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1. POLICY STATEMENT  

1.1 The aims of this Disciplinary Procedure and its associated Disciplinary Rules 
are to set out the standards of conduct expected of all staff and to provide a 
framework within which managers can work with employees to maintain 
satisfactory standards of conduct and to encourage improvement where 
necessary. The standards of conduct expected of all employees are set out in 
the Disciplinary Rules which are appended to this procedure.  
1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and 
that steps are taken to establish the facts and to give employees the 
opportunity to respond before taking any formal action.  
1.3 This procedure does not form part of any employee's contract of 
employment and it may be amended at any time. We may also vary this 
procedure, including any time limits, as appropriate in any case.  

2. WHO IS COVERED BY THE PROCEDURE?  

The procedure applies to all employees regardless of length of service. It does 
not apply to agency workers or self-employed contractors.  

3. WHAT IS COVERED BY THE PROCEDURE?  

3.1 This procedure is used to deal with misconduct. It does not apply to cases 
involving genuine sickness absence, proposed redundancies or poor 
performance. In those cases reference should be made to the appropriate 
policy or procedure.  
3.2 Minor conduct issues can often be resolved informally between you and 
the Chairman. These discussions should be held in private and without undue 
delay whenever there is cause for concern. Where appropriate, a note of any 
such informal discussions may be placed on your personnel file but will be 
ignored for the purposes of any future capability hearings. In some cases an 
informal verbal warning may be given, which will not form part of your 
disciplinary records. Formal steps will be taken under this procedure if the 
matter is not resolved, or if informal discussion is not appropriate (for 
example, because of the seriousness of the allegation).  
3.3 You will not normally be dismissed for a first act of misconduct, unless we 
decide it amounts to gross misconduct or you have not yet completed your 
probationary period.  
3.4 If you have difficulty at any stage of the procedure because of a disability, 
you should discuss the situation with the Chairman as soon as possible. 
 
 
  



4. CONFIDENTIALITY  

4.1 Our aim is to deal with disciplinary matters sensitively and with due respect 
for the privacy of any individuals involved. All employees must treat as 
confidential any information communicated to them in connection with an 
investigation or disciplinary matter.  
4.2 You, and anyone accompanying you (including witnesses), must not make 
electronic recordings of any meetings or hearings conducted under this 
procedure.  
4.3 You will normally be told the names of any witnesses whose evidence is 
relevant to disciplinary proceedings against you, unless we believe that a 
witness's identity should remain confidential.  

5. INVESTIGATIONS  

5.1 The purpose of an investigation is for us to establish a fair and balanced 
view of the facts relating to any disciplinary allegations against you, before 
deciding whether to proceed with a disciplinary hearing. The amount of 
investigation required will depend on the nature of the allegations and will 
vary from case to case. It may involve interviewing and taking statements from 
you and any witnesses, and/or reviewing relevant documents. We will appoint 
the Chairman/Vice Chair or a Councillor to investigate and we will set out a 
provisional timetable for the investigation, which will be communicated to all 
parties. The investigation will be thorough, impartial and objective. We reserve 
the ability to appoint an independent third party to investigate the allegations 
made.  
5.2 Investigative interviews are solely for the purpose of fact-finding and no 
decision on disciplinary action will be taken until after a disciplinary hearing 
has been held.  
5.3 You do not normally have the right to bring a companion to an investigative 
interview. However, we may allow you to bring a companion if it helps you to 
overcome any disability, or any difficulty in understanding English. 
5.4 You must co-operate fully and promptly in any investigation. This will 
include informing us of the names of any relevant witnesses, disclosing any 
relevant documents to us and attending investigative interviews if required.  

6. CRIMINAL CHARGES  

6.1 Where your conduct is the subject of a criminal investigation, charge or 
conviction we will investigate the facts before deciding whether to take formal 
disciplinary action.  
6.2 We will not usually wait for the outcome of any prosecution before 
deciding what action, if any, to take. Where you are unable or have been 



advised not to attend a disciplinary hearing or say anything about a pending 
criminal matter, we may have to take a decision based on the available 
evidence.  
6.3 A criminal investigation, charge or conviction relating to conduct outside 
work may be treated as a disciplinary matter if we consider that it is relevant 
to your employment.  

7. SUSPENSION  

7.1 In some circumstances we may need to suspend you from work. The 
suspension will be for no longer than is necessary to investigate the allegations 
and we will confirm the arrangements to you in writing. While suspended you 
should not visit our premises or contact any of our clients, customers, 
suppliers, contractors or staff, unless you have been authorised to do so by 
Chairman/Vice Chairman.  
7.2 Suspension of this kind is not a disciplinary penalty and does not imply that 
any decision has already been made about the allegations. You will continue to 
receive your full basic salary and benefits during the period of suspension].  

8. NOTIFICATION OF A HEARING  

8.1 Following any investigation, if we consider there are grounds for 
disciplinary action, you will be required to attend a disciplinary hearing. We 
will inform you in writing of the allegations against you, the basis for those 
allegations, and what the likely range of consequences will be if we decide 
after the hearing that the allegations are true. We will also include the 
following where appropriate:  
(a)   a summary of relevant information gathered during the investigation;  
(b) a copy of any relevant documents which will be used at the disciplinary 
hearing; and  
(c) a copy of any relevant witness statements, except where a witness's 
identity is to be kept confidential, in which case we will give you as much 
information as possible while maintaining confidentiality.  
8.2 We will give you written notice of the date, time and place of the 
disciplinary hearing. The hearing will be held as soon as reasonably practicable, 
but you will be given a reasonable amount of time to prepare your case based 
on the information we have given you.  

