Appendix 2

Part 4(5)
SECTION 4 — OFFICERS’ CODE OF CONDUCT
1. EMPLOYER AND EMPLOYEE RESPONSIBILITIES
Part 1 - Introduction
1.1 This code is designed to help all employees understand the working
relationship between themselves, their line managers, colleagues, councillors
members-of-the-council-and above all members of the public to whom we

deliver a service.

1.2 Itis intended to be a short reference gurde :Fer—sta# Ieutwrth with greater detail on

areas bernq avarlable Wrthrn the Human Resources (HR) Paqes

111.3 The code does not apply to school employed staff, but in all other areas of
the Council’s operation it does aim to give a consistency of approach.

1.4 The Council is publicly accountable and frequently worksiag in partnership
with other organisations, both in the public and private sector. It is therefore
vital that all staff conduct themselves in an exemplary manner in all aspects
of their work and show no bias whatever their personal views may be.

1.5 This code sets out some of the areas where issues can arise. The code is
designed to protect staffyeu, but where it is brokenyeu-break-it, weThe Council
may take disciplinary action resulting in dismissal and in some cases may even

refer the matter to the police for prosecution.yetHesingyourieb-and-potentially

1.6 There are 3 key points for members of staff to remember in all that they do:te

e Ensure yoeurtheir conduct is never influenced by personal gain

e Ensure yourtheir conduct could not give anyone reason to question yeurtheir
motives

e Ensure yeurtheir conduct is in line with_the Council’s eur policies

1.7 Any queries about any of the areas covered in thrs code should be rarsed with vour




line manager.
2. Part 2 - What the County Council Expects of its Employees
2.1 Standards of Service

2.1.1 You must provide the highest standards of service at all times. You
must_treat the public, councillors and colleagues fairly, efficiently, politely and_in
line with our policies. You must not allow your personal or political opinions to
interfere with your work.

2.1.2 You must use Council resources edr-eguipmentand-money-

responsibly, and always give value for money. If you know of someone
who is not maintaining these standards or has not followed the code, you
must report this to your superviseror line -manager.

2.1.3 All members of the public have the right to be treated equally
by you and should not be discriminated against on the grounds of race;
gender—disability,—age—or—any—otherfacter—age, disability, gender
reassignment, pregnancy, maternity, race, religion or belief, sex, sexual
orientation, marital/civil_partnership status. You have a responsibility to
ensure that the council’s equal opportunities policies are adhered to in all

your work activities-ahd-that-diversity-is-recoghised.

2.2 Personal Interests

2.2.1 _You must declare te-the-manager-of-yourdirectorate-any interest which you

have which could conflict with the Council’s eur interests or affect your
judgement as our employee. Such interests may be financial, business
related, ownership of property, family interests, membership of external
bodies or any other factor that could be construed as a personal interest.

2.2.2 The Staff Register of Interests is held within Your HR. For those without
access to Your HR it will be necessary to complete.

22-12.2.3 _Theis register is_subject to rigorous review by Risk and Assurance
Services (Audit). You will be asked on a regular basis to confirm that your
entry on the reqister is _correct. held-centrally—within—the—county-human
resetrec—sopdec—anc o subiost fo reorons coadowy b onclit Fajlure to

disclose sueh an interest could result in disciplinary action being taken
against you.

2.3 Relationships

2.3.1 Your personal relationships with councillors, colleagues and members
of the public and other organisations must not lead to any suspicion that could affect
your work.

2.3.2 You should not be involved in the recruitment, promotion, pay, benefits,
training or discipline of anyone who is a relation, partner, —or with whom you
otherwise have a close personal relationship outside of work. If the situation is
unavoidable, you should declare such an interest to your line manager and ensure
that you are seen to be fair.

2.3.3 All officers of the Ceouncil are required to be politically neutral while at
work. Very senior offlcers or those that reqularlv brief counC|IIors are polltlcallv
restricted”sa
pests}apeupelmeatlwtestﬁeted in that they may not part|C|pate in any formal polltlcal
activity. Do remember that the controlling political group may change during the
eeurse-ef-your employment, and it is important that you show no bias or personal
preference, whatever your personal beliefs may be.




