on the advice of a registered medical practitioner, nurse or 
midwife. 

In relation to an adoption, you must be adopting the child jointly with another person. If you are a sole adopter, you 
may have separate rights to time off for appointments.  

Under this right, you are entitled to take time off to attend a maximum of 2 ante-natal/adoption appointments, to a 
maximum of 6.5 hours per appointment. This time is unpaid. 

You will need to provide a declaration relating to your eligibility and, amongst other things, state the date and time of 
the appointment. We have a form you can use for this which is available from Management. 

The right applies whether the baby was conceived naturally or via donor insemination. 

Eligibility For Paternity Leave 
You must be the father of the child, or be married to, or the civil partner or "partner" of, the child’s mother or adopter. 
"Partner" in relation to a child’s mother or adopter means a person, whether of a different sex or the same sex, who 
lives with the mother, or adopter, and the child in an enduring family relationship but is not a relative of the mother or 
adopter (a relative is defined as a parent, grandparent, sister, brother, aunt or uncle). 

You must have, or expect to have, responsibility for the upbringing of the child. 

Only one period of leave is available even if more than one child is born as a result of the same pregnancy or adopted 
as part of the same arrangement. 

Commencement And DuraƟon Of Leave 
Leave may only be taken during the period beginning with the date of the child's birth or placement and ending 52 
weeks after that date or, in a case where the child is born before the first day of the expected week of birth, 52 weeks 
after that day. 

Subject to the above, you can choose to begin your leave: 

 on the date on which the child is born/placed with the adopter; 

 from a specified chosen number of days aŌer the date of the child’s birth/placement (whether this is earlier or later 
than expected); or 

 from a specified predetermined date which is later than the first day of the expected week of the child’s 
birth/expected date of placement. 

Leave can start on any day of the week and you can choose to take: 
 one week of leave 

 two consecuƟve weeks of leave or  

 two non-consecuƟve single weeks of leave.  
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During paternity leave you are entitled to the benefit of your normal terms and conditions of employment, except wages 
or salary, and you are bound by any obligations arising under those terms and conditions except in so far as they are 
inconsistent with the right to paternity leave.  

Where possible, you should book and take your annual leave entitlement in the current holiday year. However, if you 
are unable to take all of your statutory minimum entitlement to annual leave because you were on paternity leave, you 
are entitled to carry over untaken annual leave into the following leave year. 

NoƟficaƟon Requirements 
Birth - Notice of entitlement 

First, you must give us notice of your entitlement to take paternity leave in or before the 15th week before the expected 
week of the child's birth. 

The notice must specify the expected week of birth and must include a signed declaration that: 

 you are either the father of the child or married to or the partner of the child’s mother, but not the child’s 
father;  

 if you are the father, that you have or expect to have responsibility for the upbringing of the child; and  

 if you are the mother’s husband or partner but not the child’s father, the main responsibility (apart from 
any responsibility of the mother) for the upbringing of the child. 

Birth - Notice of leave  

Then, once you have chosen the dates of each occasion of your paternity leave, you are required to give us a further 
notice, in writing, of: 

 when you want your leave to start and 

 the length of leave you want to take. 

You must also give us a signed declaration that you are taking leave for the purpose of caring for a child or supporting 
the child’s mother.  

A form that you can use for this notification is available from Management. 

If you want to take leave starting on the date of birth, you need to give us the notice of leave at least 28 days before 
the first day of the expected week of the child’s birth. 

If you want to start your leave a number of days after the birth rather than giving an actual date, you need to give us 
the notice of leave at least 28 days before the day that falls that number of days after the first day of the expected week 
of birth. For example, if you want to start paternity leave 4 days after the birth of the child, you need to give us the 
notice of leave 28 days before the 4th day after the first day of the expected week of childbirth.   

If you want your leave to start on a predetermined date after the first day of the expected week of the child’s birth, you 
need to give us the notice of leave at least 28 days before that predetermined date. 

Where it is not reasonably practicable for you to give notice as set out below, it should be given as soon as is reasonably 
practicable. 

Adoption - Notice of entitlement   

First, you must give us noƟce of your enƟtlement to take paternity leave no more than seven days aŌer the date on 
which you were noƟfied of having been matched with a child.  
 
The noƟce must specify: 
 

 the date on which you were noƟfied of having been matched with the child,  

 the date on which the child is expected to be placed with you or, where the child has already been placed 
for adopƟon, the date of placement. 

You must also give us a signed declaraƟon that: 
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 you are either married to or the partner of the child’s adopter; and 

 you have, or expect to have, the main responsibility (apart from the responsibility of the adopter) for the 
upbringing of the child. 

Adoption - Notice of leave  

Once you have chosen the dates of each occasion of your paternity leave, you are required to give us a further noƟce, 
in wriƟng, no more than seven days aŌer the date on which you were noƟfied of having been matched with a child of: 

 
 when you want your leave to start and 

 the length of leave you want to take.  

You must also give us a signed declaration that you are taking leave for the purpose of caring for a child or supporting 
the child’s adopter.  

Forms that you can use for the various notification requirements are available from Management. 

Changing your mind about dates of leave – birth and adoption 

You may change your mind about the date on which you want your leave to start or end, or cancel the period of leave 
chosen, providing you notify us in writing. The notice must be given by whichever is the earlier of at least 28 days before 
the original date of leave or the new date of leave, unless this is not reasonably practicable. If you give us notice to vary 
a period of paternity leave, you must also give us a signed declaration as to the purpose of the absence.  

Required changes to dates of leave – birth and adoption 

If you have chosen to start a period of paternity leave on a particular predetermined date, and the child has not been 
born/is not placed with the adopter on or before that date, you must change the date you want paternity leave to start 
and give us notice of the new date. This notice must contain a signed declaration as to the purpose of the absence. 

Telling us the date of birth/placement 

You must give us a further notice, in writing, as soon as is reasonably practicable after the child's birth or placement for 
adoption, of the date on which the child was born or placed, if the date of placement was not provided in the notice of 
intention to take paternity leave. 

Paternity Pay 
You may be entitled to Statutory Paternity Pay (SPP) if you meet the eligibility criteria.   

Eligibility 

You will qualify for SPP if you meet the following criteria: 

 you have been conƟnuously employed with us for at least 26 weeks’ conƟnuing into the 15th week before 
the week the baby is due/the week in which you were noƟfied of having been matched with a child and 
remain employed by us at the date of birth/placement.  

 your average weekly earnings are not less than the lower earnings limit relevant for NaƟonal Insurance 
purposes.  

 you have the prescribed relaƟonship with the child and the mother/adopter.  

 you intend at the start of the paternity pay period to care for the child or support the mother. 

Length of Pay Period 

The paternity pay period is a maximum of 2 weeks to be payable for the duration of your paternity leave. 

Amount of Payment 

Payment will be made at the standard rate for the duration of paternity leave. Your line manager will confirm the rate 
of pay to you. 
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Returning To Work 
If you return to work following an isolated period of paternity leave; or a period of parental leave of no more than four 
weeks, you are entitled to return to the job in which you were employed before the absence. In addition, seniority, 
pension and similar rights should be as they would have been had the absence not occurred, and other terms and 
conditions should not be less favourable than those which would have applied had the absence not occurred. 

Shared Parental Leave 
You may be entitled to take shared parental leave if both you and your partner meet the eligibility criteria. Shared 
parental leave enables you and your partner to divide almost a year’s leave between you after the child is born/adopted 
and gives you more flexibility over who will take leave and when. If you choose to take shared parental leave, you are 
still entitled to take paternity leave. 

If you would like more information on shared parental leave, please speak with your line manager. 

Bereaved Partner’s Paternity Leave 
You may be entitled to take bereaved partner’s paternity leave if you are the father of a child whose mother has died, 
or you are the spouse, civil partner or partner of a child’s primary carer who has died. For details on your entitlement 
to time off and support available, please speak with your line manager. 

4.5 Parental Leave 
Parental leave is a flexible form of unpaid leave designed to help employees spend Ɵme caring for their 
children. Parental leave can be taken up unƟl the child’s 18th birthday who have formal parental 
responsibility for a child.  

The basic enƟtlement is to 18 weeks of unpaid leave in respect of each child.  

Parental leave must usually be taken in blocks of one week or more and no more than four weeks’ leave will 
be granted in a single year. However, more flexibility is available in respect of disabled children, and you 
should discuss your requirements with the Parish clerk if this applies to you.  

A request to take parental leave should be submiƩed 21 days in advance. While the Council will always try to 
accommodate requests for parental leave, it has the right to postpone any leave for up to six months to 
accommodate council need.  

No postponement will be required if you choose to take your first instalment of leave immediately aŌer the 
birth or adopƟon of your child. In such circumstances you need only inform the Council of your intenƟon 21 
days before the expected date of birth or placement. The leave will then begin automaƟcally when your child 
is born or placed with you.  

Parental leave is an enƟtlement that can be transferred from one employment to another. You may therefore 
join the Council with some outstanding parental leave aƩaching to a parƟcular child. In such circumstances 
you should be aware that the qualifying period for taking parental leave sƟll applies and you will need to 
have been employed for at least one year before you can resume taking parental leave. 

4.6 Shared Parental Leave 
Shared parental leave is a flexible form of leave available to both parents designed to encourage shared 
parenƟng in the first year of a child’s life. It allows a more flexible paƩern of leave than the tradiƟonal 
arrangement under which the mother takes extensive maternity leave and the father takes a short period of 
paternity leave. 

Employees who give birth or adopt remain enƟtled to take the full 52 weeks of leave if they choose to do so 
and the arrangements described above for maternity and adopƟon leave conƟnue to apply. However, an 
employee may choose to share part of that leave with their partner provided that certain qualifying 
condiƟons 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 Ɵme, provided that the combined amount of 
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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 adopƟon.   

Generally, parents will qualify for shared parental leave provided that both are working and that each has at 
least 26 weeks’ service with their respecƟve employers. To exercise the right, both parents must inform their 
employer that they intend to take shared parental leave – usually at the same Ɵme as the employer is 
noƟfied that an employee is pregnant or plans to adopt. They must also give an indicaƟon of the paƩern of 
leave that they propose to take.  

A parent proposing to take a period of shared parental leave must give the Council 8 weeks’ noƟce of any 
such leave. Depending on the circumstances, it may be possible for the Shared Parental Leave to be taken in 
intermiƩent blocks, with one parent returning to work for a Ɵme 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 instalment. Any decision as to whether to permit intermiƩent periods 
of leave is enƟrely at the Council’s discreƟon. 

An employee absent on shared parental leave will be enƟtled 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. EssenƟally, if the mother ends (or proposes to end) her 
leave with 10 weeks of SMP enƟtlement remaining, the parent taking shared parental leave will be enƟtled 
to be paid for the first 10 weeks of leave. 

Because of the number of opƟons available, shared parental leave can be quite a complicated enƟtlement. If 
you want to take advantage of shared parental leave you should discuss this with the Parish clerk who will 
check that you qualify and help guide you through the procedure.  

During Maternity/AdopƟon or Shared Parental Leave 
The Council is keen to keep in touch with employees who are on extended periods of leave, to inform them 
of any news and consult them over any changes which may take place in the council. However, we 
appreciate that many employees would prefer to be leŌ alone at this very important Ɵme in their lives. In 
order to get the balance right, your manager may, before your leave begins, discuss with you how best we 
can keep in touch while you are away. 

Please be aware, however, that if an important issue arises on which you need to be consulted, the Council 
may have a legal obligaƟon to discuss the issue with you and keep you informed. 
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4.7  Neonatal Care Leave 
IntroducƟon 
Employees have a statutory right to neonatal care leave from day one of employment where they are 
responsible for a child receiving neonatal care, subject to eligibility requirements.  

We recognise that this can be a difficult and worrying Ɵme, both physically and mentally. This policy explains 
your rights to Ɵme off, pay during Ɵme off and other support offered. Employees will not be subject to 
detriment for taking neonatal care leave.  

EnƟtlement 
You may take neonatal care leave if you have parental or other prescribed responsibility for a child who is 
receiving, or who has received, neonatal care. This will apply if you are: 

a) the child’s parent, intended parent, or partner of the child’s mother at the date of birth 
b) in cases of adopƟon, the child’s adopter, prospecƟve adopter, or the partner of either, at the date the 

child is placed. 
You are enƟtled to take neonatal care leave where you are responsible for a child receiving neonatal care 
that lasts for at least 7 consecuƟve days and starts within 28 days beginning with the day aŌer the child’s 
birth. 

You are enƟtled to take one week of neonatal care leave for each consecuƟve 7 day period that your child is 
receiving neonatal care, up to a maximum of 12 weeks. 

‘Neonatal care’ is defined in law as medical care that may be received in hospital, or out of hospital providing 
the child was originally an inpaƟent and the care is under the direcƟon of a consultant. Neonatal care also 
covers children receiving palliaƟve or end of life care. 

We recognise that people other than those listed above in relaƟon to whom the statutory right applies may 
want Ɵme off in these circumstances. Requests for Ɵme off in relaƟon to these people should be made to 
your line manager but these will be considered separately to Ɵme off for statutory neonatal care leave.  

NoƟce Requirements 
You can take neonatal care leave during two periods: 
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a) “Ɵer 1 period” – starts from the day the child starts receiving neonatal care, ending with the 7th day 
aŌer the child stops receiving neonatal care. Leave taken in this period can be taken in non-consecuƟve 
weeks. 

b) “Ɵer 2 period” – any period which is outside of “Ɵer 1” during which you are enƟtled to neonatal care 
leave. Leave taken in this period must be taken consecuƟvely.  

 
You must provide the following informaƟon when you noƟfy us of your intenƟon to take neonatal care leave: 

a) your name 
b) the child’s date of birth; and date of placement if adopƟon 
c) date(s) the child started receiving neonatal care 
d) date neonatal care ended if the child is no longer receiving it 
e) date you want the leave to begin 
f) number of weeks’ leave you want to take 
g) declaraƟon that you are taking the leave to care for the child 
h) declaraƟon that you meet the eligibility requirements. 

 
If you wish to take neonatal care leave in the Ɵer 1 period you must simply noƟfy us verbally by contacƟng 
your Line Manager  before you are due to start work on your first day of leave, unless it is not reasonably 
pracƟcable to do so, in which case you must noƟfy us as soon as it is reasonably pracƟcable. In pracƟce, this 
means that no advance noƟce is needed but you must let us know before you start work on that day, where 
reasonably pracƟcable. 
 
Where you have given noƟce in the Ɵer 1 period of your intenƟon to take neonatal care leave before the 
child has stopped receiving neonatal care, you must tell us the date that the neonatal care ends, as soon as is 
reasonably pracƟcable aŌer that date. 
 
Where the child starts to receive neonatal care again aŌer you have told us that neonatal care has ended, 
you must tell us the date that the neonatal care started again and the date when it ends, as soon as 
reasonably pracƟcable aŌer each date. 
 
If you wish to take neonatal care leave in the Ɵer 2 period you must give us the required noƟce in wriƟng no 
later than 15 days before the first day of leave when taking a single week, or no later than 28 days before the 
first day of leave when taking two or more weeks.  
 
If you change your mind about taking neonatal care leave, you can withdraw your noƟce by following the 
same noƟce periods that you are required to give to take leave. 
 
