
Full Council meetings: 2026 - 18 June, 16 July, 17 September, 15 October, 19 November 
Newsletter deadlines: 07/09/26 for September issue; 07/11/26 for December issue; 07/02/27 for March 2027 issue; 08/05/27 for June issue. 

 

Euxton Parish Council 1 of 1 Agenda document 16 July 2026 

CLERK 
Published: 8 July 2026 

 
Meeting arrangements: Full Council Meeting 

 Thursday, 16 July 2026, 7.15 pm start 

   Annexe, Euxton PC Community Centre, Wigan Road, Euxton 

 

AGENDA 

1. Apologies 

2. Declarations of Interest and Dispensation Considerations 

 Members are reminded of their responsibility to declare any interest in respect of 
any matters contained or brought up at any point in this meeting, in accordance 
with the current Code of Conduct. Council will consider dispensation requests. 

3. Minutes of Council Meetings 

Approve the signing as a correct record, Full Council of 18 June 2026 

4. Public Participation 

Matters brought to the Parish Council by residents. The Chair may limit a member of 
the public to 3 minutes of speaking to ensure the smooth running of the meeting. 
Overall, this section will typically be limited to 20 minutes although the Chair may, at 
their discretion, extend this. 

5. Statutory Business 

5.1 Co-option to Councillor vacancies – three applicants (blue paper) 

5.2 Planning - Consider planning report as circulated by the Lead Member for 
Planning, approve responses and ratify responses made between 
meetings or to meet deadlines 

5.3 Consider a drafted planning response sentence regarding telecom poles 

6. Financial Items – as circulated 

6.1 Approve Expenditures for this month, and any submitted after the agenda 

6.2 Receive finance reports circulated 

6.3 Financial Risk Assessment, review and agree 

7.  Grievance Policy – consider this new, replacement policy for adoption 

8. Disciplinary Policy – consider this new, replacement policy for adoption 

9. Matters for information 

Notify the Chair prior to the meeting starts of any item to be raised under this section. 
Only items of information, referral to another authority, or matters offered for 
consideration at a future meeting can be raised. No legal decisions can be taken. 

 

 

 

EUXTON PARISH COUNCIL 

Doc. Ref 

Item 6.2 

Item 6.1 

Item 5.1 

Item 7 

Item 5.2 

Item 6.3 

Item 8 

Item 5.3 



EUXTON PARISH COUNCIL AGENDA ITEM 5.2 
 

PLANNING REPORT   16 JULY 2026
   

Page 1 

Date, Valid, Ref Description/Location (click to be directed to www) Comment/Recommendation 

26/00056/FUL 

Change of use of office building (Use Class E) to school for 
pupils with Special Education Needs (SEND). The application is 
for Mitie Facilities Services Investment House, Chorley Business 
and Technology Centre East Terrance, Chorley, PR7 6TE. 

With regards to planning, I cannot see any 
problem with the plans. My immediate 
thoughts were this school is in the wrong 
place and there is no outside space, and it 
backs onto a railway line. The application 
is from Infinite Schools Limited, they are 
an independent provider of alternative 
education provision for SEND pupils.  

26/00562/ADV 
An Application for advertisement consent for the display of one 
fascia signs, and one entrance sign, and one free standing sign. 
This is for the permises as above.  

No comment. 

26/00553/TPO 
31 Gleneagles Drive, Euxton, Chorley, PR7 6FZ.  
Application for works to a protected tree.  

Only carry out work as permitted to thin 
out the crown and remove branches that 
encroach on any buildings.  

26/00517/CLPUD 
51 Bilberry Way, Euxton, Chorley, PR7 6RQ.  
Application for a certificate of lawfulness for the proposed 
conversion of the integral garage to habitable accommodation.  

No comment. 

26/00409/FULHH 
25 Firbank, Euxton, Chorley, PR7 6HP.  
Single story rear extension and removal of first floor chimney 
breast and associated internal works.   

No comment. 

26/00519/MNMA 

1 Buckinghamshire Place, Buckshaw Village, PR7 7HS.  
Minor non material planning amendment to planning permission. 
Reference 26/00129/FULHH. To change 1st floor window 
design.  

No comment. 

 

 



ITEM 5.3 

 

 

Standard POLE 1 

Euxton Parish Council recognises that there is no statutory right to raise objections 

or observations with this application. The Parish Council, however, has a duty to 

convey the concern of residents to the applicant. Euxton Parish Council would 

further petition the applicant to consider other methods of providing this service 

without the need to use telegraph poles. 

 



Vouche Code Date Bank VAT Type Net VAT TotalMinute

Euxton Parish Council

PAYMENTS LIST

08 July 2026 (2026-2027)

SupplierDescriptionPayment Ref.

01/06/2026 - 21/06/2026  13,422.10  13,422.10Confidential

 88 01/06/2026 UTB (Current) C & W Berry Ltd  12.31  2.46  14.77Hardware

 89 01/06/2026 UTB (Current) C & W Berry Ltd  7.08  1.42  8.50Supplies

 91 01/06/2026 RBS (Debit) Greens Environmental  125.00  25.00  150.00Allotment Toilet

 90 01/06/2026 UTB (Current) C & W Berry Ltd  79.00  1.80  80.80PPE

 94 01/06/2026 UTB (Current) Easywesbites Limited  71.50  14.30  85.80Website & Emails

 95 01/06/2026 UTB (Current) Chorley Business & Technology Centre  410.21  82.04  492.25Office rent

 93 01/06/2026 UTB (Current) Peoples Partnership  441.79  441.79Staff costs

 96 01/06/2026 UTB (Current) EE Mobile  109.79  21.96  131.75Mobile contracts

 99 01/06/2026 UTB (Current) DWG (NW) Ltd  210.00  210.00Works

 97 01/06/2026 UTB (Current) B & Q  25.00  5.00  30.00Grounds maintenance

 98 01/06/2026 UTB (Current) All StarFuel

 138 01/06/2026 UTB (Current) SSE Energy  167.10  167.10Electricity S'port Road

 144 01/06/2026 UTB (Current) Unity Trust Bank  11.05  11.05Bank charges

 100 02/06/2026 UTB (Current) Studholme Bell Ltd  264.00  264.00Staff costs

 101 05/06/2026 UTB (Current) Matt Glynn Arborist  370.00  370.00Grounds maintenance

 139 05/06/2026 RBS (Debit) HVW Ltd  64.89  12.98  77.87Grounds maintenance

 146 05/06/2026 RBS (Debit) Amazon  16.17  3.23  19.40Hardware

 102 07/06/2026 RBS (Debit) Amazon  30.02  6.00  36.02Hardware

 103 08/06/2026 RBS (Debit) Amazon  16.66  3.33  19.99Hardware

 104 08/06/2026 RBS (Debit) Amazon  8.22  1.64  9.86Supplies

 133 10/06/2026 UTB (Current) Peoples Partnership  417.75  417.75Pensions payment

 106 11/06/2026 UTB (Current) Matt Glynn Arborist  1,360.00  1,360.00Grounds maintenance

 108 12/06/2026 RBS (Debit) Amazon  8.32  1.66  9.98Signage/Safety

 107 12/06/2026 RBS (Debit) Amazon  20.82  4.16  24.98Hardware

 109 15/06/2026 UTB (Current) Starboard Systems Ltd (Scribe)  55.00  11.00  66.00Finance software

 105 15/06/2026 RBS (Debit) Amazon  10.67  2.13  12.80Supplies

 142 15/06/2026 RBS (Debit) Amazon  74.88  14.98  89.86Grounds maintenance

 111 17/06/2026 UTB (Current) Euxton St Mary's  650.00  650.00Grant

 112 17/06/2026 UTB (Current) BVFest  400.00  400.00Grant to Gala

 110 17/06/2026 UTB (Current) B & Q  21.85  4.37  26.22Hardware

 140 18/06/2026 RBS (Debit) Hotline promotional products  192.95  38.59  231.54Communications/printing

 113 19/06/2026 RBS (Debit) Royal Bank of Scotland  3.85  3.85Bank charges
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Vouche Code Date Bank VAT Type Net VAT TotalMinute

Euxton Parish Council

PAYMENTS LIST

08 July 2026 (2026-2027)

SupplierDescriptionPayment Ref.

