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Conduct Policy  
 
 
Our commitment 
 
The purpose of this policy is to establish, and encourage all employees to achieve high standards of 
conduct at work, and to help provide a fair and consistent way of dealing with alleged failures to 
observe them. 
 
All staff of Wokingham Borough Council are expected to give the highest possible standard of service 
to the public. They should conduct themselves with integrity, impartiality and honesty. They should 
give honest and impartial advice to Councillors, fellow employees, workers and customers/clients. 
Breaches of conduct and personal behaviour will be dealt with under the Policy and Guidance for 
Discipline. 
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Scope 

The policy applies to all employees and temporary/casual workers of Wokingham Borough Council, 
Contractors and volunteers with the exception of elected members and staff employed in schools 
(teaching and non-teaching) who are covered by separate procedures. 

All those working for or providing services to Wokingham Borough Council must: 

• ensure that they complete a declaration to show that they have read, understood and will 
comply with this policy 

• raise concerns as soon as possible if they believe or suspect that a conflict with this policy has 
occurred, or may occur in the future 

It is the Manager’s responsibility to ensure that all relevant workers are made aware of any additional 
policy for conduct relating to their service provision.  

This policy is fundamental to the conduct of employees in the course of their duties. It is the Council’s 
policy that any employee who fails to observe the expected standards of behaviour and who impedes 
the service to our customers or brings the Council into disrepute may be liable to disciplinary action.  
 
Wokingham Borough Council believes in treating all employees with respect and trust and expects the 
same approach from employees. The Council expects employees to respect the Council’s property, 
other employees and their property, customers, suppliers and the public at all times. Failure to observe 
the standards of behaviour expected breaks the bond of trust that is fundamental to the 
employer/employee relationship and may lead to disciplinary action.  
 
The Disciplinary procedure will be initiated where any employee is found to be in breach of this Policy. 
If an employee is found guilty of gross misconduct he or she may face dismissal. The following table 
shows examples of misconduct and gross misconduct; however, it is not intended to be exhaustive. 
 

Misconduct Gross Misconduct 

Unauthorised absence  Theft of Council, staff or public property  

Negligence Serious negligence which causes or might cause 
unacceptable loss, damage or injury 

Inadequate standards of work caused by 
carelessness 

Serious incapability whilst on duty brought about 
by alcohol or illegal drugs 

Careless damage to, loss of, or wastage of  
Council property and/or equipment 

Deliberate damage to or neglect of Council 
property and/or equipment 

Failure to carry out reasonable instructions or 
insubordination 

Serious insubordination 

Abuse of the e-mail/internet Bringing the Council into serious disrepute 

Disregard of health and/or safety instructions Serious infringement of health and safety rules 

Improper or aggressive behaviour or conduct 
towards colleagues/members of the public 

Physical violence 

Harm to client/user/employee or member of the 
public 

Serious harm to client/user/employee or 
member of the public 

Timekeeping offences Offering or receiving bribes 
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Improper disclosure of confidential information Serious breach of confidence 

Failure to declare an interest or relationship with 
another organisation 

Failure to declare a financial/other benefit 
interest in another organisation/contractor 
associated with the Council 

Failure to report evidence of abuse or fraudulent 
activity 

Fraud and deliberate falsification of records 

Harassment and/or bullying Serious harassment and/or bullying 

Disregard of the Equal Opportunities Policy Deliberate disregard of the Equal Opportunities 
Policy 

Breach of the Council’s security Serious breach of Council security 

Knowingly aiding another member of staff to 
breach this policy 

 

Smoking in prohibited areas  

 

Witnessing misconduct 
 

Where an employee has witnessed misconduct e.g. fraudulent activity, violence towards a client; he or 
she will have a duty to report such an incident. See the Whistleblowing Procedure.   

 

Expected Standards of Conduct 

Additional activities 

The Working Time Regulations state that employees should not work more than 48 hours per week 
without their written agreement to do so. Those who have more than one employment (either inside 
or outside the Council) therefore must seek their line manager’s approval. The manager for whom an 
employee undertakes his/her primary employment will be responsible for monitoring the overall 
number of hours worked. The policy does not bar all outside work. However, all employees must be 
clear about their contractual obligations and must not take outside employment that conflicts with or 
damages the Council’s interests or reputation.  

