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1. INTRODUCTION 

This handbook sets out the employment and personnel policies and procedures of 
Wonersh Parish Council (hereinafter referred to as “the Council”). 

The extant document will be maintained by the Clerk to the Council (hereinafter referred 
to as “the Clerk”). 

The document is divided into key sections which set out the Council’s overarching 
approach to personnel and employment issues. Specific policies, model job descriptions 
and pro formas are contained within the Appendices. 

The document has been developed by the Council’s Personnel Committee and was 
adopted for use by the Council at its meeting on 11 April 2024 

2. RECRUITMENT 

The Council currently has just two employees – the Clerk (who is the designated Proper 
Officer and Responsible Financial Officer of the Council) and an Assistant Clerk 
/Bookkeeper. The following is therefore heavily slanted towards those two roles. 
However, the general underlying principles will apply to any employment by the Council.  

Job Description & Person Specification 
For any vacancy the Personnel Committee shall be responsible for drawing up a job 
description and person specification. The job specification will form part of the 
employee’s contract of employment. A model job description for the Clerk is provided at 
Appendix 1, and a person specification for the role at Appendix 2. The model job 
description for the Assistant Clerk /Bookkeeper is provided at Appendix 9, and a person 
specification for the role at Appendix 10. 

Other Benefits 
All benefits offered by the Council are detailed in the model contract of employment. 

Recruitment 
The Personnel Committee will be responsible for advertising any position ensuring that 
such advertisements are non-discriminatory. Channels such as local press, parish 
notice boards, newsletters and the Council, NALC and SLCC websites may be utilized. 

Application 
Applicants will be asked to apply in writing explaining why they consider themselves 
suitable for the role. The Personnel Committee will decide whether an online form or 
submission of CV with covering letter is more appropriate at the time. 
Selection 
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The Personnel Committee will consider all applications and will draw up a shortlist for 
interview.  

Interview 
All Councillors will be invited to participate in interviews for the position of Clerk.  The 
minimum number of councillors present should be 3 for the main role of Clerk, and less 
for other roles. Interviews for any other positions will be carried out by the Clerk, or by a 
sub-committee of the Personnel Committee (including the Clerk), the exact 
circumstances to be recommended by the Personnel Committee.  

All candidates should be asked an agreed standard set of questions. Supplementary 
questions are permissible. Model interview questions for the role of Clerk are provided 
at Appendix 5.  Model interview questions for the role of Assistant Clerk are provided at 
Appendix 6.   

Offer 
The offer letter to the successful candidate will include full contractual terms and 
conditions. Normally references will be required and taken up. 

Induction 
It will be the responsibility of the Chair, or Vice-Chair should the Chair be unavailable, to 
ensure adequate induction of the Clerk. Induction of other employees will be the 
responsibility of the Clerk. A model induction checklist is provided at Appendix 5. 

3. EMPLOYEE RIGHTS & OBLIGATIONS 

Introduction 
This procedure sets out the rights and obligations in the relationship between the 
Council and its employees.  

Definition of employee 
A Council office-holder who has Income Tax and any National Insurance Contributions 
deducted from their pay. 

The employee has a written Contract of Employment (see Appendix No 3) 

In addition to the express terms in the Contract, there may be implied terms, for 
example: 

• the employer will not harass the employee 
• the employee will not disclose confidential information 
• both employer and employee will take reasonable care to ensure health 

and safety in the workplace 
• the employee will obey reasonable instructions/rules 
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The Council will abide by all statutory rights and obligations as laid down by 
Parliamentary Acts or Regulations. 

4. MANAGEMENT 

Introduction 
Effective management of employees has benefits for both the Council and the 
employee.  It involves continuous dialogue, support, personal development, conflict 
management and team building. 

Clerk’s role as manager 
The Clerk manages and keeps records for all Council employees, other than themself. 

The Clerk will discuss any sensitive or less serious complaints with such employees in 
an attempt to resolve any issues, such as occasional lateness with unsatisfactory 
explanations. 

Management of the Clerk 
The Clerk will be managed by the Chair of the Council who will be responsible for 
keeping all records in relation to the Clerk, which will be stored safely and securely. 
Personal data/information is subject to the Data Protection Act 1998.  The records 
include: 

•  Personal employee details such as name and address/next of kin/banking 
details/National Insurance information 

•  The employee’s employment history with the Council 
•  A copy of the employee’s contract of employment 
•  Holiday records 
•  Absence records including sickness absence 
•  Details of any disciplinary action taken against the employee or grievances 

brought by the employee 
•  The original job application information with details of previous employment   

history, qualifications and references obtained 
The Chair of Personnel Committee will be responsible for conducting an annual 
appraisal and keeping a written record of this.  The Council appraisal document is 
attached at Appendix  

Sickness absence will be notified by the Clerk (or their representative) to the   Chair, or 
if unavailable, to the Vice-Chair, as soon as practically possible, and in any event, within 
twenty-four hours of the event.  If the sickness absence has resulted due to the Clerk’s 
working environment, then the Chair will ensure the claim is investigated. 

The Chair will monitor continued absence due to illness. 

In the short-term, the Clerk’s duties will be undertaken as follows: 
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• The Chair will become the Responsible Financial Officer 
• Individual Members will draw up a rota to staff the office 
• A Minutes Secretary will be appointed by the Chair 
• The Chair will ensure the day to day running of the Council is maintained 

If sickness absence is to continue for longer than 2 weeks, then a locum will be 
appointed for such time as is necessary. 

Requests for annual leave and lieu days should be made to the Chair at least two 
weeks beforehand, except in exceptional circumstances.  A leave record and overtime 
hours will be maintained by the Chair and Clerk (see Appendix 8) 

Should there be a situation whereby an employee is contracted to work from home, the 
Council will provide any necessary equipment to do their job or agree with the 
homeworker a suitable sum to cover the use of their own equipment. The Council will 
also pay the employee for the costs associated with heating, lighting, etc. HMRC rules 
allow for some of these expenses to be paid tax free (www.hmrc.gov.uk).  A 
homeworking employee should also have appropriate fireproof and lockable storage for 
documents so that such documents are secure and kept in accordance with the Data 
Protection Act 1998. 

The Clerk should not hold formal meetings at their home address with councillors or 
members of the public. 

5. STAFF DEVELOPMENT 

Training 
Wonersh Parish Council Personnel Committee is responsible for monitoring    and 
delivering the development and training needs of employees in order to better equip 
them to provide services to the community. 

Training can be defined as “a planned process to develop the abilities of the individual 
and to satisfy the current and future needs of the organisation.” 

The elements of training are: 

• Identification of training and development needs 
• Planning and organising training and development opportunities to meet 

those needs 
• Evaluating the effectiveness of training and development opportunities. 

Identification of Training and Development Needs 
There are a number of ways that developmental needs can be identified: 

• Staff appraisals 
• Informal discussions 

http://www.hmrc.gov.uk/
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• Organisational goals, plans and strategies e.g. the Council’s objective to 
gain Quality Status or to become eligible for the power of well-being 

• Request from a member of staff 
Training needs might also be activated by: 

• New members of staff 
• Changes to legislation 
• Changes to quality systems 
• New and revised qualifications launched 
• Accidents 
• Professional negligence/ mistake 
• New equipment 
• New processes/ working methods 
• Complaints to the council 
• Council resolutions 
• New services being delivered by the council 

RR 
Requests for Training 
Requests for training can be made orally or in writing to the Chair of the Council who, in 
turn, will refer the request to the Personnel Committee for their approval. Agreement for 
funding should be included in this approval. 

Payment for Training 
The Council has an established training budget to cover both paid staff and councillors 
and considers it an important part of their annual costs. The annual budget for training 
should be recommended by the Personnel Committee.  When agreement for training 
fees needs to be made immediately, the special procedures for payment laid down in 
Standing Orders may be used. 

The Council should actively encourage employees to take part in training offered by 
other organisations such as SCAPTC, the local SLCC branch, the Rural Community 
Council (RCC), relevant principal authorities, educational bodies and private trainers 
engaged in the area.  Employees may also gain just as much by shadowing a more 
experienced colleague, having a focused professional discussion on the topic with a 
qualified person or by simply being signposted to relevant books, journals or websites. 
These alternative less formal methods of learning should be promoted by Wonersh 
Parish Council. 

Available Courses and Qualifications 
The NALC and SLCC websites provide further information on nationally recognised 
qualifications and courses. These include the NTS Certificate in Local Council 
Administration (CiLCA), which meets the revised Quality Parish Status (QPS) scheme’s 
requirement for a qualified clerk. A CiLCA qualified clerk also meets one of the 
conditions of the power of well-being. CiLCA is the accredited certificate for the sector 
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designed to test competence for the role of clerk. The syllabus has been designed to 
cover all aspects of the clerk’s role. 