Notwithstanding the above, we may agree to waive the noƟce requirements where appropriate depending 
on the circumstances. 
 
Your neonatal care leave will start on the day specified when you give noƟce unless the leave is due to start 
on the same day as the noƟce is given, or you are at work on that day, then it will start the day aŌer. 

Taking Leave 
You cannot take neonatal care leave before the day aŌer the first 7-day uninterrupted period of neonatal 
care. Neonatal care leave can only be taken in minimum blocks of one week. 

You must take the leave before the end of a period of 68 weeks beginning with the child’s date of birth or 
date of placement in cases of adopƟon. 
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If you accrue neonatal care leave aŌer already starƟng another period of statutory family leave, such as 
maternity or paternity leave, then you can take the neonatal care leave aŌer the end of the statutory family 
leave, providing it is within 68 weeks beginning on the child’s date of birth or placement. 

Pay During Leave 
You are enƟtled to statutory neonatal care pay during neonatal care leave if you: 

a) are eligible for statutory neonatal care leave 
b) have 26 weeks’ conƟnuous service by the relevant week 
c) earn at least the lower earnings limit on average calculated over the period of eight weeks ending with 

the relevant week 
d) are sƟll in employment in the week before neonatal care starts. 

 

Where you are enƟtled to another form of statutory family leave payment, such as statutory maternity pay, 
the relevant week is the same as the qualifying week for that payment. In all other cases, the relevant week 
is the week immediately before neonatal care starts. 

If you are eligible, you are enƟtled to a maximum of 12 weeks’ statutory neonatal care pay, paid at one week 
per every 7 uninterrupted days of care the child receives. 

The weekly rate of statutory neonatal care pay is the lower of: 

a) the current statutory rate  
b) 90% of your normal weekly earnings. 

If you are eligible for statutory neonatal care pay, you need to give us noƟce in wriƟng of your intenƟon to 
claim it alongside your noƟce of intenƟon to take neonatal care leave. 

Where you are claiming statutory neonatal care pay in the Ɵer 1 period, you must provide noƟce before the 
end of 28 days aŌer the first day of the pay week the noƟce refers to. 

If you are claiming statutory neonatal care pay in the Ɵer 2 period, you must provide noƟce no later than 15 
days before the first day of the relevant pay week when taking a single week, or no later than 28 days before 
the first day of the first relevant pay week when taking two or more weeks. 

The noƟce must include: 

a) your name 
b) the child’s date of birth; and date of placement if adopƟon 
c) date(s) the child started receiving neonatal care 
d) date neonatal care ended if the child is no longer receiving it 
e) declaraƟon that the week you are claiming pay for was taken to care for the child 
f) declaraƟon that you meet the eligibility requirements. 

Returning To Work 
You have the right to return to work to the same job unless you return aŌer a specific point at which you will 
have the right to return to a similar job on no less favourable terms if it is not pracƟcable for you to return to 
the same job. Your manager will explain how this affects you based on your individual circumstances. 

Employee Assistance Programme 
We would like to remind you that you have access to a 24-hour telephone counselling service and we would 
like to encourage you to use it if you feel you would like to talk to someone about your situaƟon.  

As part of our Employee Assistance Programme, you also have access to an online wellbeing tool, Wisdom 
AI, which you can use to find fast answers to any wellbeing quesƟons you have. You can access Wisdom AI at 
any Ɵme via the Health Assured portal. The link in the menu bar will take you directly to the Wisdom AI 
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homepage, where you can ask your quesƟon. More details of this service are available from your Line 
Manger.  

Other Related Policies 
For more informaƟon on Ɵme off in relaƟon to children, please read our policies on maternity leave, 
adopƟon leave, paternity leave, parental leave, shared parental leave and parental bereavement leave. 

Use Of Neonatal Care Leave 
Employees who take Ɵme off under this policy for reasons other than those for which the statutory right to 
neonatal care leave is intended may be subject to invesƟgaƟon and subsequent disciplinary proceedings. 

 

 

 

4.8 Bereaved Partner’s Paternity Leave 
Eligible employees have a statutory right to bereaved partner’s paternity leave from day one of employment 
in circumstances where a child’s primary carer dies. This policy explains your rights to Ɵme off and other 
support offered. Employees will not be subject to detriment for taking bereaved partner’s paternity leave.  

Eligibility for Bereaved Partner’s Paternity Leave 
In a birth case, you may be enƟtled to take leave if the child’s mother has died and you are the father of a 
child or you are not the child’s father but, immediately before the death of the child’s mother, was married 
to, or was the civil partner or the partner of, the child’s mother. 

In an adopƟon case, you may be enƟtled to take leave if you were married to, or were the civil partner or the 
partner of, the child’s adopter on the date on which the child was placed for adopƟon or immediately before 
the death of the child’s adopter. In an overseas adopƟon case, you must have been married to, or the civil 
partner or the partner of, the child’s adopter on the date on which the child’s adopter received the official 
noƟficaƟon, or immediately before the death of the child’s adopter. 

In a parental order case, you may be enƟtled to take leave if you were married to, or were the civil partner or 
the partner of, the child’s primary parental order parent on the date on which the child was born, or 
immediately before the death of the child’s primary parental order parent. 

You must have main responsibility for the upbringing of the child and the purpose of the leave must be to 
care for the child. 

Commencement and duraƟon of leave 
Eligible employees may take a single period of up to 52 weeks’ leave.  

Leave can only be taken aŌer the bereavement date and within the 52-week paternity leave eligibility period, 
which begins from either: 

a) The day aŌer the child is born; or 
b) The day aŌer the child is placed for adopƟon (for adopƟon in Great Britain); or 
c) The day aŌer the child enters Great Britain (for overseas adopƟon). 

 
Where the bereavement date occurs within the last two weeks of the paternity leave eligibility period, the 
eligibility period will be extended and you will be enƟtled to a maximum of two weeks’ leave. 

Commented [CP11]: This is a new Statutory leave. Only 
applicable if the mother is not eligible for Maternity leave.  
 
 

Employee must be: father / mother’s partner / secondary 
adaptor  

 
Eligible for 52 weeks of leave of unpaid leave. 

 
Leave to be taken within 52 of the child’s birth (aka - the 
mother needs to have passed away within the first year) 

 
If leave is taken within the first 8 weeks aŌer bereavement, 
noƟce must be given before the first day of absence. 
 
If leave is taken beyond 8 weeks, at least one week’s wriƩen 
noƟce is required. 
 
Get 10 KIT days 
 
ProtecƟons in place = right to return to the same role etc / 
protecƟon from detriment / dismissal 
 
The enƟtlement applies even in cases where the child dies, is 
returned aŌer adopƟon, or ceases to live with the employee.  
However, leave eligibility ends at the earlier of 8 weeks (not 
52 weeks) following the event or the end of the eligibility 
period. 
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During bereaved partner’s paternity leave you are enƟtled to the benefit of your normal terms and 
condiƟons of employment, except wages/salary, and you are bound by any obligaƟons arising under those 
terms and condiƟons except in so far as they are inconsistent with the right to bereaved partner’s paternity 
leave.  

Where possible, you should book and take your annual leave enƟtlement in the current holiday year. 
However, if you are unable to take all your statutory minimum enƟtlement to annual leave because you were 
on bereaved partner’s paternity leave, you are enƟtled to carry over untaken annual leave into the following 
leave year. 

Pay during Bereaved Partner’s Paternity Leave 
Time off for bereaved partner’s paternity leave is unpaid. 

 

NoƟficaƟon requirements 
You must give noƟce of your intenƟon to take bereaved partner’s paternity leave.  

If you wish to start the leave within the first eight weeks following the bereavement date, you must give us 
noƟce before you are due to start work on your first day of absence. You can give noƟce orally or in wriƟng. 

The noƟce must set out: 

a) The bereavement date 
b) The date you want your leave to start  
c) The date on which either the child was born, placed for adopƟon, or entered Great Britain for 

adopƟon. 
If you wish to start the leave aŌer the iniƟal eight week period following the bereavement date, you must 
give us at least one week’s noƟce in wriƟng. 

This must include the informaƟon set out in a) to c) above under NoƟficaƟon Requirements in addiƟon to:  

a) The date you intend to return to work  
b) A declaraƟon that the leave will be for the purpose of caring for the child and that the child’s 

mother or main adopter has died 
c) A declaraƟon that you have an eligible relaƟonship with the mother or main adopter. 

If you start your leave within eight weeks of the bereavement date, and you give us noƟce of your intenƟon 
to take leave orally, you must also give us noƟce in wriƟng of the date you intend to return to work. If your 
intended return date is more than eight weeks following the bereavement date, the wriƩen noƟce must also 
include the above declaraƟons. You must give us the wriƩen noƟce no more than eight weeks aŌer the 
bereavement date and at least one week before your intended return date. 

A form that you can use for this purpose is available from management. 

Changing your mind about your leave start date 
You may change your mind about the date you want your leave to start, provided you noƟfy us. 

If you intended to start the leave within the first eight weeks following the bereavement date, you must give 
us noƟce that you wish to vary the start date of your leave before the last noƟfied leave start date and, 
where the new leave start date is no more than eight weeks aŌer the bereavement date, before the new 
leave start date. Where the new leave start date is more than eight weeks aŌer the bereavement date, you 
must give us noƟce before the last noƟfied leave start date and at least one week before the new leave start 
date. 
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If you intended to start the leave more than eight weeks following the bereavement date, you must give us 
noƟce that you wish to vary the start date of your leave at least one week before the last noƟfied leave start 
date and at least one week before the new leave start date.  

Where the new leave start date is no more than eight weeks aŌer the bereavement date, you can give the 
noƟce orally or in wriƟng. Where the new leave start date is more than eight weeks aŌer the bereavement 
date, you must give us noƟce in wriƟng. 

Cancelling your leave 
You may cancel your leave by giving us noƟce in wriƟng. 

Where the last noƟfied leave start date is no more than eight weeks aŌer the bereavement date, you must 
give us noƟce that you wish to cancel your leave before that date. 

Where the last noƟfied leave start date is more than eight weeks aŌer the bereavement date, you must give 
us noƟce that you wish to cancel your leave at least one week before that date. 

Changing your mind about your return to work date 
You may change your intended return date by giving us noƟce of your new intended return date in wriƟng. 

Where the last noƟfied intended return date is no more than eight weeks aŌer the bereavement date, you 
must give us the noƟce at least one week before that last noƟfied intended return date and at least one 
week before the new intended return date. 

Where the last noƟfied intended return date is more than eight weeks aŌer the bereavement date, you must 
give us the noƟce at least eight weeks before that last noƟfied intended return date and at least eight weeks 
before the new intended return date. 

Postponing your return to work 
If you want to return to work but haven’t noƟfied us as set out above, we may postpone your return to work 
to a date when you would have returned if you had followed the noƟce requirements. We will always give 
you noƟce in wriƟng of the postponement. 

We will not postpone your return to work past the end of the paternity leave eligibility period. 

If we postpone your return to work, you will not be enƟtled to your usual remuneraƟon unƟl the date set out 
in the noƟce of postponement if you return to work before that date. This will apply unless we have revoked 
the noƟce of postponement in wriƟng. 

EnƟtlement to leave when the purpose of caring for the child cannot be met 
You may sƟll be enƟtled to leave where you would be eligible but for a ‘relevant event’ happening. These 
events are: 

a) The death of the child 

b) The child being returned aŌer being placed for adopƟon 

c) The child ceasing to live with you (overseas adopƟon). 

In these circumstances, you are enƟtled to take bereaved partner’s paternity leave unƟl the earliest of: 

a) Eight weeks following the end of the week the relevant event occurred in, or 

b) The end of the 52-week paternity leave eligibility period. 

Where this situaƟon arises, in addiƟon to following the noƟficaƟon requirements set out above, you must 
inform us of the date and nature of the relevant event before your first day of bereaved partner’s paternity 
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leave following the relevant event. You can do this orally or in wriƟng. We will not postpone your return to 
work past the end of the paternity leave eligibility period. 

Keeping in touch days 
You may by mutual agreement, work for up to 10 days’ during your leave. 
For this purpose any work carried out on any day, even just an hour's work, is deemed to consƟtute "a day's 
work". Any days' work done under this provision will not have the effect of extending the total duraƟon of 
the bereaved partner’s paternity leave period. 

Payment in respect of these 'keeping in touch' days will be agreed beforehand. 

Returning to work 
If you return to work aŌer a period of 26 weeks or less of bereaved partner’s paternity leave, you are 
enƟtled to return to the same job, with the same terms and condiƟons, in which you were employed before 
your absence. 

If you return to work aŌer a period of more than 26 weeks’ bereaved partner’s paternity leave, you are 
enƟtled to return to the same job in which you were employed before your absence or, if that is not 
reasonably pracƟcable, to another job which is both suitable and appropriate for you in the circumstances 
on terms no less favourable. Your manager will explain how this affects you based on your individual 
circumstances. 

Other related policies 
For more informaƟon on Ɵme off in relaƟon to your children, please read our policies on parental leave and 
parental bereavement leave. 

Use of Bereaved Partner’s Paternity Leave 
Employees who take Ɵme off under this policy for reasons other than those for which the statutory right to 
bereaved partner’s paternity leave is intended may be subject to invesƟgaƟon and subsequent disciplinary 
proceedings. 
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4.9 Carer’s Leave 
IntroducƟon 
Employees with caring responsibiliƟes have a statutory right to take unpaid statutory carer’s leave from day one of 
their employment. This policy sets out the Council’s stance on employees taking Ɵme off for this purpose whilst 
ensuring the Council’s operaƟons are not unduly affected. The term ‘dependant’ for these purposes is prescribed in 
law and replicated in this policy. Employees will not be subject to detriment for taking carer’s leave.  

EnƟtlement 
You are enƟtled to take one working week unpaid of carer’s leave per rolling 12-month period to provide care or 
arrange care for a dependant with a long-term care need. When you make a request, we will look back over the 
previous 12 months from the final (or only) day of leave that you have requested to determine your exact enƟtlement 
at that Ɵme.  
 
You can request to take your enƟtlement in a conƟnuous block or separate occurrences but each occurrence must be 
at least one half of your working day.  
 
For these purposes, a week is based on the number of days you normally work in a week. If your normal working Ɵme 
varies from week to week, OR if you are not contracted to work in every week of the year) a week is your average 
working Ɵme in a week taken over the previous 12 months.  
 
A dependant is defined as a: 

 spouse or civil partner 
 child 
 parent 
 person who lives in the same household but is not a tenant, lodger, boarder or employee 
 person who reasonably relies on you to provide or arrange care. This could be, for example, an elderly neighbour. 

 
A dependant has a long-term care need if: 

 they have an illness or injury (whether physical or mental) that requires, or is likely to require, care for more 
than three months, 

 they have a disability for the purposes of the Equality Act 2010, or 
 they require care for a reason connected with old age. 

 
The Council recognises that people other than those listed above in relaƟon to whom the statutory right applies may 
depend on you for assistance. Requests for Ɵme off in relaƟon to these people should be made to your line manager 
but these will be considered separately to requests for statutory carer’s leave.    
You are not required to provide evidence of your eligibility in relaƟon to a request for carer’s leave. 



