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What to do if you are unwell  

If you are away from work because of sickness you must: 

• Telephone [your manager / the Clerk], before your contractual (or normal start time 
for work) on the first day of absence providing details and how long you expect to be 
off. If you are unable to call personally, someone else may call for you. It is your 
responsibility to ensure the Council is notified. You must then telephone again each 
day (unless otherwise agreed with the Clerk). 

• If you are away for seven days or less (including weekends and other non-working 
days), you must complete a self-certification form and provide it to the council when 
you are back at work. 

• If you are away for more than seven days (including weekends and other non-
working days), you must send in a ‘fit to work’ statement from your doctor and 
continue to do so as each new certificate is issued to you. This certificate gives 
details as to whether you are too ill to work or whether you are well enough to work 
with suitable support from the Council. This gives you and the Council the opportunity 
to discuss suitable arrangements which will support your return to work. The form 
also gives more space for the doctor to provide information about your condition and 
helpful tick boxes to suggest common ways to help you return to work. 

• All sickness or injury absence will be entered on your employment record and will be 
monitored from time-to-time. 

Return-to-work meetings 

On the first day back at work after a period of sickness absence your manager may want to 
meet informally. If this is not possible on your first day back, the meeting may take place 
later. The return-to-work meeting should take place in a private place, and all discussions 
should be private and confidential. The meeting would normally include 

• a welcome back to work; 
• outline the purpose of the return-to-work meeting; which is to manage and monitor 

absence and attendance to identify any problem areas and offer support where 
appropriate; 

• a discussion about the reasons for absence, in a supportive way and to understand 
whether the council can take any steps to help the employee’s attendance; 

• explain that the absence will be recorded; 
• establish if medical advice has been sought (if appropriate); 
• ensure the self-certification form has been completed or a fit note from the doctor has 

been provided; 
• a discussion on absence over the last 52 weeks, the impact on pay and any next 

steps; and 
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• a handover of work where appropriate. 

Medical appointments 

The council recognises that employees will, from time to time, need to attend medical 
appointments. Please try to arrange medical appointments in your own time or, if this is not 
possible, at times that will cause the minimum amount of absence from work or 
inconvenience to the council. The council will allow reasonable time off work [with pay / 
without pay] for such appointments. 

Statutory Sick Pay  

If you are ill and unable to attend work, you may be entitled to Statutory Sick Pay (SSP).  
SSP is currently paid after 4 Qualifying Days absence from work. The Qualifying Days are 
your normal working days that are in your contract. Tax and National Insurance will be 
deducted from SSP and if you earn below the lower earnings limit, you will not qualify for 
SSP. 

Council’s Sick Pay (Occupational Sick Pay) 

It is the Council's policy to pay you your normal basic rate of pay exclusive of 
overtime/allowances during periods of sickness absence of up to [xxx weeks] [and half pay 
for a further xxx weeks]. This occupational sick pay will be for absences due to sickness 
calculated over the previous 52 weeks and will include your entitlement to SSP. 

Payment is, however, conditional upon you complying with the council’s procedure for 
notifying your manager of the absence, attending an interview with your manager on request 
to discuss the absence, and completing a self-certification form on return to work or 
providing a fit-note when requested. We may also ask you to attend an 
interview/examination with a nominated doctor at the request of the Council. 

We may not pay you occupational sick pay where: 

• you have failed to comply with the Council's sickness absence notification and 
evidence requirements; 

• you unreasonably refuse to attend a sickness absence meeting with the Council on 
request; 

• you are unable to work because you hurt yourself in dangerous sports / activities or 
any other occupation you have; 

• you have misled the council about your fitness to work; 
• you have resigned; or 
• where disciplinary proceedings are pending against you. 

Medical advice 
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The Council may want to obtain advice on your fitness for work from occupational health 
advisers or medical practitioners. Examples of when the Council might refer to occupational 
health or a medical practitioner include the following: 

• to seek a medical report on your illness or injury; 
• to establish when you might be able to return to work; 
• to understand when you are likely to be fully fit to resume your normal duties; 
• to understand what alternative duties you might be fit to undertake if you are unfit to 

resume your normal duties; 
• to understand when you are likely to be fit to undertake any alternative duties; 
• to ask for guidance on your condition, for example if there is a possibility that you are 

disabled or ambiguity as to the exact nature of the condition;  
• to ask what reasonable adjustments could be made to working conditions or 

premises to facilitate a return to work;  
• to understand the likely recurrence of the illness or injury once you have returned to 

work; and 
• to discuss any adjustments that could be made to accommodate your disability, if you 

are disabled. 

The Council will pay the cost of the report and you will have the right to see it. The Council 
will also be provided with a copy of the report and once we have seen it, we will want to 
meet you to discuss the findings and consider options available to you. 

If you choose not to consent to an Occupational Health referral, any decisions in relation to 
your employment may be made without the benefit of access to medical reports.   

Persistent short-term absence 

Persistent short-term absence is where an employee is frequently absent from work for 
relatively short periods due to sickness. We understand most employees will have some 
short-term sickness absence from time to time. However, if you are frequently and 
persistently absent from work, this can damage efficiency and productivity, and place an 
additional burden of work on your colleagues and councillors.   

Therefore, it is essential that frequent absence is dealt with promptly and consistently and in 
some circumstances, the Council may begin a capability or disciplinary procedure as part of 
the absence management process. If we do so, we will meet with you to set attendance 
targets.  Following a review meeting we may issue a formal warning if those targets are not 
met. You will be given written notice in advance of any formal meeting and you can be 
accompanied by a work colleague or trade union representative. You may appeal against a 
formal warning. If your absence remains unacceptable after a second formal warning, the 
council may bring your employment to an end following consultation with you.   
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If frequent absence is due to an underlying long-term health condition then we will also 
request, with consent, a medical report either from an Occupational Health Physician or your 
G.P. or consultant to establish further information about your health and how the council can 
support your attendance. 

When considering the reasons for absence, and deciding on whether a formal meeting is 
appropriate, the council will not consider any pregnancy related absence. The council will 
also make adjustments where absences are related to a disability by allowing a higher level 
of absence before considering whether disciplinary action is appropriate. 

The council will consider any alternative employment options before making any decision 
about ending employment. You will have the right to be accompanied by a work colleague or 
trade union representative at formal meetings and a right of appeal against a formal warning 
or dismissal sanction. The monitoring of absence operates on a rolling 52-week period. 

Where it appears that there is no acceptable reason for an absence or if you have not 
followed the correct absence notification procedure, the matter should be treated as a 
conduct issue and dealt with under the disciplinary procedure. 

Long-term absence  

As a guide, long term absence is any absence which lasts or is expected to last over 4 
weeks. In all cases of long-term absence, it is essential for the Council to maintain contact 
with you. In cases where the return date is less certain this will take the form of consultation 
and will include: 

• Discussions at the start of the absence and periodically throughout 
• Obtaining better information on your health and likely prognosis, ideally through an 

Occupational Health Physician 
• Where appropriate alerting you to the fact that your absence is becoming a problem, 

and 
• Allowing you the opportunity to state your opinion of your condition and giving 

consideration to that opinion 

Where ill-health means that you are unlikely to return to work for a long period of time, the 
council may need to consider bringing your employment to an end. In these circumstances, 
the council will: 

• Review your absence record to assess whether or not it is sufficient to justify 
dismissal 

• Consult with you 
• Obtain up-to-date medical advice 
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• Advise you in writing as soon as it is established that termination of employment has 
become a possibility 

• [Discuss whether you may be able to access benefits from the Local Government 
Pension Scheme (where appropriate)] 

• Meet with you to discuss the options and consider your views on continuing 
employment before any decisions are made, allowing you to be accompanied by a 
work colleague or trade union representative 

• Review if there are any alternative jobs that you could do prior to taking any decision 
on whether or not to dismiss 

• Allow a right of appeal against any decision to dismiss you on grounds of long-term ill 
health 

• Following this meeting, inform you of the final decision 

Absence as a result of disability 

Where you experience sickness absence as a result of a disability it will be treated in line 
with the provisions contained within the Equality Act 2010 (formerly as part of the Disability 
Discrimination Act 1995). This will include considering whether any reasonable adjustments 
can be made. 

Data protection 

The Council will treat personal data collected during the absence management process in 
accordance with its data protection policy on processing special categories of personal data.  
Information about how your data is used and the basis for processing your data will be 
provided in our employee privacy notice.  When relying on legitimate interests as the legal 
ground for processing your data, you can object to the processing. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: 14 May 2026 
Approving committee: Lake Parish Council 
Date of committee meeting: 14 May 2026 
Date for next review: May 2027 

 

— policy ends here — 
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Introduction 

All staff should be able to work in an environment free from harassment and bullying and be 
treated with dignity and respect regardless of gender, sexual orientation, transgender status, 
marital or family status, colour, race, nationality, ethnic or national origins, creed, culture, 
religion or belief, age, or disability. 

This policy and procedure provide guidance on what to do if you are concerned about 
bullying or harassment and what to expect if you raise concerns.  It applies to all staff 
(whether permanent, fixed term, or casual), contractors and agency staff. 

Policy 

The Council does not tolerate bullying or harassment in the workplace. This is the case for 
work-related events that take place within or outside of normal working hours; on council 
property or elsewhere; whether the conduct is a one-off act or repeated course of conduct, 
and whether done purposefully or not. 

The Council does not tolerate retaliation against, or victimisation of, any person involved in 
bringing a complaint of harassment or bullying. Retaliation or victimisation will also constitute 
a disciplinary offence, which may in appropriate circumstances lead to dismissal. You should 
also be aware that if a court or tribunal finds that you have bullied or harassed someone, in 
some circumstances the treatment may amount to a crime punishable by a fine or 
imprisonment.  

The council will take appropriate action if any of our staff are bullied or harassed by staff, 
councillors, members of the public or suppliers. 

What type of treatment amounts to bullying or harassment? 