“Working With Your Council” is the core induction training package developed by the 
SLCC in partnership with NALC and offered as part of the NTS suite of training 
products. It is completed through distance learning and is widely recognised as being a 
useful induction tool and an excellent preparation for undertaking CiLCA. Further 
information is available on both the NALC and SLCC websites. Most County Training 
Partnerships (CTPs) also run a variety of support packages for CiLCA. Contact details 
of the local CTP can be found on the NALC website www.nalc.gov.uk. 

Certificates, diplomas and degrees in Community Governance with De Montfort 
University (DMU) are also available. The degree course has now become a foundation 
degree in community engagement and governance with an honours option. It provides a 
higher education qualification for clerks and other officers which can be studied by 
councillors as well. The University of Gloucestershire’s Certificate of Higher Education 
in Local Policy1 and the Certificate in Community Engagement and Governance (or any 
replacement) also meet the qualified clerk test for a council applying for QPS. 

Continuing Professional Development 
If any employee requests a Continuing Professional Development programme, the 
Council will facilitate this. 

6. DISPUTE RESOLUTION 

Should disciplinary or grievance issues arise the Council will operate on the principle of 
attempting to resolve the problems swiftly and informally. Should such an approach fail 
the procedures outlined in appendices 5 and 6 will be followed (as appropriate). Should 
issues of capability arise that cannot be resolved through the appraisal/training/ 
development approach they will be tackled using the framework of the disciplinary 
procedure. Schematic overviews of the procedures are given below. 

http://www.nalc.gov.uk/
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______________ 

Discipline cycle 

Take informal 
action wherever 
possible 

Issue resolved >> 
action complete 

Take formal action 

• Establish facts 
• Notify eamployee in 

writing 
• Hold meeting 
• Allow employee to 

be accompanied 
• Decide action 

Inform employee of result 
No penalty 
First written warning / 
improvement note 
Final written warning 
Dismissal or other 
sanction 

Provide employee with 
opportunity to appeal 

Conduct or performance fails to 
improve sufficiently >> take 
further action 

Conduct or performance 
improved >> action 
complete 

Employee 
dismissed 
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Grievance cycle 

Resolve grievance 
informally 

Issue resolved 

Use grievance procedure 
if informal resolution not 
possible or appropriate 

Grievance procedure 

• Employee informs
Council of grievance in
writing

• Meeting to discuss
grievance

• Allow employee to be
accompanied

• Decide upon
appropriate action

• Allow employee appeal
if not satisfied

Issue resolved 

Deal with 
appeal 
impartially 

Issue resolved 
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7. EMPLOYMENT TERMINATION 

Dismissal 
The Council recognises the following potentially lawful reasons for ending the 
employment. 

Capability 
• This relates to employees’ ability to perform their job. If the Council has concerns 

about its employees’ capabilities, it will adopt the procedures which are fair and 
consistent, set out in the section on  ending the contractual relationship.  

• The Council will give the employee a reasonable opportunity to improve or 
provide appropriate support and training opportunities. 

Conduct 
• Conduct refers to employees’ behaviour, generally in the workplace. If the 

Council has concerns about its employees’ conduct, the ACAS Code of Practice 
on Disciplinary and Grievance Procedures will be followed before a decision to 
dismiss on grounds of misconduct is made. 

• Procedures should be fair and consistent. Dismissal should be the sanction of 
last resort. 

Contravention of an enactment 
• If continued employment would contravene a law, dismissal for this reason can 

be fair. The question that the Council will need to ask itself is “does the particular 
law make it unlawful for the Council to continue to employ the employee?” 

Redundancy 
• A redundancy can arise if the Council has a reduced need for employees. 

• The ACAS Code of Practice on Disciplinary and Grievance Procedures does not 
apply to redundancy dismissals. However, when considering redundancy 
dismissals, the Council must ensure that employees have the opportunity to be 
consulted 

Some other substantial reason 
• The Council reserves the right to carry out a dismissal even if it is not for one of 

the above reasons but if it is “for some other substantial reason of a kind such as 
to justify the dismissal of the employee” (section 98 of the Employment Rights 
Act 1996).  

Unfair dismissal 
The right not to be unfairly dismissed is a statutory right (section 94 Employment Rights 
Act 1996). Employees can bring unfair dismissal claims to an   employment tribunal if 
they have one year’s continuous service. No minimum service is required for certain 
types of dismissal e.g. if the reason is based on discrimination, health and safety, trade 
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union membership or whistle blowing. Claims must generally be brought within three 
months of the dismissal. 

Unfair dismissals generally require an actual dismissal. However, in certain 
circumstances, resignation may still count as a dismissal and entitle an employee to 
bring an unfair dismissal claim. This is known as constructive dismissal. 

Wrongful dismissal 
The right not to be wrongfully dismissed is a contractual right. It arises when an 
employer terminates the contract of employment in breach of its terms e.g. where no 
notice of termination is given. 

An employee who has been wrongfully dismissed can recover damages for breach of 
contract. A claim can be brought in an employment tribunal (provided that the claim is 
for less than £25,000) within three months of dismissal or in the courts, usually the 
county court, within six years of the breach. 

No minimum period of employment is required for an employee to bring a wrongful 
dismissal claim. 

An employee can claim to have been wrongfully dismissed where unfair dismissal 
(including constructive dismissal) is alleged. 

Termination of the employment by an employee 
Employees can terminate their contracts of employment by resigning. Both the Council 
and the employee will follow the contractual notice provisions. 

An employee who fails to give the contractual notice will breach their contract unless a 
different notice period has been agreed with Wonersh Parish Council.    

Once notice of resignation is given it cannot be withdrawn unless the Wonersh Parish 
Council agrees that it wants the employment contract to continue. Once the employee 
has given notice to end the contract, the Wonersh Parish Council’s acceptance is not 
required. 
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APPENDIX 1: MODEL JOB DESCRIPTION – CLERK 
 

WONERSH PARISH COUNCIL 
CLERK AND RESPONSIBLE FINANCIAL OFFICER 

JOB DESCRIPTION 
Responsible to: Wonersh Parish Council via the Chair 
Job Purpose: 
To be the Council’s principal adviser on policy matters; be responsible for all aspects of 
Health and Safety; manage the provision of Council services, buildings, land and 
resources; and to promote the Council. To act as Responsible Financial Officer 
ensuring that the Council budget is managed effectively in line with Financial 
Regulations. 
 
1. Financial 

1.1. As Responsible Financial Officer to be the officer responsible for the financial 
administration of the Council in accordance with Section 151 of the Local 
Government Act 1972 and the Accounts and Audit Regulations 1996. 

1.2. To be responsible for all the financial records of the Council and the careful 
administration of its finances including preparing the Council budget; monitoring 
and balancing the Council’s accounts; preparing records for audit and VAT; 
issuing the precept; receiving invoices for goods and services and ensuring that 
such accounts are met; issuing invoices on behalf of the Council. 

2. Day-to-day Management 

2.1. To carry out all the functions required by law of the Council’s Proper Officer and 
to issue all statutory notifications; to ensure that the Council’s Standing Orders 
and financial regulations are correctly observed and implemented. 

2.2. To be the Council’s principal adviser on matters of general policy and for the 
coordination of advice on all policy issues. 

2.3. To ensure that all lawful instructions of the Council in connection with its 
functions as a local authority are carried out in a timely manner. 

2.4. To keep up to date with changes in legislation and advise the Council 
accordingly ensuring that all Council policies and procedures meet statutory 
requirements. 
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2.5. To be responsible for the management, maintenance, insurance and use of the 
Council’s properties and facilities whether through direct management or 
through contracts, agreements of partnerships with other parties or providers. 

2.6. To sign, seal and deliver any agreements, contracts, conveyances, licenses, 
consents, approvals etc on behalf of the Council and to secure planning and 
other consents on behalf of the Council as authorized. 

2.7. To receive correspondence and documents on behalf of the council, and to 
prepare correspondence on the instructions of, or known policy of the Council. 

2.8. To manage any other employees of the Council to ensure their efficient 
direction, working and management and to be responsible for conditions of 
service, training and health and safety. 

3. Working with Councillors and General Public 

3.1. To prepare, in consultation with appropriate members of the Council, agendas 
for meetings of the Council, its Committees and Sub-Committees. To ensure 
that all meetings are clerked, including the Parish Meeting and that minutes are 
prepared and distributed in accordance with statutory requirements. 

3.2. In consultation with the Chair and Committee Chairpersons (as appropriate) to 
be responsible for the Council’s public interface, including all enquiries, services, 
petitions and complaints. To maintain effective and positive press and public 
relations and to promote the parish’s image. 

3.3. To work with Councillors to improve, develop and keep up to date the Parish 
Council’s website. 

3.4. To liaise with other public authorities, statutory and voluntary bodies and other 
agencies acting as the Council’s representative, to ensure that the Council plays 
a full and effective role in local issues affecting the Parish. 