2.4 Commitments Outside Work

' . . f 4 " . / I i

2.4.1 In accordance with your Terms of Employment, you must seek the permission of

the County Council if you wish to engage in any other business or take up any
additional appointment. This in practice will mean obtaining the permission of
your line manager.

2.4.2 Such permission will not be unreasonably withheld, but due regard must be
given as to whether the combined Working Hours of the jobs will reqularly exceed a
combined total of 48 hours per week. Ifthatis likely to be the case, then your line manager
will be justified in ensuring that the County Council’s employment receives priority by
refusing or withdrawing such permission.

2.4.3 In_any case, you must not be involved in any outside activity or work that
could cause a conflict of interests with your responsibilities to the Council, or which
makes use of knowledge or information which you have access to because of your
position. If you are in any doubt at all, you should not engage in any such activity before
first seeking the express permission of your line manager.

2.4.4 You must not undertake private work of any sort in Council premises or by
using Council equipment or materials. Any product or material which you design in the
course of your employment remains as Council property, with the Council automatically
having a claim to copyright over it.

2.4.5 If yvou are asked to take part in voluntary activity or offered a role in a
voluntary organisation, it is important that you first clarify the role expected of you and
whether you are expected to act in your own right or as the voice of the Council.

2.4.6 Liability can arise from formal membership of external organisations, and you
should seek further advice from your line manager if you have reason to believe that any
liability may arise.




2.4.7 In any event, you should not accept any appointment, be it on a school
governing body or with any other public organisation without the express permission of
your line manager.

2.4.8 Apart from the above, your off-duty hours are not the Council’'s concern
unless by your activities you bring the reputation of the Council into disrepute. You
must never put yourself in a position where your duty and private interests’ conflict,
or where public confidence would be weakened.

25 Proper Use of County Council Resources

Itiong’ i f bt t

«2.5.1 The Council is responsible for the efficient use of the public resources it

holds. That includes financial resources, equipment, information and data created, used
and stored in the course of conducting council business, and the staff who work for the
Council. There are legal requirements in place concerning the use of resources.

2.5.1 You should ensure that you comply with all legal requirements and
standards. Your line manager can tell you more about what documents are relevant to
you and your role.

Examples include:
* _Information Framework
* Scheme of Delegation
* _Contract Standing Orders
* _Financial Reqgulations
* Cost Centre Management — statement of Roles and Responsibilities
* Service Managers — Roles, Responsibilities and Accountabilities
»  Counter Fraud, Bribery and Corruption Framework

2.6 Improper Use of EQuipment and Information

2.6.1 You must respect the confidentiality of the information to which
you have access at work_and work within the bounds of Data Protection
legislation.- This includes respecting the interests of your colleagues,
suppliers and partner organisations and of the general public who you
serve. If you do not, you may lose your job.

2.6.2 You must not use any information to which you have access at
work for personal gain or pass it on to others who might use it in this way.

2.6.3 You should not tell anyone outside the council what goes on at
council meetings held in private or the contents of any confidential council
document.

2.6.4 You must not give confidential information about our clients to
anyone who does not need to know it unless it is required they-need-t to help
the client or prevent serious harm to the client or others. If possible, you




2.7

should get the client's permission before giving information about them to
others.

2.6.5 You must not access personal information _you are not
authorised to including accessing databases to look up information about/on
behalf of a friend/family member. This will be treated as a data breach and
may also lead to disciplinary action being taken.

Accepting Gifts and Hospitality

2.7.1 Your conduct should never lead anyone to question your
interests. So, you must be careful not to show by your behaviour that you
may be influenced by any Ggifts or Hhospitality. This is important both to
main the Council’s reputation and because-of-ourreputation-and-because

you could be prosecuted.

2.7.2 It is a criminal offence to demand or accept a gift or reward in
return for allowing yourself to be influenced as a local government
employee. If you are accused of this offence, you will have to prove that
you did not favour or discriminate against anyone.