 114 20/06/2026 UTB (Current) Water Plus Ltd  49.02  9.80  58.82Water

 117 21/06/2026 UTB (Current) E1  24.25  24.25Salaries

 115 21/06/2026 UTB (Current) Bright HR Ltd  24.00  4.80  28.80HR software

 125 21/06/2026 UTB (Current) E13  6.00  6.00Salaries

 120 21/06/2026 UTB (Current) E8  17.50  17.50Salaries

 118 21/06/2026 UTB (Current) E5  50.40  50.40Salaries

 119 21/06/2026 UTB (Current) E3  27.00  27.00Salaries

 121 21/06/2026 UTB (Current) E9  92.25  92.25Salaries

 122 21/06/2026 UTB (Current) E11  6.30  6.30Salaries

 123 21/06/2026 UTB (Current) E10  69.30  69.30Salaries

 124 21/06/2026 UTB (Current) E12  19.80  19.80Salaries

 127 22/06/2026 UTB (Current) B & D Print Services Ltd  1,079.00  1,079.00Newsletter

 126 22/06/2026 RBS (Debit) Tesco  18.96  3.79  22.75PPE

 145 22/06/2026 UTB (Current) C & W Berry Ltd  65.42  13.08  78.50Hardware

 129 23/06/2026 UTB (Current) Leaflet Delivery UK  325.00  65.00  390.00Communications/printing

 135 23/06/2026 RBS (Debit) HVW Ltd  106.50  21.30  127.80PPE

 128 23/06/2026 RBS (Debit) Amazon  7.59  1.52  9.11Hardware

 130 24/06/2026 RBS (Debit) Amazon  95.59  19.11  114.70Hardware

 143 24/06/2026 RBS (Debit) Gear4music Ltd  564.79  112.96  677.75Grant

 141 25/06/2026 RBS (Debit) Amazon  96.87  19.38  116.25Grounds maintenance

 132 27/06/2026 RBS (Debit) Lebara Mobile Ltd  4.12  0.83  4.95Mobile SIM

 131 27/06/2026 UTB (Current) British Telecoms Ltd (BT)  165.30  33.06  198.36Utility

 134 28/06/2026 UTB (Current) Greens Environmental  100.00  20.00  120.00Allotment Toilet

 147 29/06/2026 RBS (Debit) Amazon  5.52  1.10  6.62Hardware

 137 30/06/2026 UTB (Current) Unity Trust Bank  6.77  6.77Bank charges

 136 30/06/2026 UTB (Current) All Star  86.84  17.36  104.20Vehicle

Total  22,192.07  601.14  22,793.21
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Euxton Parish Council

8 July 2026 (2026-2027)

Prepared by:

Date:Approved by:

Date:

Name and Role (Clerk/RFO etc)

Name and Role (RFO/Chair of Finance etc)

Bank Reconciliation at 30/06/2026

Cash in Hand 01/04/2026  343,987.06

ADD

Receipts 01/04/2026 - 30/06/2026  230,486.07

 574,473.13

SUBTRACT

 69,265.28Payments 01/04/2026 - 30/06/2026

A Cash in Hand 30/06/2026  505,207.85

(per Cash Book)

Cash in hand per Bank Statements

Petty Cash  0.0030/12/2026

UTB (Current)  12,272.5230/06/2026

UTB (Saving)  238,160.4930/06/2026

CCLA  156,480.1730/06/2026

RBS (Current)  506.2230/04/2025

RBS (Saving)  96,032.0630/06/2026

RBS (Debit)  4,000.0030/06/2026

TSB  0.0130/04/2025

Co-operative Bank  1.4730/06/2026

 507,452.94

B

Less unpresented payments

Plus unpresented receipts

Adjusted Bank Balance  505,207.85

 505,207.85

 2,245.09

A = B Checks out OK



08 July 2026 (2026-2027)

Euxton Parish Council
Net Position by Cost Centre and Code - All Cost Centres and Codes

Cost Centre Name

Admin

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 7,250.00 4 Insurance  7,250.00

 1,800.00 13 Audit Fees  1,800.00

 3,650.00 22 Grants  6,000.00  2,350.00

 5,657.14 23 General Office  8,000.00  2,342.86

 3,783.24 25 Premises (office)  5,000.00  1,216.76

 3,000.00 27 Legal/Advice fees  3,000.00

 2,565.24 36 Utility bills  3,500.00  934.76

 500.00 51 Training (Councillors)  500.00

 10,000.00 72 LGR Enabling  10,000.00

 38,205.62£6,844.38 45,050.00

Allotments

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 410.35 15 Allotment Income  410.35

 12,028.45 18 Allotment expenditure  13,218.36  1,189.91

 12,438.80£410.35 £1,189.91 13,218.36

Amenity & Facility

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 200.00 16 War Memorial  200.00

 924.74 30 Safety  1,000.00  75.26

 10,000.00 31 Environment (spaces & improvements)  10,000.00

 1,000.00 32 Heritage  1,000.00

 1,000.00 33 Defibrillators  1,000.00

 1,000.00 35 Major Events  1,000.00

 1,573.19 37 Gardens/Planting  2,500.00  926.81

 2,197.35 38 All Purposes Committee  3,000.00  802.65

 47,295.96 39 Amenity/Open space RRM  297.00  50,000.00  3,001.04

 1,981.11 40 Street Machines  2,000.00  18.89

 10,000.00 41 ECO Initiatives (trees, foot, cycle)  10,000.00

 4,855.07 70 Vehicle  5,000.00  144.93

 4,270.00 71 Trees (inspects & works)  6,000.00  1,730.00

 86,297.42£297.00 £6,699.58 92,700.00

Communications

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 4,096.00 14 Newsletter  5,500.00  1,404.00

 2,500.00 19 Community Engagement  2,500.00

 2,500.00 28 Christmas  2,500.00

 516.13 29 Gala  1,500.00  983.87

 9,612.13£2,387.87 12,000.00

Earmarked Reserve Funds

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 42 Greenside Parking

 5,868.00 43 Balshaw Villa land  5,868.00

 10,000.00 44 Elections/polls  10,000.00

 45 Ransnap Brook grant

 80,000.00 46 Land fund  80,000.00

 1,617.00 47 Grants (unspend)  1,617.00

 22,801.00 48 Emergency fund  22,801.00

 49 Grant (LCC Orchard)

 131,087.49 69 CIL (Community Infrastructure Levy)  7.03  138,740.46  7,660.00

 251,373.49£7.03 £7,660.00 259,026.46

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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08 July 2026 (2026-2027)

Euxton Parish Council
Net Position by Cost Centre and Code - All Cost Centres and Codes

Cost Centre Name

Income

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 9 Precept  225,194.00  225,194.00

-5,301.81 10 Bank Interest  8,170.50  2,868.69

-18,129.50 11 VAT Return  18,129.50

 20 Council  Tax Grant  1,709.00  1,709.00

 21 Grants other

-23,431.31£229,771.69 253,203.00

Salaries

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 141,760.86£38,239.14 180,000.00

Staffing Costs

Code Title Bal. B/Fwd.