4. Planning 

4.1. To work with the Council to progress its objective of achieving Quality Council 
status and to develop and long-term vision for the Council. 

4.2. To become fully conversant with the Local Development Framework and the 
Local Strategic Partnership as they affect the Parish, and advise the Council 
accordingly. 

5. General 
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5.1. To attend evening and weekend meetings as appropriate. 

5.2. To attend conferences, seminars and training courses associated with the work 
and role of the Clerk as required and authorised by the Council. 

5.3. To act as official representative of the Council as required by the Council. 

5.4. To undertake any other duties required by the Council consistent with the level 
and scope of the post. 
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APPENDIX 2:  MODEL PERSON SPECIFICATION – CLERK 
WONERSH PARISH COUNCIL 

PART TIME CLERK AND RESPONSIBLE FINANCIAL OFFICER 
PERSON SPECIFICATION 

 

 
ATTRIBUTES ESSENTIAL DESIRABLE 

Education/Qualifications 
• CiLCA 

• Prepared to study for CiLCA 

• 2 A levels or equivalent 

• Financial/book keeping qualification 

 
 
√ 

 
√ 
 
√ 
√ 

Skills and Knowledge 
• Able to interpret and implement complex 

procedural guidelines and instructions 

• Fully conversant with Microsoft Word and 
Outlook 

• Proven ability to manage budgets, financial 
policies and procedures 

• Strong numerical skills 

• Communication skills 

• Project management skills 

• Ability to drive and possession of a current 
UK driving license with no more than 6 
penalty points 

 
 
√ 
 
 
√ 
 
√ 
 
√ 
 
√ 
√ 
√ 
 

 

Previous Experience 
• Familiarity with local government 

• Experience in dealing with the public 

  
√ 
√ 
√ 
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• Experience in advising and servicing 
committees and working with members 

Attitudes and Disposition 
• Persuasive and confident communicator 

• Flexible approach to work 

• Ability to work irregular hours (evening 
meetings, weekend courses etc) 

• Ability to prioritise workload 

 
√ 
√ 
√ 
 
√ 
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APPENDIX 3:  MODEL CONTRACT OF EMPLOYMENT – 
CLERK 

 

MODEL CONTRACT OF EMPLOYMENT FOR LOCAL 
COUNCILS 

 

 

INTRODUCTION 

 

This model contract of employment has been drafted for NALC by WorkNest HR. It is endorsed 
by SLCC. It is intended as a guide to be adapted to each council’s circumstances and is not 
intended to provide legal advice. If councils require legal advice, they can contact their county 
association. If councils require HR advice the can also contact their county association. We 
strongly recommend that HR advice is sought by councils in drawing up a contract of employment. 
Clerks are advised to contact the SLCC for advice. Depending on the nature of the advice needed 
the council may need to engage their own advisers. WorkNest provides employment support to 
town and parish councils on a range of employment matters and councils can engage them 
directly for further support.  

 

Terms and conditions 

 

NALC and SLCC recommends councils to offer enhanced terms that align with the best practice 
within the Local Government sector. This best practice is defined by the Green Book terms and 
conditions. Offering good terms of employment supports recruitment and retention of a high-
quality workforce and demonstrates that the council is a good employer which values its staff. 

 

This model contract incorporates Green Book terms. The National Joint Council for Local 
Government Services National Agreement on Pay and Conditions or ‘Green Book’ terms and 
conditions are agreed nationally and any changes (such as pay) should be automatically applied 
to council staff if their contract incorporates Green Book terms. In other words, the salary of a 
clerk on Green Book terms must be increased in accordance with nationally agreed terms. Green 
Book terms provide entitlements that are in excess of those set as statutory minimum under 
employment legislation. Councils should be aware of the full terms and conditions contained in 
the Green Book and will need a subscription to access this. Councils can access further 
information on the Green Book at https://www.local.gov.uk/local-government-terms-and-
conditions-green-book 

https://www.local.gov.uk/local-government-terms-and-conditions-green-book
https://www.local.gov.uk/local-government-terms-and-conditions-green-book
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This template provides councils a contract with the Green Book terms already reflected in the 
relevant sections. Please note there are still choices for the council to make in this document, 
these are shown in [bold square brackets].  

 

NALC and SLCC encourage the use of the Green Book terms for all staff. If a council decides to 
offer enhanced terms and conditions for some staff but not others, care must be taken to ensure 
the differentiation is not unlawfully discriminatory.  It would be unlawfully discriminatory if such a 
decision favoured one group of staff over another, where that group of staff is protected against 
unfavourable treatment by the Equality Act. For example, if the pay and benefits for men were 
better than the pay and benefits for women doing comparable work. 

 

This model contract can be used for any council employee.  It is a basic template that will require 
specific adaptation.   

 

A Council must check that job applicants have the right to work in the UK before it can employ 
them.  It is best practice to obtain the appropriate evidence at the interview stage.  See Gov.Uk 
for more information.  

 

 

Managers  

Recognising that Councils are of varying sizes, where the term manager is used it is recognised 
this could be the clerk, chief officer, another employee of the council, full council or the staffing 
committee depending on the situation.    

 

It is good practice to have a clearly identified person who is the responsible ‘line manager’ or 
equivalent contact for an employee so that there is clarity on who the employee should report 
concerns to, who they notify if they are sick or to request leave etc. More often for council 
employees this may be the clerk/chief officer, and for the clerk this could be the staffing/personnel 
committee who may nominate a key contact such as the chair for daily matters (such a leave 
approval/reporting sickness) that cannot wait for a meeting, but can be ratified retrospectively.  It 
is NALCs recommendation that a local council appoints a staffing committee to be responsible for 
staffing, employment and HR matters. 

 

How to use this model 

 

https://www.gov.uk/check-job-applicant-right-to-work
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This document contains a template for the council to edit/complete. There is an accompanying 
set of guidance notes that the council should refer to, while drafting a contract, to make sure 
they understand the terms they are committing to in the contract, and they are reflecting what is 
appropriate for the role and the council. It is strongly recommended that the council considers 
this document with the accompanying notes and seeks additional HR support when drawing up 
a contract of employment. 

 

Where there are [bold square brackets] the council need to review and complete the 
appropriate information and so remove the square brackets. The council should ensure they edit 
the options to reflect the terms they are offering to their employee/s. 

 

This document provides a current template that councils can issue to new employees. It is not 
intended to replace the contracts of existing employees.  Any requirement to change the 
contractual terms of existing employees would require consultation and councils are advised to 
seek specialist advice before proceeding. 

 

This document has been written with local councils of all sizes in mind. The same employment 
legislation applies whether you are a large or small local council so the contract and the 
legislation it cites is applicable if you have one employee or twenty employees. The contract can 
be used for any member of staff employed by the council.  

 

 

 

 

CONTRACT OF EMPLOYMENT 

 

This document sets out your main terms and conditions of employment. It includes the written 
particulars required by the Employment Rights Act 1996. The National Agreement on Pay and 
Conditions of Service of the National Joint Council (“the NJC”) for Local Government Services 
(“the Green Book”) applies to your employment save as amended by this contract. 

 

Name of Employer:  [Insert Name] referred to as ‘the Council’ ‘us’ or ‘we’ or ‘our’ 

Address of Employer:  [Insert Address of Employer] 

 

Name of Employee:  [Insert Name] referred to as ‘You’  

Address of Employee:  Insert Address of Employee] 
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(Please advise us of any change of name and/or address in 
writing). 

 

Dated:    [Insert the date when this document is given]  

 

Your employment with the Council is governed by the terms and conditions contained in this 
agreement which starts from the start date and which supersedes all other agreements whether 
in writing or otherwise.  
 

This agreement incorporates the provisions contained in any correspondence from us offering 
you employment and our staff policies.  You will comply with any rules, policies and procedures 
set out in the staff policies.  If there is any conflict between the terms of this agreement and the 
provisions of our staff policies, [which do not/which do] form part of your contract of 
employment, the terms of this agreement shall prevail.  We reserve the right (to be exercised 
reasonably) to amend the terms of this agreement and the contents of the staff policies. 
 

 

DATE AND DURATION OF EMPLOYMENT 
Your employment under this contract will begin on [insert date when these terms commence] 
and will continue, subject to the remaining terms of this agreement, until terminated by either party 
giving the other the required notice as set out in this contract. 

 

[Options for temporary appointments  

Your employment under this contract will begin on [insert date when these terms commence] 
and will continue, subject to the remaining terms of this agreement, until it ends on [insert end 
date] without the need for notice unless previously ended by either party giving the required notice 
in writing as defined in the Notice Clause below. 

OR 

[Your employment under this contract is to cover for maternity leave. It will begin on [insert date 
when these terms commence] and will continue, subject to the remaining terms of this 
agreement, until it ends on or around [insert end date] when the person you are covering for is 
due to return to work. You will receive the notice set out in the Notice Clause below. 