Bullying is offensive, intimidating, threatening, malicious or insulting behaviour, and/or an 
abuse or misuse of power that undermines, humiliate or injure the person on the receiving 
end. 

Harassment is unwanted conduct related to relevant ‘protected characteristics’, which are 
sex, gender reassignment, race (which includes colour, nationality and ethnic or national 
origins), disability, sexual orientation, religion or belief and age. Harassment amounts to 
unlawful discrimination if it relates to a ‘protected characteristic’. 

Sexual harassment is a form of unlawful harassment (as defined above) which entails 
unwanted conduct of a sexual nature. A person of any gender can be a victim of sexual 
harassment, and it may be committed by a person of any gender.   

Third party harassment and discrimination refers to the harassment and/or discrimination of 
an employee or worker that is carried out by someone who is not an employee or worker and 
may include: 
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customers or clients  

suppliers and 

independent contractors and consultants. 

The use of the word ‘harassment’ throughout this policy includes sexual harassment. 

Examples of bullying and harassment include: 

• unwanted physical conduct - such as unnecessary touching, patting, pinching, 
brushing against another person's body; insulting behaviour or obscene gestures; 
physical threats, aggressive behaviour and/or assault. 

• unwanted verbal conduct - such as unwelcome advances; patronising titles or 
nicknames; offensive or insulting comments; propositions or remarks; innuendo; lewd 
or suggestive comments; over-familiar behaviour; slogans or songs; insensitive 
jokes, gossip and slander (including speculation about a person's private life and 
sexual activities); banter or abusive/offensive language which is either threatening or 
refers to a person's sex/gender, race (including colour and ethnic or national origins), 
disability, sexual orientation, religion or belief, age, marital status or civil partnership, 
pregnancy/maternity or gender reassignment. 

• unwanted non-verbal conduct - such as racially or sexually based graffiti or graffiti 
referring to an individual's characteristics or private life; abusive or offensive 
gestures; leering, whistling, creation, distribution or display of suggestive or offensive 
pictures, objects or written materials (including "pin-up" calendars) or videos through 
any means. 

• bullying - includes unwanted physical contact or assault but also verbal bullying 
such as insulting or threatening comments; comments intended to undermine, 
belittle, embarrass or humiliate the recipient; personal abuse, either in public or 
private, which humiliates or demeans the individual involved. 

• virtual bullying - includes distribution of unwanted emails, texts, images or 
humiliating data published on social networking internet sites or abusing our 
technology or using the employee's own technology to contact a colleague in an 
intimidating or malicious manner. 

• conduct of a sexual nature – includes unwanted physical, verbal and non-verbal 
conduct as discussed above; further examples include displaying pornographic or 
explicit images, indecent exposure, e-mails with sexual content, sexual innuendo, 
sexual solicitation, sexual assault; see also, coercion. 

• coercion - including threats of dismissal or loss of promotion etc for refusal of sexual 
(or other) favours (or promises made in return for sexual or other favours); pressure 
to participate in political or religious groups etc. 

• isolation or non-co-operation at work - deliberate exclusion from communications 
including group emails, conversations or social activities; setting unrealistic 
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deadlines; substituting responsible tasks with menial or trivial ones; withholding 
information or giving false information; constantly undervaluing effort. 

It is important to recognise that conduct which one person may find acceptable, another may 
find totally unacceptable. All employees must, therefore, treat their colleagues with respect 
and appropriate sensitivity. 

Bullying does not include appropriate criticism of an employee’s behaviour or proper 
performance management. 

Sexual Harassment 

Sexual harassment is unlawful and will not be tolerated.  Complaints resulting in the finding 
of sexual harassment having taken place will be subject to disciplinary action, up to and 
including summary dismissal (without notice).  Or in the case of a worker, their engagement 
with us may be terminated. 

• Sexual harassment can include, but not limited to: 

• unwanted physical, verbal and non-verbal conduct of a sexual nature 

• displaying pornographic or explicit images 

• indecent exposure  

• using e-mail or social media to make inappropriate, derogatory or offensive content 
that is of a sexual nature, which can include sexual innuendos, sexual solicitation, 
sexual assault.  This can include sharing, posting, liking or tagging someone in a post   

• unwanted physical, verbal and non-verbal conduct of a sexual nature that is towards 
another person, such as a colleague, customer, client, suppliers, contractors or any 
other third party associated with us  

Examples of situations involving sexual harassment: 

• A male colleague alters a pornographic image by placing an image of their female 
colleague’s face onto it.  He then sends it to other colleagues causing them to ridicule 
her. 

• An employee has a sexual relationship with their supervisor.  They then end their 
relationship as they think it was a mistake.  The next day, the supervisor grabs the 
employee’s bottom and says, “come on, don’t play hard to get”. 

• Male workers download pornographic images onto their computers in an officer 
where a woman works. She finds out about the images being downloaded and that 
the images are creating a hostile and humiliating environment for her. 
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• During a busy dinner service, one member of the waitressing team is helping in the 
kitchen to prepare orders.  The chef makes inappropriate comments of a sexual 
nature about her appearance and makes advances towards her that include touching 
her back and shoulder whilst passing by or reaching for items.   

Employees and workers should be aware that individuals may be held personally liable for 
their own acts and behaviour. 

Third party harassment and discrimination 

Third party harassment and discrimination refers to harassment and/or discrimination of an 
employee or worker, that is carried out by someone who is not.  Third party harassers and 
discriminators may include: 

• customers or clients  

• suppliers and 

• independent contractors and consultants. 

Third party harassment will not be tolerated, and we take reasonable steps to prevent it from 
occurring.  This includes: 

• Warning notices to our service users 

• Having a recorded message at the beginning of telephone calls 

• Information in terms and conditions 

• Providing regular training for managers and staff to raise awareness of rights related 
to sexual harassment and of this policy 

• Provide specific training for managers to support them in dealing with complaints 

• Take steps to minimise occasions where staff work alone 

• Where possible, ensure lone workers have additional support 

• Carry out a risk assessment when planning events attended by clients/customers 
and/or suppliers 

Any employee or worker who believes that they have been the victim of third-party 
harassment and/or discrimination should immediately report the incident to their manager.  
In the case of an agency worker, they should immediately report it to both their temporary 
recruiting agency and to their point of contact within our organisation. 

Where an employee or worker has been harassed and/or discriminated against by a third 
party, we will take reasonable steps to prevent any recurrence.  The options may include: 
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• Issuing a warning about their behaviour 

• Banning a other type of 3rd party  

• Reporting criminal acts to the police 

• Sharing information with other branches of our organisation 

If an employee harasses and/or discriminates against a, supplier or an independent 
contractor or consultant the employee will be subject to disciplinary action.  In the case of a 
worker, may have their agreement terminated. 

Examples of third party harassment and/or discrimination: 

• A young member of the bar staff is subjected to sexually offensive terms by a 
customer.    

• In a retail store, an employee faces repeated harassment from a regular customer. 
The customer makes inappropriate comments about the employee’s appearance and 
personal life, and sometimes behaves in a rude or aggressive manner. Despite the 
employee's attempts to handle the situation politely and report the behaviour, the 
harassment continues, causing significant stress and discomfort. 

Victimisation 

Victimisation is when someone is treated less favourably because they have committed, or it 
is believed they may commit a "protected act". "Protected acts" include bringing legal 
proceedings relating to harassment or discrimination against the employer or the perpetrator, 
or the giving of evidence at a disciplinary or grievance hearing or at tribunal, or making 
complaints about the perpetrator or the employer about their alleged discriminatory and 
unlawful practices, etc. 

We encourage employees and workers to challenge or raise incidents of unacceptable 
behaviour should they witness or experience it directly. Disciplinary action, including 
summary dismissal, without notice, may be taken against an employee who is found guilty of 
victimisation.  In the case of a worker being found guilty of victimisation, their terms and 
conditions of engagement may be terminated with immediate effect.  

Examples of victimisation: 

• A casual worker gives a witness statement as part of a grievance and disciplinary 
process that supports a colleague’s claim of sexual harassment.  As a result, their 
line manager fails to provide them with any further work.  

• an employee files a complaint about racial discrimination by their manager. After 
raising the complaint, the employee’s performance reviews become increasingly 
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negative, even though their performance has not changed. The unfair reviews are 
used as a basis for denying them a promotion.  

Risk assessment 

We will identify and assess the risks associated to bullying and harassment and identify 
reasonable measures to prevent it from occurring.  The findings will be recorded in writing, 
and we will keep our assessment under continuous review.   

A copy of the risk assessment can be found [in office] and can be supplied to employees, 
workers, or third parties as requested.  

We encourage all employees and workers to inform their manager of areas in which they 
believe harassment protection could be further improved.   

We also consider risks relating to bullying and harassment in our other organisational risk 
assessments, including our risk assessments for [as appropriate: young workers / lone 
workers / off site working / working with 3rd parties].   

Employees should not go alone to visit clients in their own homes unless the client is well 
known to them, or us and a risk assessment has been undertaken.  Information on the name 
and address to be visited and estimated time of return must be given to the appropriate 
manager when home visits are arranged. 

Reporting concerns 

What you should do if you witness an incident you believe to harassment or bullying 

If you witness such behaviour you should report the incident in confidence to the Clerk or a 
councillor. Such reports will be taken seriously and will be treated in strict confidence as far 
as it is possible to do so. 

What you should do if you feel you are being Bullied or Harassed by a member of the public 
or supplier (as opposed to a colleague) 

If you are being bullied or harassed by someone with whom you come into contact at work, 
please raise this with the Clerk or a councillor in the first instance. They will then decide how 
best to deal with the situation, in consultation with you. 

What you should do if you feel you are being Bullied or Harassed by a councillor 

If you are being bullied or harassed by a councillor, please raise this with the Clerk or the 
Chair of the Council in the first instance. They will then decide how best to deal with the 
situation, in consultation with you. There are two possible avenues for you, informal or 
formal. The Informal Resolution is described below. Formal concerns regarding potential 
breaches of Code of Conduct breaches will be investigated by the Monitoring Officer. 