Receipts Payments Current Balance

Budget Actual Budget BudgetActual

 378.00 17 WFH  468.00  90.00

 1,164.00 24 Payroll Services  1,500.00  336.00

 2,692.80 26 Mileage  3,500.00  807.20

 3,000.00 50 Training (staff)  3,000.00

 2,428.76 60 Pension  4,000.00  1,571.24

 9,663.56£2,804.44 12,468.00

£230,486.07 £65,825.32 253,203.00  614,462.82  525,920.57NET TOTAL

Current Balance = Balance B/Fwd - (Receipt Budget - Actual Receipt) + (Payment Budget - Actual Payments)
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Euxton Parish Council - reviewed 03/03/2021 - 11/11/21, 11/11/22, 19/10/23, 20/10/24, 16/07/26 ITEM 5.3

No Subject Risk(s) Identified.  Management/ Control of Risk Review/ Assess/ Revise Action(s) Taken/Suggested

Status 

Red/ 

Yellow/ 

Green

Outstanding Action(s)

FINANCE RISKS

1 Financial book-

keeping and 

processes

Ensuring the Council's book-

keeping is accurately carried 

out.

VAT accounted for and 

recovered.

Employee Tax/NI paid.

Replacement electronic finance system from 1 April 

2025 - now Scrbe.

RFO began May2026.

Ensure time is available to receive 

any updating training on the 

accounting system to ensure 

Accounts are completed on time.

Trainng sessions with the 

RFO have been 

programmed in and very 

positive
Y

2 Bank and banking Keeping to FSCS protection, 

keeping control of numerous 

accounts

Council adopted new Financial Regulations 18/9/25. Council reviewed bank signatories 

and agreed new ones, ones to be 

removed and accounts to be 

closed.

Forms filled in for 2 

closures. Forms for take 

off/put on signatories to be 

signed.

G new signatories

3 Bank and banking Debit card Council has Financial Regulations  which set out the 

processes. 

Debit Card is with RBS

RBS card - should replace with 

card from main bank 'Unity' when 

their card is avalable. G
Awaiting Unity Debit Card - 

chasing

4 Salaries and 

associated costs

Salary paid / calculated 

incorrectly

Pension process mistakes

Council outsources its salary process (from Apr16).

Pension provision was decided through a 

professional company and administered by salary 

services company

Process of external salary 

provider works well.

G

5 Election costs Risk of cost from an election 

or Parish Poll if one took 

place

Council budget for such occurrence and so the risk 

impact is low, the prospect cannot be lowered as it 

is a democratic process, rather than a choice. 

Impact low as long has a budget set aside.

Review budget amount each year 

to ensure it is current.

Review whole budget at precept 

prior to election year (next 

May30)

In budgets as an EMR

G

6 Annual audit 

(Internal)

Appointment of Internal 

Auditor and scope of work

The Council appoints an Internal Auditor annually. 

It carries out a ‘Review the Effectiveness of the 

system of Internal Control’ annually.
G

Does Council want to retain 

the same Internal Auditor 

for 2026/7 audit

7 Annual audit 

(External)

Failing to supply the correct 

information for the External 

Auditor, risk of receiving an 

'Intermediate Audit'. Failure 

to close accounts by 30/9

External Auditor is appointed for the Council. It 

specifies the information to be submitted.

Risk of getting an Intermediate Audit cannot be 

mitigated it is the External Auditors random choice.

External Auditor contract was re-

let by SAAA (the appointing body) 

- remains with PKF G

8 Fraud Fraud by staff. Actions 

undertaken by staff

Insurance in place, Employee Guidelines, Continuity 

Plan, H&S guidelines, Fraud/Corruption Detection 

and Prevention, Financial Regulations policies are all 

in place.

Fidelity insurance set at higher level.

Fidelity Insurance @£600K Reviewed Fraud policy 

16/4/26

G

Green= adequately mitigated. Yellow= lower risk/impact. Red= high risk/impact. 



Euxton Parish Council - reviewed 03/03/2021 - 11/11/21, 11/11/22, 19/10/23, 20/10/24, 16/07/26 ITEM 5.3

No Subject Risk(s) Identified.  Management/ Control of Risk Review/ Assess/ Revise Action(s) Taken/Suggested

Status 

Red/ 

Yellow/ 

Green

Outstanding Action(s)

9 Supplier Fraud Risk of supplier details being 

incorrect, replaced 

fraudulently, paying 

incorrect company

Financial Regs gives instructions Change of bank details needs to 

be checked by 2 members.  A 

programme of regular checks of 

standing data with suppliers

G

Cleansing of old suppliers 

on the electronic bank 

system needs to be carried 

out - ongoing process.

OPERATIONS RISKS

10 Legionella in 

Council buildings

Risk of Legionnaires being in 

the water pipes

Tests with special temperature meters take place 

weekly/monthly/quarterly by trained staff.  A report 

sheet is completed for every test on every item of 

equipment (ie, taps, showers etc) and submitted to 

Clerk for archiving.

Two employees trained. Checks 

carried out and check sheet 

retained. G

11 Pavilion Building Risks of break in, damage, 

poor maintenance, theft, 

fire, flood.

Cleanliness for Covid.

Insured. Checked regularly (5 days a week) by 

employees and damages reported. 

Users also monitor and report problems.

PPE and cleaning products bought for building. 

Users have own plan and RA.

Continue with inspections and 

reports. 

Cleaning regime in practice. G

Valuation of the pavilion 

needs updating for 

Insurance policy to ensure 

risks/costs covered

12 Lighting at Skate 

Park

Risks of abuse, litter, noise or 

vandalism of items

Insured.

Checked 5 days a week by employees (as above).

Annual professional inspection report.

Continue with inspections and 

reports. G

13 Amenity facilities - 

Inspections and 

repairs of skate 

park, play areas, 

other areas

Risk created from poor 

repair, litter left or 

dangerous items, equipment 

damage, items need repair. 

Personal injury.

Insured. All public amenity land and equipment is 

inspected beyond Insurers requirements, quarterly 

by a Borough inspector, weekly by trained 

employees who submit written inspection report for 

this action. Annual Inspection report. Vandalism 

cannot be anticipated and can be dangerous.

Ensure weekly/ quarterly/ annual 

inspections carried out. Actions 

required reported on these 

reports are carried out.

3 employees trained on RPII 

course Oct25

G
1 employee not trained - 

find course

14 Equipment storage Loss due to theft, damage, 

damp, fire etc

Equipment insured, storage areas are checked and 

adequate for purposes

Existing procedure adequate.
G

15 Street furniture - 

Notice boards, 

seats, planters, 

signs etc

Risk/damage/ injury to third 

parties, Road side safety

Locations have approval by relevant parties, some 

are covered by insurance. Inspected regularly by the 

Clerk or caretakers. Employees mindful of roadside 

safety when working. Visual inspections when 

passing by employees. Risk of vehicle collision 

cannot be reduced.