Employee Handbook – Sunningdale PC (003)  48 
 

Employees who request or take Ɵme off under this policy for reasons other than those for which the statutory right to 
carer’s leave is intended may be subject to invesƟgaƟon and subsequent disciplinary proceedings. 
 

Pay For Time Off 
Time off for carer’s leave is unpaid. 

Requests For Carer’s Leave 
A request for carer’s leave must be made in wriƟng (please let Management know if you require any assistance with 
this) and must specify: 
 

 that you are enƟtled to take carer’s leave in terms of the person to be cared for, 
 that you will take leave in order to provide or arrange care for that person,  
 that you have not exceeded your enƟtlement, and 
 the days on which you want to take leave and if the leave relates to part of a day, specify this fact. 

 
The length of noƟce to be given is double the amount of Ɵme that you want to take off as carer’s leave in that instance 
or three days, whichever is longer. 

Postponing Carer’s Leave 
The Council may decide to postpone your request for carer’s leave for up to one month, if we reasonably consider that 
the operaƟon of our council would be unduly disrupted if you took carer’s leave at the Ɵme you have asked for. We will 
try to avoid postponement wherever possible. 

The Council will consult with you before determining a new date for you to take the carer’s leave requested. The new 
period of carer’s leave will be for the same length of Ɵme as the original request.  

The Council will confirm to you in wriƟng the reason for the postponement and the new agreed date of leave, no later 
than whichever is earlier out of: seven days aŌer you gave the request to the Council and the earliest day or part day 
of the leave originally requested. 

Other Policies 
You have a statutory right to take a reasonable amount of Ɵme off work to deal with emergencies involving your 
dependants. If you need Ɵme off in an emergency to care for a dependant, you should read our Ɵme off for 
dependants policy. 
 
Your enƟtlement to Ɵme off on the loss of a child are set out in our policy on parental bereavement leave, including 
details of eligibility, pay during Ɵme off and other support available. 
 
If you wish to make a request for parental leave to care for a child, you should read our parental leave policy. 
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5 HOW WE RESOLVE ISSUES  
When problems arise in the employment relaƟonship it is important that they are dealt with fairly and 
promptly. This secƟon sets out the procedures that the Council will follow in such cases. 

Recording of meeƟngs: Due to the confidenƟal nature of disciplinary and grievance proceedings you must 
not make electronic or audio recordings of any meeƟngs or hearings conducted under the procedures set 
out in secƟon 5. You should ensure that any companion you may bring with you to such meeƟngs is also 
aware of this rule. 

5.1 Performance Improvement Procedure 
It is in everybody’s interest for employees to perform well at their jobs and the Council aims to ensure that 
all employees are given the support needed to ensure that they do so. Where there are issues with 
performance then the employee should receive feedback from their manager seƫng out any concerns. 
Discussions should take place about how that performance can be improved. This procedure is designed to 
be used when such informal discussions do not lead to the employee’s performance improving to an 
acceptable level. 

Where an employee’s poor performance is believed to be the result of deliberate neglect, or where serious 
errors have been made to the detriment of the Council then it may be more appropriate to use the 
disciplinary procedure. Which procedure to use shall be at the discreƟon of the Council. 

The Council also reserves the right not to follow this procedure in full for employees who are within their 
first two years of employment with the Council. 

The Right to be Accompanied 
Employees are enƟtled to be accompanied at any formal meeƟng held under this procedure by a fellow 
employee or trade union official of their choice. The Council will provide any chosen companions with 
appropriate paid Ɵme off to allow them to aƩend the meeƟng. It is, however, up to the employee in quesƟon 
to arrange for a companion to aƩend the meeƟng. 

If your chosen companion cannot aƩend on the day scheduled for the meeƟng, then the Council will agree a 
new date. This will usually be within 5 working days of the date originally scheduled. If your companion is not 
available within that Ɵmescale then you may need to find someone else to take their place. 

The Companion’s role is to advise you during the meeƟng and make representaƟons on your behalf. 
However, both you and your companion are required to cooperate in ensuring a fair and efficient meeƟng. 
The companion is not enƟtled to answer quesƟons on your behalf. 

Stage One 
The employee’s manager will inform them of the nature of the problem and confirm this in wriƟng. The 
employee will be invited to a meeƟng to discuss the issues raised by the manager’s concerns. The meeƟng 
will be conducted by the employee’s line manager and will consider any representaƟons the employee may 
make about their performance, whether it needs to be improved, and if so what steps can be taken to help 
the employee reach the appropriate level. 

Following discussion of the problem, the line manager may choose to take no further acƟon; to refer the 
maƩer for invesƟgaƟon under the disciplinary procedure or to issue a wriƩen warning and Performance 
Improvement Plan which will remain current for a period of 12 months. 

Performance Improvement Plan 
A Performance Improvement Plan (PIP) is a series of measures designed to help improve the employee’s 
performance. Each measure will ideally be agreed with the employee, though the Council reserves the right 
to insist on any aspect of the PIP in the absence of such agreement. 
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Each PIP will be tailored to the parƟcular situaƟon, but will contain the following elements: 

Timescale: the overall Ɵmescale in which the necessary improvement must be achieved will be set out, 
together with the Ɵmescale for reaching individual milestones where appropriate. 

Targets: The PIP will specify the parƟcular areas in which improvement is needed and set out how and on 
what criteria the employee’s performance will be assessed. Where appropriate, specific targets will be set 
which will need to be achieved either by the end of the plan or at idenƟfiable stages within it. 

Measures: The PIP will specify what measures will be taken by the Council to support the employee in 
improving their performance. Such measures may include training, addiƟonal supervision, the reallocaƟon of 
other duƟes, or the provision of addiƟonal support from colleagues. 

Feedback: As part of the PIP the employee will be given regular feedback from their line manager indicaƟng 
the extent to which the employee is on track to deliver the improvements set out in the plan  

If at any stage the Council feels that the PIP is not progressing in a saƟsfactory way, a further meeƟng may be 
held with the employee to discuss the issue. As a result of such a meeƟng the employer may amend or 
extend any part of the plan. 

Review 
At the end of the PIP the employee’s performance will be reviewed. If saƟsfactory progress has been made 
the employee will be noƟfied of this fact in wriƟng. If the manager feels that progress has been insufficient 
then they may decide to extend and/or amend the PIP to such extent as seems appropriate. AlternaƟvely the 
manager may refer the maƩer to a meeƟng under Stage Two of this procedure. 

Following the successful compleƟon of a PIP the employee’s performance will conƟnue to be monitored. If at 
any stage during the lifeƟme of the first wriƩen warning the employee’s performance again starts to fall 
short of an acceptable standard, their line manager may decide to insƟtute stage two of this procedure. 

Stage Two 
If a PIP has not led to sufficient improvement in the employee’s performance, the employee will be invited to 
aƩend a formal performance management hearing. The invitaƟon will set out the respects in which the line 
manager believes that the employee’s performance sƟll falls short of an acceptable standard. 

The hearing will be conducted by a member of the senior management team. 

At the hearing, the employee will be given an opportunity to respond to any criƟcism of their performance 
and to make representaƟons about any aspect of the way in which the process has been managed. 

If the hearing concludes that reasonable steps have been taken which should have allowed the employee to 
perform to an acceptable standard but that these measures have not worked then a formal final warning 
may be issued. The warning will explain the nature of the improvement which is required in the employee’s 
performance and state that the improvement must be immediate and sustained. It will also explain that if 
this improvement does not take place then the employee may be dismissed.  Where it is appropriate, the 
warning may be accompanied by an extended or revised PIP. 

The warning will remain current for a period of 12 months, aŌer which Ɵme it will cease to have effect.  

Stage Three 
If an employee has been issued with a warning under Stage Two which remains current, and the appropriate 
manager believes that the employee’s performance is sƟll not acceptable then the maƩer may be referred to 
a further performance management hearing. 



Employee Handbook – Sunningdale PC (003)  51 
 

The employee will be informed in wriƟng of the grounds of which the hearing is being convened and in 
parƟcular will be told of the respects in which their performance conƟnues to fall below an acceptable 
standard. 

The hearing will be conducted by an appropriate manager. 

At the meeƟng the employee will be able to respond to any criƟcisms made of their performance and make 
representaƟons about how the situaƟon should be treated. 

The manager conducƟng the meeƟng may take such acƟon as is judged appropriate up to and including a 
decision to dismiss the employee. 

Any dismissal under this procedure will be with noƟce or payment in lieu of noƟce and the decision to 
dismiss together with the reasons for dismissal will be set out in wriƟng and sent to the employee. 

Appeals 
An employee may appeal against any decision taken under this procedure. The appeal should be submiƩed 
in wriƟng staƟng your full grounds of appeal within one week of the acƟon complained of. An appeal hearing 
will then be convened to consider the maƩer. Any PIP that is in force, together with any measures or 
objecƟves included within it, will conƟnue in place during the appeal process. 

The outcome of the appeal will be confirmed to the employee in wriƟng explaining the grounds of which the 
decision was reached. The outcome of the appeal will be final. 

Redeployment 
There may be circumstances in which it becomes clear that an employee would be beƩer suited to a 
different role within the Council.  However, any offer to redeploy the employee will be enƟrely at the 
Council’s discreƟon and will only be made when the Council is confident that the employee will be able to 
perform well in the redeployed role and where there is a suitable available vacancy. 

Redeployment may be offered as an alternaƟve to dismissal where the Council is saƟsfied that the employee 
should no longer be allowed to conƟnue to work in their current role. While the employee is free to refuse 
any offer of redeployment, the only alternaƟve available in these circumstances will usually be dismissal. 

5.2 Sickness Absence Procedure 
The Council may need to dismiss an employee whose aƩendance does not meet an acceptable standard 
either because of a long-term absence or because of a series of short-term absences. Such dismissals do not 
depend on any wrongdoing on the employee’s part and do not mean that the Council does not accept that 
their absences are genuinely due to illness or injury. Rather, dismissal is recogniƟon that unfortunately the 
employee is no longer able to perform their role or aƩend work on a sufficiently regular basis to make their 
conƟnued employment a viable opƟon. 

Short-term Absence 
An employee who the Council considers having an excessive sickness absence record will be spoken to 
informally and usually have specific aƩendance targets set and be advised if these are breached, they will be 
invited to a meeƟng to discuss their aƩendance. The meeƟng will usually be conducted by the employee’s 
line manager and the employee will have a right to be accompanied by a fellow employee or a trade union 
official on the same basis as set out in the performance management procedure. 

At the meeƟng the employee will be asked to explain the level of their absence. Where there is any 
indicaƟon that the absences are caused by an underlying medical condiƟon then the maƩer may be dealt 
with under the procedure for long-term absence set out below. The Council may also seek medical evidence 
from either the employee’s doctor or an occupaƟonal health specialist in which case the meeƟng will be 
adjourned for a report to be obtained 
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Subject to any medical evidence, the manager conducƟng this first-stage meeƟng may decide to issue a 
warning to the employee seƫng out the Council’s expectaƟons regarding aƩendance and indicaƟng the level 
of improvement needed. A review period will normally be set which may range from one month to 12 
months depending on the circumstances.  

If the employee’s aƩendance does not improve to the extent required, they may at any stage in the review 
period be invited to aƩend a second-stage meeƟng to discuss the maƩer. The meeƟng will again be 
conducted by the line manager and the employee will be enƟtled to be accompanied by a fellow employee 
or trade union official. This meeƟng may result in an extension of the review period, or the issuing of a final 
wriƩen warning requiring the employee’s aƩendance to improve and seƫng out the level of improvement 
required over a specified period of up to one year.  

If the employee does not meet this standard and there is no underlying condiƟon where reasonable 
adjustments would assist the employee to aƩend, then they may be dismissed. A final meeƟng will be 
convened which shall be conducted by a manager with appropriate authority to dismiss and will consider any 
representaƟons made by or on behalf of the employee who will once again have the right to be 
accompanied by a fellow employee or trade union official.  

Any dismissal arising out of this meeƟng will be with noƟce.  

There is a right of appeal against a decision to dismiss which must be exercised within five working days of 
the decision being communicated. 

Long-term Sickness Absence 
Where an employee is absent for an extended period – or it is clear that their absence is likely to conƟnue 
for some Ɵme – then the Council will want to invesƟgate the prospects for their return and consider what 
acƟons can be taken to facilitate this. The extent to which the Council can conƟnue to accommodate an 
employee’s absence will depend on a range of factors, including the role of the employee and the prevailing 
circumstances of the council. 

The Council may seek medical advice as to the employee’s condiƟon either from the appropriate 
professionals caring for the employee or from a specialist occupaƟonal health pracƟƟoner. The focus will be 
on ascertaining when the employee will be able to return to work and what steps the Council can take to 
facilitate this.  

An employee is not obliged to consent to any medical reports or records being shared with the Council as 
part of this process. However, in the absence of medical evidence the Council will have to work based on 
what informaƟon is available in reaching its decision. 

One or more meeƟngs will be arranged with the employee to discuss their condiƟon, the prospects for any 
return to work, and whether anything more can be done by the Council to help. The employee will be 
enƟtled to be accompanied at the meeƟng by a fellow employee or trade union official.  

Every effort will be made to make suitable arrangements for the meeƟng to allow the employee to aƩend. 
Where the employee is simply too ill to take part in the process, however, the Council may proceed to 
dismissal in the absence of a meeƟng considering any representaƟons made on the employee’s behalf. 

Where it appears that the employee will be unable to return to work within a reasonable Ɵme frame then 
the Council may need to consider dismissal. Any dismissal will be with noƟce.  

There is a right of appeal against a decision to dismiss which must be exercised within five working days of 
the decision being communicated. You should submit your appeal in wriƟng staƟng your full grounds of 
appeal. 
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The Council reserves the right not to follow these procedures in full for employees who are within their first 
two years of employment with the Council. 

5.3 Disciplinary Procedure 
The Council always tries to deal with disciplinary issues fairly and promptly. This procedure sets out the 
framework under which allegaƟons of misconduct will be invesƟgated and considered. While the procedure 
set out in this policy will be appropriate in most cases, there may be situaƟons in which it is not pracƟcable 
to comply with a parƟcular requirement of it. When this happens the Council will do its best to deal with the 
maƩer fairly and will pay parƟcular aƩenƟon to the need to give the employee every opportunity to explain 
their version of events.  

The Council reserves the right not to follow this procedure in full for employees who are within their first 
two years of employment with the Council. 

DefiniƟon of Misconduct 
Behaviour which is disrupƟve, disrespecƞul to colleagues, or which falls short of the requirements set out in 
this handbook will be treated as misconduct under the disciplinary procedure. While employees will not 
usually be dismissed for a first offence a failure to remedy the behaviour or to adhere to required standards 
may ulƟmately lead to dismissal once appropriate warnings have been given. 

DefiniƟon of Gross Misconduct 
Gross misconduct is behaviour which is fundamentally at odds with the employee’s duty to the Council and 
their colleagues. In accordance with the disciplinary procedure, gross misconduct will usually result in 
dismissal without noƟce, or payment in lieu of noƟce, even in cases of a first offence. 