 

8 
 

What you should do if you are being Bullied or Harassed by another member of staff 

If you are being bullied or harassed by a colleague or contractor, there are two possible 
avenues for you, informal or formal. These are described below.   

Informal resolution  

If you are being bullied or harassed you may be able to resolve the situation yourself by 
explaining clearly to the perpetrator(s) that their behaviour is unacceptable, contrary to our 
policy and must stop. Alternatively, you may wish to ask the Clerk, a colleague or another 
councillor to put this on your behalf or to be with you when confronting the perpetrator(s).  

If the above approach does not work or if you do not want to try to resolve the situation in 
this way, or if you are being bullied by your own manager, you should raise the issue with 
the Chair of the Council. The Chair (or another appropriate individual) will discuss with you 
the option of trying to resolve the situation informally by: 

• Telling the alleged perpetrator(s), without prejudging the matter, that there has been 
a complaint that their behaviour is having an adverse effect on a member of staff; 

• That such behaviour is contrary to our policy; 
• That for employees, the continuation of such behaviour could amount to a serious 

disciplinary offence.  

It may be possible to have the conversation with the alleged perpetrator without revealing 
your name, if this is what you want. They will also stress that the conversation is confidential. 

In certain circumstances we may be able to involve a neutral third party to facilitate a 
resolution of the problem. The Chair will discuss this with you if it is appropriate. 

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject 
to disciplinary sanctions. However, in exceptional circumstances (such as a serious 
allegation of harassment or in cases where a problem has happened before) the council may 
decide to investigate further and take more formal action notwithstanding that you raised the 
matter informally. We will consult with you before taking this step. 

Raising a formal complaint 

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint 
about the harassment or bullying to the Clerk or the Chair of the Council, if the behaviour 
was not from a Councillor (if it was please see raise to the Monitoring Officer).  A formal 
complaint may ultimately lead to disciplinary action against the perpetrator(s) where they are 
employed. 

The Clerk or the Chair of the Council will appoint someone to investigate your complaint.  
You will need to co-operate with the investigation and provide the following details (if not 
already provided): 
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• The name of the alleged perpetrator(s), 
• The nature of the harassment or bullying, 
• The dates and times the harassment or bullying occurred 
• The names of any witnesses and 
• Any action taken by you to resolve the matter informally 

… against a colleague or contractor  

The alleged perpetrator(s) would need to be told your name and the details of your complaint 
for the issue to be investigated properly. However, we will carry out the investigation as 
confidentially and sensitively as possible. Where you and the alleged perpetrator(s) work in 
proximity to each other, we will consider whether it is appropriate to separate you whilst the 
matter is being investigated.  

… against a member of the public or supplier  

We will investigate the complaint as far as possible by contacting the member of public or 
the supplier’s employer and asking for a response to the allegations. 

… against a councillor 

Formal concerns regarding potential breaches of Code of Conduct breaches will be 
investigated by the Monitoring Officer.   

During the investigation  

Investigations will be carried out promptly, sensitively and, as far as possible, confidentially. 
If, after an investigation, we decide that an employee has harassed or bullied another 
employee, then the employee may be subject to disciplinary action, up to and including 
dismissal. 

The Council will consider how to protect your health and wellbeing whilst the investigation is 
taking place and discuss this with you. Depending on the nature of the allegations, the 
Investigator may want to meet with you to better understand your compliant. Whilst there is 
no Statutory right to be accompanied at investigation meetings, the Investigator will consider 
your request if you want to have a work colleague or union representative with you at that 
meeting.   

Hearing 

After the investigation, a panel will meet with you in a Grievance Hearing (following the 
Grievance Procedure) to consider the complaint and the findings of the investigation. At the 
meeting you may be accompanied by a fellow worker or a trade union official. 

After the meeting the panel will write to you to inform you of the decision and to notify you of 
your right to appeal if you are dissatisfied with the outcome. You should put your appeal in 
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writing explaining the reasons why you are dissatisfied with the decision. Your appeal will be 
heard under the appeal process that is described in the Grievance Procedure.  

Victimisation 

Employees and others who make allegations of bullying or harassment in good faith will not 
be treated less favourably as a result.   

False allegations 

False accusations of harassment or bullying can have a serious effect on innocent 
individuals. Staff and others have a responsibility not to make false allegations. False 
allegations made in bad faith will be dealt with under our disciplinary procedure.  

Disclosure and confidentiality 

We will treat personal data collected during this process in accordance with the data 
protection policy. Information about how data is used and the basis for processing data is 
provided in the employee privacy notice. 

Use of the disciplinary procedure 

Harassment and bullying constitute serious misconduct.  If, at any stage from the point at 
which a complaint is raised, we believe there is a case to answer and a disciplinary offence 
might have been committed, we will instigate our disciplinary procedure. Any employee 
found to have harassed or bullied a colleague will be liable to disciplinary action up to and 
including summary dismissal.   

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: 14 May 2026 
Approving committee: Lake Parish Council 
Date of committee meeting: 14 May 2026 
Date for next review: May 2027 

 

— policy ends here — 

 

 

 

 



   

 

   

 

 

LAKE PARISH COUNCIL’S DISCIPLINARY POLICY 

Introduction 

1. This policy is based on and complies with the 2015 ACAS Code of Practice.   
 

2. It also takes into account the ACAS guide on discipline and grievances at work. 
 

3. The policy is designed to help council employees improve unsatisfactory conduct and 
performance in their jobs. Wherever possible, the council will try to resolve its 
concerns about employees’ behaviour informally, without starting the formal 
procedure set out below.   
 

4. The policy will be applied fairly, consistently and in accordance with the Equality Act 
2010.  
 

5. This policy confirms: 
 
• Informal coaching and supervision will be considered, where appropriate, to 

improve conduct and/or attendance. 
• The council will fully investigate the facts of each case. 
• The council recognises that misconduct and unsatisfactory work performance are 

different issues. The disciplinary policy will also apply to work performance issues 
to ensure that all alleged instances of employees’ underperformance are dealt 
with fairly and in a way that is consistent with required standards. However, the 
disciplinary policy will only be used when performance management proves 
ineffective. For more information, see ACAS Performance Management. 

• Employees will be informed in writing about the nature of the complaint against 
them and given the opportunity to state their case. 

• Employees will be provided, where appropriate, with written copies of evidence 
and relevant witness statements in advance of a disciplinary hearing. 

• Employees may be accompanied or represented by a companion – a workplace 
colleague, a trade union representative or a trade union official - at any 
investigatory, disciplinary or appeal meeting. The companion is permitted to 
address such meetings, to put the employee's case and confer with the 
employee. The companion cannot answer questions put to the employee, 
address the meeting against the employee’s wishes or prevent the employee 
from explaining their case. 

• The council will give employees reasonable notice of any meetings in this 
procedure. Employee must make all reasonable efforts to attend. Failure to 
attend any meeting may result in it going ahead and a decision being taken. An 
employee who does not attend a meeting will be given the opportunity to be 
represented and to make written submissions. 

• If the employee’s companion is not available for the proposed date of the 
meeting, the employee can request a postponement and can propose an 

https://www.acas.org.uk/acas-code-of-practice-on-disciplinary-and-grievance-procedures
https://www.acas.org.uk/discipline-and-grievance
https://www.acas.org.uk/performance-management


   

 

   

 

alternative date that is within seven calendar days of the original meeting date, 
unless it is unreasonable not to propose a later date. 

• Any changes to specified time limits in the council’s procedure must be agreed to 
by the employee and the council. 

• Information about an employee’s disciplinary matter will be restricted to those 
involved in the disciplinary process. A record of the reason for disciplinary action 
and the action taken by the council is confidential to the employee. The 
employee’s disciplinary records will be held by the Council in accordance with the 
General Data Protection Regulation (GDPR). 

• Audio or video recordings of the proceedings at any stage of the disciplinary 
procedure are prohibited, unless agreed by all affected parties as a reasonable 
adjustment that takes account of an employee’s medical condition. 

• Employees have the right to appeal against any disciplinary decision. The appeal 
decision is final. 

• If an employee who is already subject to the council’s disciplinary procedure 
raises a grievance, the grievance will normally be heard after the completion of 
the disciplinary procedure. 

• Disciplinary action taken by the council can include a written warning, a final 
written warning or dismissal. 

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

• Except for gross misconduct, when an employee may be dismissed without 
notice, the council will not dismiss an employee on the first occasion that it 
decides there has been misconduct. 

• If an employee is suspended following allegations of misconduct, it will be on full 
pay and only for such time as is necessary. Suspension is not a disciplinary 
sanction. The council will write to the employee to confirm any period of 
suspension and the reasons for it. 

• The council may consider mediation at any stage of the disciplinary procedure 
where appropriate (for example, where there have been communication 
breakdowns or allegations of bullying or harassment). Mediation is a dispute 
resolution process that requires the consent of affected parties. 

Examples of misconduct 

6. Misconduct is employee behaviour that can lead to the employer taking disciplinary 
action. The following list contains some examples of misconduct (the list is not 
exhaustive): 
 
• Unauthorised absence. 
• Poor timekeeping. 
• Misuse of the council’s resources and facilities, including telephone, email and 

internet. 
• Inappropriate behaviour. 
• Refusal to follow reasonable instructions. 
• Breach of health and safety rules. 



   

 

   

 

Examples of gross misconduct 

7. Gross misconduct is misconduct that is so serious that it is likely to lead to dismissal 
without notice. The following list contains some examples of gross misconduct (the 
list is not exhaustive): 
 
• Bullying, discrimination and harassment. 
• Incapacity at work because of alcohol or drugs. 
• Violent behaviour. 
• Fraud or theft. 
• Gross negligence. 
• Gross insubordination. 
• Serious breaches of council policies and procedures, e.g. the Health and Safety 

Policy, Equality and Diversity Policy, Data Protection Policy and any policies 
regarding the use of information technology. 