Existing procedure adequate.

Insurance.

G
Ensure each new asset goes 

on the asset register

16 Email system for 

Councillors

Hacking, bugs or virus, mis-

information, mis-

representation - financial risk 

of action or damage to 

equipment

The Councillor email addresses are password 

protected and now all on .GOV.UK system.

Councillors who have Euxton email have 

guidance/training and agreed their own equipment 

has virus protection on it.

All current Cllrs have a Council 

email  .GOV.UK system. System 

works well.

Council reviewed the 

website and email provision 

May25 and moved the site 

and emails over to  .GOV.UK 

system

G

17 Project 

Management

New Projects - guidelines not 

specified or outcomes not 

set, overspend or lack of 

control of the project

Council devised a Project Management Form for 

new projects to complete which covers all the 

necessary requirements

Ensure the template document is 

completed for projects

Review documents with 

gateways/regular progress 

review points - when there 

are current projects 

G

Green= adequately mitigated. Yellow= lower risk/impact. Red= high risk/impact. 



Euxton Parish Council - reviewed 03/03/2021 - 11/11/21, 11/11/22, 19/10/23, 20/10/24, 16/07/26 ITEM 5.3

No Subject Risk(s) Identified.  Management/ Control of Risk Review/ Assess/ Revise Action(s) Taken/Suggested

Status 

Red/ 

Yellow/ 

Green

Outstanding Action(s)

18 Project 

Management

Tender process Council has Financial Regulations in place which set 

out the processes. 

Ensure regulations are referred to 

prior and during large project to 

ensure compliance.
G

19a Meeting location Adequacy of venue, Health & 

Safety of venue for members 

of the public, visitors, 

employees and Councillors

Council Meetings are normally held at Euxton PC 

Community Centre.  The premises and the facilities 

are considered to be good for the Clerk, Councillors 

and Public. Any problems will be reported. Other 

venues would need to be H&S checked for access 

and working conditions.

Existing location adequate. 

G

19b Meeting location as above Committee meetings have been held at the CBTC 

venue

Location adequate. 
G

20 Risks and risk 

assessments

Risks of buildings, work tasks, 

visitors, staff

Risk assessment of materials, equipment, duties, 

roles, etc.  

All repairs and relevant expenditure for these 

repairs are actioned/authorised in accordance with 

procedures.

Equipment is only used by employees who have 

undergone training required for use. 

Insurance for staff and equipment is covered.

Y

Building Safety Act 2022 

came in to force 1/10/23 - 

This new Fire Safety law 

indicates - written 

document required for each 

premises. Needs actioning.

21 Trees on Council 

land

Risk of trees or parts of trees 

breaking or falling on public 

land, or people

Committee budgeted for a full tree inspection 

report which will inform any/all works required.

Council has insurance.

Get Inspection report done Carry out works from 

inspection report Y

Inspection report and works

LEGALITIES RISKS

22 Legal powers Illegal activity or payments All activity and payments within the powers of the 

Parish Council to be resolved and minuted at Full 

Parish Council Meetings, including a reference to 

the power used. 

Councillors can request advice.

Council has the General Power of 

Competence. This was re-affirmed 

May25, Clerk is qualified. G Re-affirm GPOC each AGM

23 Statutory notices Risk of accuracy and legality 

of notices such as 

Agenda/Minutes

Most Council notices follow legislation, guidance in 

the Communications Policy and the Clerk’s legal 

reference book.

Clerk training and reading 

materials to be kept up to date G

24 Data protection and 

data processing

Policy, Provision, failing The Council is registered with the Data Protection 

Agency and follows guidance supplied by the Info 

Commissioner.

Registration is renewed annually. 

Ensure that the Council is 

following the guidance.

Council appointed a GDPR 

Lead Member Cllr A Oddy. 

Legislation changed 2018 - 

working through compliance 

and rules presently

Y Still some policies to finalise

25 Freedom of 

Information Act

Policy, Provision, failing The Council has a ‘model publication scheme’ in 

place.

Monitor requests made under the 

FOI Act. Ongoing.

Breach in 2025 - Expert 

advice gained through LALC 

member.

G

CONTINUITY/PROTECTION

Green= adequately mitigated. Yellow= lower risk/impact. Red= high risk/impact. 



Euxton Parish Council - reviewed 03/03/2021 - 11/11/21, 11/11/22, 19/10/23, 20/10/24, 16/07/26 ITEM 5.3

No Subject Risk(s) Identified.  Management/ Control of Risk Review/ Assess/ Revise Action(s) Taken/Suggested

Status 

Red/ 

Yellow/ 

Green

Outstanding Action(s)

26 Business continuity Business interupted due to 

paper records loss

Essential paper items scanned (electronic). 

Electronic financial files are backed up. 

Cloud storage in place/continuous back up for 

electronic files.

Access for Deputy Clerk in event of a Clerk absence 

all info in 'Continuity' file goes to them.   

Retention list advices where documents/access for 

items is located.

Check essential papers are kept. 

Check 'Retention List' up to date. 

Check Cloud subscription up to 

date. 

Check PC back-ups taken.

Check 'Continuity' file up to date 

regularly.

Business Continuity Policy 

was reviewed Sept23. 

G

27 Business continuity Clerk incapacitated/ 

unavailable for a period of 

time. 

Council has a Deputy Clerk (designate) and an RFO 

who can cover. No pre-arranged provision for cover 

if both unavailable. 

Chair/VC can take enquiries. 

Plan reviewed last 03/25

G

28 Business continuity Risk of loss of internet access 

at place of work

Internet is with reputable provider. Access can be 

gained to records via another venue eg. Library, 

Clerks home, or community centre wifi, or Council's 

mobile or personal BB temporarily.

Plenty of alternative options

G

29 Confidentiality Protection of Council 

information and files.

Council lap-top is password protected, as is the 

email system and www update system. 

Files are backed up on Cloud, which is password 

protected. Lap-tops have Virus protection.

Ensure subscriptions are kept up-

to-date
G

30 Insurance Risk of inadequate insurance 

cover and the Council's 

compliance

Council reviews its cover regularly and monitor its 

assets annually. 

Internal Cllr Audit in place to satisfy Fidelity 

Insurance Cover.

Due to an outstanding claim the 

insurance cover was retained with 

the same company from 2021-

2025. Claim now settled.

Y
Full review Oct26 - 3 quote 

options required

Green= adequately mitigated. Yellow= lower risk/impact. Red= high risk/impact. 



Items 7 & 8 

Policies 

Currently we have a Grievance & Disciplinary Policy last assessed in 2022. 

NALC recommends the following newly written, separate 2 policies: 

Item 7 Grievance policy because:   

1. This policy is based on and complies with the 2015 ACAS Code of Practice 

(http://www.acas.org.uk/index.aspx?articleid=2174.  

2. It also takes account of the ACAS guide on discipline and grievances at work. 

https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-

Acas-guide/pdf/DG_Guide_Feb_2019.pdf ).  

3. It also takes into account relevant law affecting Councils.  

4. It aims to encourage and maintain good relationships between the Council and 

its employees by treating grievances seriously and resolving them as quickly as 

possible. It sets out the arrangements for employees to raise their concerns, 

problems or complaints about their employment with the Council. The policy will 

be applied fairly, consistently and in accordance with the Equality Act 2010.  