Alcohol/drugs 

Employees must ensure that they are not unfit for duty as a result of the effects of alcohol or drugs. 
Staff should be aware of the lasting effects of alcohol and drugs both prescription and illegal, and ensure 
that any consumption of these substances does not impair their ability to discharge their duties. 

Arrests and Prosecutions 

Employees must report to their manager details of any arrest or criminal conviction made against them 
by the Police immediately or as soon as they are able (except for minor traffic offences, i.e. where the 
traffic offence will not result in imprisonment or suspension of his or her driving licence). 

 

 



 
 

Page 6 of 16 
PROTECTIVE MARKING: UNCLASSIFIED 

 
 

Bribery 

Under the Bribery Act (2010) it is an offence to offer or receive bribes or improper inducements for any 
purpose. The Council defines bribery as ‘an inducement or reward offered, promised or provided to 
gain personal, commercial, regulatory or contractual advantage’. 
 
Under the Act, there are four key offences: bribery of another person; accepting a bribe; bribing a 
foreign official; and failing to prevent bribery.  Employees must not: offer, promise or give a bribe; 
request, agree to receive or accept a bribe; bribe a foreign public official with the intention of obtaining 
or retaining business or an advantage in the conduct of business. 
 
It is a criminal offence for employees to use a third party as a means to direct bribes to others. 
Employees must not encourage bribery either directly or indirectly. 
 
Where employees believe that this policy has been breached they should report it to their line manager 
or for confidential reporting use the whistle-blowing policy.  The consequences of breaching the policy 
for employees and managers will be disciplinary action that may lead to dismissal and may also result 
in a criminal penalty. 

Business and Social Hospitality 

When providing hospitality, staff should have due regard to the principle of public accountability. All 
hospitality should be incurred wholly, necessarily and exclusively in the course of performing 
authorised duties for the Council. Managers should ensure that: 
 
• Providing hospitality to external clients/bodies must be reasonable and appropriate to the 

occasion. Claims for providing hospitality must include details of the third parties and the 
reason(s) for the hospitality being provided 

• Expenditure on team events which contain a “hospitality” element should be signed off by the 
Director 

• For offsite training/conference events only reasonable hospitality should be incurred e.g. only 
booking overnight accommodation where the journey is onerous. For further information see 
the Travel and Expenses Policy 

• The provision of gifts for colleagues birthdays, retirement etc. should be at the expense of 
participating members of staff and not from service budgets 

Confidentiality 

In the course of their work, employees will have access to and be entrusted with confidential 
information in respect of clients, business and finances of the Council and their dealings, transactions 
and affairs.  Confidential information means all information of whatever nature in whatever form, 
(including, but not necessarily limited to, any books, records and any professional advice) other than 
information which at the time when it is disclosed or obtained, is in the public domain or information 
which enters the public domain, other than as a result of a breach of confidentiality undertaking. 

Employees shall keep all such “confidential information” strictly private and confidential and under the 
terms of their contract shall not during or after the period of their employment, divulge to any person 
or otherwise make use of, any such confidential information except: 

(a) In the proper course of their duties, or 
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(b) When the Council has decided to carry out the defence on their behalf, as necessary to defend 
an employee in any claim, suit or proceeding brought against them with respect to, arising out 
of, in consequence of, or in any way related to their employment.   

(c) In the event a court, litigant or governmental body requests or requires disclosure of anything 
protected by this sub paragraph, the employee from whom disclosure is sought shall 
immediately give written notice to the Council. 

A breach of confidentiality in any of the above areas would be regarded as a serious breach of contract, 
leading to disciplinary action, which could result in dismissal. 

In addition, employees may not seek gain or advantage, financial or otherwise, for themselves, their 
family or any other person, by making use directly or indirectly of information acquired in the course 
of their duties.  Any breaches may result in disciplinary action.  

The obligation not to make use of, or divulge to others, confidential information will continue to be 
binding after the employee leaves the employment of the Council. 