• Serious and deliberate damage to property. 
• Use of the internet or email to access pornographic, obscene or offensive 

material. 
• Disclosure of confidential information. 

Suspension 

8. If allegations of gross misconduct or serious misconduct are made, the council may 
suspend the employee while further investigations are carried out. Suspension will be 
on full pay. Suspension does not imply any determination of guilt or innocence, as it 
is merely a measure to enable further investigation. 
 

9. While on suspension, the employee is required to be available during normal hours of 
work in the event that the council needs to make contact. The employee must not 
contact or attempt to contact or influence anyone connected with the investigation in 
any way or discuss this matter with any other employee or councillor. 
 

10. The employee must not attend work. The council will make arrangements for the 
employee to access any information or documents required to respond to any 
allegations. 

Examples of unsatisfactory work performance 

11. The following list contains some examples of unsatisfactory work performance (the 
list is not exhaustive): 
 
• Inadequate application of management instructions/office procedures. 
• Inadequate IT skills. 
• Unsatisfactory management of staff. 
• Unsatisfactory communication skills.  
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12. Preliminary enquiries. The council may make preliminary enquiries to establish the 
basic facts of what has happened in order to understand whether there may be a 
case to answer under the disciplinary procedure.   

13. If the employee’s manager believes there may be a disciplinary case to answer, the 
council may initiate a more detailed investigation undertaken to establish the facts of 
a situation or to establish the perspective of others who may have witnessed 
misconduct.   

14. Informal Procedures. Where minor concerns about conduct become apparent, it is 
the manager's responsibility to raise this with the employee and clarify the 
improvements required. A file note will be made and kept by the manager. The 
informal discussions are not part of the formal disciplinary procedure. If the conduct 
fails to improve, or if further matters of conduct become apparent, the manager may 
decide to formalise the discussions and invite the employee to a first stage 
disciplinary hearing. 

Disciplinary investigation  

15. A formal disciplinary investigation may sometimes be required to establish the facts 
and whether there is a disciplinary case to answer.  

16. If a formal disciplinary investigation is required, the Council’s staffing committee will 
appoint an Investigator who will be responsible for undertaking a fact-finding exercise 
to collect all relevant information. The Investigator will be independent and will 
normally be a councillor. If the staffing committee considers that there are no 
councillors who are independent (for example, because they all have direct 
involvement in the allegations about the employee), it will appoint someone from 
outside the Council. The Investigator will be appointed as soon as possible after the 
allegations have been made. The staffing committee will inform the Investigator of 
the terms of reference of the investigation. The terms of reference should specify: 

• The allegations or events that the investigation is required to examine. 
• Whether a recommendation is required 
• How the findings should be presented. For example, an investigator will often 

be required to present the findings in the form of a written report. 
• Who the findings should be reported to and who to contact for further 

direction if unexpected issues arise or advice is needed. 
 

17. The Investigator will be asked to submit their findings, usually within 35 Calendar 
days of appointment, where possible. In cases of alleged unsatisfactory performance 
or of allegations of minor misconduct, the appointment of an investigator may not be 
necessary and the Council may decide to commence disciplinary proceedings at the 
next stage - the disciplinary meeting (see paragraph 22).  

18. The Staffing Committee will notify the employee in writing of the alleged misconduct 
and details of the person undertaking the investigation. The employee may be asked 
to meet an investigator as part of the disciplinary investigation. The employee will be 
given sufficient notice of the meeting with the Investigator so that they have a 



   

 

   

 

reasonable time to prepare for it. The letter will explain the investigatory process and 
that the meeting is part of that process. The employee will be provided with a copy of 
the council’s disciplinary procedure. The council will also inform the employee that 
when they meet with the Investigator, they will have the opportunity to comment on 
the allegations of misconduct.  

19. Employees may be accompanied or represented by a workplace colleague, a trade 
union representative or a trade union official at any investigatory meeting.  

20. If there are other persons (e.g. employees, councillors, members of the public or the 
council’s contractors) who can provide relevant information, the Investigator should 
try to obtain it from them in advance of the meeting with the employee.   

21. The Investigator has no authority to take disciplinary action. Their role is to establish 
the facts of the case as quickly as possible and prepare a report that recommends to 
the Staffing Committee whether or not disciplinary action should be considered under 
the policy.   

22. The Investigator’s report will contain their recommendations and the findings on 
which they were based. They will recommend either: 

• The employee has no case to answer, and there should be no further action 
under the council’s disciplinary procedure. 

• The matter is not serious enough to justify further use of the disciplinary 
procedure and can be dealt with informally. 

• The employee has a case to answer, and a formal hearing should be 
convened under the council’s disciplinary procedure. 
 

23. The Investigator will submit the report to the staffing committee, which will decide 
whether there is no case to answer; the matter should be considered informally, or a 
formal Disciplinary Hearing should be convened. If the Investigator is a member of 
the Committee making the decision, they should recuse themselves from any formal 
votes or decision-making regarding their findings as to whether there is a case to 
answer at a Disciplinary Hearing.  

24. If the council decides that it will not take disciplinary action, it may consider whether 
mediation would be appropriate in the circumstances. 

The disciplinary meeting  

25. If the Staffing Committee decides that there is a case to answer, it will appoint a 
staffing sub-committee of three councillors to formally hear the allegations. The 
staffing sub-committee will appoint a Chair from one of its members. The Investigator 
shall not sit on the sub-committee. The staffing sub-committee will be given the 
delegated authority to make a decision in relation to the Disciplinary. 

26. No councillor with direct involvement in the matter shall be appointed to the sub-
committee. The employee will be invited, in writing, to attend a disciplinary meeting. 
The sub–committee’s letter will confirm the following: 



   

 

   

 

• The names of its chair and the other two members. 
• Details of the alleged misconduct, its possible consequences and the 

employee’s statutory right to be accompanied at the meeting. 
• A copy of the information provided to the sub-committee, which may include 

the investigation report, supporting evidence and a copy of the Council’s 
disciplinary procedure. 

• The time and place for the meeting. The employee will be given reasonable 
notice of the hearing so that they have sufficient time to prepare for it. 

• Whether witnesses may attend on the employee’s and the council’s behalf, 
and if they may, both parties should inform each other of their witnesses’ 
names at least two working days before the meeting. 

• The employee may be accompanied by a companion - a workplace 
colleague, a trade union representative or a trade union official. 
 

27. The purpose of the disciplinary meeting hearing is for the allegations to be put to the 
employee and then for the employee to give their perspective. It will be conducted as 
follows: 

• The chair will introduce the members of the sub-committee to the employee 
and explain the arrangements for the hearing. 

• The chair will set out the allegations and invite the Investigator to present the 
findings of the investigation report (if there has been a previous investigation). 

• The chair will invite the employee to present their account. 
• The employee (or the companion) will set out their case and present evidence 

(including any witnesses and/or witness statements). 
• Any member of the sub-committee and the employee (or the companion) may 

question the Investigator and any witness. 
• The employee (or companion) will have the opportunity to sum up. 

 
28. The chair will provide the employee with the sub-committee’s decision with reasons, 

in writing, within 7 calendar days of the meeting. The chair will also notify the 
employee of the right to appeal the decision in the event that formal action is taken.  

29. The disciplinary meeting may be adjourned to allow matters that were raised during 
the meeting to be further investigated by the sub-committee. 

Disciplinary action  

30. If the sub-committee decides that there should be disciplinary action, it may be any of 
the following:   

First written warning: 
31. If the employee’s conduct has fallen below acceptable standards, a first written 

warning will be issued. A first written warning will set out: 

• The reason for the written warning, the improvement required (if appropriate) 
and the time period for improvement. 



   

 

   

 

• That further misconduct/failure to improve will result in more serious 
disciplinary action. 

• The employee’s right of appeal. 
• That a note confirming the written warning will be placed on the employee’s 

personnel file, that a copy will be provided to the employee and that the 
warning will remain in force for a specified period of time (e.g. 12 months).  

Final written warning: 
32. If the offence is sufficiently serious, or if there is further misconduct or a failure to 

improve sufficiently during the currency of a prior warning, the employee will be given 
a final written warning. A final written warning will set out: 

• The reason for the final written warning, the improvement required (if 
appropriate) and the time period for improvement. 

• That further misconduct/failure to improve will result in more serious 
disciplinary action up to and including dismissal. 

• The employee’s right of appeal. 
• That a note confirming the final written warning will be placed on the 

employee’s personnel file, that a copy will be provided to the employee and 
that the warning will remain in force for a specified period of time (e.g. 12 
months).  

Dismissal: 
33. The council may dismiss: 

• For gross misconduct. 
• If there is no improvement within the specified time period, in the conduct 

which has been the subject of a final written warning. 
• If another instance of misconduct has occurred and a final written warning 

has already been issued and remains in force. 
 

34. The council will consider very carefully a decision to dismiss. If an employee is 
dismissed, they will receive a written statement of the reasons for their dismissal, the 
date on which the employment will end and details of their right of appeal. If the sub-
committee decides to take no disciplinary action, no record of the matter will be 
retained on the employee’s personnel file. Action taken as a result of the disciplinary 
meeting will remain in force unless it is modified as a result of an appeal.  

The appeal: 
35. An employee who is the subject of disciplinary action will be notified of the right of 

appeal. Their written notice of appeal must be received by the council within seven 
calendar days of the employee receiving written notice of the disciplinary action and 
must specify the grounds for appeal.   

36. The grounds for appeal include: 

• A failure by the council to follow its disciplinary policy. 



   

 

   

 

• The sub-committee did not support the sub-committee’s disciplinary decision. 
• The disciplinary action was too severe in the circumstances of the case. 
• New evidence has come to light since the disciplinary meeting. 

 
37. Where possible, the appeal will be heard by a panel of 3 members of the staffing 

committee who have not previously been involved in the case. This includes the 
Investigator. There may be insufficient members of the staffing committee who have 
not previously been involved. If so, the appeal panel will be a committee of 3 
members of the council who may include members of the staff committee. The 
appeal panel will appoint a chair from one of its members.  