It is not possible to list every example of gross misconduct which may arise, but the following provides an 
illustraƟon of the sort of conduct that will fall into this category – some of which are then explained in more 
detail below: 

• TheŌ. 
• Deliberate acts of discriminaƟon or harassment. 
• Refusal to carry out reasonable instrucƟons. 
• Violent or inƟmidaƟng behaviour. 
• Wilful damage to property. 
• Reckless behaviour posing a risk to health and safety. 
• Any act or omission consƟtuƟng serious or gross negligence/or derelicƟon of duty. 
• Sleeping on duty. 
• recording audio and/or video of any meeƟng, conversaƟon or discussion with another person or 

people without the express prior consent of the person or people being recorded. 
• Any illegal act during working Ɵme or on Council premises; and 
• Any act described as gross misconduct elsewhere in this handbook. 

Informal AcƟon 
Most minor acts of misconduct can be dealt with informally through discussions between an employee and 
their line manager. This may consist of management guidance, or an informal warning given orally or in 
wriƟng. These steps are an everyday part of the management process, and no formal procedure needs to be 
followed in respect of them. 

Where informal acƟon of this kind fails to resolve an issue, or where the misconduct alleged is considered 
too serious, then the maƩer will be dealt with formally under this procedure. 
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InvesƟgaƟon 
If it is alleged that you have commiƩed misconduct, an appropriate invesƟgaƟon will be carried out aimed at 
gathering all of the relevant evidence. You may be interviewed as part of this invesƟgaƟon and will have the 
opportunity to point the invesƟgator towards any evidence that you feel is relevant. The right to be 
accompanied (see below) does not apply to any invesƟgatory interview. 

Suspension 
If an allegaƟon of misconduct is made against you, then you may be suspended from your duƟes on full pay 
while the maƩer is being dealt with. The Council will make every effort to ensure that any period of 
suspension is kept as short as possible. The purpose of a suspension is either to allow an unhindered 
invesƟgaƟon to take place, or to protect the interests of the Council and its employees. During any period of 
suspension, you may be instructed not to contact other members of staff except for the purposes of 
preparing for any disciplinary hearing, where specific arrangements will be made with you. This is not a 
disciplinary sancƟon and should not been seen as a predeterminaƟon of any disciplinary process. 

Hearing 
Once the invesƟgaƟon has been carried out, the invesƟgaƟng officer will make a decision about whether 
there is sufficient evidence to warrant a disciplinary hearing. If there is you will be informed of this and an 
appropriate date for the hearing will be arranged. This will take place within normal working hours wherever 
possible. 

To ensure that you have adequate Ɵme to prepare for the hearing, the Council will provide you in advance 
with a copy of all the wriƩen evidence that will be considered at the hearing. In excepƟonal cases the 
Council may need to withhold the idenƟƟes of certain witnesses or hold back sensiƟve items of evidence. 
This will only be done where it is considered necessary to protect individuals or the essenƟal interests of the 
Council and every effort will be made to ensure that you are given as much informaƟon as possible so that a 
fair hearing can be conducted. 

You will be given sufficient noƟce of any hearing to allow you to prepare for it. While this will vary from case 
to case, the Council will generally try to give at least two days’ noƟce of any hearing and in complicated cases 
a longer period of noƟce may be given. 

The purpose of the hearing will be to consider the evidence gathered during the invesƟgaƟon and to 
consider any representaƟons made by you or on your behalf. The hearing will be conducted by an 
appropriate manager who, wherever possible, has not previously been involved in the case and who was not 
responsible for carrying out the invesƟgaƟon.  

The Right to be Accompanied 
Employees are enƟtled to be accompanied at any disciplinary hearing by a fellow employee or trade union 
official of their choice. The Council will provide any chosen companion with appropriate paid Ɵme off to 
allow them to aƩend the hearing. It is, however, up to the employee in quesƟon to arrange for a companion 
to aƩend the hearing. 

If your chosen companion cannot aƩend on the day scheduled for the hearing then the Council will agree a 
new date. This will usually be within 5 working days of the date originally scheduled. If your companion is not 
available within that Ɵmescale then you may need to find someone else to take their place.  

The companion’s role is to advise you during the hearing and make representaƟons on your behalf; it is not 
to answer quesƟons for you. However, both you and your companion are required to cooperate in ensuring a 
fair and efficient hearing. The companion cannot answer quesƟons on your behalf.  
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Evidence 
The hearing will consider any evidence you choose to present. Should witnesses be prepared to appear on 
your behalf they will be permiƩed to do so provided that their evidence is relevant to the issues that need to 
be decided. The Council will not compel or require any employee to appear as a witness on your behalf and 
in most circumstances, evidence arising from the invesƟgaƟon will be presented in wriƩen form. You will be 
enƟtled to challenge any of the evidence presented but will not be enƟtled to cross-examine witnesses. 

Disciplinary AcƟon 
AŌer considering all the evidence, including any submissions made by you or on your behalf, the manager 
conducƟng the hearing will decide on the outcome. If misconduct is found to have taken place, then the 
usual outcome will be a wriƩen warning which will be placed on your personnel file. 

A warning will stay acƟve for a period of 1 year, aŌer which it will not be considered in any future disciplinary 
acƟon. 

If however a further instance of misconduct is found to have occurred (in accordance with this procedure) 
during the currency of a warning – or if any misconduct is considered to be serious enough to warrant it – 
then, subject to the formal process above being followed, you will be issued with a final wriƩen warning. 

A final wriƩen warning will usually remain acƟve for one year, but a longer period may be specified if the 
manager conducƟng the hearing feels that the circumstances warrant it. 

An employee who is found to have commiƩed further misconduct during a period covered by a final wriƩen 
warning will, following a hearing conducted in accordance with this procedure, generally be dismissed. 

Dismissal 
An employee will not normally be dismissed under this procedure for a single instance of misconduct unless 
a final wriƩen warning is already in place. However, where gross misconduct is found to have occurred then 
dismissal without noƟce or payment in lieu will be the usual outcome. 

Gross misconduct is misconduct that is so serious that it fundamentally undermines the relaƟonship 
between employer and employee. If you are accused of gross misconduct this will be made clear when you 
are invited to a disciplinary hearing. A wide range of behaviours can amount to gross misconduct but the 
most common involve dishonesty, violent or aggressive behaviour, the wilful destrucƟon of Council property 
or a deliberate refusal to obey a reasonable instrucƟon.  

Appeal 
An employee may appeal against the outcome of a disciplinary hearing by doing so in wriƟng staƟng your full 
grounds of appeal within one week of being noƟfied of the outcome. The person to whom an appeal should 
be directed will be detailed in the disciplinary outcome leƩer. An appeal hearing will be convened and 
conducted by an appropriate member of the senior management team. 

The appeal will consider any grounds the employee chooses to put forward and they will have the same right 
to be accompanied as at a disciplinary hearing. The result of the appeal hearing will be final. 

Employee Absence 
It is important that disciplinary issues are dealt with promptly. The Council may therefore need to proceed 
with a disciplinary hearing even if the employee is absent due to ill health or simply does not aƩend. Before 
hearing the maƩer in an employee’s absence, the Council will aƩempt to arrange the hearing in such a way 
that the employee will be able to aƩend or to submit wriƩen representaƟons to the hearing and/or to 
arrange for an appropriate representaƟve to aƩend the hearing on their behalf. 
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5.4 Grievance Procedure 
. 

This secƟon provides a summary of the procedure. The full Grievance Policy and Procedure (Version 1.1, 
January 2026) sets out the detailed process, including Ɵmeframes and formal requirements, and should be 
referred to in all cases. 
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Purpose and Principles 
The Council is commiƩed to maintaining good working relaƟonships and to resolving employee concerns 
fairly, consistently and as quickly as possible. This procedure is based on the ACAS Code of PracƟce and the 
Council’s approved Grievance Policy and Procedure. 
Employees are encouraged to raise any concerns informally in the first instance, as many issues can be 
resolved through normal working relaƟonships. 
 
Informal ResoluƟon 
Where possible, employees should raise concerns with their line manager at the earliest opportunity to seek 
an informal resoluƟon. 
If the grievance relates to the employee’s manager, or the employee feels unable to raise it with them, the 
maƩer should be raised with the Chair of the HR CommiƩee. 
Concerns relaƟng to councillors may also be raised informally in the first instance where appropriate. 
 
Formal Grievance 
If a maƩer cannot be resolved informally, a formal grievance may be submiƩed. 
The grievance must be made in wriƟng 
It must be submiƩed to the Chair of the HR CommiƩee 
The employee should provide full details of the issue, including relevant facts, dates and the outcome sought 
A formal grievance will be handled in accordance with the Council’s adopted policy. 
 
Review Panel and InvesƟgaƟon 
Upon receipt of a formal grievance: 
The HR CommiƩee will appoint a Review Panel of three councillors, none of whom will have had direct 
involvement in the maƩer 
The Panel may appoint an independent invesƟgator where appropriate to establish the facts 
The employee will be invited in wriƟng to aƩend a grievance meeƟng and will be given reasonable noƟce 
 
Grievance Hearing 
At the grievance meeƟng: 
The employee will have the opportunity to present their case and supporƟng evidence 
The employee has the right to be accompanied by a fellow employee, trade union representaƟve, or trade 
union official 
Witnesses may be called where relevant 
The Panel may adjourn the meeƟng to allow further invesƟgaƟon if required 
Following the meeƟng, the Review Panel will provide a wriƩen decision, including any acƟons to be taken 
and noƟficaƟon of the right of appeal. 
 
Code of Conduct Complaints 
Where a grievance concerns a complaint about a councillor: 
The maƩer may be considered at the informal stage of this procedure 
If unresolved, the issue may need to be referred to the Monitoring Officer under the Council’s Code of 
Conduct arrangements 
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Formal stages of this grievance procedure may not apply where the maƩer falls within the Code of Conduct 
regime 
 
RelaƟonship with Other Procedures 
Where a grievance relates to, or overlaps with, another procedure (for example disciplinary proceedings), 
the Council may: 
Deal with the grievance within that process 
Consider it as part of an appeal 
Or delay consideraƟon of the grievance unƟl the other procedure is concluded 
 
Appeal 
If an employee is dissaƟsfied with the outcome of their grievance: 
An appeal must be submiƩed in wriƟng within 7 calendar days of receiving the decision 
The appeal must clearly state the grounds for appeal 
The appeal will be heard by an Appeal Panel of three councillors who have had no prior involvement in the 
case. 
The employee has the right to be accompanied at the appeal hearing. 
The Appeal Panel’s decision will be confirmed in wriƟng and is final. 
 
ConfidenƟality and General Provisions 
Grievances will be handled as confidenƟally as reasonably pracƟcable 
Records will be kept in accordance with data protecƟon requirements 
Employees will not be subject to detriment for raising a grievance in good faith 
Recording of meeƟngs is not permiƩed unless agreed as a reasonable adjustment 
MediaƟon may be considered at any stage where appropriate 
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5.5 Redundancy Policy  
About this policy 

We will always try to avoid the need for compulsory redundancies but someƟmes these may be necessary. 
The paƩern or volume of our council or methods of working may change and requirements for employees 
may reduce. 

The purpose of this policy is to ensure that, whenever reducƟon in employee numbers may become 
necessary: 

a) we communicate clearly with all affected employees and ensure that they are treated fairly; 
b) we try to find ways of avoiding compulsory redundancies; 
c) we consult with employees (and where appropriate with recognised trade unions and / or employee 

representaƟves); and 
d) any selecƟon for compulsory redundancy is undertaken fairly, reasonably and without discriminaƟon. 

This policy applies to all employees. It does not apply to agency workers, consultants, or self-employed 
contractors.   

Avoiding compulsory redundancies 
Where we are proposing to make redundancies, we will enter into consultaƟon with all affected employees 
on an individual basis and, where appropriate, also with recognised trade unions and / or employee 
representaƟves. 

In the first instance we will consider steps that might, depending on the circumstances, be taken to avoid the 
need for compulsory redundancies. Examples of such steps include: 

a) Reviewing the use of agency staff, self-employed contractors and consultants. 
b) RestricƟng recruitment in affected categories of employee and in those areas into which affected 

employees might be redeployed. 
c) Reducing overƟme in affected departments to that needed to meet contractual commitments or 

provide essenƟal services. 
d) Freezing salaries for a specified period. 
e) Considering the introducƟon of short-Ɵme working, job-sharing or other flexible working 

arrangements, where these are pracƟcable. 
a) (f) IdenƟfying suitable alternaƟve work with the Council that might be offered to potenƟally 

redundant employees. 
b) (g) InviƟng applicaƟons for early reƟrement or voluntary redundancy. In all cases the acceptance 

of a volunteer for redundancy will be a maƩer of our discreƟon and we reserve the right not to offer 
voluntary redundancy terms or to refuse an applicaƟon where it is not in the interests of our council 
to do so. 

Any measures adopted must not adversely affect our operaƟons. 

Making compulsory redundancies 
When it is not possible to avoid making compulsory redundancies, we will advise all affected employees and, 
where appropriate, recognised trade unions and / or employee representaƟves that compulsory 
redundancies cannot be avoided and on the procedure that will then be followed and the criteria that will be 
applied. 

In carrying out any redundancy exercise we will not discriminate directly or indirectly on grounds of gender, 
sexual orientaƟon, marital or civil partner status, gender reassignment, race, colour, naƟonality, ethnic or 
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naƟonal origin, religion or belief, disability, or age. Part-Ɵme employees and those working under fixed-term 
contracts will not be treated differently to permanent, full-Ɵme comparators. 

The criteria used to select those employees who will potenƟally be made redundant will be objecƟve, 
transparent, and fair and based on the skills required to meet our exisƟng and anƟcipated council 

needs. 

We will then consult individually with those employees who have been provisionally selected for 
redundancy. 

Where selecƟon for redundancy is confirmed, employees selected for redundancy will be given noƟce of 
terminaƟon of employment in accordance with their contracts and wriƩen confirmaƟon of the payments 
that they will receive. Employees will be given the opportunity to appeal against this decision. 

We will conƟnue to look for alternaƟve employment for redundant employees unƟl their terminaƟon dates. 
The manner in which redundant employees will be invited to apply for and be interviewed for vacancies will 
be organised depending on the circumstances exisƟng at the Ɵme. AlternaƟve employment may be offered 
subject to a trial period where appropriate. 
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6 EQUAL OPPORTUNITIES & BULLYING AND HARASSMENT POLICY 
6.1  Equal OpportuniƟes Statement  
We are equal opportunity employer and are fully commiƩed to a policy of treaƟng all of our employees and 
job applicants equally in all aspects of employment including: recruitment and selecƟon, promoƟon, transfer, 
opportuniƟes for training, pay and benefits, other terms of employment, discipline, selecƟon for redundancy 
and dismissal. 

We will take all reasonable steps to employ, train and promote employees on the basis of their experience, 
abiliƟes and qualificaƟons, without regard to race, religion or belief, sex, sexual orientaƟon, pregnancy or 
maternity, gender reassignment, age, marriage and civil partnership or disability. In this Policy these are 
known as the "Protected CharacterisƟcs".  

We will appoint, train, develop and promote on the basis of merit and ability alone. We will also take all 
reasonable steps to provide a work environment in which all employees are treated with respect and dignity 
and that is free of harassment based upon any of the Protected CharacterisƟcs. We will not condone any 
form of harassment, whether engaged in by employees or by outside third parƟes who do business with us, 
such as clients, customers, contractors and suppliers. 