Any particular information received by an employee from a Councillor that is personal to that Councillor 
and does not belong to the Council, should not be divulged by the employee without prior approval of 
that Councillor, except where such disclosure is required or sanctioned by law.  

It may not always be appropriate to agree to maintain confidentiality, where to do so would cause harm 
or allow unacceptable practices to continue. For further information see the Whistleblowing Policy.  

Conflict of interest 

The public expects transparency and accountability in how business decisions are made. The Council 
expects its employees to give the highest possible standard of service to the public and to avoid any 
situation where private and Council interests may conflict. 
 
An employee, who believes that they are in a situation that may cause a conflict of interest, should 
discuss their situation with their line manager.  
 
Employees must declare in writing to their line manager any financial and/or non-financial interest that 
may potentially conflict or be seen to conflict with the Council’s interests and record this information 
in Business World On. 
 
Where there is a clear conflict of interest which has not been declared this may be considered 
misconduct. Where there is a financial/other benefit to the employee it may be seen as gross 
misconduct. If there is a likelihood of dismissal for inappropriate personal interest, it must be shown 
that there is a genuine commercial risk in continuing to employ the employee in the same capacity. 
 
Employees must declare an interest where they: 
 
• Are involved in tendering for, engaging or supervising contractors or have any other official 

relationship with contractors and have previously had, or currently have a private or domestic 
relationship with them 

 Are involved in processing planning applications where it affects their own residential area or 
when the applicants are known to them e.g. friends, relatives or partners 
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• Have membership of an organisation applying to the Council for a grant 
• Have membership of any organisation not open to the public without formal membership and 

commitment of allegiance and which has secrecy about rules, membership or conduct 
• Allocates school places to an acquaintance or relative 
• Deal with benefit or housing applications when a relative, partner or friend is involved 
 
Once an interest is declared it is the responsibility of the employee to keep this updated in Business 
World On. 

Copyright, Design & Patents 

The employee will promptly disclose to the Council all works in which copyright or design rights may 
exist which they make or originate either from themselves, or jointly with other people during 
employment.  Any copyright work, design or invention created by the employee in the normal course 
of their employment, or in the course of carrying out their duties, shall be the property of the Council, 
whether or not the work was made at the direction of the Council, and the copyright in any design shall 
belong absolutely to the Council. 

Council Property 

Employees are not permitted to use official Council stationery for private purposes and must not carry 
out private correspondence during working time.  Essential telephone calls that cannot be made 
outside working hours are allowed but this privilege must not be abused and the duration of all calls 
must be kept to a minimum. 
 
Employees must obtain prior approval from their manager to borrow Council Property for personal use. 

 
When an employee leaves the Council they are required to return all equipment, records & property 
that has been provided or been created by the employee in the duration of their employment.  Failure 
to do so will result in the value of the equipment/property being deducted from the employee’s final 
salary.  

Derogatory Statements 

In the event of the employee making any derogatory or defamatory statements regarding the Council, 
its members, any member of staff or any clients, while in the service of the Council, disciplinary action 
may be taken for gross misconduct.  Any such statements made after terminating their employment 
with the Council may result in further legal action. Staff must be aware that when using social media 
websites, such as Facebook and Twitter, they should observe this Policy.  

Dress code and personal appearance 

Dress code and personal appearance – Employees are expected to dress appropriately for the role 
they are undertaking, taking due regard of the impact their appearance will have on the 
client/customer relationship and being mindful of any health & safety risks that may be involved. 
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False Statements 

Employees must not make any false statement or claim e.g. on time sheets, subsistence/mileage claims, 
overtime claims, etc. Where there is evidence of an employee submitting such claims, he or she will be 
liable to disciplinary action and/or prosecution under the Theft Act 1968. 

Fraud and Corruption 

An employee who commits a fraudulent act is liable to disciplinary action, which may include dismissal 
and possible criminal prosecution even for a first offence. Fraud is defined as any manipulation of an 
accounting system/supply system/time sheets etc. to enable public money or material to be 
misappropriated.  
 
Employees involved in the investigation of alleged fraud may be required to sign an additional code of 
conduct relating to their specific duties. 