38. The employee will be notified, in writing, within 14 calendar days of receipt of the 
notice of appeal of the time, date and place of the appeal meeting. The employee will 
be advised that they may be accompanied by a companion - a workplace colleague, 
a trade union representative or a trade union official.  

39. At the appeal meeting, the chair will: 

• Introduce the panel members to the employee. 
• Explain the purpose of the meeting, which is to hear the employee’s reasons 

for appealing against the disciplinary decision. 
• Explain the action that the appeal panel may take.   

40. The employee (or companion) will be asked to explain the grounds for appeal.   

41. The chair will inform the employee that they will receive the decision and the panel’s 
reasons, in writing, usually within five working days of the appeal hearing.   

42. The appeal panel may decide to uphold the disciplinary decision of the staffing 
committee, substitute a less serious sanction or decide that no disciplinary action is 
necessary. If it decides to take no disciplinary action, no record of the matter will be 
retained in the employee’s personnel file.   

43. If an appeal against dismissal is upheld, the employee will be paid in full for the 
period from the date of dismissal and continuity of service will be preserved.  

44. The appeal panel’s decision is final.   

Important notice 

This is an example of an employment policy designed for a small council, adhering to 
statutory minimum requirements, and does not constitute legal advice. As with all policies, it 
should be consistent with your terms and conditions of employment. 

This document was commissioned by the National Association of Local Councils (NALC) for 
the purpose of its members. Every effort has been made to ensure that the contents of this 
document are correct at the time of publication. NALC cannot accept responsibility for errors, 
omissions and changes to information subsequent to publication. 
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Our commitment 

The council is committed to providing equal opportunities in employment and to avoiding 
unlawful discrimination. 

This policy is intended to assist the council to put this commitment into practice. Compliance 
with this policy should also ensure that employees do not commit unlawful acts of 
discrimination. 

Striving to ensure that the work environment is free of harassment and bullying and that 
everyone is treated with dignity and respect is an important aspect of ensuring equal 
opportunities in employment. 

The law 

It is unlawful to discriminate directly or indirectly in recruitment or employment because of 
age, disability, sex, gender reassignment, pregnancy, maternity, race (which includes colour, 
nationality, caste and ethnic or national origins), sexual orientation, religion or belief, or 
because someone is married or in a civil partnership. These are known as "protected 
characteristics”. 

Discrimination after employment may also be unlawful, e.g. refusing to give a reference for a 
reason related to one of the protected characteristics. 

The council will not discriminate against or harass a member of the public in the provision of 
services or goods. It is unlawful to fail to make reasonable adjustments to overcome barriers 
to using services caused by disability. The duty to make reasonable adjustments includes 
the removal, adaptation or alteration of physical features, if the physical features make it 
impossible or unreasonably difficult for disabled people to make use of services. In addition, 
service providers have an obligation to think ahead and address any barriers that may 
impede disabled people from accessing a service. 

Types of unlawful discrimination 

Direct discrimination is where a person is treated less favourably than another because of a 
protected characteristic. 

In limited circumstances, employers can directly discriminate against an individual for a 
reason related to any of the protected characteristics where there is an occupational 
requirement. The occupational requirement must be crucial to the post and a proportionate 
means of achieving a legitimate aim. 

Indirect discrimination is where a provision, criterion or practice is applied that is 
discriminatory in relation to individuals who have a relevant protected characteristic such that 
it would be to the detriment of people who share that protected characteristic compared with 
people who do not, and it cannot be shown to be a proportionate means of achieving a 
legitimate aim. 

Harassment is where there is unwanted conduct, related to one of the protected 
characteristics (other than marriage and civil partnership, and pregnancy and maternity) that 
has the purpose or effect of violating a person’s dignity; or creating an intimidating, hostile, 
degrading, humiliating or offensive environment. It does not matter whether or not this effect 
was intended by the person responsible for the conduct. 

Associative discrimination is where an individual is directly discriminated against or harassed 
for association with another individual who has a protected characteristic. 
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Perceptive discrimination is where an individual is directly discriminated against or harassed 
based on a perception that thay  have a particular protected characteristic when  they don’t , 
in fact, have that protected characteristic. 

Third-party harassment occurs where an employee is harassed and the harassment is 
related to a protected characteristic, by third parties.  

Victimisation occurs where an employee is subjected to a detriment, such as being denied a 
training opportunity or a promotion because they made or supported a complaint or raised a 
grievance under the Equality Act 2010, or because they are suspected of doing so. However, 
an employee is not protected from victimisation if  they acted maliciously or made or 
supported an untrue complaint.  

Failure to make reasonable adjustments is where a physical feature or a provision, criterion 
or practice puts a disabled person at a substantial disadvantage compared with someone 
who does not have that protected characteristic and the employer has failed to make 
reasonable adjustments to enable the disabled person to overcome the disadvantage. 

Equal opportunities in employment 

The council will avoid unlawful discrimination in all aspects of employment including 
recruitment, promotion, opportunities for training, pay and benefits, discipline and selection 
for redundancy. 

Recruitment 

Person and job specifications will be limited to those requirements that are necessary for the 
effective performance of the job. Candidates for employment or promotion will be assessed 
objectively against the requirements for the job, taking account of any reasonable 
adjustments that may be required for candidates with a disability. Disability and personal or 
home commitments will not form the basis of employment decisions except where 
necessary. 

Working practices 

The council will consider any possible indirectly discriminatory effect of its standard working 
practices, including the number of hours to be worked, the times at which these are to be 
worked and the place at which work is to be done, when considering requests for variations 
to these standard working practices and will refuse such requests only if the council 
considers it has good reasons, unrelated to any protected characteristic, for doing so. The 
council will comply with its obligations in relation to statutory requests for contract variations. 
The council will also make reasonable adjustments to its standard working practices to 
overcome barriers caused by disability. 

Equal opportunities monitoring 

The council will monitor the ethnic, sex/gender and age composition of the existing 
workforce and of applicants for jobs (including promotion), and the number of people with 
disabilities within these groups, and will consider and take any appropriate action to address 
any problems that may be identified as a result of the monitoring process. 

The council treats personal data collected for reviewing equality and diversity in accordance 
with the data protection policy. Information about how data is used and the basis for 
processing is provided in the council’s privacy notices. 

Dignity at work 
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The council has a separate dignity at work policy concerning issues of bullying and 
harassment on any ground, and how complaints of this type will be dealt with. 

People not employed by the council 

The council will not discriminate unlawfully against those using or seeking to use the 
services provided by the council. 

You should report any bullying or harassment by suppliers, visitors or others to the council 
who will take appropriate action.  

Training and prevention 

The council will [provide training in/raise awareness of] equal opportunities to those likely to 
be involved in recruitment or other decision making where equal opportunities issues are 
likely to arise. 

The council will [provide training to/raise awareness of] all staff engaged to work at the 
council to help them understand their rights and responsibilities under the dignity at work 
policy and what they can do to help create a working environment free of bullying and 
harassment. [The council will provide additional training to managers to enable them to deal 
more effectively with complaints of bullying and harassment.] 

[We have carried out an assessment to assess the risk of different forms of harassment, 
including sexual harassment and third-party harassment, occurring in our workforce, 
including in [different roles [and departments], the steps we could take to reduce those risks 
and which of those possible steps are reasonable. This risk assessment  will be reviewed 
[regularly OR annually].[The current assessment is available on the [Intranet]. 

[We will take active steps to try to prevent third-party harassment of staff. If any third-party 
harassment of staff occurs, we will take steps to remedy any complaints and to prevent it 
happening again. Action may include warning the harasser about their behaviour, banning 
them from our premises, reporting any criminal acts to the police, and sharing information 
with other branches of the business.] 

Your responsibilities 

Every employee is required to assist the council to meet its commitment to provide equal 
opportunities in employment and avoid unlawful discrimination.  Employees can be held 
personally liable as well as, or instead of, the council for any act of unlawful discrimination. 
Employees who commit serious acts of harassment may be guilty of a criminal offence. 

Acts of discrimination, harassment, bullying or victimisation against employees or customers 
are disciplinary offences and will be dealt with under the council’s disciplinary procedure.  
Discrimination, harassment, bullying or victimisation may constitute gross misconduct and 
could lead to dismissal without notice. 

Grievances 

If you consider that you may have been unlawfully discriminated against, you should use the 
council’s grievance procedure to make a complaint. If your complaint involves bullying or 
harassment, the grievance procedure is modified as set out in the dignity at work policy. 

The council will take any complaint seriously and will seek to resolve any grievance that it 
upholds. You will not be penalised for raising a grievance, even if your grievance is not 
upheld, unless your complaint is both untrue and made in bad faith. 
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Monitoring and review 

This policy will be monitored periodically by the council to judge its effectiveness and will be 
updated in accordance with changes in the law. [In particular, the council will monitor the 
treatment and outcomes of any complaints of harassment, sexual harassment or 
victimisation we receive to ensure that they are properly investigated and resolved, those 
who report or act as witnesses are not victimised, repeat offenders are dealt with 
appropriately, cultural clashes are identified and resolved and workforce training is targeted 
where needed; the ethnic and gender composition of the existing workforce and of 
applicants for jobs (including promotion), and the number of people with disabilities within 
these groups, and will review its equal opportunities policy in accordance with the results 
shown by the monitoring . If changes are required, the council will implement them. 

Information provided by job applicants and employees for monitoring purposes will be used 
only for these purposes and will be dealt with in accordance with relevant data protection 
legislation.] 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: 14 May 2026 
Approving committee: Lake Parish Council 
Date of committee meeting: 14 May 2026 
Date for next review: May 2027 
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Notes 

This is an example policy that should be adjusted to reflect the procedures and policy of the 
council.  It is important that any commitment made in the policy is applied in practice. 

