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2. Introduction 

Pegswood Parish Council believes its employees are its greatest asset and 

recognises its responsibility as an employer. It is committed to ensuring they are 

afforded appropriate protection, support and development throughout their 

employment as befitting a responsible employer; and will abide by all aspects of 

employment law now and in the future 

Its aim is to support and develop employees in their role so that they feel confident 

undertaking the responsibilities placed upon them and ultimately are able to 

contribute to the success of the Council. This handbook and corresponding policy 

documents form part of your contract of employment. You will have, as an employee 

of Pegswood Parish Council, received a contract of employment setting out specific 

terms and conditions of employment as they relate to your post. Some policies and 

procedures may not be mentioned as part of your contract but still form part of your 

conditions of employment 

These documents give an overview of the terms and conditions of your employment, 

and outlines what you can expect from the Parish Council as your employer. In 

return the Council asks you for a high degree of commitment, dedication and loyalty 

to help it achieve its aims and objectives. Pegswood Parish Council reserves the 

right to change its terms and conditions and employment policies from time to time. 

Should this be the case then due consultation and agreement arrangements will be 

followed and the handbook updated in due course 

I hope you find this a useful and informative guide during your employment. 

However, if you are unable to find the answer to your question here, please feel free 

to contact the Clerk or the Chairman who will be willing to help you find an answer 

for you 

Chairman of Pegswood Parish Council 
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3. Employee Code of Conduct Guide 

a. Introduction 
This guide should be applied starting from the principle that the public is entitled 

to expect the highest standards of conduct from all those who work in local 

government. The reputation of Pegswood Parish Council depends upon the 

behaviour of its representatives. 

By adopting the best practice outlined in this guide, you can be sure that no 

reasonable person can question your integrity or motives in connection with your 

work. 

 

b. General Standards 
You are expected to give the highest possible standard of service to the public 

and where it is part of your duties to provide advice to councillors and fellow 

employees with impartiality. You should bring to the attention of your manager, 

or the Chairman, any deficiency in the provision of service. 

 

You should report any matter relating to any suspicion of fraud or financial 

irregularity to the Clerk or the Chairman. In making such reports in good faith 

Pegswood Parish Council will ensure that you are protected from victimisation. 

  

You should regard yourself as an ambassador for Pegswood Parish Council and 

act in all situations in a way that will bring credit to yourself and your employer. 

 

c. Honesty and Loyalty  
Implicit in your contract of employment is the requirement to act with honesty, 

integrity and loyalty to your employer. If you act in a manner that you can no 

longer be trusted you will be at risk of losing your position within the Council. 

 

Generally speaking, you must not actively criticise or challenge the policies or 

decisions of the Parish Council in public. However, it is perfectly legitimate for 

you to use methods of protest that any other citizen can use such as letters of 

complaint and attendance at public meetings. You must not use “inside 

information” which is not available to the public at large. 

 

Implicit in your contract of employment is that the Parish Council as employer is 

expected to act in a similar manner. This is covered within the Dignity at Work 

Policy, Equality and Diversity Policy, Councillors Code of Conduct and the 

Council’s Grievance Procedures. 
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d. Personal Behaviour 
Your personal behaviour will influence the public’s opinion of Pegswood Parish 

Council if you can be identified as one of its employees. 

 

If you are suspected of being incapable of properly performing your official duties 

by reason of alcohol or drugs, you are liable to be the subject of disciplinary 

action, which may result in the loss of your employment. 

 

e. Courtesy and Co-operation 
You have the right to be treated with courtesy and understanding by your 

colleagues, the public and elected members and you should treat others the 

same way. 

 

You should support your colleagues in all legitimate endeavours at work. You 

have the right to the support of the Clerk and Parish Council with any difficulties 

you may have. 

 

f. Personal Appearance  
You should regard yourself as an ambassador for Pegswood Parish Council and 

dress accordingly. You must ensure that your clothing is appropriate for your 

duties. 

 

g. Relationships 
Elected Members – Mutual respect is essential to good management; but close 

personal relationships can undermine this and could prove embarrassing to other 

employees. Such situations should be avoided. You serve Pegswood Parish 

Council as a whole, so it follows that you must serve all councillors irrespective of 

political bias. You may be required to advise political groups, and must not 

compromise your political neutrality.   