2.7.3 You should not accept gifts unless they are small gestures or
adverts such as calendars or diaries. Full Guidance on what can be

accepted is included here Htweould-notbeproperforyouto-do-sorevenitthe
gifts-are-netintended-te-influenee-you-

2.7.4 Think carefully before offering or accepting hospitality. Consider
how it could affect your relationship with the other person and how it might
be viewed by councillors, the public and other employees _and whether you
could justify it as being in the public interest.-

2.7.5 Any gift or invitation for hospitality should be recorded in the
corporate Gifts and Hospitality Record which can be accessed via Your HR.
Line managers can print off a record form for any staff who are not on Your
HR and a separate process exists for its approval and recording > Gifts
Manual Recording

2.7.6 Any refusal of hospitality should also be recorded in the
corporate Gifts and Hospitality Record.

2.7.7 Other offerings may be more disguised. Avoid any arrangement
where goods or services are offered to you free of charge or below the market
price and which could be seen as a means of gaining our approval. It is



especially important that all offers of gifts and hospitality are courteously
refused where they come from a potential supplier who is currently engaged
in the tendering/contract process.

2.7.8 You must not take personal advantage of any discount
arrangements we have with our suppliers unless we have made special
arrangements for all our employees. You should not accept any offers to
benefit personally from those arrangements that may have been made as
result of your position.

2.7.9 There are also occasions when as an officer of the council you
wish to offer hospitality. Such offers should follow the same sensible rules in
considering the perceptions of the general public, especially where that
hospitality includes other employees of the Ceouncil, e.g. small celebrations
of success for team achievement.

2.7.10 Where council hospitality is extended to employees of the
Ceouncil, it should not normally be further extended to the partners of such
employees However there may be occasmns where—theinclusion—of

sﬂatega:—d#eeter—sheeld—be—ebt&med—@eea&ens—such as long service

awards or other appreciations of service, where partners are invited to share
the celebrations are a good example of exceptions to this rule. If in doubt,

always speak to your line manager.where—hospitality—can—be—further
eendeds

2.8 Service Usuers — Gifts and Legacies

2.8.1 You should always avoid the acceptance of personal gifts from service users.

2.8.2  You should never, under any circumstances, accept valuables belonging to a
service user or monetary qgifts.

2.8.3  Where unavoidable, any qift that is given to you must be declared as soon as is
reasonably practicable and details recorded in the Gifts and Hospitality Register
including the date that the qgift was given and its approximate monetary value.

2.8.4 You should never become involved with the making of service users' wills or with
soliciting any form of bequest or legacy from a service user. You should never
agree to act as a withess or executor of a service user's will, nor become
involved in any way with any other legal document.

2.8.5 If a service user does need help with making a will then you should refer them
to an impartial or independent source of legal advice, such as the local Citizens
Advice Bureau which will hold lists of local solicitors.

2.8.6 If you are left a legacy, you must declare it to your line manager. If the legacy is
over £50 then it must be approved by your Director before it can be accepted.

2.8.7 Failure to declare a qift, the accepting of a gift, the involvement in a will or
attempting to solicit money or items through a service user's will or legacy will
be considered a disciplinary offence.

2.8.8 You should never borrow money from, lend money to, sell or dispose of goods

belonging to service users




2:82.9 Relations with Contractors or Suppliers

2.9.1 You must award contracts or orders on merit and in line with earCouncil
procedures. Tell your manager about any relationship you have with a contractor
or supplier with whom you are also involved at work.

2.9.2 _You must not try to influence the awarding of contracts or orders to any
contractor orsupplier. Equally you must not favour current or past employees or
their partners, close relatives or associates when undertaking business with the

companies for which they work.awarding-contracts-or-erders-to-businessesfor-which-
they-work:

2.9.3  Hyou-are-employedin-a-contractororclientunit—yYou must be fair when

dealing with all customers, suppliers, other contractors and sub-contractors.

sorblnompeelovont conpbrnet savrrdline sroenes, If you, or you and your

colleagues are considering any alternative form of service delivery, a
management buy-out, staff mutual, social enterprise activity etc you should
tell your line manager and Director immediately. You must not then take part
in any relevant contract awarding process

2:92.10 Sponsorship

2.10.1 If an outside organisation wants to sponsor one of our activities, follow the
rules about accepting gifts and hospitality set out above. Be particularly
careful when dealing with contractors or possible contractors.