1. Green Book terms 

The Green Book sets out practical principles that councils can adopt and acknowledges that 
local councils will need to select the appropriate measures to match their circumstances.   
The guidance covers: 

• Developing and action plan to establish and monitor progress  
• Recruitment and Selection Procedures 
• Training 
• Pay, Grading and Conditions of Service 
• Dealing with Harassment 

Guidance 

Where there is text in [square brackets] this part may be updated or be deleted if not 
relevant. An alternative option may have been provided. 

Important notice 

This is an example of an employment policy designed for a small council adhering to 
statutory minimum requirements and does not constitute legal advice. As with all policies it 
should be consistent with your terms and conditions of employment. 

This document was commissioned by the National Association of Local Councils (NALC) in 
2019 for the purpose of its member councils and county associations. Every effort has been 
made to ensure that the contents of this document are correct at time of publication. NALC 
cannot accept responsibility for errors, omissions and changes to information subsequent to 
publication. 

This document has been written by the Worknest HR – a company that provides HR advice 
and guidance to town and parish councils. Please contact them on 01403 240 205 for 
information about their services.   
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LAKE PARISH COUNCIL’S GRIEVANCE POLICY 

Introduction 

1. This policy is based on and complies with the 2015 ACAS Code of Practice 
(http://www.acas.org.uk/index.aspx?articleid=2174.  

2. It also takes account of the ACAS guide on discipline and grievances at work. 
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-
guide/pdf/DG_Guide_Feb_2019.pdf ).  

3. It also takes into account relevant law affecting Councils.  

4. It aims to encourage and maintain good relationships between the Council and its 
employees by treating grievances seriously and resolving them as quickly as possible. 
It sets out the arrangements for employees to raise their concerns, problems or 
complaints about their employment with the Council. The policy will be applied fairly, 
consistently and in accordance with the Equality Act 2010.  

5. Many problems can be raised and settled during the course of everyday working 
relationships. Employees should aim to settle most grievances informally with their line 
manager.  

6. This policy confirms:  

• employees have the right to be accompanied or represented at a grievance 
meeting or appeal by a companion who can be a workplace colleague, a trade 
union representative or a trade union official. This includes any meeting held with 
them to hear about, gather facts about, discuss, consider or resolve their 
grievance. The companion will be permitted to address the grievance/appeal 
meetings, to present the employee's case for their grievance/appeal and to confer 
with the employee. The companion cannot answer questions put to the employee, 
address the meeting against the employee’s wishes or prevent the employee from 
explaining their case. 

• the Council will give employees reasonable notice of the date of the 
grievance/appeal meetings. Employees and their companions must make all 
reasonable efforts to attend. If the companion is not available for the proposed 
date of the meeting, the employee can request a postponement and can propose 
an alternative date that is within five working days of the original meeting date 
unless it is unreasonable not to propose a later date 

• any changes to specified time limits must be agreed by the employee and the 
Council 

• an employee has the right to appeal against the decision about their grievance. 
The appeal decision is final 

• information about an employee’s grievance will be restricted to those involved in 
the grievance process. A record of the reason for the grievance, its outcome and 
action taken is confidential to the employee. The employee’s grievance records 
will be held by the Council in accordance with the General Data Protection 
Regulation (GDPR) 

http://www.acas.org.uk/index.aspx?articleid=2174
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
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• audio or video recordings of the proceedings at any stage of the grievance 
procedure are prohibited, unless agreed by all affected parties as a reasonable 
adjustment that takes account of an employee’s medical condition 

• if an employee who is already subject to a disciplinary process raises a grievance, 
the grievance will normally be heard after completion of the disciplinary procedure 

• if a grievance is not upheld, no disciplinary action will be taken against an 
employee if they raised the grievance in good faith 

• the Council may consider mediation at any stage of the grievance procedure 
where appropriate, (for example where there have been communication 
breakdowns or allegations of bullying or harassment). Mediation is a dispute 
resolution process which requires the consent of affected parties 

• Employees can only use all stages of the grievance procedure if the complaint is 
not a code of conduct complaint about a councillor. Employees can use the 
informal stage of the council’s grievance procedure (paragraph 4) to deal with all 
grievance issues, including a complaint about a councillor Employees cannot use 
the formal stages of the council’s grievance procedure for a code of conduct 
complaint about a councillor. If the complaint about the councillor is not resolved 
at the informal stage, the employee can contact the monitoring officer of [[ ] 
council] who will inform the employee whether or not the complaint can be dealt 
with under the code of conduct. If it does not concern the code of conduct, the 
employee can make a formal complaint under the council’s grievance procedure 
(see paragraph 5) 

• the Council may engage external investigators, grievance or appeal panels for the 
purposes of the process. 

• If the grievance is a code of conduct complaint against a councillor, the employee 
cannot proceed with it beyond the informal stage of the council’s grievance 
procedure. However, whatever the complaint, the council has a duty of care to its 
employees. It must take all reasonable steps to ensure employees have a safe 
working environment, for example by undertaking risk assessments, by ensuring 
staff and councillors are properly trained and by protecting staff from bullying, 
harassment and all forms of discrimination 

• If an employee considers that the grievance concerns their safety within the 
working environment, whether or not it also concerns a complaint against a 
councillor, the employee should raise these safety concerns with their line 
manager at the informal stage of the grievance procedure. The council will 
consider whether it should take further action in this matter in accordance with any 
of its employment policies (for example its health and safety policy or its dignity at 
work policy) and in accordance with the code of conduct regime 

Informal grievance procedure 

7. The Council and its employees benefit if grievances are resolved informally and as 
quickly as possible. As soon as a problem arises, the employee should raise it with 
their manager to see if an informal solution is possible. Both should try to resolve the 
matter at this stage. If the employee does not want to discuss the grievance with their 
manager (for example, because it concerns the manager), the employee should 
contact the Chairman of the staffing committee or, if appropriate, another member of 
the staffing committee. If the employee’s complaint is about a councillor, it may be 
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appropriate to involve that councillor at the informal stage. This will require both the 
employee’s and the councillor’s consent. 

Formal grievance procedure 

8. If it is not possible to resolve the grievance informally and the employee’s complaint is 
not one that should be dealt with as a code of conduct complaint (see above), the 
employee may submit a formal grievance. It should be submitted in writing to the 
Chairman of the staffing committee. 

9. The staffing committee will appoint a sub-committee of 3 members to hear the 
grievance in the event that the grievance is raised by or relates to the Clerk. Where the 
grievance is not raised by or relates to the Clerk, the staffing committee may appoint 
the Clerk to hear the Grievance. The sub-committee will appoint a Chairman from one 
of its members. No councillor with direct involvement in the matter shall be appointed 
to the sub-committee.  

Investigation 

10. If the sub-committee decides that it is appropriate, (e.g. if the grievance is complex), it 
may appoint an investigator to carry out an investigation before the grievance meeting 
to establish the facts of the case. The investigator may be an appropriate employee, 
Councillor or external party. The investigation may include interviews (e.g. the 
employee submitting the grievance, other employees, councillors or members of the 
public).  

11. The investigator will summarise their findings (usually within an investigation report) 
and present their findings to the sub-committee.  

Notification 

12. Within 14 calendar days of the Council receiving the employee’s grievance (this may 
be longer if there is an investigation), the employee will normally be asked, in writing, 
to attend a grievance meeting. The written notification will include the following: 

• the names of its Chairman and other members 
• the date, time and place for the meeting. The employee will be given reasonable 

notice of the meeting which will normally be within 35 calendar days of when the 
Council received the grievance 

• the employee’s right to be accompanied by a workplace colleague, a trade union 
representative or a trade union official  

• a copy of the Council’s grievance policy 
• confirmation that, if necessary, witnesses may attend (or submit witness 

statements) on the employee’s behalf and that the employee should provide the 
names of their witnesses as soon as possible before the meeting 

• confirmation that the employee will provide the Council with any supporting 
evidence in advance of the meeting, usually with at least two days’ notice 

• findings of the investigation if there has been an investigation  
• an invitation for the employee to request any adjustments to be made for the 

hearing (for example where a person has a health condition). 
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The grievance meeting 

13. At the grievance meeting:  

• the Chairman will introduce the members of the sub-committee to the employee 
• the employee (or companion) will set out the grievance and present the evidence 
• the Chairman will ask the employee questions about the information presented 

and will want to understand what action does they wants the Council to take 
• any member of the sub-committee and the employee (or the companion) may 

question any witness 
• the employee (or companion) will have the opportunity to sum up the case 
• a grievance meeting may be adjourned to allow matters that were raised during 

the meeting to be investigated by the sub-committee. 

14. The Chairman will provide the employee with the sub-committee’s decision, in writing, 
usually within 7 calendar days of the meeting though may be longer e.g. where further 
investigations are required. The letter will notify the employee of the action, if any, that 
the Council will take and of the employee’s right to appeal.  

The appeal 

15. If an employee decides that their grievance has not been satisfactorily resolved by the 
sub-committee, they may submit a written appeal to the staffing committee. An appeal 
must be received by the Council within 7 calendar days of the employee receiving the 
sub-committee’s decision and must specify the grounds of appeal.  

16. Appeals may be raised on a number of grounds, e.g.: 

• a failure by the Council to follow its grievance policy 
• the decision was not supported by the evidence 
• the action proposed by the sub-committee was inadequate/inappropriate  
• new evidence has come to light since the grievance meeting. 

17. The appeal will be heard by a panel of 3 members of the staffing committee who have 
not previously been involved in the case. There may be insufficient members of the 
staffing committee who have not previously been involved. If so, the appeal panel will 
be a committee of three Council members who may include members of the staffing 
committee. The Council may engage external parties if there are insufficient 
councillors to form the panel. The appeal panel will appoint a Chairman from one of its 
members. 

18. The employee will be notified, in writing, usually within 14 calendar days of receipt of 
the appeal of the time, date and place of the appeal meeting. The meeting will 
normally take place within 35 calendar days of the Council’s receipt of the appeal. The 
employee will be advised that they may be accompanied by a workplace colleague, a 
trade union representative or a trade union official. 