Gifts and hospitality 

The acceptance of gifts and hospitality may be a subject of criticism placing the Council in a position 
that it has to defend such action.  Employees must not accept any gift, inducement or reward, including 
hospitality, for showing favour or disfavour to any person or other organisation. It is the responsibility 
of the person receiving the favour to prove that it was not received dishonestly. Employees must 
ensure: 
 
• When acting in an official capacity they must not give the impression that their conduct both 

inside and outside work with any person or organisation is influenced by the receipt of gifts, 
rewards and hospitality or any other such consideration. 

• They think about the circumstances in which offers are made and are aware that they may be 
regarded as owing a favour in return.  

• They have permission from their line managers before accepting such offers and are aware that 
the offers may have to be returned or refused. 

• That when gifts or hospitality have to be declined those making the offer should be courteously 
but firmly informed of the procedures and standards operating within the Council. 

• All offers whether or not accepted must be recorded in as a Declaration of Interest.  
 
How an employee should react to an offer depends on the type of offer, the relationship between the 
parties involved and the circumstances in which the gift or hospitality is offered: 
 
• Employees must not be seen to be acting in their own personal interests and need to be careful 

that their behaviour cannot be misinterpreted. 
• When receiving authorised gifts/hospitality, employees should be particularly sensitive as to its 

timing in relation to decisions which the Council may be taking affecting those providing the 
hospitality 

• An offer of a bribe or commission made by contractors, their agents or by a member of the 
public must be reported to the line manager, Monitoring Officer, & Section 151 Officer 

 Hospitality from contractors should also be avoided where employees/team are singled out for 
example Christmas lunch etc., this may be perceived as preferential treatment 

• Employees must not accept significant personal gifts from the contractors and outside 
suppliers, although the Council may wish to allow employees to keep insignificant items of 
token value such as pens, diaries, etc. not exceeding the value of £25. The most common form 
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of gift is the offer of wine and chocolates etc. In general these are shared out among colleagues 
and provided the offers are reasonable, for example a single bottle of wine, they may be 
accepted.  

 
No one working for, employed by, or providing services on behalf of the Council is to make, or 
encourage another to make any personal gain out of its activities in any way. Any person becoming 
aware of a personal gain being made at the expense of the Council, contractors or the public should 
follow the Whistleblowing Procedure. 
 
Employees may only accept offers of hospitality if there is a genuine need to impart information or 
represent the Council in the community. Offers to attend purely social or sporting functions may only 
be accepted when these are part of the life of the community or where the authority should be seen 
to be represented.  
 
All hospitality, whether accepted or refused, must be properly authorised and recorded in the 
employees Declaration of Interest record in Business World On.  
 
Employees may accept hospitality when attending relevant conferences and courses where it is clear 
the hospitality is corporate rather than personal, where consent is given in advance and where it is 
satisfied that any purchasing decisions are not compromised. Where visits to inspect equipment, etc. 
are required, employees must ensure that their service meets the cost of such visits to avoid putting at 
risk the integrity of subsequent purchasing decisions.  

Matters of Conscience 

Where an employee believes he or she is being required to act in a way which is illegal, improper, 
unethical, or in breach of the Council’s conventions, which may involve possible maladministration, or 
which is otherwise inconsistent with this policy he or she should refer to their line or more senior 
manager or to the Whistleblowing Procedure. 
 
Where an employee is aware, or has evidence of illegal, improper or abusive behaviour of another 
Council employee he or she should refer to their line or more senior manager, or to the Whistleblowing 
Procedure.  

Negligence 

Employees must use reasonable care in their work.  All employees are responsible for any property 
belonging to the Council that is under his/her control or in his/her possession and must take proper 
care of any such items. 
 
Any deliberate or negligent failure to take proper care of the Council’s property will be viewed as 
misconduct and may lead to disciplinary action up to and including dismissal, and/or restitution of the 
value of the property. 