9. THE RIGHT TO BE ACCOMPANIED  

9.1 You may bring a companion to any disciplinary hearing or appeal hearing 
under this procedure. The companion may be either a trade union 
representative or a colleague. You must tell Chairman/Vice Chairman who your 
chosen companion is, in good time before the hearing.  



9.2 A companion is allowed reasonable time off from duties without loss of pay 
but no-one is obliged to act as a companion if they do not wish to do so.  
9.3 If your choice of companion is unreasonable we may require you to choose 
someone else, for example:  
(a) if in our opinion your companion may have a conflict of interest or may 
prejudice the hearing; or  
(b) if your companion works at another site and someone reasonably suitable 
is available at the site at which you work; or  
(c) if your companion is unavailable at the time a hearing is scheduled and will 
not be available for more than five working days.  
9.4 We may, at our discretion, allow you to bring a companion who is not a 
colleague or union representative (for example, a member of your family) 
where this will help overcome a disability, or where you have difficulty 
understanding English.  

10. PROCEDURE AT DISCIPLINARY HEARINGS  

10.1 If you or your companion cannot attend the hearing you should inform us 
immediately and we will arrange an alternative time. You must make every 
effort to attend the hearing, and failure to attend without good reason may be 
treated as misconduct in itself. If you fail to attend without good reason, or are 
persistently unable to do so (for example for health reasons), we may have to 
take a decision based on the available evidence.  
10.2 The hearing will be chaired by the Chairman/Vice Chairman. You may 
bring a companion with you to the disciplinary hearing (see paragraph 9).  
10.3 At the disciplinary hearing we will go through the allegations against you 
and the evidence that has been gathered. You will be able to respond and 
present any evidence of your own. Your companion may make representations 
to us and ask questions, but should not answer questions on your behalf. You 
may confer privately with your companion at any time during the hearing.  
10.4 You may ask relevant witnesses to appear at the hearing, provided you 
give us sufficient advance notice to arrange their attendance. You will be given 
the opportunity to respond to any information given by a witness. However, 
you will not normally be permitted to cross-examine witnesses unless, in 
exceptional circumstances, we decide that a fair hearing could not be held 
otherwise.  
10.5 We may adjourn the disciplinary hearing if we need to carry out any 
further investigations such as re-interviewing witnesses in the light of any new 
points you have raised at the hearing. You will be given a reasonable 
opportunity to consider any new information obtained before the hearing is 
reconvened.  



10.6 We will inform you in writing of our decision and our reasons for it. Where 
possible we will also explain this information to you in person.  

11. DISCIPLINARY PENALTIES  

11.1 The usual penalties for misconduct are set out below. No penalty should 
be imposed without a hearing. We aim to treat all employees fairly and 
consistently, and a penalty imposed on another employee for similar 
misconduct will usually be taken into account but should not be treated as a 
precedent. Each case will be assessed on its own merits.  
11.2 Stage 1 - First written warning. It will usually be appropriate for a first act 
of misconduct where there are no other active written warnings on your 
disciplinary record.  
11.3 Stage 2 - Final written warning. It will usually be appropriate for:  
(a) misconduct where there is already an active written warning on your 
record; or  
(b) misconduct that we consider sufficiently serious to warrant a final written 
warning even though there are no other active warnings on your record.  
11.4 Stage 3 - Dismissal. It will usually only be appropriate for:  
(a) any misconduct during your probationary period;  
(b) further misconduct where there is an active final written warning on your 
record; or  
(c) any gross misconduct regardless of whether there are active warnings on 
your record. Gross misconduct will usually result in immediate dismissal 
without notice or payment in lieu of notice (summary dismissal). Examples of 
gross misconduct are set out in our Disciplinary Rules document.  
11.5 Alternatives to dismissal. In some cases we may at our discretion 
consider alternatives to dismissal. These will usually be accompanied by a final 
written warning. Examples include:  
(a) A period of suspension without pay.  
(b) Retake training as required. 
(f) Loss of future pay increment.  

12. THE EFFECT OF A WARNING  

12.1 Written warnings will set out the nature of the misconduct, the change in 
behaviour required, the period for which the warning will remain active, and 
the likely consequences of further misconduct in that active period.  
12.2 A first written warning will usually remain active for six months and a final 
written warning will usually remain active for 12 months. Your conduct may be 
reviewed at the end of a warning's active period and if it has not improved 
sufficiently we may decide to extend the active period.  



12.3 After the active period, the warning will remain permanently on your 
personnel file but will be disregarded in deciding the outcome of future 
disciplinary proceedings.  