Item 8 Disciplinary Policy because: 

1. This policy is based on and complies with the 2015 ACAS Code of Practice.   

 

2. It also takes into account the ACAS guide on discipline and grievances at 

work. 

 

3. The policy is designed to help council employees improve unsatisfactory 

conduct and performance in their jobs. Wherever possible, the council will try 

to resolve its concerns about employees’ behaviour informally, without starting 

the formal procedure set out below.   

 

4. The policy will be applied fairly, consistently and in accordance with the 

Equality Act 2010.  

 

http://www.acas.org.uk/index.aspx?articleid=2174
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
https://www.acas.org.uk/acas-code-of-practice-on-disciplinary-and-grievance-procedures
https://www.acas.org.uk/discipline-and-grievance
https://www.acas.org.uk/discipline-and-grievance
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GRIEVANCE POLICY 

Introduction 

1. This policy is based on and complies with the 2015 ACAS Code of Practice 
(http://www.acas.org.uk/index.aspx?articleid=2174.  

2. It also takes account of the ACAS guide on discipline and grievances at work. 
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-
guide/pdf/DG_Guide_Feb_2019.pdf ).  

3. It also takes into account relevant law affecting Councils.  

4. It aims to encourage and maintain good relationships between the Council and its 
employees by treating grievances seriously and resolving them as quickly as possible. It 
sets out the arrangements for employees to raise their concerns, problems or complaints 
about their employment with the Council. The policy will be applied fairly, consistently and 
in accordance with the Equality Act 2010.  

5. Many problems can be raised and settled during the course of everyday working 
relationships. Employees should aim to settle most grievances informally with their line 
manager.  

6. This policy confirms:  

• employees have the right to be accompanied or represented at a grievance meeting 
or appeal by a companion who can be a workplace colleague, a trade union 
representative or a trade union official. This includes any meeting held with them to 
hear about, gather facts about, discuss, consider or resolve their grievance. The 
companion will be permitted to address the grievance/appeal meetings, to present 
the employee's case for their grievance/appeal and to confer with the employee. 
The companion cannot answer questions put to the employee, address the meeting 
against the employee’s wishes or prevent the employee from explaining their case. 

• the Council will give employees reasonable notice of the date of the 
grievance/appeal meetings. Employees and their companions must make all 
reasonable efforts to attend. If the companion is not available for the proposed date 
of the meeting, the employee can request a postponement and can propose an 
alternative date that is within five working days of the original meeting date unless it 
is unreasonable not to propose a later date 

• any changes to specified time limits must be agreed by the employee and the 
Council 

• an employee has the right to appeal against the decision about their grievance. The 
appeal decision is final 

• information about an employee’s grievance will be restricted to those involved in the 
grievance process. A record of the reason for the grievance, its outcome and action 
taken is confidential to the employee. The employee’s grievance records will be held 
by the Council in accordance with the General Data Protection Regulation (GDPR) 

• audio or video recordings of the proceedings at any stage of the grievance 
procedure are prohibited, unless agreed by all affected parties as a reasonable 
adjustment that takes account of an employee’s medical condition 

• if an employee who is already subject to a disciplinary process raises a grievance, 
the grievance will normally be heard after completion of the disciplinary procedure 

http://www.acas.org.uk/index.aspx?articleid=2174
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
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• if a grievance is not upheld, no disciplinary action will be taken against an employee 
if they raised the grievance in good faith 

• the Council may consider mediation at any stage of the grievance procedure where 
appropriate, (for example where there have been communication breakdowns or 
allegations of bullying or harassment). Mediation is a dispute resolution process 
which requires the consent of affected parties 

• Employees can only use all stages of the grievance procedure if the complaint is not 
a code of conduct complaint about a councillor. Employees can use the informal 
stage of the council’s grievance procedure (paragraph 4) to deal with all grievance 
issues, including a complaint about a councillor Employees cannot use the formal 
stages of the council’s grievance procedure for a code of conduct complaint about a 
councillor. If the complaint about the councillor is not resolved at the informal stage, 
the employee can contact the monitoring officer of specified higher tier who will 
inform the employee whether or not the complaint can be dealt with under the code 
of conduct. If it does not concern the code of conduct, the employee can make a 
formal complaint under the council’s grievance procedure (see paragraph 5) 

• the Council may engage external investigators, grievance or appeal panels for the 
purposes of the process. 

• If the grievance is a code of conduct complaint against a councillor, the employee 
cannot proceed with it beyond the informal stage of the council’s grievance 
procedure. However, whatever the complaint, the council has a duty of care to its 
employees. It must take all reasonable steps to ensure employees have a safe 
working environment, for example by undertaking risk assessments, by ensuring 
staff and councillors are properly trained and by protecting staff from bullying, 
harassment and all forms of discrimination 

• If an employee considers that the grievance concerns their safety within the working 
environment, whether or not it also concerns a complaint against a councillor, the 
employee should raise these safety concerns with their line manager at the informal 
stage of the grievance procedure. The council will consider whether it should take 
further action in this matter in accordance with any of its employment policies (for 
example its health and safety policy or its dignity at work policy) and in accordance 
with the code of conduct regime 

Informal grievance procedure 

7. The Council and its employees benefit if grievances are resolved informally and as quickly 
as possible. As soon as a problem arises, the employee should raise it with their manager 
to see if an informal solution is possible. Both should try to resolve the matter at this 
stage. If the employee does not want to discuss the grievance with their manager (for 
example, because it concerns the manager), the employee should contact the Chairman 
of the staffing committee or, if appropriate, another member of the staffing committee. If 
the employee’s complaint is about a councillor, it may be appropriate to involve that 
councillor at the informal stage. This will require both the employee’s and the councillor’s 
consent. 

Formal grievance procedure 

8. If it is not possible to resolve the grievance informally and the employee’s complaint is not 
one that should be dealt with as a code of conduct complaint (see above), the employee 
may submit a formal grievance. It should be submitted in writing to the Chairman of the 
staffing committee. 
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9. The staffing committee will appoint a sub-committee of 3 members to hear the grievance 
in the event that the grievance is raised by or relates to the Clerk. Where the grievance is 
not raised by or relates to the Clerk, the staffing committee may appoint the Clerk to hear 
the Grievance. The sub-committee will appoint a Chairman from one of its members. No 
councillor with direct involvement in the matter shall be appointed to the sub-committee.  

Investigation 

10. If the sub-committee decides that it is appropriate, (e.g. if the grievance is complex), it 
may appoint an investigator to carry out an investigation before the grievance meeting to 
establish the facts of the case. The investigator may be an appropriate employee, 
Councillor or external party. The investigation may include interviews (e.g. the employee 
submitting the grievance, other employees, councillors or members of the public).  

11. The investigator will summarise their findings (usually within an investigation report) and 
present their findings to the sub-committee.  

Notification 

12. Within 14 calendar days of the Council receiving the employee’s grievance (this may be 
longer if there is an investigation), the employee will normally be asked, in writing, to 
attend a grievance meeting. The written notification will include the following: 

• the names of its Chairman and other members 

• the date, time and place for the meeting. The employee will be given reasonable 
notice of the meeting which will normally be within 35 calendar days of when the 
Council received the grievance 

• the employee’s right to be accompanied by a workplace colleague, a trade union 
representative or a trade union official  

• a copy of the Council’s grievance policy 

• confirmation that, if necessary, witnesses may attend (or submit witness statements) 
on the employee’s behalf and that the employee should provide the names of their 
witnesses as soon as possible before the meeting 

• confirmation that the employee will provide the Council with any supporting evidence 
in advance of the meeting, usually with at least two days’ notice 

• findings of the investigation if there has been an investigation  

• an invitation for the employee to request any adjustments to be made for the hearing 
(for example where a person has a health condition). 