 

Local Community – You should always remember that your responsibilities are 

to the community you serve and should ensure courteous, efficient and impartial 

service delivery to all groups and individuals. 

 

Contractors - All relationships of a business or private nature with external 

contractors should be made known to the Parish Council. Orders and contracts 

should be awarded on merit, by fair competition against other tenders where 

applicable and no special favour should be shown to businesses run by friends, 

family or partners. 
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You must not accept any personal gifts or inducements when awarding 

contracts. 

 

h. Outside Commitments and Personal Interests 
Your conditions of service may require you to obtain written consent to take any 

outside employment or engage in any other business whether paid or unpaid. 

 

You must not take up any paid or unpaid secondary employment which might 

conflict with your main employer, Pegswood Parish Council. You should seek 

advice from the Clerk if you have any concerns or queries with regard to a 

second employment. 

 

You must declare any non-financial and financial interests which could conflict 

with the interests of Pegswood Parish Council. 

 

i. Disclosure of Information 
It is generally accepted that open government is best. The law requires that 

certain types of information must be available to elected members, auditors, 

government departments and the general public. Certain types of information are 

confidential and you should seek permission from the Clerk if you are in doubt 

about whether it can be released or not. 

 

You must not supply information concerning the private affairs of any individual 

unless their consent has been obtained or unless such a disclosure is required 

by law or as a condition of a parish council insurance policy. 

 

You must not use any information obtained in the course of your employment for 

personal gain or benefit, nor should you pass it onto others who might use it in 

such a way. 

 

You must not disclose any information but maintain the confidentiality standards 

within the Data Protection Act 1998. This applies even after you have left the 

employment of Pegswood Parish Council. 

 

j. Improper Use of Position 
Good working relationships within the work group and the formation of social 

links are signs of a healthy organisation, and are actively encouraged. 

 

You should never use your position to attempt to persuade any member of staff 

to purchase any goods or services. 
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k. Improper Use Parish Council Property 
The general rule is that you must only use Pegswood Parish Council property at 

the workplace for work purposes. However, there are exceptions where work can 

be taken home or equipment can be loaned to enable official work to be done out 

on site or at home. 

 

You must not engage in any secondary employment or business on Pegswood 

Parish Council premises at any time; use property; store items or use any 

equipment of Pegswood Parish Council in connection with your secondary 

business or employment. 

  

Where equipment is made available to the public you may use it at the same 

charge as is made to the public. 

 

The use of the Council debit card is to be solely for official purchases only. 

 

Any vouchers or free gifts obtained through Pegswood Parish Council purchases 

are the property of the Parish Council. 

 

You should only accept hospitality if there is a genuine need to attend and you 

should be particularly sensitive and be satisfied that any purchasing decisions 

are not compromised. 

 

Gifts of significant value should not be accepted although the acceptance of 

token items, such as pens, diaries, chocolates etc. is considered insignificant.   

 

l. Corruption 
It is a serious criminal offence to receive any gift, loan, fee, reward or advantage 

for doing or not doing anything that shows favour or disfavour to any person, 

business or organisation in your official capacity. If an allegation is made, the 

law is such that the onus could be on you to demonstrate that such rewards 

have not been corruptly obtained.  

 

4. Absence through Illness 
Pegswood Parish Council is committed to promoting the health, safety and 

wellbeing of its staff through adopting measures that will minimise risk to health, 

safety and wellbeing and have procedures which ensure that, where sick 

absence occurs, it is managed in a consistent, supportive and effective way.  
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Staff should refer to their individual contracts of employment regarding 

notification of absence through illness, entitlement to payment and other 

conditions applicable during sick absence. 

  

5. Working Time and Holidays 
The Parish Council adheres to the Health and Safety Executive Working Time 

Regulations. Staff will find days and hours of work stipulated in their contract of 

employment along with flexi arrangements, requests for time off and holiday 

entitlement.  