13. APPEALS AGAINST DISCIPLINARY ACTION  

13.1 If you feel that disciplinary action taken against you is wrong or unjust you 
should appeal in writing, stating your full grounds of appeal, to the Chairman 
and or Vice Chair within one week of the date on which you were informed of 
the decision.  
13.2 If you are appealing against dismissal, the date on which dismissal takes 
effect will not be delayed pending the outcome of the appeal. However, if your 
appeal is successful you will be reinstated with no loss of continuity or pay.  
13.3 If you raise any new matters in your appeal, we may need to carry out 
further investigation. If any new information comes to light we will provide you 
with a summary including, where appropriate, copies of additional relevant 
documents and witness statements. You will have a reasonable opportunity to 
consider this information before the hearing, and you or your companion may 
comment on any new evidence arising during the appeal before any decision is 
taken.  
13.4 We will give you written notice of the date, time and place of the appeal 
hearing.  
13.5 The appeal hearing may be a complete re-hearing of the matter or it may 
be a review of the fairness of the original decision in the light of the procedure 
that was followed and any new information that may have come to light. This 
will be at our discretion depending on the circumstances of your case. In any 
event the appeal will be dealt with as impartially as possible.  
13.6 Where possible, the appeal hearing will be conducted impartially by 
Councillors forming an appeal committee who have not been previously 
involved in the case. You may bring a companion with you to the appeal 
hearing (see paragraph 9).  
13.7 We may adjourn the appeal hearing if we need to carry out any further 
investigations in the light of any new points you have raised at the hearing. You 
will be given a reasonable opportunity to consider any new information 
obtained before the hearing is reconvened.  
13.8 Following the appeal hearing we may:  
(a) confirm the original decision;  
(b) revoke the original decision; or  
(c) substitute a different penalty.  



13.9 We will inform you in writing of our final decision as soon as possible. 
Where possible we will also explain this to you in person. There will be no 
further right of appeal. 
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1. POLICY STATEMENT  

1.1 These Disciplinary Rules should be read in conjunction with our Disciplinary 
Procedure. The aim of the Disciplinary Rules and Disciplinary Procedure is to 
set out the standards of conduct expected of all staff and to provide a 
framework within which managers can work with staff to maintain those 
standards and encourage improvement where necessary.  
1.2 It is our policy to ensure that any disciplinary matter is dealt with fairly and 
in accordance with the Disciplinary Procedure.  
1.3 If you are in any doubt as to your responsibilities or the standards of 
conduct expected you should speak to your chairman or vice chair.  
1.4 These rules do not form part of any employee’s contract of employment 
and may be amended at any time.  

2. RULES OF CONDUCT  

2.1 While working for us you should at all times maintain professional and 
responsible standards of conduct. In particular you should:  
(a) observe the terms and conditions of your contract, particularly with regard 
to:  
(i) hours of work;  
(ii) confidentiality;  
(iii) Observe all our policies, procedures and regulations notified to you from 
time to time;  
(iiii) Take reasonable care in respect of the health and safety of colleagues and 
third parties and comply with our Health and Safety Policy;  
(v) Comply with all reasonable instructions given by Chairman or Vice Chair; 
and  
(vi) Act at all times in good faith and in our best interests and those of our 
staff.  
2.2 Failure to maintain satisfactory standards of conduct may result in action 
being taken under our Disciplinary Procedure.  

3. MISCONDUCT  

The following are examples of matters that will normally be regarded as 
misconduct and will be dealt with under our Disciplinary Procedure:  
(a) Minor breaches of our policies;  
(b) Minor breaches of your contract;  
(c) Damage to, or unauthorised use of, our property;  
(d) Poor timekeeping;  
(e) Time wasting;  
(f) Unauthorised absence from work;  



(g) Refusal to follow instructions;  
(h) Excessive use of our telephones for personal calls;  
(i) Excessive personal e-mail or internet usage;  
(j) Obscene language or other offensive behaviour;  
(k) Negligence in the performance of your duties; or  
(l) Smoking in no-smoking areas.  
This list is intended as a guide and is not exhaustive.  

4. GROSS MISCONDUCT  

4.1 Gross misconduct is a serious breach of contract and includes misconduct 
which, in our opinion, is likely to prejudice our business or reputation or 
irreparably damage the working relationship and trust between us. Gross 
misconduct will be dealt with under our Disciplinary Procedure and will 
normally lead to dismissal without notice or pay in lieu of notice (summary 
dismissal).  
4.2 The following are examples of matters that are normally regarded as gross 
misconduct:  
(a) Theft or fraud;  
(b) Physical violence or bullying;  
(c) Deliberate and serious damage to property;  
(d) Serious misuse of our property or name;  
(e) Deliberately accessing internet sites containing pornographic, offensive or 
obscene material;  
(f) Repeated or serious failure to obey instructions, or any other serious act of 
insubordination;  
(g) Unlawful discrimination or harassment;  
(h) Bringing the organisation into serious disrepute;  
(i) Being under the influence of alcohol, illegal drugs or other substances during 
working hours;  
(j) Causing loss, damage or injury through serious negligence;  
(k) Serious breach of health and safety rules;  
(l) Serious breach of confidence;  
(m) Accepting or offering a bribe or other secret payment;  
(o) Conviction for a criminal offence that in our opinion may affect our 
reputation or our relationships with our staff, customers or the public, or 
otherwise affects your suitability to continue to work for us;  
(p) Possession, use, supply or attempted supply of illegal drugs;  
(q) Serious neglect of duties, or a serious or deliberate breach of your contract 
or operating procedures;  
(r) Knowing breach of statutory rules affecting your work;  



(s) Unauthorised use, processing or disclosure of personal data contrary to our 
Data Protection Policy;  
(t) Harassment of, or discrimination against, employees, contractors, clients or 
members of the public, related to gender, marital or civil partner status, 
gender reassignment, race, colour, nationality, ethnic or national origin, 
disability, religion or belief or age;  
(u) Refusal to disclose any of the information required by your employment or 
any other information that may have a bearing on the performance of your 
duties;  
(v) Giving false information as to qualifications or entitlement to work 
(including immigration status) in order to gain employment or other benefits;  
(w) Knowingly taking parental, paternity or adoption leave when not eligible to 
do so or for a purpose other than supporting a child; 
(x) Making untrue allegations in bad faith against a colleague; 
This list is intended as a guide and is not exhaustive. 