19. At the appeal meeting, the Chairman will: 

• introduce the panel members to the employee  
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• explain the purpose of the meeting, which is to hear the employee’s reasons for 
appealing against the decision of the staffing sub-committee  

• explain the action that the appeal panel may take.  

20. The employee (or companion) will be asked to explain the grounds of appeal.  

21. The Chairman will inform the employee that they will receive the decision and the 
panel’s reasons, in writing, and when they are likely to receive the letter. This may be 
within 14 calendar days of the appeal meeting however will be longer where further 
investigations are required.  

22. The appeal panel may decide to uphold the decision of the staffing committee or 
substitute its own decision.  

23. The decision of the appeal panel is final.  

 

Date of policy: 14 May 2026 
Approving committee: Lake Parish Council 
Date of committee meeting:14 May 2026 
Date for next review: May 2027 
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1. INTRODUCTION 

1.1. Lake Parish Council has a duty to ensure the proper security and privacy of its 
computer systems and data. All users have some responsibility for protecting these 
assets. The Parish Clerk is responsible for the implementation and monitoring of this 
policy but may delegate that responsibility to another officer. 

 
2. GENERAL PRINCIPLES 

2.1. All employees, members and other users should be aware of the increasingly 
sophisticated scams and risks posed to cybersecurity and when in any doubt should 
seek guidance from the Town Clerk. 

2.2. As a general rule, users will never be asked to share passwords by email and users 
should be aware of odd language used in emails which may indicate a fraudulent 
email. 

2.3. All employees, members and other users of council IT equipment must be familiar 
with and abide by the regulations set out in the council’s ‘Data Protection Policy’. 

2.4. All council devices run windows defender. This must not be switched off for any 
reason without the authorisation of the Parish Clerk. Individuals must ensure all 
recommended windows updates are installed in a timely manner. 

2.5. All users are reminded that deliberate unauthorised use, alteration, or interference 
with computer systems, software or data is a breach of this policy and in some 
circumstances may be a criminal offence under the Computer Misuse Act 1990. 

2.6. All software installed on council devices must be fully licensed and no software should 
be installed without authorisation from the Parish Clerk. 

 
3. EMPLOYEES 

3.1. All employees will be assigned a council email address as appropriate. 

3.2. Volunteers may also be assigned a council e-mail address where necessary. 

3.3. Personal use of Council IT equipment is permitted but should be kept to a minimum 
during working hours. 

3.4. Reasonable use of the internet during working hours is permitted. 

3.5. The council reserves the right to monitor all activity on company devices. This includes 
activity, email activity and internet usage for the purposes of ensuring compliance 
with our policies and procedures and of ensuring compliance with the relevant 
regulatory requirements. 

3.6. Information acquired through such monitoring may be used as evidence in disciplinary 
proceedings. Monitoring usage will mean processing personal data. 



 

4. MEMBERS 

4.1. All members will be provided with a council e-mail address and must use this for all 
council business 

4.2. Members are reminded that any e-mail sent or received in their capacity as a Town 
Councillor is Council data and any e-mails may have to be disclosed following requests 
under the Data Protection Act or Freedom of Information Act. This includes e-mails on 
Personal Accounts when acting as a Councillor 

4.3. A copy of all e-mail received on the councillor e-mail accounts is kept on the server in 
line with the council’s Data Protection Policy. 

4.4. A copy of all e-mail sent from councillor e-mail accounts on the webmail is kept on the 
server; it is recommended that members not using webmail to access e-mail should 
set up a rule to ensure a copy of e-mail is kept on the server. 

4.5. Members using social media in their capacity as councillors must make it clear they 
are speaking in a personal capacity and not representing the view of the council. 

4.6. Members should ensure they are adhering to the Council’s Code of Conduct when 
using social media. 

4.7. Members must ensure that any personal devices used to access council systems 
(including email, websites and data) are password protected and access is restricted 
solely to the member. 

 
5. WEBSITES AND SOCIAL MEDIA 

5.1. Officers shall ensure that any websites operated by the council are regularly reviewed 
to ensure content is accurate and up-to-date. Websites shall also be monitored for 
unauthorised access and abuse. 

5.2. Council social media accounts will be operated by officers. 

5.3. The Parish Chairman’s official social media accounts may also be operated by the 
Chairman. 

5.4. All council social media messages must be non-political, uncontroversial and used to 
promote/highlight the Town / Village. 

5.5. Approval must be obtained from the Parish Clerk prior to the creation of any 
council websites or social media accounts. 

 
6. PASSWORD PROTECTION 

6.1. All council computers and systems must be password protected to prevent 
unauthorised access. 

6.2. Users should ensure that unattended devices are password protected and lock screen 
engaged when leaving their device unattended. 

6.3. Where possible Passwords must confirm to the following criteria: 

a) Minimum eight characters 

b) Comprise of at least three random words 



 

c) Include at least one upper case letter and one number 

6.4. Where possible, generic user accounts should be avoided. 

6.5. Where users have unique access permissions and/or accounts for systems, these must 
not be shared with other users 

6.6. Different passwords should be used for different devices and accounts. 

6.7. Passwords should be routinely changed. 

6.8. Passwords should not be written down or left in unsecure locations. 

 
7. PORTABLE DEVICES 

7.1. All portable devices (including tablets and mobile phones) must be protected to 
prevent unauthorised access. This can be by use of passwords, passcodes or other 
biometric measures as applicable. 

7.2. Passcodes must be appropriate for the device and the level of risk that unauthorised 
access poses to the organisation; where devices can access council data or other 
systems, passcodes must be unique and not easily guessable. 

7.3. Particular care must be taken when using removable media to transmit data as such 
media are easily lost or intercepted. Any sensitive information (including personal 
data, confidential documents or data which could impact on the rights or reputation 
of any person or organisation including the council) placed on removable media must 
be suitably password protected or encrypted. 

 
8. INCIDENT REPORTING 

8.1. All members, employees or volunteers must report any incidents which could pose a 
risk to the council’s systems or data security to the Parish Clerk without delay. 

8.2. This includes but is not limited to: 

a) Lost devices 

b) Potential risk arising from phishing emails/websites 

c) Passwords having been shared 

 
9. MISUSE OF IT 

9.1. IT systems will be monitored for misuse and all misuse is prohibited. 

9.2. Misuse includes, but is not limited to: 

a) Creation or transmission of any offensive, obscene or indecent images, data or 
other material or any data capable of being resolved into obscene or indecent 
images or material 

b) Creation of material which is designed or likely to cause annoyance, 
inconvenience or needless anxiety. 



 

c) Creation or transmission of defamatory material 

d) Transmission of material which in anyway infringes the copyright of another 
person 

e) Transmission of unsolicited commercial advertising material to networks 
belonging to other organisations 

f) Deliberate actions or activities with any of the following characteristics: 

(i) Wasting staff effort or networked resources 

(ii) Corrupting or destroying another users’ data 

(iii) Violating the privacy of other users 

(iv) Disrupting the work of other users 

(v) Other misuse of the networked resources by the deliberate introduction of 
viruses/malware 

(vi) Playing games during working hours 

(vii) Altering the set up or operating perimeters of any computer equipment 
without authority. 

(viii) Unauthorised access, use, destruction, modification and/or distribution of 
council information, systems or data is prohibited 
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Purpose of this policy and procedure 

The council recognises that some of our staff work alone, and where this is the case, seeks 
to ensure the health and safety of all lone workers. This document: 

• Raises awareness of the safety issues relating to lone working, 
• Identifies and assesses potential risks to an individual working alone, 
• Explains the importance of reasonable and practicable precautions to minimise 

potential risk, 
• Provides appropriate support to lone workers, and, 
• Encourages reporting of all incidents associated with lone working so that they can 

be adequately managed and used to help reduce risks and improve working 
arrangements for the future. 

The scope of this policy 

It applies to all staff, whether full time, part time or temporary workers. It does not apply to 
councillors. 

Policy 

We will protect staff from the risks of lone working, as far as is reasonably practicable.  
Working alone is not in itself against the law and it is often safe to do so. However, the 
council’s policy is to consider carefully and deal with any health and safety risks for those 
who work alone. 

Definition 

‘Lone Worker’ refers to people who work by themselves without work colleagues either 
during or outside normal working hours. Examples include: 

• A caretaker who opens and closes a hall either early in the morning or late at night 
• A groundsman tending to green space 
• Office workers who work alone in the premises, and, 
• Homeworkers. 

Any worker under the age of 18 years, or anyone working in confined spaces is not 
permitted to work on their own. 

Responsibilities 

All staff have a responsibility for the health and safety of work colleagues. The key 
responsibilities are as follows: 
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Managers 

• Will try to avoid the need for lone working as far as is reasonably practicable; 
• Ensure that the worker is competent to work alone; 
• Ensure that all lone working activities must be formally risk assessed. This should 

identify the risk to lone workers; any control measures necessary to minimise those 
risks; and emergency procedures; 

• Arrangements for lone working must be made clear to staff and the details of what 
can or cannot be done while working alone explained; 

• Lone workers must be informed of the hazards and understand the necessary control 
measures that need to be put in place and have the opportunity to contribute to the 
risk assessment; 

• Must raise the alarm if staff cannot be contacted or do not return as anticipated 
• Must ensure that all staff are aware of this lone working policy and procedure and 

provide appropriate levels of training and guidance on lone working. 

Lone workers 

• Take reasonable care of themselves and others who may be affected by their work 
• To follow any instruction given by management or the council 
• Raise with their line manager any concerns they have in relation to lone working  
• Not to work alone where there is adequate information to undertake a risk 

assessment. 
• Inform their line manager at the earliest opportunity in the event of an accident, 

incident of violence or aggression whilst working alone 

Staff  

• To be aware of colleagues working on their own and alert to unexpected changes of 
routine, unanticipated periods where there is no communication. 