Employees have a duty to co-operate with us to ensure that this policy is effecƟve in ensuring equal 
opportuniƟes and in prevenƟng discriminaƟon, harassment or bullying. AcƟon will be taken under our 
Disciplinary Procedure against any employee who is found to have commiƩed an act of improper or unlawful 
discriminaƟon, harassment, bullying or inƟmidaƟon. Serious breaches of this policy will be treated as 
potenƟal gross misconduct and could render the employee liable to summary dismissal.  

Employees must not harass, bully or inƟmidate other employees for reasons related to one or more of the 
Protected CharacterisƟcs. Such behaviour will be treated as potenƟal gross misconduct under our 
Disciplinary Procedure. Employees who commit serious acts of harassment may also be guilty of a criminal 
offence.  

You should draw to the aƩenƟon of your line manager any suspected discriminatory acts or pracƟces or 
suspected cases of harassment. You must not vicƟmise or retaliate against an employee who has made 
allegaƟons or complaints of discriminaƟon or harassment or who has provided informaƟon about such 
discriminaƟon or harassment. Such behaviour will be treated as potenƟal gross misconduct. Employees 
should support colleagues who suffer such treatment and are making a complaint. 

DiscriminaƟon  
You must not unlawfully discriminate against or harass other people, including current and former 
employees, job applicants, clients, customers, suppliers and visitors. This applies in the workplace, outside 
the workplace (when dealing with customers, suppliers or other work-related contacts or when wearing a 
work uniform), and on work-related trips or events including social events. 

The following forms of discriminaƟon are prohibited under this policy and are unlawful: 

• Direct discriminaƟon – when someone is treated less favourably than another person because of 
a Protected CharacterisƟc.   

• AssociaƟve discriminaƟon or discriminaƟon by associaƟon – direct discriminaƟon against 
someone because they associate with another person who possesses a Protected CharacterisƟc.   

• DiscriminaƟon by percepƟon – direct discriminaƟon against someone because it is thought that 
they possess a parƟcular Protected CharacterisƟc even if they do not actually possess it. 

• Indirect discriminaƟon - occurs where an individual’s employment is subject to an unjusƟfied 
provision criterion or pracƟce which e.g. one sex or race or naƟonality or age group finds more 
difficult to meet, although on the face of it the provision, criterion or pracƟce is ‘neutral’.  
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• Harassment – unwanted conduct related to a relevant Protected CharacterisƟc which has the 
purpose or effect of violaƟng an individual’s dignity or creaƟng an inƟmidaƟng, hosƟle, degrading, 
humiliaƟng or offensive environment for that individual. You may complain of such offensive 
behaviour even if it is not directed towards you personally. 

• VicƟmisaƟon – when an employee is treated less favourably because they have made or 
supported a complaint or raised a grievance about unlawful discriminaƟon or are suspected of 
doing so. 

• Disability discriminaƟon: this includes direct and indirect discriminaƟon, any unjusƟfied 
unfavourable treatment because of something arising in consequence of a disability, and failure 
to make reasonable adjustments to alleviate disadvantages caused by a disability. 

Our Commitment   
Recruitment  
The recruitment process will be conducted in such a way as to result in the selecƟon of the most suitable 
person for the job in terms of relevant abiliƟes and qualificaƟons. We are commiƩed to applying our equal 
opportuniƟes policy statement at all stages of recruitment and selecƟon.  

Recruitment publicity will aim to posiƟvely encourage applicaƟons from all suitably qualified people when 
adverƟsing job vacancies, in order to aƩract applicaƟons from all secƟons of the community. 

Where vacancies may be filled by promoƟon or transfer, they will be published to all eligible employees in 
such a way that they do not restrict applicaƟons from employees with a parƟcular Protected CharacterisƟcs. 
However, where having regard to the nature and context of the work, having a parƟcular Protected 
CharacterisƟcs is an occupaƟonal requirement and that occupaƟonal requirement is a proporƟonate means 
of achieving a legiƟmate aim, we will apply that requirement to the job role and this may therefore be 
specified in the adverƟsement.  

The selecƟon process will be carried out consistently for all jobs at all levels. We will ensure that these equal 
opportuniƟes policy is available to all staff, and in parƟcular is given to all staff with responsibility for 
recruitment, selecƟon and promoƟon. 

The selecƟon of new staff will be based on job requirements and the individual's suitability and ability to do, 
or to train for, the job in quesƟon. Person specificaƟon and job descripƟons will be limited to those 
requirements that are necessary for the effecƟve performance of the job. Candidates for employment, 
promoƟon or transfer will be assessed objecƟvely against the requirements of the job. 

With disabled job applicants, we will have regard to our duty to make reasonable adjustments to work 
provisions, criteria, and pracƟces or to physical features of work premises or to provide auxiliary aids or 
services to ensure that the disabled person is not placed at a substanƟal disadvantage in comparison with 
persons who are not disabled. 

All applicaƟons will be processed consistently. The staff responsible for short lisƟng, interviewing, and 
selecƟng candidates will be clearly informed of the selecƟon criteria and of the need for their consistent 
applicaƟon. All quesƟons that are put to the applicants will relate to the requirements of the job. 

Training, transfer and promoƟon  
We will take such measures as may be necessary to ensure the proper training, supervision and instrucƟon 
for all line managers in order to familiarise them with our policy on equal opportuniƟes, and in order to help 
them idenƟfy discriminatory acts or pracƟces and to ensure that they promote equal opportunity within the 
departments for which they are responsible. The training will also enable line managers to deal more 
effecƟvely with complaints of bullying and harassment. 
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We will also provide training to all employees to help them understand their rights and responsibiliƟes under 
the equal opportuniƟes and anƟ-harassment policies and what they can do to create a work environment 
that is free of bullying and harassment.  

All persons responsible for selecƟng new employees, employees for training or employees for transfer or 
promoƟon to other jobs will be instructed not to discriminate because of one or more of the Protected 
CharacterisƟcs. Where a promoƟonal system is in operaƟon, the assessment criteria will be examined to 
ensure that they are not discriminatory. The promoƟonal system will be checked from Ɵme to Ɵme in order 
to assess how it is working in pracƟce. 

When a group of workers who predominantly have a parƟcular Protected CharacterisƟc appear to be 
excluded from access to promoƟon, transfer and training and to other benefits, our systems and procedures 
will be reviewed to ensure there is no unlawful discriminaƟon. 

Terms of employment, benefits, faciliƟes and services  
All terms of employment, benefits, faciliƟes and service will be reviewed from Ɵme to Ɵme, in order to 
ensure that there is no unlawful discriminaƟon on the grounds of one or more of the Protected 
CharacterisƟcs. 

Equal pay and equality of terms 
We are commiƩed to equal pay in employment. We believe our male and female employees should receive 
equal pay for like work, work rated as equivalent or work of equal value. In order to achieve this, we will 
endeavour to maintain a pay system that is transparent, free from bias and based on objecƟve criteria.  

DisabiliƟes 
If you are disabled or become disabled, we encourage you to tell us about your condiƟon so that we can 
support you as appropriate.  

If you experience difficulƟes at work because of your disability, you may wish to contact your line manager to 
discuss any reasonable adjustments that would help overcome or minimise the difficulty. Your line manager 
may wish to consult with you and your medical adviser about possible adjustments. We will consider the 
maƩer carefully and try to accommodate your needs within reason. If we consider a parƟcular adjustment 
would not be reasonable we will explain our reasons and try to find an alternaƟve soluƟon where possible.  

We will monitor the physical features of our premises to consider whether they might place anyone with a 
disability at a substanƟal disadvantage. Where necessary, we will take reasonable steps to improve access. 

6.2 Bullying and Harassment  
We are commiƩed to providing a working environment free from harassment and bullying and ensuring all 
staff are treated, and treat others, with dignity and respect. This includes harassment or bullying which 
occurs at work and out of the workplace, such as on council trips or at work-related events or social 
funcƟons.  

Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or effect of 
violaƟng a person's dignity or creaƟng an inƟmidaƟng, hosƟle, degrading, humiliaƟng or offensive 
environment for them. A single incident can amount to harassment. It also includes treaƟng someone less 
favourably because they have submiƩed or refused to submit to such behaviour in the past. 

Unlawful harassment may involve conduct of a sexual nature (sexual harassment), or it may be related to a 
Protected CharacterisƟc. Harassment is unacceptable even if it does not fall within any of these categories. 

Harassment may include (this is a non-exhausƟve list), for example: 

a) unwanted physical conduct or "horseplay", including touching, pinching, pushing, and grabbing. 
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b) unwelcome sexual advances or suggesƟve behaviour (which the harasser may perceive as harmless). 
c) offensive e-mails, text messages or social media content. 
d) mocking, mimicking, or beliƩling a person's disability. 

A person may be harassed even if they were not the intended "target". For example, a person may be 
harassed by racist jokes about a different ethnic group if the jokes create an offensive environment. 

Bullying is offensive, inƟmidaƟng, malicious or insulƟng behaviour involving the misuse of power that can 
make a person feel vulnerable, upset, humiliated, undermined, or threatened. Power does not always mean 
being in a posiƟon of authority but can include both personal strength and the power to coerce through fear 
or inƟmidaƟon.  

Bullying can take the form of physical, verbal and non-verbal conduct. Bullying may include (this is a non-
exhausƟve list), by way of example: 

a) physical or psychological threats; 
b) overbearing and inƟmidaƟng levels of supervision; 
c) inappropriate derogatory remarks about someone's performance; 

LegiƟmate, reasonable and construcƟve criƟcism of a worker's performance or behaviour, or reasonable 
instrucƟons given to workers in the course of their employment, will not amount to bullying on their own. 

6.3 Procedure  
If you are being harassed or bullied, consider whether you feel able to raise the problem informally with the 
person responsible. You should explain clearly to them that their behaviour is not welcome or makes you 
uncomfortable. If this is too difficult or embarrassing, you should speak to your line manager who can 
provide confidenƟal advice and assistance in resolving the issue formally or informally. If informal steps are 
not appropriate, or have not been successful, you should raise the maƩer formally under our Grievance 
Procedure. 

We will invesƟgate complaints in a Ɵmely and confidenƟal manner. The invesƟgaƟon will be conducted by 
someone with appropriate experience and no prior involvement in the complaint, where possible. Details of 
the invesƟgaƟon and the names of the person making the complaint and the person accused must only be 
disclosed on a "need to know" basis. We will consider whether any steps are necessary to manage any 
ongoing relaƟonship between you and the person accused during the invesƟgaƟon. 

Once the invesƟgaƟon is complete, we will inform you of our decision. If we consider you have been 
harassed or bullied by an employee the maƩer will be dealt with under the Disciplinary Procedure as a case 
of possible misconduct or gross misconduct. If the harasser or bully is a third party such as a customer or 
other visitor, we will consider what acƟon would be appropriate to deal with the problem. Whether or not 
your complaint is upheld, we will consider how best to manage any ongoing working relaƟonship between 
you and the person concerned. 

Employees who make complaints or who parƟcipate in good faith in any invesƟgaƟon must not suffer any 
form of retaliaƟon or vicƟmisaƟon as a result. Anyone found to have retaliated against or vicƟmised 
someone in this way will be subject to disciplinary acƟon under our Disciplinary Procedure. 

InformaƟon about a complaint by or about an employee may be placed on the employee's personnel file, 
along with a record of the outcome and of any notes or other documents compiled during the process. 
These will be processed in accordance with our Data ProtecƟon Policy. 

6.4 Monitoring equal opportuniƟes and dignity at work  
We will regularly monitor the effects of selecƟon decisions and personnel and pay pracƟces and procedures 
in order to assess whether equal opportunity and dignity at work are being achieved. This will also involve 
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considering any possible indirectly discriminatory effects of its working pracƟces. If changes are required, we 
will implement them. We will also make reasonable adjustments to its standard working pracƟces to 
overcome barriers caused by disability.  

Breaches of this Policy  
We take a strict approach to breaches of this policy, which will be dealt with in accordance with our 
Disciplinary Procedure. Serious cases of deliberate discriminaƟon may amount to gross misconduct resulƟng 
in dismissal. 

If you believe that you have suffered discriminaƟon you can raise the maƩer through our Grievance 
Procedure or Bullying & Harassment Procedure. Complaints will be treated in confidence and invesƟgated as 
appropriate. 

You must not be vicƟmised or retaliated against for complaining about discriminaƟon. However, making a 
false allegaƟon deliberately will be treated as misconduct and dealt with under our Disciplinary Procedure. 

6.5 Data ProtecƟon 
IntroducƟon 
We may have to collect and use informaƟon about people with whom we work.  This personal informaƟon 
must be handled and dealt with properly, however it is collected, recorded and used, and whether it be on 
paper, in computer records or recorded by any other means. 

We regard the lawful and correct treatment of personal informaƟon as very important to our successful 
operaƟon and to maintaining confidence between us and those with whom we carry out business.  We will 
ensure that we treat personal informaƟon lawfully and correctly. 

To this end we fully endorse and adhere to the principles of the General Data ProtecƟon RegulaƟon (GDPR). 

This policy applies to the processing of personal data in manual and electronic records kept by us in 
connecƟon with our human resources funcƟon as described below. It also covers our response to any data 
breach and other rights under the GDPR. 

This policy applies to the personal data of job applicants, exisƟng and former employees, apprenƟces, 
volunteers, placement students, workers and self-employed contractors. These are referred to in this policy 
as relevant individuals. 

DefiniƟons 
“Personal data” is informaƟon that relates to an idenƟfiable person who can be directly or indirectly 
idenƟfied from that informaƟon, for example, a person’s name, idenƟficaƟon number, locaƟon, online 
idenƟfier. It can also include pseudonymised data. 

“Special categories of personal data” is data which relates to an individual’s health, sex life, sexual 
orientaƟon, race, ethnic origin, poliƟcal opinion, religion, and trade union membership. It also includes 
geneƟc and biometric data (where used for ID purposes). 

“Criminal offence data” is data which relates to an individual’s criminal convicƟons and offences. 

“Data processing” is any operaƟon or set of operaƟons which is performed on personal data or on sets of 
personal data, whether or not by automated means, such as collecƟon, recording, organisaƟon, structuring, 
storage, adaptaƟon or alteraƟon, retrieval, consultaƟon, use, disclosure by transmission, disseminaƟon or 
otherwise making available, alignment or combinaƟon, restricƟon, erasure or destrucƟon. 
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Data ProtecƟon Principles 
Under GDPR, all personal data obtained and held by us must be processed according to a set of core 
principles. In accordance with these principles, we will ensure that: 

1. processing will be fair, lawful and transparent 
2. data be collected for specific, explicit, and legiƟmate purposes 
3. data collected will be adequate, relevant and limited to what is necessary for the purposes of 

processing 
4. data will be kept accurate and up to date. Data which is found to be inaccurate will be recƟfied or 

erased without delay 
5. data is not kept for longer than is necessary for its given purpose 
6. data will be processed in a manner that ensures appropriate security of personal data including 

protecƟon against unauthorised or unlawful processing, accidental loss, destrucƟon or damage by 
using appropriate technical or organisaƟon measures 

7. we will comply with the relevant GDPR procedures for internaƟonal transferring of personal data 

Types Of Data Held 
We keep several categories of personal data on our employees in order to carry out effecƟve and efficient 
processes. We keep this data in a personnel file relaƟng to each employee and we also hold the data within 
our computer systems, for example, our holiday booking system. 