 

Please note that your contract will not automatically renew if the person on maternity leave 
decides not to return to work or returns on a part time basis. We reserve the right to review the 
continuation and duties of the post and / or test the market at that time]. 

 

bookmark://Contractual_policies/
bookmark://Contractual_policies/
bookmark://Clause1/
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CONTINUOUS SERVICE 
 

For the purposes of entitlements to annual leave, sick pay arrangements, and maternity 
arrangements, continuous service includes continuous previous service with any public authority 
to which the Redundancy Payments (Continuity of Employment in Local Government etc.) 
(Modification) Order 1999 applies. 

 

Your employment under these terms will begin on [insert start date for this contract]. Your 
previous service, starting on [insert continuous service start date] counts towards your 
continuous service with the council.  

 

 

JOB TITLE 
You are employed as [insert job title].  

 

DUTIES 
You are expected to perform all duties which may be reasonably required of you as set out in the 
attached job description.  

 

The list of duties in the job description is not contractual and not to be regarded as exclusive or 
exhaustive. The Council may, at its discretion, require you to perform additional or other duties 
(commensurate with the grade of your post), either instead of, or in addition to, your normal duties; 
and may make minor amend your job description. Where substantive changes are to be made 
this would be by agreement and after consultation with you. 

 

The Council requires the highest standards from you in your performance at work and your 
general conduct and in particular you must: 

 

i.  unless prevented by incapacity, devote the whole of your working time, attention and abilities 
to the business of the Council; 

 

ii.  diligently, honestly and ethically perform such duties as may from time to time be assigned 
to you by the Council; 

 

iii. conduct your personal and professional life in a way which does not risk adversely affecting 
the Council's standing and reputation; 
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iv. comply with all reasonable and lawful directions given to you by the Council; 

 

v. report your own wrongdoing and any wrongdoing or proposed wrongdoing of any other 
employee to your Line Manager immediately on becoming aware of it.  

 

vii. consent to the Council monitoring and recording your use of the Council’s electronic 
communications systems for the purpose of ensuring that the Council’s rules are being 
complied with and for legitimate business purposes. 

 

The council reserves the right to make reasonable changes to any of your terms of employment. 
You will be notified in writing of any change as soon as possible and in any event within one 
month of the change.  

 

 

1. PLACE OF WORK 

You will be based at you home address [insert home address] and the office, [insert address 
of workplace] which are your normal places of work. The council reserves the right to require 
you to work from the office for [insert number of days] day per week and on occasion to require 
you to work additional days up to [five] days per week from the office. On days where you are 
working from the office this will be considered your place of work for the day and no further 
payments will be made in relation to your commuting to the office. 

 

You may be required to work elsewhere within a reasonable travelling distance either temporarily 
or permanently in order to properly perform your role. 

 

During your employment with us you may be required to travel [Specify the approximate 
parameters]. You will not be required to work outside of the United Kingdom. 

 

 

2. WORKING HOURS 

Your normal working hours total [insert number of hours] per week and are worked from 
[Monday to Friday] from [insert working times] with an unpaid break of [insert duration] for 
lunch and such additional hours as necessary for the proper performance of your duties.   
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We reserve the right to amend these hours as may be reasonably required subject to consultation 
with you. 

 

PROBATIONARY PERIOD 
The first [insert number] months of your employment with us will be a probationary period.  
During the probationary period, your performance and suitability for continued employment will 
be monitored. We may, at our discretion, extend the probationary period and will provide you 
reasons for doing so. 

 

At any time before your probationary period has been completed, either you or we may bring your 
employment to an end by giving one weeks’ notice (unless termination without notice is 
appropriate).  We may decide to pay you in lieu of notice. 

 

At the end of the probationary period or soon after, your performance will be reviewed and we will 
write to you to tell you if you if your probation has been successful or not. You will remain on your 
probationary period until you have received this written confirmation. Once the probationary 
period is successfully completed, you will be confirmed in your role.    

 

 

3. TRAINING  

During your employment, we will provide training in relation to [Insert detail of training 
provided]. This training will be paid for by the council. We will also provide ongoing training, as 
identified, to support you in your role.  

 

Your continued employment shall be conditional upon you completing [specify training 
course/qualification] within [date/timeframe]. We reserve the right in our absolute discretion to 
terminate your employment without notice or payment in lieu thereof if the training is not 
completed within the specified timeframe. 

 

4. PAY AND BENEFITS 

 
Your salary is £[00,000] per annum being the current salary point [X] within the [X ] range in 
scale [ X] as set out in the  National Agreement on Salaries and Conditions of Service of Local 
Council Clerks in England and Wales.  [The pro-rata salary is £[00,000]   p.a.]  
 
Subject to satisfactory performance, you will progress automatically through the range [X] in 
salary scale [X] by annual increments until you reach the maximum salary in the range. Your 
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first increment will be payable on 1st April [20XX] and thereafter on the 1st April each year until 
you reach the maximum of the scale. The Council may withhold an increment if it is considered 
that performance fell below the level expected, following an annual appraisal, or award an 
additional increment for exemplary performance if it chooses to do so.  
 
[Optional for relevant roles][In addition, one additional salary point will be added to your 
salary, up to a maximum of four points, for success in obtaining or already holding each 
of the following relevant qualifications: 

 

1. The Certificate in Local Council Administration (CiLCA) 
 

2. The Certificate in Higher Education in Community Governance 
– Level 4 or one of its predecessor qualifications designed 
specifically for the profession 

 

3. The Foundation Degree in Community Governance – Level 5 
or one of its predecessor qualifications designed specifically 
for the profession 

 

4.      BA (Hons) Degree in Community Governance – Level 6 or one of its 
predecessor qualifications designed specifically for the profession] 

Your salary will be payable monthly in arrears on or about [Insert date] of each month directly 
into your bank or building society.  Each instalment will include payment for the calendar month 
in which payment is made.   

[Remove for hourly paid employees - Should it be necessary to calculate a day’s pay, your 
current full time equivalent annual salary will be divided by 260]. 

 

You will also be entitled to the following benefits: 

i. [Insert benefit(s) and other remuneration and whether each is contractual or 
non-contractual] 

 

We retain the right to remove your entitlement to the above non-contractual benefits at any time.   

 

[Additional Hours – below salary point 22 employees 
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If you work more than your normal working hours, then subject to the Council’s approval, 
you will be reimbursed at the appropriate NJC rate for these hours or you may take time 
off in lieu at a time to be agreed between you and the Council.] 

 

[Additional Hours – other employees 

 

If you work more than your normal working hours, then subject to the Council’s approval, 
you may take time off in lieu at a time to be agreed between you and the Council.] 

 

5. DEDUCTION OF WAGES 

If you owe us money at any time, you authorise us to deduct any sums due to us from your salary 
including, without limitation, any over payment of salary; any advances or loans we have made to 
you; a day’s or part day’s pay for each day or part day of unauthorised absence. “Unauthorised 
absence” is not turning up for work unless your absence is due to genuine sickness and you have 
notified us as set out in this contract; leave for which prior permission has been granted; genuine 
reasons outside your control which are acceptable to us.  

 

If you owe us money when you leave and your final salary payment is not enough to cover the 
whole amount owed, you will be required to repay the outstanding amount due to us within one 
month of leaving us.  

  

6. EXPENSES 

The Council will reimburse you when additional expenditure for travel, meals or overnight 
accommodation is incurred in the performance of the Council’s business, provided the 
expenditure has been authorised in advance, receipted and approved in accordance with the 
Council’s expenses policy.  You shall abide by our policies on expenses as communicated from 
time to time.  

 

Mileage payments at the NJC rate in force will be paid as long as they are approved by the 
Council. Please see the current rates below, unless otherwise updated by an updated agreement. 

 

 

Essential Users 451-999cc 1000-1199cc 1200-1450cc 

Lump sum per 
annum 

£846 £963 £1,239 
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Per mile first 8,500 36.9p 40.9p 50.5p 

Per mile after 8,500 13.7p 14.4p 16.4p 

 

Casual Users 451-999cc 1000-1199cc 1200-1450cc 

Per mile first 8,500 46.9p 52.2p 65.0p 

Per mile after 8,500 13.7p 14.4p 16.4p 

 

Home Working Allowance – Where you are required to work from home we will pay a home 
working allowance at the tax-free value set by HMRC as in force at the time. In the event that you 
choose to work from home, the allowance is not payable for any such period of time. 

 

 

7. HOLIDAY ENTITLEMENT AND PAID LEAVE 

Our holiday year runs from [insert dates e.g.1st April to 31st March] and your holiday accrues 
monthly. If your employment starts or ends part way through a holiday year, we will pro-rata your 
entitlement during that holiday year. 