HESSETT PARISH COUNCIL 

 
 

GRIEVANCE PROCEDURE 

CONTENTS  
CLAUSE  
1. Policy statement Page 2 
2. Who is covered by the procedure? Page 2 
3. Using this procedure Page 2 
4.Raising grievances informally Page 2 
5. Formal written grievances Page 3 
6. Investigations Page 3 
7. Right to be accompanied Page 3 & 4 
8. Grievance meetings Page 4 
9. Appeals Page 4 
 

 

 



1. POLICY STATEMENT  

1.1 It is our policy to ensure that all employees have access to a procedure to 
help deal with any grievances relating to their employment fairly and without 
unreasonable delay. We aim to investigate any formal grievance you raise, 
hold a meeting to discuss it with you, inform you in writing of the outcome, 
and give you a right of appeal if you are not satisfied.  
1.2 Issues that may cause grievances include:  
(a) terms and conditions of employment;  
(b) health and safety;  
(c) work relations;  
(d) bullying and harassment;  
(e) new working practices;  
(f) working environment;  
(g) organisational change; and  
(h) discrimination.  
1.3 This procedure does not form part of any employee's contract of 
employment. It may be amended at any time and we may depart from it 
depending on the circumstances of any case.  

2. WHO IS COVERED BY THE PROCEDURE?  

This procedure applies to all employees regardless of length of service.  

3. USING THIS PROCEDURE  

3.1 If you have difficulty at any stage of the Grievance Procedure because of a 
disability or because English is not your first language, you should discuss the 
situation with your Chairman or Vice Chair as soon as possible.  
3.2 This Grievance Procedure should not be used to complain about dismissal 
or disciplinary action. If you are dissatisfied with any disciplinary action, you 
should submit an appeal under the appropriate procedure.  
3.3 Written grievances will be placed on your personnel file along with a record 
of any decisions taken and any notes or other documents compiled during the 
grievance process. These will be processed in accordance with our Data 
Protection Policy.  

4. RAISING GRIEVANCES INFORMALLY  

Most grievances can be resolved quickly and informally through discussion 
with your Chairman or Vice Chair. If the complaint concerns him or her, then 
you should speak informally to another Member of the Council. If this does not 
resolve the issue, you should follow the formal procedure below.  
 



5. FORMAL WRITTEN GRIEVANCES  

5.1 If your grievance cannot be resolved informally you should put it in writing 
and submit it to the Chairman, indicating that it is a formal grievance. If the 
grievance concerns him or her, you may submit it instead to the Vice Chair.  
5.2 The written grievance should contain a brief description of the nature of 
your complaint, including any relevant facts, dates, and names of individuals 
involved. In some situations we may need to ask you to provide further 
information.  

6. INVESTIGATIONS  

6.1 In some cases it may be necessary for us to carry out an investigation into 
your grievance. The amount of any investigation required will depend on the 
nature of the allegations and will vary from case to case. It may involve 
interviewing and taking statements from you and any witnesses, and/or 
reviewing relevant documents. The investigation will be carried out by the 
Chairman or Vice Chair.  
6.2 You must co-operate fully and promptly in any investigation. This may 
include informing us of the names of any relevant witnesses, disclosing any 
relevant documents to us and attending interviews, as part of our 
investigation.  
6.3 We may initiate an investigation before holding a grievance meeting where 
we consider this appropriate. In other cases we may hold a grievance meeting 
before deciding what investigation (if any) to carry out. In those cases we will 
hold a further grievance meeting with you after our investigation and before 
we reach a decision.  

7. RIGHT TO BE ACCOMPANIED  

7.1 You may bring a companion to any grievance meeting or appeal meeting 
under this procedure. The companion may be either a trade union 
representative or a colleague. You must tell the person holding the grievance 
meeting who your chosen companion is, in good time before the meeting.  
7.2 At the meeting, your companion may make representations to us and ask 
questions, but should not answer questions on your behalf. You may confer 
privately with your companion at any time during the meeting.  
7.3 Acting as a companion is voluntary and your colleagues are under no 
obligation to do so. If they agree to do so they will be allowed reasonable time 
off from duties without loss of pay to act as a companion.  
7.4 If your choice of companion is unreasonable we may ask you to choose 
someone else, for example:  



(a) if in our opinion your companion may have a conflict of interest or may 
prejudice the meeting; or  
(b) if your companion works at another Parish Council or someone reasonably 
suitable is available at the Council at which you work; or  
(c) if your companion is unavailable at the time a meeting is scheduled and will 
not be available for more than five working days afterwards.  