2.10.2 If the Council we provides support to the community or an organisation,
make sure that there is no conflict of interest involved. For instance, ¥you
must nevernet try to influence anry sponsorship decision in favour_of a
specific venture that you, your partner or any other relative or close friend
are involved in, no matter how worthy the cause.-ef-yoursel,-yourparthers
orany-otherrelative:

22402.11  Procurement and Partnership Arrangements

2.11.1 Many of the council’s objectives are delivered by developing partnership
arrangements with one or more organisations. These organisations may be
other public sector organisations, private sector companies, voluntary
organisations or community groups.

2.11.2 Itis important that were you to participate in such a group, you are clear as
to the authority invested in you by the council and other partner
organisations.

should always check Wlth your line manager as to the extent of your



participation._And as usual show no bias and ensure that all decisions are
based on achieving best value for the Council.

2.12 Disclosure and Barring Services Checks

2.12.1 Everyone who works for Warwickshire County Council, both
employees and volunteers, may be required to undertake a Disclosure
and Barring Service (DBS) check (formerly Criminal Records Bureau
(CRB) check) due to the nature of the work they do.

2.12.2 If your job requires a DBS check, then it will be stated in your job
description. If relevant, a DBS check will be made both before you take
up your post and on a regular basis thereafter

2.13 Declaration of Criminal Convictions

2.13.1 You are required to inform your line manager if you are ever
cautioned, charged with, or convicted of a criminal offence. Please
note this includes all motoring offences other than those dealt with by
fixed penalty notices.

2.13.2 Your line manager will be required to carry out an assessment in
conjunction with an HR Advisor to see whether any action, including formal
disciplinary action, should be considered in the light of the changed
circumstances.

PART 3 — USING INFORMATION TECHNOLOGY

Computers are an important part of most employees’ duties_and-—Yeu must

be used in line with Council practice and the law.use-the-equipmentin-tine

with—eur—practice—and—the—taw: This includes the Data Protection Act
20181984, DataProtection-Act-1998; the Computer Misuse Act 1990 and

the Copyright, Designs and Patent Act 1988._You must not use or introduce
unapproved software in any circumstances.

A breach of any of the requirements in this section may lead to disciplinary
action.

3.1 USING INFORMTION TECHNOLOGY = THE LAW

3.1.1 General Data Protection Regulation/Data Protection Act 2018

Data Protection law covers information which relates to a living person. Data
Protection legislation gives people certain rights and gives us (and you as our
employee) responsibilities for personal information. These responsibilities relate
to:

= Obtaining, storing, using, transmitting personal and special cateqgory




3.1.2

information lawfully and fairly

= Publishing Privacy Notices for staff and the public on how the Council uses
personal information

= Processing personal information in _a way which reinforces and
respects individuals’ information rights

= Registering new uses of the information

= Making sure there are enough details but not too many, and that details are
accurate, up to date and not kept for longer than necessary

= Allowing people whose details we hold access to their files and the right to

= Correct or delete incorrect information: and

= Security measures to protect personal information

The legislation not only provides for data held on computer systems, but also
that which is held on “relevant filing systems’. Such systems are where systems
are structured by reference to individuals or criteria relating to individuals. As
such, a manual personnel filing system will be included by the Act, but a
collection of names for the purposes of identifying who has attended a particular
training course will not.

Both you and the Council can be prosecuted if this law is broken, so if you
suspect there is a problem, or you need advice please consult your line
manager or your Data Protection Officer. Further advice can also be found here
> Data Protection Act

Computer Misuse Act 19909

The Computer Misuse Act_1990 introduces penalties for using
computers without permission. If you have a right to use a computer
and the information on it, and you use both only for their intended
purposes, you are unlikely to have any problems. However, if you use
someone else’s security ID and password to gain access to a
computer, you will be breaking the law. Even Sswitching onir a
computer when you know you should not be using it could be an offence.

3.1.3 Copyright, Designs and Patents Act 1988

The Copyright, Designs and Patents Act 1988 makes it an offence to copy
computer programmes_(software) and other literature without proper
approval from the owner of the copyright. The penalties for breaching
copyright requlations can be severe for both Council and employee.

3.2 USING INFORMATION TECHNOLOGY = COUNCIL PRACTICE

3.2.1

Computer Viruses

Computer viruses are commonly a set of computer instructions hidden in a
programme which can corrupt and damage computer files and disks.