Specifically, we hold the following types of data: 

1. personal details such as name, address, phone numbers 
2. informaƟon gathered via the recruitment process such as that entered into a CV or included in a CV 

cover leƩer, references from former employers, details on your educaƟon and employment history 
etc 

3. details relaƟng to pay administraƟon such as NaƟonal Insurance numbers, bank account details and 
tax codes 

4. medical or health informaƟon 
5. informaƟon relaƟng to your employment with us, including: 

i. job Ɵtle and job descripƟons 
ii. your salary 
iii. your wider terms and condiƟons of employment 
iv. details of formal and informal proceedings involving you such as leƩers of concern, 

disciplinary and grievance proceedings, your annual leave records, appraisal and performance 
informaƟon 

v. internal and external training modules undertaken 

All of the above informaƟon is required for our processing acƟviƟes. More informaƟon on those processing 
acƟviƟes are included in our privacy noƟce for employees, which is available from your manager. 

Employee Rights 
You have the following rights in relaƟon to the personal data we hold on you: 

1. the right to be informed about the data we hold on you and what we do with it; 
2. the right of access to the data we hold on you. More informaƟon on this can be found in the secƟon 

headed “Access to Data” below and in our separate policy on Subject Access Requests; 
3. the right for any inaccuracies in the data we hold on you, however they come to light, to be 

corrected. This is also known as ‘recƟficaƟon’; 
4. the right to have data deleted in certain circumstances. This is also known as ‘erasure’; 



Employee Handbook – Sunningdale PC (003)  67 
 

5. the right to restrict the processing of the data; 
6. the right to transfer the data we hold on you to another party. This is also known as ‘portability’; 
7. the right to object to the inclusion of any informaƟon; 
8. the right to regulate any automated decision-making and profiling of personal data. 

More informaƟon can be found on each of these rights in our separate policy on employee rights under 
GDPR. 

ResponsibiliƟes 
In order to protect the personal data of relevant individuals, those within the council who must process data 
as part of their role have been made aware of our policies on data protecƟon. 

We have also appointed employees with responsibility for reviewing and audiƟng our data protecƟon 
systems. 

Lawful Bases of Processing 
We acknowledge that processing may only be carried out where a lawful basis for that processing exists and 
we have assigned a lawful basis against each processing acƟvity. 

Where no other lawful basis applies, we may seek to rely on the employee’s consent in order to process 
data. 

However, we recognise the high standard aƩached to its use. We understand that consent must be freely 
given, specific, informed and unambiguous. Where consent is to be sought, we will do so on a specific and 
individual basis where appropriate. Employees will be given clear instrucƟons on the desired processing 
acƟvity, informed of the consequences of their consent and of their clear right to withdraw consent at any 
Ɵme. 

Access to Data 
As stated above, employees have a right to access the personal data that we hold on them. To exercise this 
right, employees should make a Subject Access Request. We will comply with the request without delay, and 
within one month unless, in accordance with legislaƟon, we decide that an extension is required. Those who 
make a request will be kept fully informed of any decision to extend the Ɵme limit. 

No charge will be made for complying with a request unless the request is manifestly unfounded or 
excessive, or unless a request is made for duplicate copies to be provided to the employee making the 
request or to a third party acƟng on the employee’s behalf. In these circumstances, a reasonable charge will 
be applied. 

Further informaƟon on making a subject access request is contained in our Subject Access Request policy. 
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Data Disclosures 
The Council may be required to disclose certain data/informaƟon to any person. The circumstances leading 
to such disclosures include: 

1. any employee benefits operated by third parƟes; 
2. disabled individuals - whether any reasonable adjustments are required to assist them at work; 
3. individuals’ health data - to comply with health and safety or occupaƟonal health obligaƟons towards 

the employee; 
4. for Statutory Sick Pay purposes; 
5. HR management and administraƟon - to consider how an individual’s health affects their ability to do 

their job; 
6. the smooth operaƟon of any employee insurance policies or pension plans; 
7. to assist law enforcement or a relevant authority to prevent or detect crime or prosecute offenders 

or to assess or collect any tax or duty. 

These kinds of disclosures will only be made when strictly necessary for the purpose. 

Data Security 
All our employees are aware that hard copy personal informaƟon should be kept in a locked filing cabinet, 
drawer, or safe.  

Employees are aware of their roles and responsibiliƟes when their role involves the processing of data.  All 
employees are instructed to store files or wriƩen informaƟon of a confidenƟal nature in a secure manner so 
they are only accessed by people who have a need and a right to access them and to ensure that screen 
locks are implemented on all PCs, laptops etc when unaƩended. No files or wriƩen informaƟon of a 
confidenƟal nature are to be leŌ where they can be read by unauthorised people. 

Where data is computerised, it should be coded, encrypted or password protected both on a local hard drive 
and on a network drive that is regularly backed up. If a copy is kept on removable storage media, that media 
must itself be kept in a locked filing cabinet, drawer, or safe. 

Employees must always use the passwords provided to access the computer system and not abuse them by 
passing them on to people who should not have them. 

Personal data relaƟng to employees should not be kept or transported on laptops, USB sƟcks, or similar 
devices, unless prior authorisaƟon has been received. Where personal data is recorded on any such device it 
should be protected by: 

1. ensuring that data is recorded on such devices only where absolutely necessary. 
2. using an encrypted system — a folder should be created to store the files that need extra protecƟon 

and all files created or moved to this folder should be automaƟcally encrypted. 
3. ensuring that laptops or USB drives are not leŌ where they can be stolen. 

Failure to follow the Council’s rules on data security may be dealt with via the Council’s disciplinary 
procedure. Appropriate sancƟons include dismissal with or without noƟce dependent on the severity of the 
failure. 

Third Party Processing 
Where we engage third parƟes to process data on our behalf, we will ensure, via a data processing 
agreement with the third party, that the third party takes such measures in order to maintain the Council’s 
commitment to protecƟng data. 
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Requirement to NoƟfy Breaches 
All data breaches will be recorded on our Data Breach Register. Where legally required, we will report a 
breach to the InformaƟon Commissioner within 72 hours of discovery. In addiƟon, where legally required, we 
will inform the individual whose data was subject to breach. 

More informaƟon on breach noƟficaƟon is available in our Breach NoƟficaƟon policy. 

Training 
New employees must read and understand the policies on data protecƟon as part of their inducƟon. 

All employees receive training covering basic informaƟon about confidenƟality, data protecƟon and the 
acƟons to take upon idenƟfying a potenƟal data breach. 

The nominated data controller/auditors/protecƟon officers for the Council are trained appropriately in their 
roles under the GDPR. 

All employees who need to use the computer system are trained to protect individuals’ private data, to 
ensure data security, and to understand the consequences to them as individuals and the Council of any 
potenƟal lapses and breaches of the Council s policies and procedures. 

Records 
The Council keeps records of its processing acƟviƟes including the purpose for the processing and retenƟon 
periods in its HR Data Record. These records will be kept up to date so that they reflect current processing 
acƟviƟes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Employee Handbook – Sunningdale PC (003)  70 
 

6.6 Sexual Harassment Policy 
IntroducƟon 
All members of staff are enƟtled to be treated with dignity and respect in our place of work. This means 
freedom from sexual harassment, feeling safe and supported, and having access to redress if such behaviour 
does arise.  

Sexual harassment takes many forms, but whatever form it takes, it is unlawful under the Equality Act 2010 
as amended. We will not tolerate it.  

The law requires employers to take reasonable steps to prevent sexual harassment of their workers. We take 
acƟon to prevent sexual harassment from occurring and have clear reporƟng procedures for our staff to 
make a complaint about sexual harassment. If you have been sexually harassed, or you have witnessed 
sexual harassment, we encourage you to tell us so that we can deal with the maƩer swiŌly. 

Senior management has overall responsibility for the operaƟon of this policy but may delegate elements of 
implementaƟon or decision making to your Line managers. Our managers will maintain an open door policy. 
All of our staff have a responsibility to behave in line with the requirements of this policy. 

Instances of sexual harassment or vicƟmisaƟon may lead to disciplinary acƟon including terminaƟon of 
employment. 

This policy is reviewed regularly to ensure it remains up to date and in order to monitor its effecƟveness. Any 
changes required will be implemented and communicated to our workforce.  

Scope 
We deplore all forms of sexual harassment and seek to ensure that the working environment is safe and 
supporƟve to all those who work for us. This includes employees, workers, agency workers, volunteers and 
contractors in all areas of our Council, including any overseas sites.  

 

DefiniƟons 
Sexual harassment is unwanted conduct of a sexual nature which has the purpose or effect of violaƟng a 
person's dignity or creaƟng an inƟmidaƟng, hosƟle, degrading, humiliaƟng or offensive environment for that 
person. It also covers treaƟng someone less favourably because they have submiƩed to or refused to submit 
to unwanted conduct of a sexual nature, or that is related to gender reassignment or sex.  

Sexual harassment may be commiƩed by a fellow worker, an agent of an organisaƟon, or a third party. It 
does not need to occur in person. It can occur via digital means including social media sites or channels e.g. 
WhatsApp. Someone may be sexually harassed even if they were not the target of the behaviour. Examples 
of sexual harassment include, but are not limited to: 

a) sexual comments or jokes, which may be referred to as ‘banter’ 
b) displaying sexually graphic pictures, posters or photos 
c) suggesƟve looks, staring or leering 
d) proposiƟons and sexual advances 
e) making promises in return for sexual favours 
f) sexual gestures 
g) intrusive quesƟons about a person’s private or sex life or a person discussing their own sex life 
h) sexual posts or contact in online communicaƟons including on social media 
i) spreading sexual rumours about a person 
j) sending sexually explicit emails, text messages or messages via other social media 
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k) unwelcome touching, hugging, massaging or kissing 

VicƟmisaƟon is subjecƟng someone to detriment because they have done, are suspected of doing, or intend 
to do an act which is protected under discriminaƟon and harassment laws. It is not necessary for the person 
to have done the protected act in order for detrimental treatment to be considered as vicƟmisaƟon. 

The protected acts are:  

a) making a claim or complaint under the Equality Act 2010 (for example, for discriminaƟon or 
harassment) 

b) helping someone else to make a claim by giving evidence or informaƟon in connecƟon with 
proceedings under the Equality Act 2010 

c) making an allegaƟon that someone has breached the Equality Act 2010, or 
d) doing anything else in connecƟon with the Equality Act 2010   

Examples of vicƟmisaƟon may include: 

a) Failing to consider someone for promoƟon because they have previously made a sexual harassment 
complaint 

b) Dismissing someone because they accompanied a colleague to a meeƟng about a sexual harassment 
complaint  

c) Excluding someone from work meeƟngs because they gave evidence as a witness for another 
employee as part of an employment tribunal claim about harassment. 

Circumstances Which Are Covered 
This policy covers behaviour which occurs in the following situaƟons: 

a) a work situaƟon 
b) a situaƟon occurring outside of the normal workplace or normal working hours which is related to 

work, for example, a working lunch, a council trip or social funcƟons 
c) outside of a work situaƟon but involving a colleague or other person connected to the Council, 

including on social media 
d) against anyone outside of a work situaƟon where the incident is relevant to your suitability to carry 

out the role.  

What To Do If You Are Subject To Sexual Harassment Or VicƟmisaƟon 
We are commiƩed to ensuring that there is no sexual harassment or vicƟmisaƟon in our workplace. 
AllegaƟons of sexual harassment and vicƟmisaƟon will be treated as a disciplinary maƩer, although every 
situaƟon will be considered on an individual basis and in accordance with the principles of our disciplinary 
procedures, a copy of which is available from your line manager. 

Informal Complaint 

We recognise that complaints of sexual harassment or vicƟmisaƟon can be of a sensiƟve or inƟmate nature 
and that it may not be appropriate for you to raise the issue through our normal grievance procedure. In 
these circumstances you are encouraged to raise such issues with a senior colleague of your choice (whether 
or not that person has a direct supervisory responsibility for you) as a confidenƟal helper. This person cannot 
be the same person who will be responsible for invesƟgaƟng the maƩer if it becomes a formal complaint. 

If you experience sexual harassment and you feel comfortable to do so, you should make it clear to the 
harasser on an informal basis that their behaviour is unwelcome and ask the harasser to stop. If you feel 



Employee Handbook – Sunningdale PC (003)  72 
 

unable to do this verbally then you should hand a wriƩen request to the harasser, and your confidenƟal 
helper can assist you in this. 

In addiƟon, you may also choose to raise concerns during your regular communicaƟon with your manager, 
for example, in a 1-2-1 meeƟng. Your manager will listen to you and take your concerns seriously if you do 
this but may encourage you to follow the reporƟng procedures set out below. 

Formal Complaint 

Where the informal approach fails or if the sexual harassment or vicƟmisaƟon is more serious, you should 
bring the maƩer to the aƩenƟon of Senior Management as a formal wriƩen complaint and again your 
confidenƟal helper can assist you in this. Our online means of reporƟng sexual harassment are conƟnually 
monitored, and you will be contacted within 5 working days  

If possible, you should keep notes of what happened so that the wriƩen complaint can include: 

a) the name of the alleged harasser; 
b) the nature of the alleged harassment; 
c) the dates and Ɵmes when the alleged harassment occurred; 
d) the names of any witnesses; and 
e) any acƟon already taken by you to stop the alleged harassment. 

On receipt of a formal complaint, we will take acƟon to separate you from the alleged harasser to enable an 
uninterrupted invesƟgaƟon to take place. This may involve a temporary transfer of the alleged harasser to 
another work area or suspension with contractual pay unƟl the maƩer has been resolved. 

The person dealing with the complaint will invite you to aƩend a meeƟng, at a reasonable Ɵme and locaƟon, 
to discuss the maƩer and carry out a thorough invesƟgaƟon. The meeƟng will normally be held within five 
working days of receipt of your complaint. You have the right to be accompanied at such a meeƟng by your 
confidenƟal helper or another work colleague of your choice, and you must take all reasonable steps to 
aƩend. Those involved in the invesƟgaƟon will be expected to act in confidence and any breach of 
confidence may be dealt with under the disciplinary procedure. 

On conclusion of the invesƟgaƟon, which will normally be within ten working days of the meeƟng with you, 
the decision of the invesƟgator, detailing the findings, will be sent in wriƟng to you. 

You have the right to appeal against the findings of the invesƟgator. If you wish to appeal you must inform 
the Managing Director within five working days. You will then be invited to a further meeƟng. As far as 
reasonably pracƟcable, the Council will be represented by a more Senior Manager than aƩended the first 
meeƟng (unless the most Senior Manager aƩended that meeƟng). 

Following the appeal meeƟng, you will be informed of the final decision, normally within ten working days, 
which will be confirmed in wriƟng. 

Regardless of the outcome of the procedure, we are commiƩed to providing the support you may need. This 
may involve mediaƟon between you and the other party or some other measure to manage the ongoing 
working relaƟonship. 