 

Full time staff are entitled to 23 days annual leave, plus bank holidays and 2 additional (statutory) 
days (25 days plus bank holidays). An increase of 3 days is applied following 5 years’ continuous 
service (28 days plus bank holidays). We will pro-rata that figure where necessary so that your 
holiday entitlement is in proportion to your working time during the relevant holiday year. 

 

If we need you to work on one of those bank holidays, you will be able to take your holiday on a 
different day.   

 

You should usually give at least two weeks’ notice when requesting annual leave and normally 
give notice of at least one month before taking leave of one week or more. Requests for annual 
leave must be made to your manager. The dates of your annual leave require the prior written 
agreement of your Manager. 

 

Annual leave must be taken at times agreed with your Manager. You may carry forward up to 5 
days’ leave into the following leave year, subject to the approval of your Manager. You may be 
able to carry additional days where you have been prevented from taking it in the relevant leave 
year because you have taken maternity, paternity, adoption, parental or shared parental leave, or 
if you have been on long term sick leave.   
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Holiday taken without our prior approval will be treated as unauthorised absence and may lead to 
disciplinary action. 

 

Holiday pay is calculated on the basis of your current rate of pay. Where you work variable hours 
or if you receive commission payments/overtime/travelling-time allowance, then a day’s pay will 
be calculated on the average pay in the previous 52 weeks.  

 

You will have no entitlement to any payment in lieu of accrued but untaken holiday except when 
your employment ends.   

 

If, when your employment ends, you have taken more holiday (including bank holidays) than you 
have accrued in that holiday year, we will deduct the equivalent amount of pay from any payments 
due to you. If this amount is in excess of your final pay, you will be required to repay the 
outstanding amount due to us within one month of the end of your employment. 

 

If you or we have served notice to end your employment, we may require you to take any accrued 
but unused holiday during your notice period.  

 

Details of all other types of paid leave that you may be entitled to including Maternity, Paternity, 
Adoption and Shared Parental Leave, can be found in the [Staff Handbook/council policies]. 

 

8. PERFORMANCE AND DEVELOPMENT REVIEW 

 

You will receive an annual performance and development review 

 

9. ABSENCE FOR SICKNESS OR INJURY, AND SICK PAY 

You must follow the procedure set out in the Council’s sickness absence policy.  This policy is 
non-contractual and may, at our discretion, be updated or amended from time to time. 

 

If you are going to be off work because of sickness or injury you must telephone your Manager 
giving the reason for non-attendance, by your usual start time on each day of absence.  If you are 
unable to notify personally due to the nature of the illness, someone else may make contact on 
your behalf.  It is your responsibility to ensure we are notified.  Failure to do so may result in sick 
pay not being paid and may result in disciplinary action. 
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A self-certification system operates for absences from work due to sickness or injury not 
exceeding seven days (including weekends and other non-working days).  Immediately on your 
return to work you must complete and return a self-certification form. 

 

For sickness or injury absence exceeding seven days (including weekends and other non working 
holidays) you must provide us with a Fit note (from your doctor or consultant) on your return to 
work. However, if your absence is ongoing, you are expected to post your Fit note to us upon 
receipt or alternatively to send us a photograph of both sides of the Fit Note, with the original to 
follow. 

 

All sickness or injury absence will be entered on your employment record. 

 

Occupational Sick Pay 

 

Any sickness absence taken is paid in line with our contractual sick/injury pay scheme (inclusive 
of SSP) which provides payment during periods of certificated sickness as follows: 

  

• During 1st year of service             1 months full pay, and (after 4 months’ service) 
• 2 months half pay 
• During 2nd year of service           2 months full pay, 2 months half pay 
• During 3rd year of service            4 months full pay, 4 months half pay 
• During 4th & 5th year                    5 months full pay, 5 months half pay 
• After 5 years service                       6 months full pay, 6 months half pay 

Occupational sick pay shall be inclusive of any statutory sick pay due in accordance with 
applicable legislation. SSP and occupational sick pay are subject to the usual deduction for PAYE, 
National Insurance, pension contributions etc. 

 

 

10. PENSION  

We will comply with our auto-enrolment duties under Part 1 of the Pensions Act 2008.  If you are 
an eligible job holder, you will be automatically enrolled in our auto-enrolment scheme.  Further 
details of the scheme are available from [insert details] 

 

11. GRIEVANCE PROCEDURE 

If you have a grievance relating to your employment, you should raise this with your [nominated 
line manager or chair of staffing committee] in the first instance (or their manager where a 
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grievance relates to your immediate manager). If you are unable to resolve your grievance 
informally, the full grievance procedure is contained within the council’s polices.  The Grievance 
procedure is for guidance only and does not form part of the contract of employment. 

 

12. DISCIPLINARY RULES AND PROCEDURE 

Our disciplinary procedure and rules can be found within the council’s polices.  If you wish to 
appeal against a disciplinary decision you should set out your reasons in writing.  We will tell you 
(usually in the disciplinary decision letter) who your appeal should be sent to, and the timeframe 
for doing that. The procedure is for guidance only and does not form part of the contract of 
employment and may be amended from time to time.   

 

The list of rules is not to be regarded as exclusive or exhaustive and these may be added to, 
amended or deleted at any point.  Any breach of disciplinary rules will normally result in 
disciplinary action. 

 

We may impose one or more of a range of potential sanctions under our disciplinary policy. These 
include a warning or an extension of a warning, dismissal, a change of duties, or redeployment to 
another role (at the same or lower level – including demotion with a reduction in salary). 

 

13. NOTICE 

During your probation period, you are entitled to be given and required to give [1 weeks] notice 
in writing to terminate your employment for any reason.  On completion of your probationary 
period, you are required to give [1 months] notice in writing. 

 

Notice given by us will be [1 months] following your probationary period and increase to [5 
weeks] notice after [5 years] continuous service and thereafter by one week for each additional 
year of continuous employment up to a maximum of 12 weeks for 12 years’ service.  

 

The statutory position is  

 

• 1 month to 2 years – statutory notice is 1 week 
• 2 to 12 years – statutory notice is 1 week for each full year they have worked 

(i.e. 5 years’ notice after 5 years’ service) 
• 12 years or more – statutory notice is 12 weeks 

 

If you have not provided the required notice in writing, we may withhold pay for notice unworked 
due under your contract, but not paid.  Anything owed to us will be deducted from your final salary. 
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14. PAY IN LIEU OF NOTICE 

Instead of requiring you to work your notice, we may decide to pay you in lieu of notice, bringing 
your employment to an end there and then.   

 

Your payment in lieu will be made up of your net basic salary for the notice period less tax and NI 
contributions. Any payment in lieu will not include any payments such as any payment in respect 
of benefits; and any payment in respect of holiday entitlement that would have accrued during the 
notice period.   

 

 

15. OBLIGATIONS ON TERMINATION 

On termination of your contract with us, you will: 

 

i. Immediately return (or arrange to be collected) all property and information belonging 
to us in your possession or under your control, including but not limited to login details 
and passwords for internal databases and IT systems or externally held software, 
apps, databases, websites etc. 

ii. Irretrievably delete any information relating to us which is in your control outside our 
premises. 

iii. If requested, provide a signed statement that you have fully complied with your 
obligations under this clause together with such reasonable evidence of compliance 
that we may request. 

 

16. WORK DURING NOTICE PERIOD / GARDEN LEAVE 

We may decide to put you on Garden Leave for some or all of your notice period.  Garden Leave 
means that you should not come into work, but you remain employed and entitled to your 
contractual benefits and subject to your contractual obligations (apart from the requirement to 
carry out work).  

 

We will write to you at the time to confirm the rules that will apply to you during Garden Leave. 
This may include a rule preventing you from working elsewhere or for yourself, during your 
contracted hours to the Council, unless we agree to that in advance.  

 

17. HEALTH AND SAFETY 
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You have a duty to ensure the health and safety of yourself and others. You must also co-operate 
with the Council so that it can comply with its health and safety obligations. 

You will be given a copy of the Council's Health and Safety Policy. 

 

It is important that you familiarise yourself with your responsibilities. 

 

Breach of these requirements may result in disciplinary action being taken against you in 
accordance with the disciplinary procedure, which may result in your dismissal. 

 

18. CONFIDENTIALITY 

During your employment you will have access to and will use and otherwise handle ‘Confidential 
Information’ to do your job properly. By ‘Confidential Information’, we mean any information or 
matter about the business or affairs of the Council or any of its business contacts, or about any 
other matters which may come to your knowledge in the course of your employment, and which 
is not in the public domain or which is in the public domain as a result of your breach of this 
agreement. It may, but will not necessarily, be in a recorded format (usually hard copies or 
electronically). 

 

You must not (unless in the proper course of your work and/or with our express prior authorisation 
or in the situations outlined in this clause) use Confidential Information, make or use copies of 
Confidential Information, or disclose Confidential Information to anyone or any entity. That 
obligation applies during your employment and after it has ended.  