 

6. Health and Safety Policy Statement 

a. Health and Safety at Work Act 1974 

This is the Health and Safety Policy Statement of Pegswood Parish Council 

Our statement of general policy is: 

• To provide adequate control of the health and safety risks arising 

from our work activities 

• To maintain safe and healthy working conditions 

• To review and revise the Health and Safety Policy as necessary at 

regular intervals 

 

b. Responsibilities 

The overall and final responsibility for Health and Safety is that of the Parish 

Clerk however, each employee must take responsibility for their own and their 

colleagues’ safety, by reporting any safety issues. 

c. Health and Safety Risks 

All risk assessments will be undertaken by the Parish Clerk and reviewed every 

12 months or when the work activity changes, whichever is the soonest 

 The Parish Clerk is responsible for identifying all substances which need a    

COSHH assessment and for undertaking such assessments.  

Staff will be provided with a full eye and eyesight test where they habitually use 

Display Screen Equipment (DSE) as a significant part of their daily work. If the 
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optometrist (or doctor) prescribe spectacles for the distance the screen is viewed 

at, the Parish Council will refund the cost of those spectacles. Should the ordinary 

prescription suffice for use of DSE, a refund will not apply.  

INFORMATION and INSTRUCTION 

The Health and Safety Law poster is displayed in all premises managed by 

Pegswood Parish Council. 

The Clerk is responsible for ensuring that all employees working at premises 

managed by Pegswood Parish Council are given induction training on Health and 

Safety matters. 

ACCIDENTS, FIRST AID AND WORK RELATED ILL HEALTH 

First Aid boxes are kept at all premises managed by Pegswood Parish Council. 

All accidents and cases of work related ill health are to be recorded in the accident 

book. The Clerk is responsible for reporting accidents, diseases and dangerous 

occurrences to the enforcing authority. 

MONITORING HEALTH AND SAFETY 

The Clerk has responsibility for undertaking Health and Safety inspections, 

investigation of accidents or near miss incidents to continually monitor working 

practices. 

7. Lone Working Policy 
Where the conditions of service delivery or its associated tasks require staff to work 

alone, both the individual staff member and Parish Council have a duty to assess 

and reduce the risks which lone working presents. They will factor the environment 

plus personal safety when dealing with members of the public and adopt safe 

working practices to minimise risks. Examples of such practices are: 

• If the environment or situation in which you are working alone makes you feel 

vulnerable or unsafe you have the right to ask to be accompanied or refuse to 

enter that place of work 

• Ensure you have a contact number in cases of emergency  

• Be aware of your surroundings and an exit strategy should a situation arise 

where you feel vulnerable or your safety is at risk 

The Parish Council will consider regular contact arrangements for extended periods 

of lone working. Staff will be issued with personal alarms. 
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8. Dignity at Work Policy 

All employees are entitled to: 

• a workplace free from bullying, intimidation, harassment or 
victimisation 

• be treated with dignity, respect and courtesy 

• experience no form of unlawful discrimination 

• be valued for their skills and abilities 

All staff are responsible for ensuring that they behave in an appropriate manner, 
showing respect for all those they work with or come into contact with. 

Inappropriate behaviour may be verbal or written, intentional or unintentional. 
Comments or actions made outside the standard workplace, such as on work related 
social events or via social media, that impact on work can be subject to disciplinary 
procedures. 

The Clerk has particular responsibility for setting standards and ensuring appropriate 
workplace behaviours are maintained. They should set a good example and ensure 
concerns raised are acted upon. 

All staff are responsible for appropriately challenging inappropriate behaviours and 
raising concerns with the relevant person (see grievance and disciplinary 
procedures). 

Support and advice is available for staff experiencing or witnessing bullying, 
harassment or discrimination. 

9. Training and Development Policy 
 

Pegswood Parish Council is committed to ensuring that all staff and volunteers have 

access to learning, development and training opportunities which enable them to be 

suitably knowledgeable and skilled to carry out their role within the organisation, and 

to develop their talents in any ways that fit with the organisation’s development to 

meet its objectives. 

The main aim is to:  

• ensure that employees and volunteers are supported and enabled to meet the 

changing demands of the organisation and its service users so that the organisation 

achieves its strategic objectives  
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• facilitate employee/volunteer development and/or personal development through 

assisting them to broaden, deepen and thereby further enhance their existing skill 

base. 