You will not be vicƟmised for having brought a complaint.   

What To Do If You Witness Sexual Harassment Or VicƟmisaƟon 
If you witness sexual harassment or vicƟmisaƟon, you are encouraged to take acƟon appropriate acƟon to 
address it. You should not take any acƟon that may put you at risk of sexual harassment or other harm. If you 
feel able, you should intervene to prevent the maƩer conƟnuing. If you are not able to do this, your acƟon 
may include offering support to the person who has been sexually harassed and encouraging them to report 
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the incident or reporƟng the incident yourself. 

If reporƟng the incident, you should bring the maƩer to the aƩenƟon of Senior Manager in wriƟng. 
AlternaƟvely, you can report instances of sexual harassment by emailing or by visiƟng your senior manager. 
Our online means of reporƟng sexual harassment are conƟnually monitored. 

Your concerns will be handled by Senior Management who will sensiƟvely talk to the person subject to 
sexual harassment to determine how they want the maƩer to be handled.  

Third-Party Sexual Harassment  
Third-party sexual harassment occurs when one of our workforce is subjected to sexual harassment by 
someone who is not part of our workforce but who is encountered in connecƟon with work. This includes 
our customers, suppliers, members of the public, clients, service users, paƟents, friends and family of 
colleagues, delegates at a conference, audiences, self-employed contractors  

Third-party sexual harassment of our workforce is unlawful and will not be tolerated. The law requires 
employers to take steps to prevent sexual harassment by third parƟes. 

The law does not provide a mechanism for individuals to bring a claim of third-party harassment alone. 
However, failure for an employer to take reasonable steps to prevent third-party sexual harassment may 
result in legal liability in other types of claim. 

In order to prevent third-party sexual harassment from occurring, we will: 

a) aƩach signage to the walls of the areas within the workplace where customers are present to warn 
that sexual harassment of our staff is not acceptable  

b) inform third-parƟes i.e. suppliers of our zero-tolerance sexual harassment policy within our supplier 
documentaƟon 

c) inform customers by recorded message at the beginning of telephone calls of our zero-tolerance 
policy on sexual harassment. 

If you have been subjected to third-party sexual harassment, you are encouraged to report this as soon as 
possible to senior management.  

AlternaƟvely, you can report instances of third-party sexual harassment by emailing senior management or 
by visiƟng the head office. This online means of reporƟng sexual harassment are conƟnually monitored. 

Should a customer sexually harass a member of our workforce, we will warn the client or customer about 
their behaviour/ban the customer/share informaƟon relaƟng to the incident with our other 
offices/branches. Any criminal acts will be reported to the police. 

We will not tolerate sexual harassment by any member of our workforce against a third party. Instances of 
sexual harassment of this kind may lead to disciplinary acƟon including terminaƟon of employment. 

Disciplinary AcƟon 
If the decision is that the allegaƟon of sexual harassment or vicƟmisaƟon is well founded, the 
harasser/vicƟmiser will be liable to disciplinary acƟon in accordance with our disciplinary procedure up to 
and including summary dismissal. An employee who receives a formal warning or who is dismissed for sexual 
harassment/vicƟmisaƟon may appeal by using our disciplinary appeal procedure. 

When deciding on the level of disciplinary sancƟon to be applied, we will take into consideraƟon any 
aggravaƟng factors affecƟng the case. One example of aggravaƟng factors is an abuse of power over a more 
junior colleague. 

If, due to the invesƟgaƟon, it is concluded that your complaint is both untrue and has been brought with 
malicious intent, disciplinary acƟon will be taken against you. 
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Training 
We provide training to all our staff on sexual harassment to ensure there is a clear understanding of, 
amongst other things, what sexual harassment is and how it may occur, that it will not be tolerated, 
expected levels of behaviour, how they can report any incidents of having been sexually harassed or having 
witnessed it and that acts of harassment will be dealt with under the disciplinary procedure potenƟally 
resulƟng in dismissal.  

We ensure that all levels of management are trained on implemenƟng this policy including prevenƟng and 
managing sexual harassment in the workplace, and the procedure to follow if an allegaƟon is reported.  

We will regularly review the effecƟveness of our training. 

We provide refresher training as appropriate. 

Employee Assistance Programme  
We would like to remind you that further support is available by contacƟng our Employee Assistance 
Programme, a confidenƟal 24-hour telephone counselling service, which can be accessed on BrightHR. 

As part of our Employee Assistance Programme, you also have access to an online wellbeing tool, Wisdom 
AI, which you can use to find fast answers to any wellbeing quesƟons you have. You can access Wisdom AI at 
any Ɵme via the Health Assured portal. The link in the menu bar will take you directly to the Wisdom AI 
homepage, where you can ask your quesƟon. More details of this service are available from senior 
management. 

6.7 PosiƟve Work Environment 
Statement of the Policy 
The Council is commiƩed to creaƟng a harmonious and safe working environment, which is free from 
harassment and bullying and in which every employee is treated with respect and dignity. The Council strives 
to ensure that the different experiences, abiliƟes and skills of each individual are valued by others. 
Inappropriate behaviour should be challenged. It is the Council’s intenƟon to encourage everyone to behave 
in a proper manner at all Ɵmes. 

Harassment or bullying causes stress, anxiety and unhappiness to individuals, creates an unpleasant 
environment in which to work and may be unlawful. This can reduce efficiency and may ulƟmately have an 
impact on the way in which services are delivered to our customers. For these reasons, it is important that 
the Council, as an employer, and individual employees strive to achieve a working environment which is free 
from this type of behaviour. 

For informaƟon on our zero-tolerance approach to sexual harassment in the workplace, including what 
behaviour can amount to sexual harassment, third-party sexual harassment and what to do if you witness or 
are subject to sexual harassment, you should read our separate Sexual Harassment Policy. 

You may be an individual or part of a group that receives the unwanted aƩenƟon. The harassment, bullying 
or vicƟmisaƟon may be a one-off incident, or it may be a series of incidents. Your dignity at work can be 
affected by inappropriate behaviour, which causes offence, whether it is intenƟonal, or not. 

The Council is commiƩed to ensuring that individuals do not feel apprehensive because of their race, religion 
or belief, disability, sex, sexual orientaƟon, pregnancy or maternity, gender reassignment, marriage or civil 
partnership, age, or as a result of being subjected to any inappropriate behaviour. 

All employees can expect to: 

 be treated with dignity, respect and courtesy; 
 be able to work, free from unfair treatment, bullying, harassment or vicƟmisaƟon; 
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 be valued for their skills, abiliƟes and experiences. 

All employees are expected to: 

 familiarise themselves with the content of this policy; 
 treat all employees with dignity, respect and courtesy; 
 contribute towards a posiƟve working culture; 
 challenge or report unacceptable behaviour; 
 be mindful of others when expressing views; 
 cooperate with invesƟgaƟons into harassment and bullying. 

Breaches of this policy will be considered unacceptable behaviour and will be treated as misconduct, which 
may include gross misconduct warranƟng dismissal. All employees must comply with this policy. 

The Council is commiƩed to dealing with any issues quickly, posiƟvely and confidenƟally when and if they 
occur. 

You should not at any Ɵme make comments on social networking sites which amount to bullying, 
harassment, including sexual harassment, or any other detriment towards other 
employees/contractors/suppliers/clients/customers or any other individual working in connecƟon with us. 
The Council may use such evidence in invesƟgaƟons on bullying and harassment maƩers. 

DefiniƟon of Harassment 
Harassment is unwanted conduct, related to a relevant characterisƟc set out in the Equality Act 2010 that 
violates a person's dignity or creates an inƟmidaƟng, hosƟle, degrading, humiliaƟng or offensive 
environment for them. The protected characterisƟcs are race, religion or belief, disability, sex, sexual 
orientaƟon, pregnancy or maternity, gender reassignment, marriage or civil partnership, and age. 

Harassment may take many forms. It can range from extreme forms such as violence to less obvious acƟons 
such as persistently ignoring someone.  

 

The following, though not an exhausƟve list, may consƟtute harassment: 

 physical contact ranging from touching to serious assault; 
 verbal and wriƩen harassment, including via email or leƩers, through jokes, teasing or banter, 

offensive language, gossip or slander; 
 sharing inappropriate images or videos; 
 using racist slang, phrases or nicknames; 
 isolaƟon, non-cooperaƟon, or exclusion from social acƟviƟes; 
 intrusion by pestering, spying, or following etc. 

Employees may also be subject to harassment from third parƟes such as clients, customers, suppliers, or the 
general public etc. where interacƟon with those third parƟes is a part of their role. 

DefiniƟon of Bullying 
Bullying is repeated inappropriate, offensive behaviour, which is oŌen an abuse of power or posiƟon. It can 
be direct or indirect, either verbal, physical or otherwise, conducted by one or more persons against another 
or others in the course of employment, which could reasonably be regarded as undermining the individual’s 
right to dignity at work. 

The following examples may consƟtute bullying: 
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a) threats, abuse, teasing, gossip or pracƟcal jokes; 
b) humiliaƟon and ridicule either in private, at meeƟngs or in front of customers/clients; 
c) name calling, banter, insults, or devaluing with reference to age or physical appearance; 
d) seƫng impossible deadlines; 
e) imposing excessive workloads; 
f) making unjusƟfied criƟcisms; 
g) excessive monitoring; 
h) removing responsibiliƟes; 
i) allocaƟng menial or pointless tasks; 
j) withholding informaƟon; 
k) refusing requests for leave, holiday or training. 

It should be noted that it is the impact of the behaviour which is relevant and not the moƟve or intent 
behind it. 

Employees’ ResponsibiliƟes 
All employees have a responsibility to help create and maintain a working environment that respects the 
dignity of employees. You should be aware of the serious and genuine problems which harassment and 
bullying can cause and ensure that your behaviour is beyond quesƟon and could not be considered in any 
way to be harassment or bullying. No one should pracƟse or encourage such behaviour and should make it 
clear to all concerned that you find it unacceptable. You should also support colleagues if they are 
experiencing harassment or bullying and are considering making a complaint. You should alert a Manager or 
Supervisor to any incidents to enable the Council to deal with the maƩer. 

Managerial Responsibility 
Managers and supervisors have a responsibility to ensure that harassment or bullying does not occur in work 
areas for which they are responsible. They are commiƩed to the eliminaƟon of bullying and harassment and 
must be vigilant in prevenƟng acts wherever possible. 

Managers and supervisors also have a parƟcular duty to set a proper example by treaƟng everyone with 
dignity and respect and ensure that their behaviour is beyond quesƟon. 

Managers also have a responsibility to explain the Council 's policy to their staff and take steps to promote it 
posiƟvely. They will be responsive and supporƟve to any member of staff who makes a complaint, provide 
full and clear advice on the procedure to be adopted, maintain confidenƟality in all cases and ensure that 
there are no further problems or any vicƟmisaƟon aŌer a complaint has been raised or resolved. 

The Council will provide training to ensure that all managers, supervisors and other staff are fully aware of 
this policy and the procedures for dealing with harassment and bullying. 

Procedure for Dealing with Alleged Harassment or Bullying 
Complaints can be made both formally and informally. Whichever route you decide to take, and the decision 
will always be yours, you will be offered guidance and assistance at every stage to help you resolve the 
problem as soon as possible and to stop the harassment. 

If you are comfortable doing so you should, in the first instance, ask the person responsible to stop the 
behaviour, explaining that you feel uncomfortable in the way they are acƟng towards you. Speaking directly 
to the person at an early stage will oŌen be sufficient to stop the behaviour. 

If you feel unable to do this, you may be able to ask your Manager or a colleague to do this on your behalf. 

If you decide to make a formal complaint you should do so through the grievance procedure as soon as 
possible aŌer the incident has occurred. All complaints will be handled in a Ɵmely and confidenƟal manner. 
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You will be guaranteed a fair and imparƟal hearing, and the maƩer will be invesƟgated thoroughly. If the 
invesƟgaƟon reveals that your complaint is valid, prompt aƩenƟon and acƟon will be taken, designed to stop 
the behaviour immediately and prevent its recurrence. In such circumstances, if relocaƟon proves necessary, 
every effort will be made to relocate the harasser or bully rather than you as the vicƟm, however, the Council 
will endeavour to relocate you if this is your preference. 

You will be protected from inƟmidaƟon, vicƟmisaƟon or discriminaƟon for filing a complaint or assisƟng in an 
invesƟgaƟon. RetaliaƟng against an employee for complaining about harassment or bullying is a disciplinary 
offence. 

Whilst this procedure is designed to assist genuine vicƟms of harassment or bullying, you should be aware 
that if you raise complaints which are proven to be deliberately vexaƟous, you may become subject to 
proceedings under the disciplinary procedure. 

Procedure for Dealing with Alleged Harassment or Bullying from a Third Party 
Any form of harassment towards you from third parƟes during your dealings with them will not be tolerated 
by the Council. 

We appreciate that a decision to report harassment from a third party may be difficult, parƟcularly if the 
third party is a valuable client or customer or has a long-standing business relaƟonship with the Council. 
However, we encourage you to report any instance of harassment from a third party so that the Council can 
take appropriate acƟon. 

You should follow the procedure set out above if you experience harassment from a third party, aŌer which a 
meeƟng with you will be arranged and an invesƟgaƟon undertaken. 

Our acƟon, where a complaint is substanƟated, will depend on the circumstances of the case and may 
include: 

 speaking with the harasser and warning them that any future occurrence of harassment will result in 
the Council withdrawing provision of its services to the harasser; 

 contacƟng the council for whom the harasser works and making a complaint against them. We will 
explicitly ask for this conduct to stop and we may require that the harasser is removed from our 
account; 

 refusing to conƟnue to provide our services to the harasser; 
 reassigning the provision of the Council’s services to the harasser to another employee. 
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Appendices - Related Policies  
This policy is supported by the following other policies and procedures (in the Employee Handbook): 

(a) Grievance Procedure. 
(b) Disciplinary Procedure. 
(c) Flexible Working Procedure. 
(d) Maternity, Paternity, AdopƟon and Shared Parental Leave Policies. 
(e) Parental Leave Policy. 
(f) Time Off for Dependants Policy. 
(g) Data ProtecƟon Policy. 
(h) Lone Worker Policy. 
(i) TOIL Policy. 
(j) Out of Hours Working Arrangements. 
. 
These policies are available separately  
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EXPENSES POLICY  

 
Purpose of the Policy  
  

The purpose of this policy is to provide clear guidance on the reimbursement of travel, hotel, conference, 
training and out-of-pocket expenses. It is the Parish Council’s policy to reimburse all necessary and 
reasonable expenses directly incurred by persons whilst on Parish Council business. The expectaƟon is that 
individuals will neither gain nor lose financially and will exercise prudent judgement to keep expenses to a 
minimum.  

The Council is commiƩed to ensuring transparency, value for money, environmental responsibility, 
accessibility and compliance with HMRC and audit requirements. Reasonable adjustments will be supported 
for councillors or staff with disabiliƟes, including the use of taxis or addiƟonal accommodaƟon needs where 
appropriate.  

1. Travel  
Councillors and employees of the Council should seek to choose a mode of transport that is both cost-
effecƟve and environmentally responsible, making an appropriate judgement between the cost and 
convenience of the mode of travel selected.  
 