 

You must do everything reasonable to protect Confidential Information and must tell us 
straightaway if you know or suspect that Confidential Information has been leaked and/or is being 
used outside our organisation or inappropriately inside our organisation. You should not make 
assumptions about sharing of confidential information with other employees. If in doubt, you 
should consult your line manager. 

 

All Confidential Information belongs to us, and you must return it (including copies) to us when 
requested during your employment or when your employment ends. You will need to confirm that 
you have safely and securely deleted all versions and copies. We may withhold any salary or 
other sum due to you until such time as all confidential information has been returned to us. 

These provisions on Confidential Information do not affect your right to make a protected 
disclosure as defined by the Employment Rights Act 1996 (see our Whistleblowing Policy), or 
your duty to disclose Confidential Information if the law or a regulatory obligation requires that.  
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19. DATA PROTECTION 

As part of our administrative and management processes, the Council will need to collect and 
process personal data relating to you in accordance with data protection legislation in force at the 
time.  Details of what we will collect and process are set out in the Data Protection Policy and our 
‘Employee Privacy Notice’. 
 

You must familiarise yourself with our Data Protection Policy and comply with the Council’s data 
protection policy when handling any personal data in the course of your employment. If you do 
not comply with it, we may treat that failure as a disciplinary issue and, in serious cases, gross 
misconduct.  

 

20. COUNCIL PROPERTY 

During your employment you will have access to, and use of, various documents, manuals, 
hardware and software provided for your use by the Council. These and any data or documents 
(including copies) produced, maintained or stored on the Council's computer systems or other 
electronic equipment (including mobile phones), remain the property of the Council.   

 

You may also be given the use of other facilities owned by the council including [mobile phone], 
[laptop/desktop computer], [keys/pass card], [social media accounts].  

 

You must take good care of all Council property that is in your possession and/or under your 
control and use it for agreed and lawful purposes only. If, because of your misuse or carelessness 
the property is lost, stolen or damaged, we may deduct from your pay some or all of the cost of 
repair or a replacement.  

 

We may, at any time during your employment, and will on termination, require you to return all 
Council property (including social media account details, or any computer or online passwords) 
to us. You must do so on your last working day or as soon as possible as agreed with the Council.  

 

If you are placed on Garden Leave, we will usually require you to return all our property before 
your Garden Leave begins.  

 

 

21. MATERNITY, PATERNITY, ADOPTION AND PARENTAL ARRANGEMENTS 

Your entitlement to maternity/paternity/adoption/shared parental leave and pay is as set out in the 
relevant legislation and in the Green Book. 
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[Your entitlement to maternity/paternity/adoption/shared parental leave and pay is as set 
out in the council's staff handbook/policies available at [add Link to documents]. 

 

22. REFERENCE DOCUMENTS 

The National Agreement on Pay and Conditions of Service of the National Joint Council (“the 
NJC”) for Local Government Services (“the Green Book”) applies to your employment save as 
amended by this contract. 

 

Further information regarding your employment is contained within the Council’s policies. These 
cover policies such as Health and Safety, Equalities, the Grievance Procedure, Disciplinary 
Procedure and Disciplinary Rules. You must comply with the Council’s policies. 

 

23. CHANGE TO TERMS AND CONDITIONS OF EMPLOYMENT 

This agreement sets out everything we have agreed. You and we are entering into it on the basis 
that no discussions we have had, representations made, previous agreements reached, or 
understandings we have come to are relevant to this agreement, or are to be relied on, unless 
they are recorded in it.  

 

Care has been taken to prepare this agreement, and neither you nor we will have a claim for 
innocent or negligent misrepresentation or negligent misstatement in respect of its contents (but 
that doesn’t exclude liability for fraud).   

 

This contract may be altered by us in writing at any time after the date of signing and after 
consultation with you. 

 

Where changes to the terms set out in this statement occur by agreement (negotiation) with you, 
you will be informed of these by means of a written statement of change which you will be issued 
within one month of the change.  Changes to non-contractual policies, rules and procedures will 
be notified to you with one month’s notice.  

 

I have read and understood the above clauses and accept the offer of employment on these 
terms. 
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SIGNED                          DATE  

……………………….                          ……………………………………. 

for and on behalf of [Insert name]  Council   

 

 

I accept the terms and conditions of my employment as set out above. 

 

 

SIGNED                          DATE  

……………………….                          ……………………………………. 

Employee   
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APPENDIX 4:  MODEL INTERVIEW QUESTIONS – CLERK 
 

WONERSH PARISH COUNCIL 
CLERK AND RESPONSIBLE OFFICER 

INTEREVIEW QUESTIONS 
CANDIDATE:____________________________-
__________________________________ 
COUNCILLOR:_________________________________________________________
____ 
 

QUESTIONS COUNCILLOR’S NOTES SCORE 

GENERAL   

First we have a general question:   

1) What attracted you to apply for 
this position? 

  

SKILLS & KNOWLEDGE   

And following on from that we’d 
like to ask a few questions about 
your skills and knowledge 

  

2) Please tell us what you know 
about Wonersh Parish; the 
Council’s responsibilities and 
how these reflect on the role of 
the Clerk? 

  

3) Please tell us about your 
financial management 
experience, including your use of 
IT. 

  

4) Would you tell us about any 
project (it doesn’t matter how 
large and it could be domestic, 
voluntary or work related) that 
you have managed from start to 
finish and how you went about it? 
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DOING THE JOB   

And a couple of questions about 
doing the job 

  

5) The role requires that you 
work on your own much of the 
time, and it also calls for 
flexibility. How do you feel about 
this? 

  

6) How would you deal with a 
contractor who was failing to 
perform to expectations? 

  

PERSONAL   

And finally a couple of questions 
about your working style 

  

7) What particular qualities do 
you believe that you bring to the 
role? 

  

8) What do you feel will be the 
most difficult aspects of the role 
and how will you cope with them? 

  

SUBSIDIARY QUESTIONS 
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CANDIDATE’S QUESTIONS 
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APPENDIX 5: DISCIPLINARY PROCEDURE 
 
 

Wonersh Parish Council 
Disciplinary Procedure 

 
 

1.  Introduction 

 

1.1 This statement sets out the disciplinary procedure which applies to all Council employees. 

 

1.2 This procedure is used to deal with matters of misconduct.  Its primary purpose is to ensure 
that employees who fail to conduct themselves in a satisfactory manner are provided with the 
opportunity and encouragement to improve. 

 

2.  Standards of conduct  

    

The standard of conduct expected of Council employees are those necessary to maintain good 
order in the workplace and to maintain mutual trust and confidence between the Council and the 
employee. 

 

3.  Principles 

 

The Disciplinary procedure is based upon the following principles of fairness: 

 

3.1 Matters should be dealt with speedily. 

 

3.2 At the investigatory stage there is no presumption of guilt and the fact that the disciplinary 
procedure is taking place does not presume there will necessarily be any disciplinary penalty 
imposed. 
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3.3 Individuals should be informed of the complaints against them and be given an opportunity to 
state their case before any decisions are reached. 

 

3.5 Individuals have the right to be accompanied by another person. 

 

3.5 Disciplinary action will not be taken until the procedure has been followed. 

 

3.6 Individuals will be given the right to appeal against any penalty imposed. 

 

4.  The procedure 

4.1 Informal recorded verbal warnings 

4.1.1 If an employee commits a minor infringement of the established standards of conduct they 
will receive an informal recorded verbal warning within a private conversation. In the case of the 
Clerk this will be with the Chair. For all other employees the clerk will undertake the conversation.  
A brief, confidential record will be placed on the employee file to record that the informal verbal 
warning has been given. 

 

4.1.2 If the infringement, or a new infringement, of the established standards of conduct persist, 
it may be necessary to raise the matter in a formal interview which will be arranged under the 
formal procedure.  In such circumstances reference may be made to any relevant informal 
recorded warnings received within the previous six months. 

4.2 The formal procedure 

 

4.2.1 The formal procedure may come into operation when the employee may have committed a 
breach of discipline.  This may be either: 

• One of a series of minor breaches of discipline, either in the same or unrelated areas of 
conduct, that have already been the subject of an informal recorded verbal warning or 

• A matter too serious to be dealt with informally. 

 
4.3 Preliminary investigations 
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4.3.1 A preliminary investigation will usually be conducted to establish facts before a formal 
disciplinary interview is held. 

 

4.3.2 The purpose of the questioning in a preliminary investigation must be clearly explained to 
the employee at the outset.  No presumption of guilt will be made during an investigatory meeting.  
If the preliminary investigation leads to a disciplinary interview, it will be open to the employee to 
challenge the accuracy of any information obtained in the course of the preliminary investigation. 