The grievance meeting 

13. At the grievance meeting:  

• the Chairman will introduce the members of the sub-committee to the employee 

• the employee (or companion) will set out the grievance and present the evidence 

• the Chairman will ask the employee questions about the information presented and 
will want to understand what action does they wants the Council to take 

• any member of the sub-committee and the employee (or the companion) may 
question any witness 

• the employee (or companion) will have the opportunity to sum up the case 
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• a grievance meeting may be adjourned to allow matters that were raised during the 
meeting to be investigated by the sub-committee. 

14. The Chairman will provide the employee with the sub-committee’s decision, in writing, 
usually within 7 calendar days of the meeting though may be longer e.g. where further 
investigations are required. The letter will notify the employee of the action, if any, that the 
Council will take and of the employee’s right to appeal.  

The appeal 

15. If an employee decides that their grievance has not been satisfactorily resolved by the 
sub-committee, they may submit a written appeal to the staffing committee. An appeal 
must be received by the Council within 7 calendar days of the employee receiving the 
sub-committee’s decision and must specify the grounds of appeal.  

16. Appeals may be raised on a number of grounds, e.g.: 

• a failure by the Council to follow its grievance policy 

• the decision was not supported by the evidence 

• the action proposed by the sub-committee was inadequate/inappropriate  

• new evidence has come to light since the grievance meeting. 

17. The appeal will be heard by a panel of 3 members of the staffing committee who have not 
previously been involved in the case. There may be insufficient members of the staffing 
committee who have not previously been involved. If so, the appeal panel will be a 
committee of three Council members who may include members of the staffing 
committee. The Council may engage external parties if there are insufficient councillors to 
form the panel. The appeal panel will appoint a Chairman from one of its members. 

18. The employee will be notified, in writing, usually within 14 calendar days of receipt of the 
appeal of the time, date and place of the appeal meeting. The meeting will normally take 
place within 35 calendar days of the Council’s receipt of the appeal. The employee will be 
advised that they may be accompanied by a workplace colleague, a trade union 
representative or a trade union official. 

19. At the appeal meeting, the Chairman will: 

• introduce the panel members to the employee  

• explain the purpose of the meeting, which is to hear the employee’s reasons for 
appealing against the decision of the staffing sub-committee  

• explain the action that the appeal panel may take.  

20. The employee (or companion) will be asked to explain the grounds of appeal.  

21. The Chairman will inform the employee that they will receive the decision and the panel’s 
reasons, in writing, and when they are likely to receive the letter. This may be within 14 
calendar days of the appeal meeting however will be longer where further investigations 
are required.  

22. The appeal panel may decide to uphold the decision of the staffing committee or 
substitute its own decision.  

23. The decision of the appeal panel is final.  
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DISCIPLINARY POLICY 

Introduction 

1. This policy is based on and complies with the 2015 ACAS Code of Practice.   

2. It also takes into account the ACAS guide on discipline and grievances at work. 

3. The policy is designed to help council employees improve unsatisfactory conduct 
and performance in their jobs. Wherever possible, the council will try to resolve its 
concerns about employees’ behaviour informally, without starting the formal 
procedure set out below.   

4. The policy will be applied fairly, consistently and in accordance with the Equality Act 
2010.  

5. This policy confirms: 

• Informal coaching and supervision will be considered, where appropriate, to 
improve conduct and/or attendance. 

• The council will fully investigate the facts of each case. 

• The council recognises that misconduct and unsatisfactory work performance 
are different issues. The disciplinary policy will also apply to work performance 
issues to ensure that all alleged instances of employees’ underperformance are 
dealt with fairly and in a way that is consistent with required standards. 
However, the disciplinary policy will only be used when performance 
management proves ineffective. For more information, see ACAS Performance 
Management. 

• Employees will be informed in writing about the nature of the complaint against 
them and given the opportunity to state their case. 

• Employees will be provided, where appropriate, with written copies of evidence 
and relevant witness statements in advance of a disciplinary hearing. 

• Employees may be accompanied or represented by a companion – a 
workplace colleague, a trade union representative or a trade union official - at 
any investigatory, disciplinary or appeal meeting. The companion is permitted 
to address such meetings, to put the employee's case and confer with the 
employee. The companion cannot answer questions put to the employee, 
address the meeting against the employee’s wishes or prevent the employee 
from explaining their case. 

• The council will give employees reasonable notice of any meetings in this 
procedure. Employee must make all reasonable efforts to attend. Failure to 
attend any meeting may result in it going ahead and a decision being taken. An 
employee who does not attend a meeting will be given the opportunity to be 
represented and to make written submissions. 

• If the employee’s companion is not available for the proposed date of the 
meeting, the employee can request a postponement and can propose an 
alternative date that is within seven calendar days of the original meeting date, 
unless it is unreasonable not to propose a later date. 

https://www.acas.org.uk/acas-code-of-practice-on-disciplinary-and-grievance-procedures
https://www.acas.org.uk/discipline-and-grievance
https://www.acas.org.uk/performance-management
https://www.acas.org.uk/performance-management


 

EUXTON PARISH COUNCIL       ITEM 8 

Policy date: 16 July 2026 2 Disciplinary Policy v1 

• Any changes to specified time limits in the council’s procedure must be agreed 
to by the employee and the council. 

• Information about an employee’s disciplinary matter will be restricted to those 
involved in the disciplinary process. A record of the reason for disciplinary 
action and the action taken by the council is confidential to the employee. The 
employee’s disciplinary records will be held by the Council in accordance with 
the General Data Protection Regulation (GDPR). 

• Audio or video recordings of the proceedings at any stage of the disciplinary 
procedure are prohibited, unless agreed by all affected parties as a reasonable 
adjustment that takes account of an employee’s medical condition. 

• Employees have the right to appeal against any disciplinary decision. The 
appeal decision is final. 

• If an employee who is already subject to the council’s disciplinary procedure 
raises a grievance, the grievance will normally be heard after the completion of 
the disciplinary procedure. 

• Disciplinary action taken by the council can include a written warning, a final 
written warning or dismissal. 

• This procedure may be implemented at any stage if the employee's alleged 
misconduct warrants this. 

• Except for gross misconduct, when an employee may be dismissed without 
notice, the council will not dismiss an employee on the first occasion that it 
decides there has been misconduct. 

• If an employee is suspended following allegations of misconduct, it will be on 
full pay and only for such time as is necessary. Suspension is not a disciplinary 
sanction. The council will write to the employee to confirm any period of 
suspension and the reasons for it. 

• The council may consider mediation at any stage of the disciplinary procedure 
where appropriate (for example, where there have been communication 
breakdowns or allegations of bullying or harassment). Mediation is a dispute 
resolution process that requires the consent of affected parties. 

Examples of misconduct 

6. Misconduct is employee behaviour that can lead to the employer taking disciplinary 
action. The following list contains some examples of misconduct (the list is not 
exhaustive): 

• Unauthorised absence. 

• Poor timekeeping. 