8. GRIEVANCE MEETINGS  

8.1 We will arrange a grievance meeting, normally within 14 days of receiving 
your written grievance.  
8.2 You and your companion (if any) should make every effort to attend 
grievance meetings. If you or your companion cannot attend at the time 
specified, you should inform us immediately and we will try, within reason, to 
agree an alternative time within 5 working days.  
8.3 The purpose of a grievance meeting is to enable you to explain your 
grievance and how you think it should be resolved, and to assist us to reach a 
decision based on the available evidence and the representations you have 
made.  
8.4 After an initial grievance meeting we may carry out further investigations 
and hold further grievance meetings as we consider appropriate. Such 
meetings will be arranged without unreasonable delay.  
8.5 Your companion at a grievance meeting may make representations to us 
and ask questions, but should not answer questions on your behalf. You may 
confer privately with your companion at any time during the meeting.  
8.6 We will write to you, usually within one week of the final grievance 
meeting, to inform you of the outcome of your grievance and any further 
action that we intend to take to resolve the grievance. We will also remind you 
of your right of appeal. Where appropriate we may hold a meeting to give you 
this information in person.  

9. APPEALS  

9.1 If the grievance has not been resolved to your satisfaction you may appeal 
in writing to the Chairman, stating your full grounds of appeal, within one 
week of the date on which the decision was sent or given to you.  
9.2 We will hold an appeal meeting. This will be dealt with impartially by a 
panel of Councillors who have not previously been involved in the case 
(although they may ask anyone previously involved to be present). You have a 
right to bring a companion to the meeting (see paragraph 7).  
9.3 We will confirm our final decision in writing, usually within one week of the 

appeal hearing. This is the end of the procedure and there is no further appeal. 
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1. Introduction  
1.1. This policy sets out the general principles and approach that the Parish 
Council will follow in respect of Health and Safety legislation for premises and 
activities for which it is responsible.  

2. Scope of the policy  
2.1 The Parish Council aims to protect the health, safety and welfare of 
employees, contractors, residents and members of the public within its area, 
who may be affected by the Council’s activities.  

2.2. The Parish Council will ensure that any buildings and amenities belonging 
to the Council are properly managed by the Council and that the Council set up 
and monitor appropriate Health and Safety policies and procedures for the 
protection of the public.  

2.3. Councillors are required to take reasonable care of their own Health and 
Safety when carrying out duties on behalf of the Parish Council.  

3. Parish Staff (Clerk & R.F.O.)  
3.1 If staff work from home, he/she must ensure that he/she works in a safe 
working environment.  
3.2 This includes observing the legal recommendations for safe handling, the 
use of computer equipment, and workstation design.  

4. Contractors, Employees and Volunteer Workers.  

4.1. The Parish Council will ensure that any contractors or Volunteer Workers 
employed to carry out work on behalf of the Council have adequate and 
appropriate Public Liability insurance.  
4.2 Contractors and Volunteer Workers will report to the Clerk or any 
nominated Councillor any hazard or situation encountered during their work, 
which may affect members of the public.  
4.3 Employees, Contractors and Volunteers should:  
1. Seek advice on safety and health matters from the Clerk.  
2. Make proper use of protective clothing and safety equipment provided.  
3. Report immediately to the Clerk any defects in plant, structures, equipment 
or safety procedures which come to their notice.  
4. Report promptly to the Clerk any incidents which have led or might lead to 
injury or damage and co-operate with any investigation which might be 
undertaken with the object of preventing accidents or re-occurrence of 
incidents.  
4.4 Employees and volunteers are reminded that they have a duty to care for 
their own safety and that of other workers and other persons who might be 
affected by their activities and to co-operate with the Council so as to enable it 



to carry out its own responsibilities successfully. The final level of responsibility 
is, however, that of each and every individual.  
4.5 A copy of this statement will be issued to all Council employees and 
Councillors. It will be revised added to or modified from time to time.  

5. Roads and footpaths  
5.1 The Parish Council is responsible for monitoring the safety of roads and 
footpaths in its area, and will promptly report any hazards that are brought to 
its attention to the appropriate authorities for further action.  

6. Environment  
6.1 The Parish Council will ensure that, as far as possible, the Parish remains a 
safe and pleasant environment for its residents.  
6.2. The Parish Council will obtain specialist technical and Health and Safety 
advice for any projects or pieces of work that could affect the general public.  
6.3 The Council will ensure that any work activities carried out on its behalf do 
not unreasonably jeopardize the Health and Safety of the general public.  

7. Risk assessment  
7.1 The Parish Council will carry out a risk assessment of all its activities and 
review this annually.  
7.2 The Council will set up and monitor policies and procedures to reduce any 
risks that are identified.  