Personal relationships at work 

Employees involved in the recruitment of internal and external staff must: 
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• ensure that the decision to appoint is based on merit, (see the Policy on Recruitment and 
Selection). An appointment that is based on anything other than the ability of the candidate 
to do the job may leave the Council vulnerable to allegations of discrimination 

• not be involved in an appointment where they are related to an applicant, or have a close 
personal relationship with him or her 

• whistle-blow if they are put under pressure to appoint a partner or relative of an Elected 
Member or Senior Officer, by that Elected Member or Senior Officer, or their 
representative 

 
For the purposes of this policy the definitions of partners/relatives are ongoing personal and emotional 
relationships, marriage and close family members. 
 
Managers should note that it is the normal policy that spouses/partners will not be employed where 
there will be a line management relationship between them relating to discipline, promotion or pay 
adjustments and/or where they will be employed together in the area of contracts or finance. This will 
ensure that our customers and staff feel confident that decisions within the Council are made in a fair 
and equitable way based on the reasonable application of professional judgement. Equally managers 
and supervisors will want to ensure that their decisions are not influenced by personal considerations. 
The requirement of managers to maintain confidentiality may also put strains on personal 
relationships.  
 
If a personal relationship develops where there is a line management responsibility, managers must 
investigate the situation and discuss the issues with the employees concerned. Where there is evidence 
that the working relationship will cause a conflict of interest e.g. where the service involves financial 
and/or contract work the manager must look for an alternative post for one of the employees involved. 
The decision of who should move to an alternative post must be based on the degree of impact the loss 
of either employee would have on the particular service. Each case must be decided on its merits to 
ensure that the decision made is on objective and reasonable grounds and not unfairly discriminatory. 
 
There may be the opportunity to retain both employees in the same area if another manager can take 
on the line management element of the role in the same department or if the work can be re-arranged. 
A decision can only be made once a full investigation has taken place and the employees have had an 
opportunity to express their views. Where there is no alternative post or way of working, this may result 
in dismissal for “some other substantial reason”. Managers must ensure that the decision to redeploy 
or dismiss is fair and based on measurable criteria. A full investigation must be undertaken before a 
decision is made. Dismissal is not automatic; all other avenues must first be explored.   

Personal relationships with clients 

Employees should always remember their responsibilities to the community they serve and ensure 
courteous, efficient and impartial service delivery to all groups and individuals within the community 
as defined by Council policies. 
 
Personal relationships with vulnerable clients are not permitted and would likely result in dismissal. 
 
However, if a personal relationship develops with a client who would not be regarded as vulnerable the 
employees should declare this to their manager and where there is evidence that the working 
relationship will cause a conflict of interest e.g. where the service involves financial and/or contract 
work the manager must look for an alternative post for one of the employees involved.  Where there 
is no alternative post or way of working, this may result in dismissal for “some other substantial 
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reason”. Managers must ensure that the decision to redeploy or dismiss is fair and based on measurable 
criteria. A full investigation must be undertaken before a decision is made. Dismissal is not automatic; 
all other avenues must first be explored. 

Political Neutrality 

Employees provide a service to the Council as a whole and so it follows they must treat all Councillors 
equally and not just those of the controlling group, and must ensure that the individual rights of all 
Councillors are respected. 

Subject to the Council’s conventions, employees may be required to advise political groups. They must 
do so in ways which do not compromise their political neutrality. 

Employees, whether or not politically restricted, must follow every lawfully expressed policy of the 
Council and must not allow their own personal or political opinions to interfere with their work.  

Political Restrictions 

Some posts in the Council are politically restricted under the Local Government & Housing Act. With 
effect from 12 January 2010 politically restricted posts fall into two categories, ‘specified posts’, which 
have no right of appeal and ‘sensitive posts’, where there is some scope for appeal on the grounds that 
the Council has wrongly applied the criteria.  

Specified posts as applicable to Wokingham Borough Council include:  

• The Head of the Paid Service (s4 LGHA) (Chief Executive) 
• Chief Officers (Directors) 
• The Monitoring Officer (Head of Governance & Improvement Services) 
• Officers exercising delegated powers, i.e. persons whose posts are for the time being specified 

by the authority in a list maintained in accordance with s 100G(2) of the LGA  
• Assistants to political groups  

Sensitive posts are those that meet one or both of the following duties-related criteria:  

• giving advice on a regular basis to the Council, to any committee or sub-committee of the 
Council or to any joint committee on which the Council are represented; or where the Council 
are operating executive arrangements, to the executive of the authority; to any committee of 
that executive; or to any member of that executive who is also a member of the authority  

• speaking on behalf of the Council on a regular basis to journalists or broadcasters  

These post holders can appeal to the Monitoring Officer stating their grounds of appeal. The Monitoring 
Officer will refer the matter to the Head of Paid Services (Chief Executive) and together they will decide 
whether or not to uphold the original decision. 