 

4.3.3 No penalty will be imposed or written warning given on the basis of a preliminary 
investigation alone; such action can follow only from a formal interview conducted within the 
disciplinary procedure. 

 

4.3.4   The employee may be placed on suspension while the investigation is carried out. 

4.4 Arrangements for a formal disciplinary interview 

 

4.4.1 A formal disciplinary interview will not normally take place until after an investigation has 
been conducted and a decision made that there is a disciplinary case to answer. 

 

4.4.2 Prior to a formal disciplinary interview taking place the employee will be notified in writing of 
the following:- 

• The time and place of the interview; 

• Who is to conduct the interview (normally the clerk or Chair [as above] plus one member of 
the personnel committee); 

• The nature of the breach(es) of discipline being enquired into, including the alleged behaviour 
or circumstances which have led WPC to contemplate taking disciplinary action against the 
employee; 

• The right to be accompanied by another person; 

• The possible consequences of the interview (i.e. that disciplinary action may be taken and 
that the disciplinary action may result in dismissal). 

4.4.3 Prior to the disciplinary interview taking place, the employee will be given full details of the 
alleged misconduct or unsatisfactory performance so that they will understand the nature of the 
complaint(s) against them 
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4.4.4 The procedure should provide for matters to be dealt with promptly.  Notice for the interview 
will be no less than 48 hours, but in any event the employee will be permitted sufficient time to 
contact and brief another person if they decide to be accompanied at the interview. 

 

4.5 The role of the accompanying person 

 

4.5.1 During a disciplinary hearing the accompanying person will be entitled to: 

• address the meeting to put or sum up the employee's case or to respond on the employees 
behalf to any view expressed at the hearing; 

• confer with the employee. 

4.6 The conduct of the interview 

 

The conduct of the interview is based upon the following principles:  

 

4.6.1 Employees have the right: 

• to be given copies of all paperwork that may be relied on in advance of the formal disciplinary 
interview to assist them in preparing their response. 

• To have an adequate opportunity to state their case before any decisions are reached. 

4.6.2 The disciplinary interview may be adjourned: 

 

• Where relevant facts are in dispute; or  

• Where the employee claims that there is someone who can corroborate their version of 
events. 

 4.6.3 If the interview is adjourned to allow further enquiries, the outcome of these enquiries will 
be conveyed to the employee. 

4.7 Summary of the interview      

 

A written summary - which is not a verbatim record – will be made of all interviews conducted 
under the disciplinary procedure.  This will be in the form of a record of the interview.  Two copies 
will be sent to the employee.   

4.8 Disciplinary action 
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4.8.1 Only at the end of the formal disciplinary interview and after the completion of any further 
enquiries will consideration be given to the action to be taken.  If WPC concludes that the 
employee has committed the misconduct complained of disciplinary action may be appropriate.  
In considering a penalty, the panel will take into account: 

• The nature of the misconduct or unsatisfactory performance; 

• Any points which have been put forward on behalf of the employee; 

• The employee’s record;  

• The need to satisfy the test of fairness and reasonableness in all circumstances. 

4.8.2 If it is decided that the employee is free of blame, the individual will be told that no further 
action is to be taken.  

4.9  Disciplinary penalties 

 

The penalties that can normally be imposed are: 

 

4.9.1  A formal warning which must include: 

• A summary of the conduct complained of and  

• A warning of the consequences of any further breach of discipline or a failure by the employee 
to show the required improvement in conduct or performance. 

Formal warnings may be: 

• A formal recorded verbal warning 

• A first written warning 

• A final written warning 

A formal recorded verbal warning will be disregarded for disciplinary purposes after 6 months 
and a first or final written warning will be disregarded for disciplinary purposes after 12 months 
or such other period as specified at the time it is issued. 

The weight given to it in subsequent disciplinary proceedings during its active period will depend 
on: 

• The length of time that has elapsed; 

• The nature of the misconduct or unsatisfactory performance; 

• Its relevance to the misconduct or unsatisfactory performance then under consideration. 

A formal warning remains on the employee file permanently. 
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A formal warning can be issued by the panel who conducted the disciplinary interview. 

 
4.9.2 Dismissal with contractual notice 

 

Dismissal with notice may be imposed in cases of unsatisfactory performance or where the 
misconduct is of a more general nature, such as a series of misdemeanours that are minor in 
themselves but which demonstrate the employee’s unwillingness to achieve the established 
standards of conduct referred to in paragraph 2.   

 

4.9.3 Summary dismissal 

 

Summary dismissal is reserved for cases of gross misconduct.  Examples of gross misconduct 
are: 

• Assault, harassment, bullying or threatening or abusive behaviour; 

• Fraud, theft or any act of dishonesty;   

• Negligence or actions which cause unacceptable loss or damage or injury or other serious 
consequences; 

• Endangering life; 

• Refusal to obey a lawful and reasonable instruction; 

• Commission of a criminal offence outside work which undermines the duty of trust and 
confidence on which the contract relies; 

• Serious disregard of health and safety rules; 

• Deliberate falsification of records, reports or expense claims;  

• Fighting, assault on another person;  

• Deliberate damage to property of the council or of a third party; 

• Supplying, being under the influence of, or being in possession of illegal drugs at work;  

• Coming to work and/or being under the influence of alcohol at work so that it adversely 
affects performance; 

• A serious act of insubordination;  

• Unauthorised disclosure of confidential information;  

• Taking part in activities which result in adverse publicity to the council. 
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This list is not exhaustive. 

 

4.9.4 Employees who are summarily dismissed are paid only up to the day on which they are 
dismissed. 

 

4.9.5 The imposition of any of these disciplinary penalties will be confirmed in writing to the 
employee and recorded on the employee file.  The employee will be sent two copies of the letter 
confirming the penalty.   

 

5.  Suspension from work 

 

5.1 When it appears to be in the interests of either the employee or the council, an employee who 
may have committed a serious breach of discipline can be directed to leave the place of work and 
not return to duty pending further instruction.  Investigatory suspension is not a disciplinary 
sanction. 

 

5.2 During this period the employee will remain on full pay.   

5.3 If the outcome of the investigation is that there is a disciplinary case for the employee to 
answer to, the employee will be invited to a meeting to discuss this.   

 

6.   Appeals 

 

Employees have the right of appeal against decisions taken within the disciplinary procedure.  
Employees will be informed in writing of their right to appeal when they are notified of any decision 
taken under the disciplinary procedure. 

 

6.1 Appeals procedure 

 

6.1.1 Employees have the right of appeal in the following circumstances:  

• Dismissal, including the terms of dismissal. 
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• Any penalty imposed within the terms of the Disciplinary procedure excluding informal 
recorded verbal warnings.          

6.1.2 Employees must give the Personnel Committee written notification of their intention to 
appeal within five working days of the decision in question.   

 

6.1.3 Appeals are heard by two members of the Personnel committee. 

 

6.1.5 Employees are entitled to appear in person at the appeal hearing and to be 
accompanied by another person. 
      
6.1.7 The panel will convey the outcome of the hearing to the employee in writing. 
   
6.2 Implementation of a decision under appeal 

 
All disciplinary penalties (including dismissal with or without notice) are implemented and 
stand until an appeal has been completed.  If the decision of the appeal is to withdraw 
the penalty then this decision is backdated to the date the original decision was made 
and any loss the employee has suffered (including loss of salary) will be compensated 
for.  
 
6.3     Panels 
 
Should there be insufficient councillors to constitute a Panel, a suitably qualified external 
substitute will be appointed by the Council 
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APPENDIX 6: GRIEVANCE PROCEDURE 
 

Wonersh Parish Council 
Grievance Procedure 

 
1.  Introduction 
 
This procedure sets out the provisions for any Council employee who believe themself to 
have a grievance and who wishes to complain about matters affecting their terms of 
employment. 
 
2.  Grievance Procedure 
 
2.1 As a normal part of good management practice every effort should be made to resolve 
issues without recourse to the formal Grievance procedure.  Dealing with grievances 
informally can often lead to a speedy resolution of problems.  Only after such attempts 
have failed or where the issue is such that a formal clarification of issues is required 
should the formal procedure be invoked.   
 
2.2 Employees who believe that they may have been unfairly treated and wish to complain 
formally about matters affecting their terms of employment have the right to take a 
grievance. 
 
2.3 Grievances arising from issues of conduct and capability dealt with through the 
disciplinary or capability procedures should be lodged under those procedures.   
 
2.4 Employees have the right to appear in person. The clerk will have their grievance 
heard by the Chair plus one member of the Personnel Committee unless the grievance 
is with the Chair, in which case the vice-Chair substitutes. Grievances raised by other 
employees will be heard by 2 members of the Personnel Committee. 
 