• Misuse of the council’s resources and facilities, including telephone, email and 
internet. 

• Inappropriate behaviour. 

• Refusal to follow reasonable instructions. 

• Breach of health and safety rules. 
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Examples of gross misconduct 

7. Gross misconduct is misconduct that is so serious that it is likely to lead to dismissal 
without notice. The following list contains some examples of gross misconduct (the 
list is not exhaustive): 

• Bullying, discrimination and harassment. 

• Incapacity at work because of alcohol or drugs. 

• Violent behaviour. 

• Fraud or theft. 

• Gross negligence. 

• Gross insubordination. 

• Serious breaches of council policies and procedures, e.g. the Health and Safety 
Policy, Equality and Diversity Policy, Data Protection Policy and any policies 
regarding the use of information technology. 

• Serious and deliberate damage to property. 

• Use of the internet or email to access pornographic, obscene or offensive 
material. 

• Disclosure of confidential information. 

Suspension 

8. If allegations of gross misconduct or serious misconduct are made, the council 
may suspend the employee while further investigations are carried out. 
Suspension will be on full pay. Suspension does not imply any determination of 
guilt or innocence, as it is merely a measure to enable further investigation. 

9. While on suspension, the employee is required to be available during normal hours 
of work in the event that the council needs to make contact. The employee must 
not contact or attempt to contact or influence anyone connected with the 
investigation in any way or discuss this matter with any other employee or 
councillor. 

10. The employee must not attend work. The council will make arrangements for the 
employee to access any information or documents required to respond to any 
allegations. 

Examples of unsatisfactory work performance 

11. The following list contains some examples of unsatisfactory work performance (the 
list is not exhaustive): 

• Inadequate application of management instructions/office procedures. 

• Inadequate IT skills. 

• Unsatisfactory management of staff. 

• Unsatisfactory communication skills.  

12. Preliminary enquiries. The council may make preliminary enquiries to establish the 
basic facts of what has happened in order to understand whether there may be a 
case to answer under the disciplinary procedure.   
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13. If the employee’s manager believes there may be a disciplinary case to answer, the 
council may initiate a more detailed investigation undertaken to establish the facts of 
a situation or to establish the perspective of others who may have witnessed 
misconduct.   

14. Informal Procedures. Where minor concerns about conduct become apparent, it is 
the manager's responsibility to raise this with the employee and clarify the 
improvements required. A file note will be made and kept by the manager. The 
informal discussions are not part of the formal disciplinary procedure. If the conduct 
fails to improve, or if further matters of conduct become apparent, the manager may 
decide to formalise the discussions and invite the employee to a first stage 
disciplinary hearing. 

Disciplinary investigation  

15. A formal disciplinary investigation may sometimes be required to establish the 
facts and whether there is a disciplinary case to answer.  

16. If a formal disciplinary investigation is required, the Council’s staffing committee 
will appoint an Investigator who will be responsible for undertaking a fact-finding 
exercise to collect all relevant information. The Investigator will be independent 
and will normally be a councillor. If the staffing committee considers that there are 
no councillors who are independent (for example, because they all have direct 
involvement in the allegations about the employee), it will appoint someone from 
outside the Council. The Investigator will be appointed as soon as possible after 
the allegations have been made. The staffing committee will inform the Investigator 
of the terms of reference of the investigation. The terms of reference should 
specify: 

• The allegations or events that the investigation is required to examine. 

• Whether a recommendation is required 

• How the findings should be presented. For example, an investigator will often 
be required to present the findings in the form of a written report. 

• Who the findings should be reported to and who to contact for further direction 
if unexpected issues arise or advice is needed. 
 

17. The Investigator will be asked to submit their findings, usually within 35 Calendar 
days of appointment, where possible. In cases of alleged unsatisfactory 
performance or of allegations of minor misconduct, the appointment of an 
investigator may not be necessary and the Council may decide to commence 
disciplinary proceedings at the next stage - the disciplinary meeting (see paragraph 
22).  

18. The Staffing Committee will notify the employee in writing of the alleged misconduct 
and details of the person undertaking the investigation. The employee may be asked 
to meet an investigator as part of the disciplinary investigation. The employee will be 
given sufficient notice of the meeting with the Investigator so that they have a 
reasonable time to prepare for it. The letter will explain the investigatory process and 
that the meeting is part of that process. The employee will be provided with a copy 
of the council’s disciplinary procedure. The council will also inform the employee that 
when they meet with the Investigator, they will have the opportunity to comment on 
the allegations of misconduct.  
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19. Employees may be accompanied or represented by a workplace colleague, a trade 
union representative or a trade union official at any investigatory meeting.  

20. If there are other persons (e.g. employees, councillors, members of the public or the 
council’s contractors) who can provide relevant information, the Investigator should 
try to obtain it from them in advance of the meeting with the employee.   

21. The Investigator has no authority to take disciplinary action. Their role is to establish 
the facts of the case as quickly as possible and prepare a report that recommends 
to the Staffing Committee whether or not disciplinary action should be considered 
under the policy.   

22. The Investigator’s report will contain their recommendations and the findings on 
which they were based. They will recommend either: 

• The employee has no case to answer, and there should be no further action 
under the council’s disciplinary procedure. 

• The matter is not serious enough to justify further use of the disciplinary 
procedure and can be dealt with informally. 

• The employee has a case to answer, and a formal hearing should be convened 
under the council’s disciplinary procedure. 
 

23. The Investigator will submit the report to the staffing committee, which will decide 
whether there is no case to answer; the matter should be considered informally, or a 
formal Disciplinary Hearing should be convened. If the Investigator is a member of 
the Committee making the decision, they should recuse themselves from any formal 
votes or decision-making regarding their findings as to whether there is a case to 
answer at a Disciplinary Hearing.  

24. If the council decides that it will not take disciplinary action, it may consider whether 
mediation would be appropriate in the circumstances. 

The disciplinary meeting  

25. If the Staffing Committee decides that there is a case to answer, it will appoint a 
staffing sub-committee of three councillors to formally hear the allegations. The 
staffing sub-committee will appoint a Chair from one of its members. The 
Investigator shall not sit on the sub-committee. The staffing sub-committee will be 
given the delegated authority to make a decision in relation to the Disciplinary. 

26. No councillor with direct involvement in the matter shall be appointed to the sub-
committee. The employee will be invited, in writing, to attend a disciplinary meeting. 
The sub–committee’s letter will confirm the following: 

• The names of its chair and the other two members. 

• Details of the alleged misconduct, its possible consequences and the 
employee’s statutory right to be accompanied at the meeting. 

• A copy of the information provided to the sub-committee, which may include 
the investigation report, supporting evidence and a copy of the Council’s 
disciplinary procedure. 

• The time and place for the meeting. The employee will be given reasonable 
notice of the hearing so that they have sufficient time to prepare for it. 
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• Whether witnesses may attend on the employee’s and the council’s behalf, and 
if they may, both parties should inform each other of their witnesses’ names at 
least two working days before the meeting. 

• The employee may be accompanied by a companion - a workplace colleague, 
a trade union representative or a trade union official. 

27. The purpose of the disciplinary meeting hearing is for the allegations to be put to the 
employee and then for the employee to give their perspective. It will be conducted 
as follows: 

• The chair will introduce the members of the sub-committee to the employee 
and explain the arrangements for the hearing. 

• The chair will set out the allegations and invite the Investigator to present the 
findings of the investigation report (if there has been a previous investigation). 