Public Transport   

a) The rate payable shall not exceed the amount of the ordinary standard class fare or any available 
cheap fare.  

b) First-class travel will not normally be reimbursed unless there is a clear business jusƟficaƟon and 
prior wriƩen approval from the Clerk (employees) or Chair (councillors). 
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Own Vehicle   

a) Councillors and officers may use their private vehicles to travel to conferences, meeƟngs or other 
approved Council business. 

b) The rate claimed shall follow HMRC Approved Mileage Allowance Payments (AMAP). 
 Cars (petrol/diesel/electric/hybrid): 55p per mile (first 10,000 miles), 25p per mile thereaŌer 
 Motorcycles: 24p per mile 
 Bicycles: 20p per mile 
 Passengers: 5p per mile per passenger (must be a Councillor or officer of the Parish Council) 

c) These rates apply equally to petrol, diesel, hybrid and fully electric vehicles, in line with HMRC 
guidance, and no separate electric vehicle rate will be applied. 

d) Parking and toll charges may be claimed provided these were necessarily incurred.  
e) Travel by taxi will only be paid in urgent or excepƟonal circumstances.  
f) Claimants must ensure that any private vehicle used is fully insured for business use. The council will 

not reimburse addiƟonal insurance premiums.  

Start and finish points for a journey  

The starƟng and finishing point for any journey made by a Councillor shall be his/her home. If Councillors 
start and/or finish their journey from a place other than their home, the claim shall be in respect of the 
lesser of the cost of either the journey to/from that other place or to/from their home.  

Digital mapping tools may be used as evidence of mileage. Journeys should reflect the most economical 
reasonable route.  
 

2. Hotels costs  

a) Hotels will only be reimbursed where an overnight stay is necessary to aƩend approved training, 
conferences or events that cannot reasonably be aƩended in a single day. 

b) The maximum reimbursable hotel cost is £500 per stay, in line with the Clerk’s delegated spending 
authority, unless otherwise approved by full Council in advance. 

c) Where accommodaƟon is required, the Council expects individuals to select reasonably priced 
hotels. Maximum guidance rates will be reviewed annually. Upgrades, minibar use, in-room 
entertainment, alcoholic beverages and personal items will not be reimbursed, Itemised receipts are 
required.  

3. Subsistence (Meals – new secƟon) 

Subsistence expenses (Meals and refreshments) may be claimed when council business prevents the 
individual form taking means at home or the normal place of work. Maximum reimbursement allowances 
will be set by the Council and reviewed annually. Alcohol will not be reimbursed. Itemised VAT receipts are 
required.  
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4. Other Expenditure   
 

a) All other expenditure more than £10 must first be approved by the Clerk.   
b) Claims more than £100 should also be authorised in advance by the Chair unless already approved as 

part of a project budget.  
c) Digital receipts are acceptable. Non-claimable items include; speeding or parking fines; giŌs; personal 

entertainment; personal mobile phone charges (unless previously agreed); travel upgrades; and 
expenses incurred by partners, family members or companions.  

5. Procedure for Reimbursement  
a) To obtain reimbursement of expenses incurred, individuals should complete a Parish Council 

Expenses Claim Form, aƩach all relevant supporƟng receipts. Specific details should be provided to 
support all expense claims e.g. purpose of incurring expenditure, names of people entertained.  

b) All claims should be made as soon as possible aŌer the expenses have been incurred and submiƩed 
to the Clerk. Claims that are received six months aŌer the date on which the expenditure was 
incurred will not be paid without the specific authorisaƟon of the Parish Council.  

c) The Clerk should examine criƟcally all expense claims submiƩed for payment. Expenses will be 
reimbursed by Bank Transfer by the Clerk within fourteen days of receipt of a properly completed 
and supported Expenses Claim Form. Expenses will only be reimbursed if an original VAT Receipt is 
aƩached to the Claim Form where appropriate. Please note that credit card slips are not VAT 
Receipts.  

d) Expenses will only be reimbursed if a valid VAT receipt (paper or digital) is provided. Scanned or 
photographed receipts are acceptable provided the VAT informaƟon is clearly legible.  

e) Claimants are not permiƩed to authorise their own expenses, or the claims of others from which 
they may benefit.  

f) All claims may be subject to internal audit. SupporƟng evidence must be retained for six financial 
years plus the current year.  

g) For transparency, any expenses claimed by the Clerk must be reviewed and approved by the Chair of 
the HR CommiƩee (or equivalent appropriate member) prior to reimbursement. 

 

6. Advances and Corporate cards – new secƟon (if applicable) 
 
The council does not provide cash advances unless approved by resoluƟon 
 
Where a council corporate payment card is issued, personal use is strictly prohibited. All transacƟons must 
be supported by receipts. 
 
7. Environmental and Sustainability ConsideraƟons - New secƟon 
Where reasonably pracƟcable, individuals should prioriƟse environmentally friendly modes of transport and 
avoid unnecessary travel. Carsharing is encouraged. 
 

8. Review of the policy 
This policy will be reviewed every two years, or sooner if required by changes in legislaƟon, guidance or operaƟonal 
need. 
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Time Off In Lieu (TOIL) Policy  

 

Deϐinition of Time Off In Lieu (TOIL) 

Time off in lieu (TOIL) is Ɵme taken as addiƟonal leave instead of overƟme pay by officers 
working beyond their contractual or normal working hours. 

Purpose 

The purpose of this policy is to ensure that managers and officers understand the council’s 
arrangements for TOIL, overƟme, monitoring, and payment where applicable. 

 

Principles Governing Use of TOIL 

The requirement for addiƟonal hours may arise due to: 

a) Increased workload 

b) Temporary staffing shortages 

c) Covering absences 

d) MeeƟng deadlines 

e) AƩendance at evening meeƟngs of the council or its commiƩees 
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f) AƩendance at Council events (e.g. civic events, community funcƟons)  

The Council does not encourage excessive working hours and is commiƩed to compliance 
with Working Time RegulaƟons. 

 

Overtime and Applicability 

a) Historically, overƟme has not been paid to officers on or above Salary Scale Point (SCP) 
22; however, 

b) The Council will review TOIL arrangements for all officers, not solely those at SCP 22 
and below.  

c) Where TOIL accrual becomes excessive or cannot reasonably be taken, payment for 
overƟme may be considered, subject to approval and available budget.  

 

Accruing TOIL 

a) Officers may accrue TOIL for hours worked beyond contractual requirements. 

b) AƩendance at evening meeƟngs may be treated as TOIL and does not require prior 
approval. 

c) Managers must ensure that total working hours do not exceed 48 hours per week 
unless opted out. 

d) A record of TOIL accrued must be maintained for each officer. 

 

Taking TOIL 

a) Officers should take TOIL as soon as reasonably pracƟcable aŌer it is accrued. 

b) TOIL should normally be taken within 6 months. 

c) Managers are responsible for ensuring TOIL balances do not become excessive. 

d) TOIL balances will be formally reviewed every 6 months to ensure appropriate 
management and idenƟfy any requirement for payment or operaƟonal changes.  

 

Upper Limits and Payment of TOIL 

a) TOIL should not exceed a reasonable operaƟonal threshold (to be determined locally, 
e.g. a set number of hours). 
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b) Where TOIL exceeds the agreed upper limit or cannot be taken due to operaƟonal 
demands, the Council may approve overƟme payment instead.  

c) Any such payments must:  

I. Be agreed in advance where possible 

II. Be recorded and jusƟfied 

III. Align with approved Council budgets  

 

Redeeming TOIL 

a) TOIL not taken within 6 months will normally be forfeited 

b) ExcepƟons may apply where:  

I. OperaƟonal demands prevented leave being taken 

II. Prior wriƩen agreement is in place 

 

Monitoring and Reporting 

a) Accurate records of TOIL accrued and taken will be maintained 

b) A report will be provided to the HR CommiƩee every 6 months, including:  

I. TOIL balances for all officers 

II. PaƩerns of accrual 

III. Any cases exceeding limits 

IV. RecommendaƟons for acƟon 

c) An iniƟal report will be provided covering TOIL accrued over the last two years and 
current balances.  

 

Governance and Budget Considerations 

a) Any changes to TOIL arrangements, including payment of overƟme, must be:  

I. Considered alongside Council budgets 

II. Approved through appropriate governance channels 

b) Financial implicaƟons of TOIL payments must be clearly idenƟfied and monitored.  
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Misuse 

Any suspected misuse of TOIL (e.g. inaccurate recording of hours) may be treated as a 
disciplinary maƩer. 

Review of the policy 
This policy will be reviewed every two years, or sooner if required by changes in legislaƟon, guidance 
or operaƟonal need. 
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To   Full Council 

Date  16 June 2026 

Author  Natalie Hayes, Clerk/RFO 

Subject  Authority to engage a payroll bureau 

Budget  Salaries & wages (4001/101)  

Reason for report to seek Council authorisaƟon to engage a payroll bureau to process payroll for 
all Sunningdale Parish Council employees. 

 

Background 

 The Council currently uses mulƟple applicaƟons to administer and process payroll for its four 
employees. 

 Processing a standard monthly payroll takes approximately 1.5 hours, including: 

o UpdaƟng payroll records and spreadsheets 

o Logging into mulƟple systems 

o GeneraƟng and issuing payslips 

o Seƫng up bank payments and requesƟng authorisaƟon 

 When infrequent events occur (e.g. sickness, pay increases, or statutory adjustments), 
processing Ɵme increases significantly due to the need to research and ensure compliance 
with legal requirements. 

 Enquiries were made with other local councils regarding payroll bureau services and 
recommendaƟons. 

 A detailed breakdown of the process is included in Appendix A. 
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Risk Management, Resource Resilience and Payroll Knowledge 

The Council has a legal obligaƟon to: 

 Pay employees correctly and on Ɵme 

 Submit payroll informaƟon to HMRC and NEST Pension by fixed deadlines 

Currently, payroll is processed solely by the Clerk/RFO, creaƟng a single point of failure. In the event of 
unexpected absence: 

 Payroll processing would be disrupted 

 Salaries could not be paid 

 The Deputy Clerk is not trained to undertake full payroll duƟes 

Engaging a payroll bureau would: 

 Improve resilience and remove reliance on one individual 

 Provide a clear and independent audit trail 

 Strengthen internal controls by separaƟng payroll processing from authorisaƟon 

 Allow the Clerk to focus on core council acƟviƟes 

Advantages 

 Reduced reliance on a single officer 

 Accurate tax, NI and pension calculaƟons 

 Timely Real Time InformaƟon (RTI) submissions to HMRC 

 Full compliance with changing legislaƟon 

 Improved audit transparency and risk/fraud management 

 Access to specialist payroll experƟse 

 GDPR-compliant systems and data protecƟon 

 Time savings for the Clerk/RFO 

Disadvantages 

 Parish council payrolls can be complex and may sƟll require some internal input 

 Not all queries may be fully outsourced 
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Quotes from payroll bureau  

Supplier ImplementaƟon Fee Monthly Cost Year 1 Cost Other Notes 
S Set up fee of £6 per 

person (paid once only) 
 
Nest set up fee £75 
(once only) 

Payroll 
£15 per month base 
fee 
 
Payslips £2 per person 
 
Pension 
£3.50 per person per 
month 
 
Total monthly cost 
£37.00 + VAT for 4 
employees 

TOTAL:  
£543  
 
Year 2 costs 
£444  

Recommended service by 
another Clerk 
 
Would request link to bank to 
set up authorisaƟon to pay 
employees/BACS bureau 
element. 
 
They can pay HMRC when BACS 
is in place 

W No set up and 
implementaƟon costs 

Fixed monthly Fee 
£103.95 + VAT 
 
Employee payslip - 
£8.40 each plus VAT 
 
AE Pension per 
employee £7.35 + VAT 

TOTAL 
 
£2,003.40 
 
 

Recommended service by local 
Clerk (smaller business, but now 
merged with this company) 

D £1,000 (one off cost, 
includes training) 

Payroll management 
fee £100 
 
Payment of employees 
monthly £22 
 
Total £122 per month 
 
[£5.50 per employee 
per pay thereaŌer] 

TOTAL 
 
£2,464 
 
Year 2 costs 
£1,464 
 
 
 
 

 

A £2,000 Processing Service 
£7 per pay slip 
£95 service fee 
£123 monthly costs 
Managed Service 
£10 per pay slip 
£190 service fee 
£230 monthly costs 
 

Processing 
Service 
Total - £4,952 
 
Year 2 costs 
£2,952 
 
Managed 
Service 
TOTAL 
£7,520 
 
Year 2 costs 
£5,520 

Processing service would involve 
using soŌware provided and 
managed inhouse by the Clerk. 
 
Managed service has an 
increased cost, they would 
manage the whole process.  

Costs would be parƟally offset by officer Ɵme saving. Costs exclude VAT 
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Timings 

1) Lead Ɵmes will be confirmed with the selected provider. 

2) The Clerk would work with the provider to coordinate an appropriate Ɵme to transiƟon from the 
exisƟng process to a new provider.  

RecommendaƟons 

 While cost and Ɵme savings are relevant consideraƟons, the primary jusƟficaƟon for 
outsourcing payroll is risk miƟgaƟon. 

The Council is at risk of: 

 Failing to process payroll in the absence of the Clerk/RFO 

 Making incorrect payroll submissions due to limited in-house experƟse 

Council is asked to: 

Approve engagement of a payroll bureau subject to: 

 Within budget 

 Receipt of a saƟsfactory reference 

 Assurance that:  

o Payroll data is securely stored 
o Systems comply with GDPR 
o Backup and recovery arrangements are robust 
o Privacy requirements are fully met 
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Appendix A – Payroll Process Overview 

Systems UƟlised 

 MicrosoŌ 365 Spreadsheet soŌware  
 HMRC Government Gateway  
 HMRC Basic PAYE Tools  
 NEST Pension Portal  
 Online banking systems (Handelsbanken) 

Process Description 

The payroll process consists of a series of structured stages carried out across the systems identified 
above. 

1. Spreadsheet Management 
Payroll records are maintained and updated within a spreadsheet. This includes: 

 Recording and updating employee payroll data 
 Reviewing any changes to pay, including adjustments and amendments 

2. HMRC Government Gateway 
The Government Gateway is accessed to ensure compliance with HMRC requirements. Activities 
include: 

 Reviewing tax code updates 
 Monitoring notifications and communications from HMRC 
 Confirming payment contributions 

3. HMRC Basic PAYE Tools 
HMRC Basic PAYE Tools are used to administer and process payroll calculations. Key tasks include: 

 Updating employee information 
 Calculating payroll liabilities 
 Producing payslips 
 Submitting Real Time Information (RTI) returns to HMRC 

4. NEST Pension Portal 
Pension contributions are managed through the NEST platform. This involves: 

 Updating contribution schedules 
 Submitting pension data 
 Confirming and arranging contribution payments 
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5. Online Banking 
Financial transactions relating to payroll are executed via online banking systems. This includes: 

 Setting up and processing employee salary payments 
 Making payments to HMRC and NEST 
 Completing all required payment authorisations 

Approval Process 

 All payroll-related payments are subject to review and approval by an authorised councillor 
prior to processing.  
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