 • provide a working environment where continuous learning and development take 

place that help staff to gain more enjoyment from their roles, increase motivation and 

enhance staff retention 

Pegswood Parish Council is committed to ensuring equality of learning opportunity, 

hence no employee or volunteer will be excluded from learning on the grounds of 

gender (including gender reassignment), age, marital status, disability, racial 

grounds (race, colour, nationality – including citizenship - ethnic or national origin), 

sexual orientation, religion or belief, responsibility for dependants, trade union 

membership or employment status. Part time and fixed term employees will have 

equal access to learning and development opportunities appropriate to their post, 

and volunteers will be given access to relevant training. 

 

10. Equality and Diversity Policy 

Pegswood Parish Council is committed to encouraging equality and diversity among 
its workforce, and eliminating unlawful discrimination. 

The aim is for our workforce to be truly representative of all sections of society and 
our customers, and for each employee to feel respected and able to give their best.  

The organisation - in providing goods and/or services and/or facilities - is also 
committed against unlawful discrimination of customers or the public  
 
The policy’s purpose is to: 

• provide equality, fairness and respect for all in the recruitment process and 
when in our employment, whether temporary, part-time or full-time  

• not unlawfully discriminate because of the Equality Act 2010 protected 
characteristics of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race (including colour, nationality, and 
ethnic or national origin), religion or belief, sex (gender) and sexual orientation 

• oppose and avoid all forms of unlawful discrimination. This includes in pay 
and benefits, terms and conditions of employment, dealing with grievances 
and discipline, dismissal, redundancy, leave for parents, requests for flexible 
working, and selection for employment, promotion, training or other 
developmental opportunities  
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The organisation commits to:  

• encourage equality and diversity in the workplace as they are good practice 
and make business sense 

• create a working environment free of bullying, harassment, victimisation and 
unlawful discrimination, promoting dignity and respect for all, and where 
individual differences and the contributions of all staff are recognised and 
valued 

• This commitment includes training managers and all other employees about 
their rights and responsibilities under the equality policy. Responsibilities 
include staff conducting themselves to help the organisation provide equal 
opportunities in employment, and prevent bullying, harassment, victimisation 
and unlawful discrimination 

• All staff should understand they, as well as their employer, can be held liable 
for acts of bullying, harassment, victimisation and unlawful discrimination, in 
the course of their employment, against fellow employees, customers, 
suppliers and the public 

• take seriously complaints of bullying, harassment, victimisation and unlawful 
discrimination by fellow employees, customers, suppliers, visitors, the public 
and any others in the course of the organisation’s work activities 

 
Such acts will be dealt with as misconduct under the organisation’s grievance 
and/or disciplinary procedures, and any appropriate action will be taken. 
Particularly serious complaints could amount to gross misconduct and lead to 
dismissal without notice. 
 
Further, sexual harassment may amount to both an employment rights matter and 
a criminal matter, such as in sexual assault allegations. In addition, harassment 
under the Protection from Harassment Act 1997 – which is not limited to 
circumstances where harassment relates to a protected characteristic – is a 
criminal offence. 
 
Pegswood Parish Council commits to: 

 

• make opportunities for training, development and progress available to all 
staff, who will be helped and encouraged to develop their full potential, so 
their talents and resources can be fully utilised to maximise the efficiency of 
the organisation 

• decisions concerning staff being based on merit (apart from in any necessary 
and limited exemptions and exceptions allowed under the Equality Act) 
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• review employment practices and procedures when necessary to ensure 
fairness, and also update them and the policy to take account of changes in 
the law 

• monitor the make-up of the workforce regarding information such as age, 
gender, ethnic background, sexual orientation, religion or belief, and disability 
in encouraging equality and diversity, and in meeting the aims and 
commitments set out in the equality policy 

• Monitoring will also include assessing how the equality policy, and any 
supporting action plan, are working in practice, reviewing them annually, and 
considering and taking action to address any issues 

• To fully support any member of staff who is subject to bullying or harassment 
by whatever means at its disposal. 

 

Please refer to the grievance and disciplinary policies and procedures should you 

have a concern regarding any of the above. 

Use of the organisation’s grievance and/or disciplinary procedures does not affect an 

employee’s right to make a claim to an employment tribunal within three months of 

the alleged discrimination. 

 