If you knowingly introduce any virus, or associated/similar threats, you are
committing a criminal act under the Computer Misuse Act 1990.




3.2.2

You must adhere to the Council’s Malicious Code Policy and procedures on
virus protection.

Password Protection

You must not disable any password protection that has been applied to Council
computers, mobile telephones or other IT devices.

Password protection is applied both to limit the value of the item if it is lost or
stolen, and to prevent unauthorised access to our systems and information.

Passwords must conform in structure with the corporate Password Guidance and
must not be shared or disclosed




. ) : i | activiti it o cl
Staff may make the occasional personal telephone call whilst at work, but such
calls should be limited to urgent calls only.

The Council’'s E-mail, Internet and Social Media Policy allows the occasional and
reasonable personal use of e-mail and the internet provided that:

* |t does not interfere with the performance of the employee’s duties

* |t does not incur additional costs for the Council nor interfere with the running of
its business.

« |t is not used to access, retain or distribute material of an illegal, sexual or
offensive nature.

* |t is not used in connection with any private commercial business or any other
activity, which conflicts with the interests of the Council.

|t is not used in a way which breaches the Council’s misconduct,
equal opportunities or bullying and harassment policies.

« It does not bring the Council into disrepute.

The Council expects you to recognise that the telephone, computer, e-mail and
internet facilities are provided for business use. As stated, occasional personal
use is acceptable, but activities such as playing games, watching television or
movies, social networking, making and/or receiving excessive personal calls or
emails during working time are not.

What constitutes reasonable and occasional personal use will depend on the
context in which use takes place. However, you should always bear in mind that
detailed records of telephone and computer usage are available to line managers
and can provide compelling evidence when the misuse of facilities is suspected.

3.2.4 Use of Personal Portable Devices

The same guidance applies to the excessive use of personal portable devices,
(Microsoft Surface Pros, mobile phones etc) for non-work purposes during
working time, as to using the Council’s equipment.

Users of WCC portable devices, for example, a Microsoft Surface Pro are
expected to take appropriate and sensible precautions with regard to the physical
security and handling of the device as well as the security of its data. Any damage
to or loss of the device and /or associated equipment must be reported to the
IT Help Desk and your line manager as soon as practically possible.

Device repairs and replacements should only be dealt with by a member of the
IT Team and should not under any circumstances be undertaken by anyone else.
Any costs related to loss, repairs or replacement of the device and the pen will be
recharged back to the Cost Centre Manager accordingly.

3.2.5 Social Media

You should be aware that postings on social media sites can be accessible to a
very wide audience and can remain available for a very long period of time. You
should therefore take great care not to post anything that may be considered as
bringing the Council into disrepute or posting anything of an offensive,
disrespectful or discriminatory nature towards the Council, managers, staff,
clients or associated people such as partner organisations or contractors.




It will not be an acceptable excuse to claim that such postings are private
i.e. even if it can be shown that they have been made from a personal device and in

your own time.

The Council monitors the use of its own equipment. WCC devices must not be
used to post to personal social media accounts. You must not disclose or post
any personal information _about customers or employees i.e. details of their
customer/employee record. This will be considered as a data breach.

PART 4 - What Can You Expect from Warwickshire County Council as Your
Employer2

212 Valuing-Staff4.1 STAFF DEVELOPMENT

compenentto-this-weork:
4.1.1 The Council recognises that delivering quality services can only be achieved by
developing staff to their full potential and providing them with the relevant
knowledge, equipment and authority to carry out their duties.

4.1.2 The Council values all forms of learning. As well as providing formal induction
and training for staff, the Council will provide development opportunities by way
of secondment, on the job learning, special projects, acting up arrangements
and mentoring whenever possible and appropriate.

4.1.3 ltis important that the Council builds in the capacity to provide training to meet
its service needs and each Service is responsible for developing an overall
training plan. You will agree your own individual training plan with your line
manager.

4.2 BUSINESS AND SERVICE

PLANNING




4.2.1 The Council is committed to a systematic _approach to performance
management. The objectives of the Council are set out in the Council Plan.
Your line manager will be able to tell you more about the plan and how it
affects your Service.