• The chair will invite the employee to present their account. 

• The employee (or the companion) will set out their case and present evidence 
(including any witnesses and/or witness statements). 

• Any member of the sub-committee and the employee (or the companion) may 
question the Investigator and any witness. 

• The employee (or companion) will have the opportunity to sum up. 

28. The chair will provide the employee with the sub-committee’s decision with reasons, 
in writing, within 7 calendar days of the meeting. The chair will also notify the 
employee of the right to appeal the decision in the event that formal action is taken.  

29. The disciplinary meeting may be adjourned to allow matters that were raised during 
the meeting to be further investigated by the sub-committee. 

Disciplinary action  

30. If the sub-committee decides that there should be disciplinary action, it may be any 
of the following:   

First written warning: 

31. If the employee’s conduct has fallen below acceptable standards, a first written 
warning will be issued. A first written warning will set out: 

• The reason for the written warning, the improvement required (if appropriate) 
and the time period for improvement. 

• That further misconduct/failure to improve will result in more serious 
disciplinary action. 

• The employee’s right of appeal. 

• That a note confirming the written warning will be placed on the employee’s 
personnel file, that a copy will be provided to the employee and that the 
warning will remain in force for a specified period of time (e.g. 12 months).  

Final written warning: 

32. If the offence is sufficiently serious, or if there is further misconduct or a failure to 
improve sufficiently during the currency of a prior warning, the employee will be 
given a final written warning. A final written warning will set out: 
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• The reason for the final written warning, the improvement required (if 
appropriate) and the time period for improvement. 

• That further misconduct/failure to improve will result in more serious 
disciplinary action up to and including dismissal. 

• The employee’s right of appeal. 

• That a note confirming the final written warning will be placed on the 
employee’s personnel file, that a copy will be provided to the employee and 
that the warning will remain in force for a specified period of time (e.g. 12 
months).  

Dismissal: 

33. The council may dismiss: 

• For gross misconduct. 

• If there is no improvement within the specified time period, in the conduct 
which has been the subject of a final written warning. 

• If another instance of misconduct has occurred and a final written warning has 
already been issued and remains in force. 

34. The council will consider very carefully a decision to dismiss. If an employee is 
dismissed, they will receive a written statement of the reasons for their dismissal, 
the date on which the employment will end and details of their right of appeal. If the 
sub-committee decides to take no disciplinary action, no record of the matter will be 
retained on the employee’s personnel file. Action taken as a result of the disciplinary 
meeting will remain in force unless it is modified as a result of an appeal.  

 

The appeal: 

35. An employee who is the subject of disciplinary action will be notified of the right of 
appeal. Their written notice of appeal must be received by the council within seven 
calendar days of the employee receiving written notice of the disciplinary action and 
must specify the grounds for appeal.   

36. The grounds for appeal include: 

• A failure by the council to follow its disciplinary policy. 

• The sub-committee did not support the sub-committee’s disciplinary decision. 

• The disciplinary action was too severe in the circumstances of the case. 

37. New evidence has come to light since the disciplinary meeting. 
Where possible, the appeal will be heard by a panel of 3 members of the staffing 
committee who have not previously been involved in the case. This includes the 
Investigator. There may be insufficient members of the staffing committee who have 
not previously been involved. If so, the appeal panel will be a committee of 3 
members of the council who may include members of the staff committee. The 
appeal panel will appoint a chair from one of its members.  
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38. The employee will be notified, in writing, within 14 calendar days of receipt of the 
notice of appeal of the time, date and place of the appeal meeting. The employee 
will be advised that they may be accompanied by a companion - a workplace 
colleague, a trade union representative or a trade union official.  

39. At the appeal meeting, the chair will: 

• Introduce the panel members to the employee. 

• Explain the purpose of the meeting, which is to hear the employee’s reasons 
for appealing against the disciplinary decision. 

• Explain the action that the appeal panel may take.   

40. The employee (or companion) will be asked to explain the grounds for appeal.   

41. The chair will inform the employee that they will receive the decision and the panel’s 
reasons, in writing, usually within five working days of the appeal hearing.   

42. The appeal panel may decide to uphold the disciplinary decision of the staffing 
committee, substitute a less serious sanction or decide that no disciplinary action is 
necessary. If it decides to take no disciplinary action, no record of the matter will be 
retained in the employee’s personnel file.   

43. If an appeal against dismissal is upheld, the employee will be paid in full for the 
period from the date of dismissal and continuity of service will be preserved.  

44. The appeal panel’s decision is final.   
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If appropriate 

STAGE 1 STAGE 2 STAGE 3 

If appropriate 

Investigation letter, will detail: 

• The allegations 

• The Investigator’s name, job title and contact details 

• Any suspension or restrictions 

• That the matter is to be kept confidential, and that any breach may be a disciplinary matter 

Investigation 

• You will be asked for your perspective/version of events either in an investigation meeting 

or via a written statement 

• All other relevant witness statements and/or documentation will be gathered 

• A report will be compiled and forwarded to the committee to decide whether a hearing is 

necessary 

Invite to hearing letter, will explain/confirm:- 

• The allegations 

• The date, time and location of the hearing 

• Who will be present 

• The right to be accompanied at the hearing by a fellow employee or a trade union 

representative 

• Any additional arrangements 

• The potential outcome 

• Copies of the investigator’s report and all documents that will be referred to in the hearing 

will be attached to this letter 

The procedure flowchart 

Committee role 

Once the investigator has completed their investigation, the findings will be passed to the 

committee for review. The committee will carefully consider the information provided and 

determine the appropriate nest steps. These may include: 

• No further action 

• A decision to reset expectations, or 

• Proceeding to a formal hearing  
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Potential outcome: 

First Written 

warning 

  

Potential outcome: 

Final Written 

warning 

  

Potential outcome: 

Dismissal (with or 

without notice/pay 

in lieu of notice) 

The Hearing 

• An appropriate level of management will conduct the disciplinary hearing (‘the Chair’), 

and there may also be a note-taker present.  In some cases, a Human Resources 

Partner will also be present 

• The Chair will explain the role of all those in attendance, the allegations and go through 

the evidence that has been gathered 

• You will be given the opportunity to respond in full. This will include time to ask questions 

and present evidence. If you intend to call any witnesses, you must give us advance 

written notice that you intend to do this 

• The Chair will adjourn at the end to consider their decision 

• Where possible, the outcome will be given the same day. Where this is not possible, 

because for example, the Chair requires further time to consider their decision or 

complete further investigation, you will be informed 

• You will be informed of the outcome verbally (either in person or by phone) and then in 

writing 

Outcome letter will advise: 

• The nature of the misconduct that has led to the 

outcome (including any prior warnings that have 

been taken into account, if appropriate) 

• The action or improvement required 

• The timescale for implementing such action (if 

relevant) 

• That this is a first/final written warning and that the 

next stage may be final written warning/dismissal if 

there is no sustained improvement or change 

• That the warning will remain live for 12 months 

• That whilst the warning will not remain active after 

this time in relation to future disciplinary matters, a 

record of what has occurred will be kept and may 

be referred to if relevant 

• The right of appeal 

  

Outcome letter 

will advise: 

• The reasons 

for dismissal 

• Any prior 

warnings that 

have been 

taken into 

account, if 

appropriate 

• The date on 

which 

employment 

will end 

• The right of 

appeal 

  