2.5 Employees wishing to raise a grievance should provide written notification of this to 
the Personnel Committee stating the reasons for raising the grievance and as much detail 
as possible regarding their complaint.  Where possible dates, times and (if appropriate) 
the names of witnesses should be given to allow a thorough investigation to take place. 
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2.6 The investigating panel will invite the employee to attend at least one meeting to 
discuss the grievance.  Employees raising a grievance have the right to be accompanied 
to a grievance hearing by another person. 
 
2.8 After the meeting the panel will convey the outcome of the hearing to the employee 
in writing, briefly outlining the basis for the decision reached and any action that is 
involved.  An additional copy will be sent if the employee was accompanied at the 
grievance hearing.   
 
2.9 If an employee is dissatisfied with the decision made after the original grievance 
hearing they have the right to appeal within five working days of being notified of this 
decision. The appeal will be heard by a different panel appointed by council. 
 
2.10 Employees are entitled to appear in person at the appeal hearing and to be 
accompanied.      
 
2.11 The panel will convey the outcome of the appeal hearing to the employee in writing, 
briefly outlining the basis for the decision reached and any action that is involved.  An 
additional copy will be sent if the employee was accompanied at the appeal hearing. 
 
2.12 The outcome of a grievance appeal hearing is final and cannot give rise to any further 
hearings.   
 
3.  Allegations of discrimination 
 
3.1 Where employees wish to raise an allegation of discrimination arising in the course of 
day-to-day working, the grievance procedure will be followed.   
 
   4.  Panels. 
 
   Should there be insufficient councilors to constitute a Panel, a suitably qualified      

external substitute will be appointed by the Council 
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APPENDIX 7:  PERFORMANCE APPRAISAL FORM 

Wonersh Parish Council 

Performance appraisal form 

SURREY ASSOCIATION OF LOCAL COUNCILS 

STAFF APPRAISAL/DEVELOPMENT REVIEW FORM 

Name               Date 

Job Title Reviewers 

Your review meeting is due to take place on 

Date Time Place 

Purpose of the Staff Review Meeting: 

To enable you to discuss your job performance and how you and SALC can improve 
and develop.   

The discussion should aim at a clearer understanding of: 

• Your role and your achievements
• Agreement on your objectives and tasks
• Ideas for improvement
• Any training that needs to be identified
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You should prepare for this discussion by completing items A-E of this form.  You can 
use it for your own guidance or you can show it to your reviewer before the meeting.  It 
will not be copied or filed without your agreement.   
 
After the review, you will be given the opportunity to read the completed form; you will 
be able to add your comments and sign the review form. 
 
You should bring to the meeting: 
 

• This form – or a copy of it 
• Your job description 
• Details of any training or courses undertaken during the last year 

 
 
 
 
A. Job Content 
 
What do you see as the main purpose of your job?  Has this changed in the last 
year? 
 
  
 
How well have you achieved your objectives? 
 
 
What have been your major achievements? What have you done best, and why? 
 
 
Which parts of your job do you consider you have done least well, and why? 
 
 
Which parts of your job do you enjoy the most, and why? 
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Which parts of your job do you enjoy the least, and why? 
 
 
What, if anything, has prevented you from effectively achieving your job tasks? 
 
 
 
 
B. Job Performance in the last 12 months. 
 
Please comment on how you feel you have performed against each of the 
following capabilities? Where you can, give examples. 
 
Level of commitment and personal drive/energy and enthusiasm/sense of 
urgency. 
 
 
Relationships with colleagues/members of the council. 
 
 
 
Interpersonal communication skills 
 
 

 

Level of professionalism. 
 
 
Training and Development – what has been the impact of knowledge and skills 
acquired? 
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Overall performance – how well do you perceive you are doing your job in 
general? Are there any other particular areas you would like to mention? 
 
 
 
C. Future Performance 
 
What would you like to achieve over the next 12 months? 
 
1.   
 
2.  
 
3.  
 
4.   
 
5.  
 
6.  
 
 
 
D. Support 
 
How can the Council help you improve your performance? 
 
 
 
E. Other Matters 
 
Is there anything else you would like to discuss in the staff review meeting? 
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F. Key Objectives – agreed at the Staff Review 
 
List the key objectives for the next 12 months. 
 
1.   
 
 

•  
G. Agreed Action and Training Plan 
 
(This must be linked to the above list of objectives or to your career development) 
 

Action/Training 
Requirement 

Support Needed Timescale 

   

 
Signed …………………………………………… Date ……………………………. 
 
Reviewer’s Signature ………………………………………… Date ……………. 
 
Date of next Annual review ………………………………………………………….. 
 
H. Comments after Review (Optional) 
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Please use this space to record any other comments, including 
disagreements/differences of opinion discussed at the review. 
 
 
 
Signed …………………………………… Date ……………………………………… 
 
 
Reviewer’s Signature …………………Date ……………………………………….. 
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APPENDIX 8: LEAVE / ABSENCE RECORD 
 

Wonersh Parish Council 
Leave Sheet 
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Comments 
        

April 04/04/11  0 0 0 0  
 11/04/11       
 18/04/11       
 25/04/11       
Total        
        
May 02/05/11       
 09/05/11       
 16/05/11       
 23/05/11       
 30/05/11       
Total        
        
June 06/06/11       
 13/06/11       
 20/06/11       
 27/06/11       
Total        

         
July 04/07/11        
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 11/07/11        
 18/07/11        
 25/07/11        
Total         
        
        
        
        
         
August 01/08/11        
 08/08/11       
 15/08/11       
 22/08/11       
 29/08/11       
Total         
         
September 05/09/11        
 12/09/11       
 19/09/11       
 26/09/11       
Total        
        
October 03/10/11        
 10/10/11        
 17/10/11        
 24/10/11        
 31/10/11        
Total         
         
November 07/11/11        
 14/11/11        
 21/11/11        
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 28/11/11        
Total         
         
December 05/12/11        
 12/12/11        
 19/12/11        
 26/12/11        
Total         
        
January 02/01/12        
 09/01/12        
 16/01/12        
 23/01/12        
 30/01/12        
Total         
         
February 06/02/12        
 13/02/12        
 20/02/12        
 27/02/12        
Total         
March 05/03/12        
 12/03/12        
 19/03/12        
 26/03/12        
Total         
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APPENDIX 9: BOOK KEEPER AND ASSISTANT TO THE 
CLERK  – JOB DESCRIPTION 

£13-15 per hour ( up to 20 hours per month). 

Wonersh Civil Parish comprises three villages: Blackheath, Wonersh and Shamley Green. 
There are 9 councillors, one representing Blackheath and four each for the other villages. The 
Council is non-party political.  Parish Councils are the third tier of local government and are 
responsible for the management of most of the common land in the villages of Wonersh and 
Shamley Green.  The Council also comments on all planning applications, assists with grants 
and leads on various projects and initiatives in the area to improve and maintain our area, 
including litter, playground maintenance and traffic and parking issues.  

Overall Responsibilities 
It is the responsibility of the Book Keeper/ Assistant Clerk to provide support to the Parish Clerk 
both as the Proper Officer of the Council and the responsible Financial Officer (RFO). 
The job is based at home but with regular meetings at the Parish Office, Wonersh Sports 
Pavilion, Wonersh GU5 0PJ 

Reporting Lines 
Reports to Parish Clerk  

Specific Responsibilities: 
Financial: 

• monitor and balance Council's accounts  
• receive invoices for goods and services to be paid for by Council and arrange 

payment of these 
• issue invoices on behalf of Council for goods and services and ensure payment 

received  
• identify and resolve issues relating to outstanding invoices and debtors  
• provide brief financial reports for the Council to review expenditure  
• complete VAT return 
• assist in compiling reports for audit purposes 

General: 
• carry out administrative duties at the request of the Parish Clerk  
• attend committee  meetings as requested and prepare, in consultation with 

appropriate Councillors, an agenda, minutes and supporting papers for the 
meeting and take follow-up actions as required 

• undertake other projects or duties as reasonably required by Council  
• attend training courses or seminars as required   
• update website as and when required  
• to undertake any other duties as may be reasonably required from time to time  
• Manage the bookings for the Shamley Green Community Room 
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APPENDIX 10: BOOK KEEPER AND ASSISTANT TO THE 
CLERK PERSONAL SPECIFICATION 

 
 
Essential  Desirable 
Education & training  

GSCE or equivalent to Grade C or 
above in Maths and English 
 

Educated to A level standard 
 
Book Keeping qualifications 

Skills, experience & knowledge  

Previous financial experience 

Experience of using accounting 

software 

General administrative skills 

Use of IT systems (Microsoft Office or 

equivalent) 

Experience of working to deadlines 

Excellent written and oral 

communication skills 

Effective prioritisation skills 
 

 

Previous local government/council 

experience 

Previous experience of updating 

websites and social media 

Previous experience of VAT & HMRC 

 

Personal qualities  

Able to work on own initiative without 

supervision and within a small team 
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