4.2 The Appraisal Process4.3 THE APPRAISAL PROCESS

4.3.1 All staff are entitled-expected to actively participate in a formal appraisal
process, whereby work targets are set at the beginning of the cycle and
reviewed mid-way and at the end of the cycle.

4.3.2 Training needs are also assessed during the appraisal process to ensure
you have the relevant skills to carry out the duties required of you and to
|dent|fy further areas of learning that will benefrt both you and the

. For more mformatron
on this, you should ask your line manager.

43— Managementand Birectiond.4  MANAGEMENT AND DIRECTION

4.4.1 Line managers will provide leadership and guidance to staff in order to jointly
deliver quality services to the public. This means setting clear work goals that
reflect Service and Council objectives.

4.4.2 They will also provide reqular and timely feedback on performance to ensure all
staff fully understand what is expected of them.

4-44.5 COMMUNICATIONS

4.5.1 Quality services are dependent on staff understanding their role within the

Ceouncil and effective communication.\We-mustlistento-whatthe publicsay
and-to-each-otherto-secure-appropriate-guality-services . The Ceouncil will

ensure you are kept fully informed of major issues likely to affect you and
your work and will take every opportunity to listen and consider yourviews.

454.6 RECRUITMENT AND SELECTION

4.6.1 Job vacancies within the council are open to internal and external
advertisement, except in specific circumstances such as re-organisation
where redeployment or rrnq fencing may be used to avord redundancy

4.6.2 Interview panels are properly trained and will give full feedback to all
candidates who request it. Guidance on recruitment and selection can be
found on the following pages > Recruitment and Selection




4-64.7 TERMS AND CONDITIONS OF EMPLOYMENT

4.7.1

7.1 The Warwickshire—County—Council is a single employer and abides by

4.7.2

national terms and conditions. Where local practice has been negotiated,
your line manager will make details available to you. Your contract of employment

will confirm your terms and conditions.details-will-be-made-available-to-you-by
yourline-managers

The main groups of employees are:

leeal—gevemmem Staff emploved under the NJC terms for Iocal

government

Management Band staff

Teachers
Youth Workers
Soulbury
Firefighters

B JOB DESCRIPTION

48.1

4.8.2

You will be provided with a job description and person specification, which
sets out your principal accountabilities and skills needs. This is intendedas
a guide to your role and is not an exclusive list of tasks.

Additionally, you will have work related targets to meet each year. You
should do all that you can to meet the expectations of the organisation and
in return expect management support in developing your ability to do this.

4.8  Trade Union Membership4.9 TRADE UNION MEMBERSHIP

49.1

49.2

4.9.3

The eCouncil, as your employer, supports the system of collective bargaining
in every way and believes in the principle of solving employee relations
problems by discussion and agreement. For practical purposes, this can
only be conducted by representatives of the employers and employees.

If collective bargaining of this kind is to continue and improve for the benefit
of both, it is essential that the employees’ organisations should be fully
representative. The Ceouncil is associated with other local authorities on

the Local Government Association. represented—on—theNational—and
mredmsinl onnsildoslineniin local oo diine condone

It is equally sensible for you to join a trade union representing you on the
appropriate negotiating body and you are encouraged to do so if you feel it
is appropriate. A list of Recognised Trade Unions/Professional Associations
could be found on the following pages Trade Unions




-
12—Association ol Teachers and Lecturers tATL)
13—Secondary Heads/\ssociation(SHA)
H4—Pprofessional-Association ot Feachers{PAT)
t5—Fire Brigade ui.'"le“ (FBY) |

16-4—Health-and-Safety4.10 HEALTH AND SAFETY

4.10.1 The Ceouncil, as your employer, has a duty under the law to ensure, so far
as is reasonably practicable, your health, safety and welfare-wellbeing at
work.

4.10.2

The Chief Executive may delegate many of the responsibilities to Executive

4.10.3

Directors, Directors, and line managers. However, the Chief Executive retains
the overall accountability and responsibility.