8. Council Safety Officer  
8.1 The Clerk, as the appointed Safety Officer will:  
* Assume the day to day responsibility of ensuring the safety policy is 
 reviewed, maintained, regularly reviewed and adhered to.  
* Ensure that regular risk assessments are carried out of working 
 practices, with subsequent consideration and review of any necessary 
 corrective/protective measures. Maintain a file of risk assessments, 
 summarised in the Minutes.  
* Make effective arrangements to ensure those contractors or voluntary 
 helpers working for the Council comply with all reasonable Health and 
 Safety at Work requirements. All contractors will be given a copy of the 
 Council’s Health & Safety at Work Policy.  
* Maintain a record of notified accidents.  
* When an accident or hazardous incident occurs, take immediate action 
 to prevent a recurrence or further accident and to complete the 
 necessary accident reporting procedure.  
* Act as the contact and liaison point for the Health and Safety  



 Inspectorate and obtain specialist technical advice and assistance on 
 matters of Health and Safety where necessary.  
9. Review of the policy  
9.1. This policy was adopted by the Parish Council in 2016 will be reviewed in 

2017 and annually thereafter 
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1. POLICY STATEMENT  

1.1 This Sickness Absence Policy sets out our procedures for reporting sickness 
absence and for the management of sickness absence in a fair and consistent 
way.  
1.2 Sickness absence can vary from short intermittent periods of ill-health to a 
continuous period of long-term absence and have a number of different causes 
(for example, injuries, recurring conditions, or a serious illness requiring 
lengthy treatment).  
1.3 We wish to ensure that the reasons for sickness absence are understood in 
each case and investigated where necessary. In addition, where needed and 
reasonably practicable, measures will be taken to assist those who have been 
absent by reason of sickness to return to work.  
1.4 This policy does not form part of any employee's contract of employment 
and it may be amended at any time. We may also vary the procedures set out 
in this policy, including any time limits, as appropriate in any case.  

2. WHO IS COVERED BY THE POLICY?  

This policy covers all employees of Hessett Parish Council.  

3. PERSONNEL RESPONSIBLE FOR THIS POLICY  

3.1 The Council has overall responsibility for the effective operation of this 
policy and for ensuring compliance with the relevant statutory framework. The 
Council has day-to-day responsibility for operating the policy and ensuring its 
maintenance and review.  
3.2 Councillors have a specific responsibility to ensure the fair application of 
this policy and all members of staff are responsible for supporting colleagues 
and ensuring its success.  

4. DISABILITIES  

4.1 We are aware that sickness absence may result from a disability. At each 
stage of the sickness absence meetings procedure (set out in paragraph 12 of 
this policy), particular consideration will be given to whether there are 
reasonable adjustments that could be made to the requirements of a job or 
other aspects of working arrangements that will provide support at work 
and/or assist a return to work.  
4.2 If you consider that you are affected by a disability or any medical 
condition which affects your ability to undertake your work, you should inform 
the Chairman. 
 
  



5. SICKNESS ABSENCE REPORTING PROCEDURE  

5.1 You should refer to your contract for details of our sickness absence 
reporting procedure.  
5.2 If you cannot attend work because you are ill you should normally 
telephone the Chairman as early as possible and no later than 60 minutes after 
the time when you are normally expected to start work. The following details 
should be provided:  
(a) The nature of your illness.  
(b) The expected length of your absence from work.  
(c) Contact details.  
(d) Any outstanding or urgent work that requires attention.  
5.3 Managers should ensure that:  
(a) Any sickness absence that is notified to them is recorded [and reported to 
the Chairman.  
(b) Arrangements are made, where necessary, to cover work and to inform 
colleagues and clients (while maintaining confidentiality).  
5.4 If you have reported in sick or have left work after being taken ill you 
should expect to be contacted by the Chairman who will want to enquire after 
your health and be advised, if possible, as to your expected return date.  
5.5 If you expect to be absent for more than seven consecutive days you must 
obtain a medical certificate from your GP covering the period of your absence 
and stating the reason(s) for your absence. This should be forwarded to the 
Chairman as soon as possible.  
5.6 If your absence continues, further medical certificates must be obtained 
and submitted to cover the whole period.  
5.7 In cases of suspected abuse or where there is a concern about the level of 
or reason for absence, you may be required to provide a medical certificate for 
each absence regardless of duration. In such circumstances, we will cover any 
costs incurred in obtaining such medical certificates, for absences of less than 
seven days, on production of a GP's invoice.  

6. UNAUTHORISED ABSENCE  

6.1 Cases of unauthorised absence will be dealt with under our Disciplinary 
Procedure.  
6.2 Absence that has not been notified will be treated as unauthorised 
absence.  
6.3 If you do not report for work and have not telephoned the Chairman to 
explain the reason for your absence, The Chairman will make every reasonable 
effort to contact you, by telephone and in writing. This should not be treated 
as a substitute for reporting sickness absence.  



7. SICK PAY  

7.1 You should refer to your contract for details of the sick pay to which you 
are entitled.  
7.2 If a period of sickness absence is or appears to be occasioned by actionable 
negligence, nuisance or breach of any statutory duty on the part of a third 
party, in respect of which damages are or may be recoverable, you must 
immediately notify the Chairman of that fact and of any claim, compromise, 
settlement or judgment made or awarded in connection with it and all relevant 
particulars that we may reasonably require. If we require you to do so, you 
must cooperate in any related legal proceedings and refund to us that part of 
any damages or compensation you recover that relates to lost earnings for the 
period of sickness absence as we may reasonably determine, less any costs you 
incurred in connection with the recovery of such damages or compensation, 
provided that the amount to be refunded to us shall not exceed the total 
amount we paid to you in respect of the period of sickness absence.  