There may be occasions where an officer feels their post should be politically restricted but it has not 
been determined as such. In these instances, officers should follow the same route above, setting out 
the reasons why they feel their post should be categorised as politically restricted. 
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Where a political restriction is applied, this may mean that an employee may not be permitted, or may 
be restricted, in their political interests or associations.    

Employees are therefore prevented from having any active political role either in or outside the 
workplace. They will not be able to stand for or hold elected office as:  

• Local councillor  
• MP  
• MEP  
• Member of the Welsh Assembly  
• Members of the Scottish Parliament  

They are also restricted from:  

• canvassing on behalf of a political party or a person who is or seeks to be a candidate  

• speaking to the public at large or publishing any written or artistic work that could give the 
impression that they are advocating support for a political party 

The cumulative effect of these restrictions is to limit them to the minimum membership of political 
parties, with no active participation within the party permitted.  

Refusal to obey a reasonable instruction 

It is the responsibility of all employees to carry out reasonable instructions. In those circumstances 
where an employee refuses to obey a reasonable instruction, it will be necessary to investigate the 
situation and depending on the outcome of an investigation it may result in disciplinary action.  

Relationships with Members 

Employees are responsible to the Council through its managers. In the course of their duties some 
employees may have to give advice to Councillors and managers. Mutual respect between employees 
and Councillors is essential to good local government. Close personal familiarity between employees 
and individual Councillors can damage the relationship and prove embarrassing to other employees 
and Councillors and should therefore be avoided. 
 
Employees should always remember their responsibilities to the community they serve and ensure 
courteous, efficient and impartial service delivery to all groups and individuals within the community 
as defined by Council policies. 

Security Compliance 

Employees are issued with identity badges which must be worn at all times. If an employee based at 
Shute End forgets their pass they must notify Building Support Services or Reception as soon as possible 
to obtain a temporary pass. For employees based in other buildings local arrangements for issuing of 
temporary passes will apply. In the event that an identity badge is lost the employee must report the 
loss immediately to Building Support Services; there will be a charge of £15 for the loss of an identity 
badge. 
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Employees must ensure that they do not allow individuals without an identity badge access to any part 
of any Council building or office where access controls are in place or loan their pass to others to enable 
them to gain access.  Breach of this duty is a disciplinary offence. 

Smoking at Work 

Smoking of any material or device (cigarettes, cigars, e-cigarettes etc.) is prohibited on Council 
premises and within ten metres of the perimeter. 
 
Employees wishing to take smoking breaks must first obtain their manager’s approval. If staff would 
like to smoke during the working day, and wish to take a smoking break, they will generally do so 
within a designated break (e.g. lunch break). 
 
Workers and volunteers must not smoke while visiting customer or members of the public, no matter 
on the location e.g. the home of a resident who smokes. 
 
The law requires that all vehicles must be free from smoke at all times if they are used to;  

 transport members of the public 

 used by more than one person (regardless of whether they are in the vehicle at the same 
time) 

 owned by the Council (they will prominently display “no smoking signs”) 

 

Social behaviour 

Employees should be aware of the following expected standards of behaviour when attending work 
related/Council sponsored events in and outside of work time where attendance could be seen as 
representing the Council: 
 

 The Conduct and Personal Behaviour Policy will still apply e.g. regarding drug/ alcohol 
abuse, harassment and discrimination 

 Consideration and respect for others  

 Those in a position of management/supervision should not behave in any way that could 
undermine their position 

 The Council should always be seen in a favourable way by the public 
 
Any act of aggression or violence towards another member of staff, a client or the public will not be 
tolerated and will lead to Disciplinary action. 