All employees must play their part in achieving the highest possible standards

of health, safety and wellbeing rigorously complying with all aspects of the
Health and Safety and Wellbeing Policy as it highlights the Council’s vision for
health and safety and everyone's role in achieving this. As an employee, you
have legal duties as well. You must:

Co-operate with your employer or other person (i.e. line manager, senior

management) in respect of your health and safety duties and follow all

instructions, control measures, training, procedures, etc. (written and verbal) to

protect your own and other people’s health and safety. Always follow relevant

arrangements (i.e. risk assessment controls, safe systems of work, procedures,

etc) to avoid health and safety risks, and consult your line manager on any areas

of concern. Take reasonable care of your own and other people’s health and

safety who may be affected by what you do.

Co-operate with your line manager on health and safety.

Inform your line manager of any health and safety risks.

4.10.4

Health and Safety law posters are displayed on notice boards within your

4.10.5

building/work area. You must report all accidents, incidents, near misses and
dangerous occurrences that happen as a result of your work.

WCC has its own in-house Health, Safety and Wellbeing Team. The health,

safety and wellbeing advisors are available to provide advice, support and
guidance on health and safety legislation and its implementation within WCC.
For further information and access to health and safety policies, refer to the
Health and Safety and Wellbeing Pages.

4.10  Eguality of Opportunity4.11 EQUALITY, DIVERSITY AND INCLUSION




4.11.1

As part of the Council’s commitment to inclusion, equality of opportunity and

4.11.2

valuing diversity, we want our staff, councillors and customers to work inan
environment free from prejudice _and bias, feeling valued and respected
whatever their identity - driving performance, engagement and innovation.
Consideration for employment or promotion will be based on merit alone, so that
no one is treated less favourably because of their age, disability, gender
reassignment, pregnancy and maternity, race, religion or belief, sex, sexual
orientation and marriage and civil partnership. Specific attention will be given to
positive action where appropriate to ensure the community we serve is reflected
within the workforce.

Where a ‘Genuine Occupational Requirement’ exists (for example, a gender or

4.11.3

religion or belief is essential due to the personal services to be delivered) this will
be made clear in the advertisement and supporting documentation.

The Council will not tolerate bullying, harassment or discrimination in any form.

4.11.4

Allegations will be taken seriously, dealt with promptly and the appropriate action
taken. This includes, where appropriate, referral to the Council’s disciplinary
procedure, the outcome of which could be summary dismissal. The Council has
a range of policies and procedures in supportof this commitment and they can
be accessed via the following link: Equality and Diversity Legislation and Policies

No employee will be compulsorily retired by the Council because they have

4.11.5

reached the age of 65 years unless that retirement can be objectively justified.
If you need further advice contact the HR Advisory Service.

As part of being a Disability Confident employer the Council quarantees to

interview anyone with a disability whose application meets the minimum criteria
for the post under the Guaranteed Interview Scheme. The Council will make
reasonable adjustments to help ensure that employees and potential employees
with a disability are not placed at a substantial disadvantage in comparison to
those without a disability and enable them to fulfil their potential in the workplace.

4.12 WORKING TIME

4.12.1

The Council operates agile working where possible, so that we can meet the

4.12.2

needs of the business in the most effective way. The pattern of working hours
may need adjustment from time to time to meet the needs of customers. Where
this is necessary, full consultation will be undertaken with staff.

The Council acknowledges that being flexible with working patterns and

4.12.3

practices to recognise work/life _balance is attractive to all our staff and
particularly essential to those employees with care responsibilities or disabilities.
Team principles facilitate agile working practices at service and team level. In
addition, our Agile Working Offer intranet pages provide information, advice and
guidance to both managers and staff on agile working practices.

Details of maternity, paternity, special leave, job sharing and the statutory right




to request flexible working are all available in the Family Friendly Guide.




4.13 Redeployment

4.13.1 Where organisation changes are proposed, employment issues will be the
subject of consultation with individual members of staff and the recognised
representing trade unions or professional associations.

4.13.2 The council will take all reasonable steps to find alternative employment for
anyone who is dlsplaced from thell‘JOb in the process of such change —FH'”

ava#able—irem—yew—hne—manage# FuII detalls are avallable on the mtranet

under Redeployment.

414 Differences and Concerns

4.14.1 The council has a range of objective policies, agreed with the trade unions
to resolve any differences that may arise between employer and employee
or employee and other employees.

4.14.2 Details of all such procedures are included on the intranet with the main
ones being:-
Grievance Procedure
Disciplinary Procedure
Whistleblowing Code
Listening Mates