8. KEEPING IN CONTACT DURING SICKNESS ABSENCE  

8.1 If you are absent on sick leave you should expect to be contacted from 
time to time by the Chairman in order to discuss your wellbeing, expected 
length of continued absence from work and any of your work that requires 
attention. Such contact is intended to provide reassurance and will be kept to a 
minimum in view of the needs of our business.  
8.2 In the event that you have any concerns while absent on sick leave, 
whether about the reason for your absence or your ability to return to work, 
you should feel free to contact the Chairman at any time.  

9. MEDICAL ADVICE  

9.1 We may, at any time in operating this policy, ask you to consent to a 
medical examination by a doctor nominated by us (at our expense).  
9.2 You will be asked to agree that any report produced in connection with any 
such examination may be disclosed to us and that we may discuss the contents 
of the report with our advisers and the relevant doctor.  

10. RETURN-TO-WORK INTERVIEWS  

10.1 If you have been absent on sick leave more than 28 days we will arrange 
for you to have a return-to-work interview with the Chairman or Vice Chair.  
10.2 A return-to-work interview gives us the opportunity to confirm that we 
have correctly recorded the reason for and number of days of your absence. It 
also gives you the opportunity to raise any concerns or questions you may 



have on your return to work, and to bring any matters that you consider 
relevant to the attention of [your line manager or Chairman].  

11. RETURNING TO WORK FROM LONG-TERM SICKNESS ABSENCE  

11.1 We are committed to helping employees return to work from long-term 
sickness absence. As part of our sickness absence meetings procedure (see 
paragraph 12), we will, where appropriate and possible, support returns to 
work by:  
(a) Obtaining medical advice;  
(b) Making reasonable adjustments to working practices and working hours;  
(d) Agreeing a return to work programme.  
11.2 If you are unable to return to work from long-term sickness absence, we 
will consider whether you are entitled to any benefits under your contract 
and/or any insurance schemes we operate.  

12. SICKNESS ABSENCE MEETINGS PROCEDURE  

12.1 We may apply this procedure whenever we consider it necessary, 
including, for example, if you:  
(a) Have been absent due to illness on a number of occasions;  
(b) Have discussed matters at a return to work interview that require 
investigation; and/or  
(c) Have been absent for more than 60 days.  
12.2 Unless it is impractical to do so, we will give you 7 working days written 
notice of the date, time and place of a sickness absence meeting. We will put 
any concerns about your sickness absence and the basis for those concerns in 
writing or otherwise advise why the meeting is being called. A reasonable 
opportunity for you to consider this information before a meeting will be 
provided.  
12.3 The meeting will be conducted by the Chairman or Vice Chair. You may 
bring a companion with you to the meeting (see paragraph 13).  
12.4 You must take all reasonable steps to attend a meeting. Failure to do so 
without good reason may be treated as misconduct. If you or your companion 
are unable to attend at the time specified you should immediately inform your 
Chairman who will seek to agree an alternative time.  
12.5 A meeting may be adjourned if the Chairman is awaiting receipt of 
information, needs to gather any further information or give consideration to 
matters discussed at a previous meeting. You will be given a reasonable 
opportunity to consider any new information obtained before the meeting is 
reconvened.  
12.6 Confirmation of any decision made at a meeting, the reasons for it, and of 
the right of appeal will be given to you in writing within 7 days of a sickness 



absence meeting (unless this time scale is not practicable, in which case it will 
be provided as soon as is practicable).  
12.7 If, at any time, your Chairman considers that you have taken or are taking 
sickness absence when you are not unwell, they may refer matters to be dealt 
with under our Disciplinary Procedure.  

13. RIGHT TO BE ACCOMPANIED AT MEETINGS  

13.1 You may bring a companion to any meeting or appeal meeting under this 
procedure.  
13.2 Your companion may be either a trade union representative or a fellow 
employee. Their identity must be confirmed to the manager conducting the 
meeting, in good time before it takes place.  
13.3 Employees are allowed reasonable time off from duties without loss of 
pay to act as a companion. However, they are not obliged to act as a 
companion and may decline a request if they so wish.  
13.4 Some companions may not be allowed: for example, anyone who may 
have a conflict of interest, or whose presence may prejudice a meeting. 
Companions should not normally work at another site, unless no-one 
reasonably suitable is available at the site at which you work.  
13.5 We may at our discretion, permit a companion who is not an employee or 
union representative (for example, a family member) where this will help 
overcome particular difficulties caused by a disability, or difficulty 
understanding English.  
13.6 A companion may make representations, ask questions, and sum up your 
position, but will not be allowed to answer questions on your behalf. You may 
confer privately with your companion at any time during a meeting.  

14. STAGE 1: FIRST SICKNESS ABSENCE MEETING  

14.1 The purposes of a first sickness absence meeting may include:  
(a) Discussing the reasons for absence.  
(b) Where you are on long-term sickness absence, determining how long the 
absence is likely to last.  
(c) Where you have been absent on a number of occasions, determining the 
likelihood of further absences.  
(d) Considering whether medical advice is required.  
(e) Considering what, if any, measures might improve your health and/or 
attendance.  
(f) Agreeing a way forward, action that will be taken and a time-scale for 
review and/or a further meeting under the sickness absence procedure.  
 