Sponsorship 

Where an external organisation wishes to sponsor a Council activity, whether by invitation, tender, 
negotiation or voluntarily the principles concerning acceptance of gifts or hospitality should apply and 
management approval must be obtained.     
 
Where the Council gives support such as sponsorship, grant aid, financial or other means in the 
community, employees should ensure that impartial advice is given and that there is no conflict of 
interest. Employees, their partners, spouses or relatives must not benefit from such sponsorship. 
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Timekeeping 

Managers must set a timekeeping standard that is known to all employees. This standard should be 
applied consistently with employees whether office based or smart workers.  Employees not complying 
with these standards may face disciplinary action.   
 

Employees must keep their electronic Calendar up to date and accessible. 
 

 

Other Council Policies that relate to Conduct  
 
All employees must make themselves aware of the Council’s Policies available on the Grapevine and 
the Wokingham Borough Council Website.  Those that particularly relate to conduct and personal 
behaviour are: 
 

Staff & Travel Expenses - Occupational drivers/employees using private vehicles for Council 
business - must ensure: 
 

 The vehicle is road worthy and both vehicle & driver comply with Road traffic/Transport 
regulations. 

 That the vehicle is insured for “business use” 

 They are licensed to drive the vehicle 

 They do not drive under the influence of drink/drugs or where there is ill health that may 
impair their ability to drive the vehicle safely.  

 
Checks of the valid car related documents will be carried out for all employees who are fleet drivers 
and high mileage car users. Where employees do not provide their documentation they should not 
continue with the driving element of their role or be awarded high mileage car users allowance.  
 
 

Health & Safety - Managers are required to make their employees aware of the Health and Safety 
Policy. Employees also have a duty to familiarise themselves with all the safety regulations that apply 
to their job and the area in which they work.  
 

Equal Opportunities - It is the Council’s policy that all current and prospective employees will have 
equal opportunity for employment, promotion and training on the basis of relevant ability, 
qualifications and merit. Employees must ensure that they do not unfairly discriminate on the grounds 
of any of the protected characteristics. All job applicants and workers must be treated equally. 
 

Dignity At Work - The Council seeks to provide an environment for all employees, contractors and 
temporary workers free from harassment, bullying, intimidation and victimisation.  
 
Disciplinary action will be taken against any employee who is found to have committed a deliberate or 
unlawful act of discrimination, sexual or racial harassment or bullying.  
 

Absence from work - All leave should be approved prior to it being taken. This includes all policies 
relating to leave including annual leave, flexi-leave, parental leave, special leave, etc. Failure to notify 
absence is unauthorised absence.  
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Information Security and Acceptable Use of IT - defines the rules and responsibilities needed for 
the secure handling and protection of council information, and includes employees’ personal 
responsibilities regarding data protection and how employees are expected to manage 
clients/customers’ personal data.  
 
If any employee is found to have breached the Information Security Policy they may be subject to action 
under the disciplinary procedure.  If a criminal offence is considered to have been committed further 
action may be taken to assist in the prosecution of the offender(s).  For further information see the 
Data Protection page on the Intranet.  
 

The Council will not accept any abuse of e-mail/internet and mobile phones.  Such behaviour may result 
in disciplinary action. 
 
The downloading, sending or accessing of offensive material that affects the dignity of any individual 
or group of individuals at work may constitute harassment. Threatening, obscene or harassing 
messages including chain e-mails and material that will cause offence and/or degrade individuals or 
minority groups will constitute a disciplinary offence which may result in dismissal.  
 

Council’s Constitution - sets out how the Council operates, how decisions are made and the 
procedures which are followed to ensure that these are efficient, transparent and accountable to local 
people. It also sets out how residents and other key stakeholders can influence how we operate. Some 
of these processes are required by law, while others are a matter for the Council to choose.  Employees 
must be aware of the areas of the Constitution that apply to their role and ensure they comply with 
these requirements.  Failure to do so will constitute a disciplinary offence which may result in dismissal. 
 

Further information 
 
Further help and advice can be obtained through emailing hrenquiries@wokingham.gov.uk, or calling 
0118 974 6116. 
 