• Buddies should ensure they maintain and share up to date contact details (see 
below) 

Risk Assessments 

Managers must complete (or ensure the completion of) a Lone Working Risk Assessment 
prior to every lone working activity and updated as appropriate. The risk assessment should 
be reviewed by the lone worker before undertaking the work and communicated to all 
relevant staff or councillors. 

People who work alone will of course face the same risks in their work as those doing similar 
roles/tasks. However, they may additionally encounter hazards such as: 
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• Sudden illness 
• Faulty equipment 
• Travelling alone 
• Remote locations 
• Abuse from members of the public 
• Animal attacks 

Ways in which lone working risks can be reduced 

Every lone working environment and situation is different, and therefore it is not possible to 
implement a ‘one size fits all’ approach. Where there is regular or anticipated loan working, 
the council will devise and implement a lone working plan that meets the needs and risks of 
their particular circumstances. The plan should be proportionate to any risks that are 
identified from the risk assessment. The plan for a groundsman lone working with machinery 
will be more detailed than an administrator working late in the office. This should be written 
down and communicated to all relevant staff and where appropriate, councillors.    

Below are some example strategies that could be implemented (on their own or combined): 

• Signing-in and Out book 
• Electronic (or hard copy) diaries to be kept up to date with meeting/visit/lone working 

details 
• Agreed times and method of contact 
• Buddy scheme 

Buddy scheme 

The following information should be written down and kept by the lone worker and their 
buddy, next of kin and manager (see the Lone Working Buddy Form):- 

• Name and contact details of the lone worker 
• Name, relationship and contact details of the buddy 
• Name, relationship and contact details of the lone worker's next of kin 
• Name, relationship and contact details of the lone worker's manager  
• Any 'code word' that would indicate that the lone worker needs assistance 
• Note: All these details must be kept securely in line with data protection legislation 

If you change your contact details, you must let your buddy and manager know. 

In circumstances where a buddy system is appropriate as a way of reducing the risks 
identified in the risk assessment, the buddy must have relevant details about your lone 
working, that may include; 

• where you are going (address or area if there is no address); 
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• details of the purpose (i.e. preparing the hall, grass cutting, meeting); 
• contact details of anyone you intend to meet (any additional contact details for the 

location you are visiting); 
• your mode of transport; 
• when you are expected to return;  

Your buddy must know what to do if you do not return or make contact at the 
anticipated/agreed time. 

Health and wellbeing 

In order to ensure your personal safety, it is important that you share any details of any 
aspects of your health that could lead to increased risk with your manager or specific 
councillors. This includes pregnancy. You can then jointly plan to mitigate any potential risks 
caused by your circumstances. This information will be treated on a strict ‘need to know’ 
basis with your confidentiality of the utmost importance. 

Reporting incidents 

Any incidents or perceived risks encountered while lone working should be recorded, 
reviewed and acted upon. The report should include: 

• A brief note of what happened, when, and who was involved, 
• For any work-related aggression (verbal or physical) including threatening behaviour, 

all of the details of the incident and of the perpetrator should be captured, which 
could then be used if the police take any formal prosecution action. This might be 
particularly important for more serious incidents of work-related violence, and, 

• In either instance, this might also include recording details of any circumstances you 
think might have contributed to the incident, e.g. the context of the interaction, 
perceptions about the condition of the perpetrator, or any environmental 
circumstances. This information would then support us to review our risk assessment 
process and see if any additional measures are needed.  

If you feel unsafe, unwell, or become injured call the emergency services if you need 
immediate assistance. If possible, call your manager, buddy or councillor or colleague to let 
them know (or ask someone to do so on your behalf). 

Call your manager if your plans change because you feel unwell or if you have a domestic 
emergency when working alone. 

This is a non-contractual procedure which will be reviewed from time to time. 
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Date of policy: 14 May 2026 
Approving committee: Lake Parish Council 
Date of committee meeting:14 May 2026 
Date for next review: May 2027 

 

— policy ends here — 
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Notes 

The Health and Safety Executive have extensive advice and guidance on homeworking, lone 
working, including guidance on the risks of lone working. 

Homeworking: www.hse.gov.uk/toolbox/workers/home.htm 

Lone working: www.hse.gov.uk/toolbox/workers/lone.htm 

Risks of lone working: www.hse.gov.uk/pubns/indg73.pdf 

Guidance 

Where there is text in [square brackets] this part may be updated or be deleted if not 
relevant. An alternative option may have been provided. 

Important notice 

This is an example of an employment policy designed for a small council adhering to 
statutory minimum requirements and does not constitute legal advice. As with all policies it 
should be consistent with your terms and conditions of employment. 

This document was commissioned by the National Association of Local Councils (NALC) in 
2019 for the purpose of its member councils and county associations. Every effort has been 
made to ensure that the contents of this document are correct at time of publication. NALC 
cannot accept responsibility for errors, omissions and changes to information subsequent to 
publication. 

This document has been written by Worknest HR – a company that provides HR advice and 
guidance to town and parish councils. Please contact them on 01403 240 205 for information 
about their services. 
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Purpose and scope 

This purpose of this policy is to set out the Council’s position on the provision of training and 
development opportunities for staff. It applies to all staff whether full or part time, temporary 
or fixed term. 

Identifying, Meeting and Evaluating Training and Development Needs 

Training and development needs will be identified from a variety of sources: 

• Induction and probationary periods 
• One-to-ones 
• Appraisal 
• Workforce planning 
• Team meetings 
• Annual plan 
• Change processes 

In addition, the council will encourage staff to identify their own learning styles and will seek 
to provide a wide variety of learning and training methods, including: 

• Attendance at conferences, seminars and short courses 
• Online training 
• Internal coaching 
• Shared in-house learning resources (books, journals, DVDs etc.) 
• In house training 
• Work shadowing 
• Time for self-directed research and learning 

Consideration 

A number of factors will be taken into account when assessing a request from an individual.  
This policy provides one element of the decision-making process. Other factors will include 
availability of finance and the individual's employment record. 

In order to ensure that the council is able to consistently evaluate requests, training and 
development opportunities have been organised into three categories according to the 
degree of importance each intervention has for different roles. 
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Categorising training and personal development 

The three categories are as follows: 

1. Mandatory  

Mandatory training is legally required for the post-holder, or a qualification deemed to be so 
fundamental to the role, that the council makes it a mandatory requirement.  Any mandatory 
training or qualifications are to be stated on the job description. They should also be stated 
in the contract for new starters, along with whom is responsible for the costs of the 
training/qualifications. For mandatory qualifications, it is unlikely that an applicant would be 
recruited without having previously attained the qualification. Where a qualification becomes 
mandatory for the role, the council will provide reasonable assistance for the employee to 
attain the qualification (see the section on Guidance for Support below). 

Some mandatory training may be specific to a particular job role whilst other training may be 
a generic requirement. Examples of mandatory training include: 

Generic training 

• Health and Safety (Personal Safety, Manual handling, Display Screen equipment) 
• [Food hygiene 
• Data Protection] 

 
2. Desirable  

Desirable training is not legally required for the post, but it is directly relevant to the 
individual's job. Any desirable training or qualifications are to be stated on the job 
description. 

For desirable qualifications or training, an individual may be recruited without having 
previously attained the qualification or undergone the training but may be expected to attain 
the qualification within a defined period of time. The need for training may also be identified 
through one-to-one meetings or annual appraisals. A desirable qualification is likely to 
enhance the skills and reputation of the council. Examples may include: 

Job specific 

• [Certificate in Local Council Administration (CiLCA) 
• Cemetery Legal Compliance 
• Microsoft Excel] 
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3. Optional 

An optional qualification or optional training may not be directly linked to the individual’s 
current job. Optional training or development is generally more beneficial to the individual’s 
career than it is for the council.   

Personal development aimed at developing the skills or knowledge of an individual in order 
to provide a successor for an existing job is deemed to be optional. However, depending on 
the circumstances, training for succession may be ‘desirable’.  

Job specific 

• [Community Governance 
• Town Planning Technical Support - Level 3 Diploma] 

Guidance for support  

Since 2020 new contracts need to refenced any training provided by the employer. It should 
also note if there is a requirement to gain a qualification within a stipulated amount of time, 
or where it is required that a qualification is maintained. If it is possible that the employment 
will be ended, if the qualification is not gained in the stipulated time, then the contract should 
state this. 

Support for qualifications, training and personal development can include [financial 
assistance towards the cost of tuition, examinations and resource materials in addition to 
half / day release and time off for study leave and taking the examination]. Any financial and 
non-financial support to training and development is entirely at the discretion of the council.    

[Any financial support in excess of [£xxx], including the offer of a loan, will always be 
conditional upon the employee’s agreement to either a full or partial repayment of the 
financial support provided.  The council reserves the right to reclaim financial support where 
the employee; 

• Leaves the council during the duration of the course, or up-to 1 year following 
completion of the course. 

• Fails to complete the training 
• Fails to attend training without good reason] 

Study leave 

Where individual requires study leave to undertake mandatory training, they will be able to 
take all the leave within normal working hours. 
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[Where individuals require study leave to undertake study which is not mandatory but part of 
the individual’s formal continuous professional development, the council will contribute up to 
50% of study leave time, to a maximum of 3 days per annum. 

Where individuals require study leave to undertake training which is not mandatory but part 
of the individual’s desire for career development, the council will contribute up to 3 days 
study leave per annum for courses which are directly related to the individual’s role. 

Time off for study leave must be approved in advance. To make a request the individual is 
asked to write to the Clerk (or Chairman of the Council), setting out the details of the course 
of study, how it relates to their work, and the time being requested.] 

No study leave will be granted where individuals undertake study which is not required for 
their role, or not directly related to their role. However, the Clerk (or Chairman of the Council) 
will consider requests for flexible working to allow the study to take place, as long as the 
needs of the council can be met. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: 14.5.2026 
Approving committee: Lake Parish Council 
Date of committee meeting: 14.5.2026 
Date for next review: May 2027 

— policy ends here — 
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