 



15. STAGE 2: FURTHER SICKNESS ABSENCE MEETING(S)  

15.1 Depending on the matters discussed at the first stage of the sickness 
absence procedure, a further meeting or meetings may be necessary.  
15.2 The purposes of further meeting(s) may include:  
(a) Discussing the reasons for and impact of your ongoing absence(s).  
(b) Where you are on long-term sickness absence, discussing how long your 
absence is likely to last.  
(c) Where you have been absent on a number of occasions, discussing the 
likelihood of further absences.  
(d) If it has not been obtained, considering whether medical advice is required. 
If it has been obtained, considering the advice that has been given and 
whether further advice is required.  
(e) Considering your ability to return to/remain in your job in view both of your 
capabilities and our business needs and any adjustments that can reasonably 
be made to your job to enable you to do so.  
(f) Considering possible redeployment opportunities and whether any 
adjustments can reasonably be made to assist in redeploying you.  
(g) Where you are able to return from long-term sick leave, whether to your 
job or a redeployed job, agreeing a return to work programme.  
(h) If it is considered that you are unlikely to be able to return to work from 
long-term absence, whether there are any benefits for which you should be 
considered.  
(i) Agreeing a way forward, action that will be taken and a time-scale for 
review and/or a further meeting(s). This may, depending on steps we have 
already taken, include warning you that you are at risk of dismissal.  

16. STAGE 3: FINAL SICKNESS ABSENCE MEETING  

16.1 Where you have been warned that you are at risk of dismissal, we may 
invite you to a meeting under the third stage of the sickness absence 
procedure.  
16.2 The purposes of the meeting will be:  
(a) To review the meetings that have taken place and matters discussed with 
you.  
(b) Where you remain on long-term sickness absence to consider whether 
there have been any changes since the last meeting under stage two of the 
procedure; either as regards your possible return to work or opportunities for 
return or redeployment.  
(c) To consider any further matters that you wish to raise.  
(d) To consider whether there is a reasonable likelihood of you returning to 
work or achieving the desired level of attendance in a reasonable time.  



(e) To consider the possible termination of your employment.  
16.3 Termination will normally be with full notice or payment in lieu of notice.  

17. APPEALS  

17.1 You may appeal against the outcome of any stage of this procedure and 
you may bring a companion to an appeal meeting (see paragraph 13).  
17.2 An appeal should be made in writing, stating the full grounds of appeal, to 
the Chairman within 14 of days of the date on which the decision was sent to 
you.  
17.3 Unless it is not practicable, you will be given written notice of an appeal 
meeting within one week of the meeting. In cases of dismissal the appeal will 
be held as soon as possible. Any new matters raised in an appeal may delay an 
appeal meeting if further investigation is required.  
17.4 You will be provided with written details of any new information which 
comes to light before an appeal meeting. You will also be given a reasonable 
opportunity to consider this information before the meeting.  
17.5 Where practicable, an appeal meeting will be conducted by a group of 
Councillors formed to hear the appeal.  
17.6 Depending on the grounds of appeal, an appeal meeting may be a 
complete rehearing of the matter or a review of the original decision.  
17.7 Following an appeal the original decision may be confirmed, revoked or 
replaced with a different decision. The final decision will be confirmed in 
writing, if possible within 7 of days of the appeal meeting. There will be no 
further right of appeal.  
17.8 The date that any dismissal takes effect will not be delayed pending the 

outcome of an appeal. However, if the appeal is successful, the decision to 

dismiss will be revoked with no loss of continuity or pay. 
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TRAVEL & EXPENSES POLICY 

 
It is the aim of Hessett Parish Council that no member will be financially 
disadvantaged when representing Hessett Parish Council. Hessett Parish 
Council will make reimbursement for all or some of the expenses the Clerk, 
Chairman or Councillors may meet on its behalf when incurred in performing 
the duties required of the Council.  
No expenses will be paid for attendance at any meeting of Hessett Parish 
Council or any work within the Parish.  
 
1. Chairman & Councillor Expenses  
The Chairman and Councillors will be able to claim the following expenses:  

 Travelling and associated travel expenses on journeys on council 
business to include mileage at current HMRC rates and parking. Where 
possible, attempts will be made to minimize expenses by sharing 
transportation.  

 Subsistence which may include overnight accommodation and meals 
incurred in the performance of Council business provided that expenses 
have been receipted and approved by the Council.  

 Items purchased specifically at the direction of the Council. Claims shall 
be made on the appropriate forms available from the R.F.O. Members 
shall endeavour to obtain a VAT receipt in the name of the Council and 
pass this on to the R.F.O.  

  Stamps and stationery when agreed with the Parish Council and R.F.O. 
before purchase. 

 
All claims should be made on the appropriate forms available from the R.F.O. 
and be accompanied by receipts, if appropriate.  
 
 
 
 



2. Clerk’s Expenses  
I. The Clerk will be able to claim the following expenses:  
 
 •     Travelling and associated travel expenses on journeys on council  
         business to include mileage at current HMRC rates and parking  
 •      Subsistence which may include overnight accommodation and  
                   meals incurred in the performance of Council business provided that 
                   expenses have been receipted and approved by the Council.  
ii.  Stamps and stationery and other office consumables  

iii.  Items purchased specifically at the direction of the Council.  

iv.  Other expenses - documentary evidence will be required for such items 
 spent on Council-related costs.  
 
 All claims shall be made on the appropriate forms supplied by the R.F.O. 

 The Clerk shall endeavour to obtain a VAT receipt in the name of the Council 

and pass this on to the R.F.O. 

 


