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FINANCE & GENERAL PURPOSES COMMITTEE — 15 DECEMBER 2025

REPORT FOR DECISION

FINANCE & GENERAL PURPOSES PROJECTED 2025/26 OUTTURN AND
PROPOSED 2026/27 BUDGET

Our Culture Our Our Our Money | Our People | Our Places Our
Decision Environment Resilience &
Making Wellbeing

v/ v/ v

Recommendation to Penzance Council:

1. The projected outturn for 2025/26, as set out within Appendix 1 to this
report, be approved.

2. The Finance and General Purposes proposed budget for 2026/27, as
set out at Appendix 1 to this report, be approved.

3. The level of existing earmarked reserves and their respective
contributions in 2026/27, as set out at Appendix 2 to this report, be
approved and adopted.

Background:

INCOME

Projected out-turn 2025-26

Projected income for year ending 31 March 2026 is £35,572 higher than anticipated
when the 2025/26 budget was set; this is primarily due to return on investment being
greater than expected through interest rates and dividends.

Proposed budget 2026-27
For the forthcoming financial year, it is anticipated that income will increase by

£30,163, for Finance and General Purposes Committee in comparison to the original
agreed level of 2025/26; the income includes interest in savings and investments and
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the tennis club ground rent. The main reason for the increase is due to the increase in
interest rates, again from savings accounts.

EXPENDITURE

Projected outturn 2025-26

The projected gross expenditure for the Finance and General Purposes budget is
expected to be £34,560 higher than the agreed budget and this is due to releases from
earmarked reserves which were not planned in advance of the 2025/26 budget being
set. The releases from reserves total £56,246.44 and some of these include: -

e Estimated £3,829 from the Town CCTV Infrastructure reserve; this Committee
had previously resolved to use up to £15,000 from this reserve due to
infrastructure upgrades to the system, but with underspends within other areas
of the CCTV budgets it is only expected to require £3,829.

e £22,505.32 from Elections reserve for the May contested and non-contested
elections and the by-election for the Promenade Ward in November.

e £13,163.86 for works in relation to the Penlee Centre building for electrical and
relocation costs due to the Coach House Café project.

e £16,151.30 to clear the remaining funds in the S106 Reserve which was a
historic reserve held for the Penzance Regeneration Board from the
Sainsbury’s development S106 funds.

Discounting the expenditure funded from established reserves, the net expenditure is
£17,029 less than the agreed budget. This represents a favourable variance of 1.72%.
The majority of this underspend is due to the underspend of £16,675 under budget
line 2200/1, Additonal ASB Support, which was resolved by Council for the provision
of street marshals in Penzance town centre, but up until this date, has been funded by
the Police and Crime Commissioner, but this is due to end soon.

Proposed budget 2026-27

Within revenue expenditure under the Finance & General Purposes budget there is an
increase of £30,730 compared to the agreed 2025/26 budget.

e Salary costs — the expansion of the Communications team, as resolved in
2025/26, has an impact on the salaries budget of c£34,000, but due to the
recent actuarial valuation on the Pension fund, employer contributions have
reduced by approximately £22,000. The remaining increase when compared
with the 2025/26 budget is due to incremental pay increases on scales. The
provision of a 4% increase for pay awards in 2026/7 has been made for all
Council employees, as these are determined by the National Joint Council for
Local Government Services. The salaries cost increase contributes to the
majority of the increase in revenue expenditure.

e Service Level Agreements (SLAs) — Following previous Council agreement,
the SLAs for Pengarth Day Centre and Sustainable Penzance have been
extended for another three years from 1 April 2026, and the Cornwall Council
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Anti-Social Behaviour Officer contribution of 80% has also been agreed for
another twelve months. There is a provision of £40,000 for an extension to
Jubilee Pool's SLA on the same level of funding, to be confirmed by Council
before the new financial year.

Additional Anti-Social Behaviour Support — At the Council meeting held on
11 November 2024, it was resolved that additional anti-social behaviour
initiatives would be put in place, mainly funding the continuation of street
marshals, during the financial year 2025/26 this has mainly been funded by the
Police and Crime Commissioner, but this funding is due to end shortly. It is
proposed that the same level of funding is budgeted for in 2026/27 including an
allowance to support the probation service delivered graffiti clean ups across
the parish. Both of these projects will be undertaken in partnership with the
Penzance BID which will also be contributing funds.

Official Functions — Remembrance Sunday and St. John’s Feast have had
increases due to both needing road closures and the increased responsibilities
required by Martyn’s Law.

Earmarked Reserves

Referring to the Appendices, the overall contributions for earmarked reserves have
increased from 2025/26’s budget by £11,000 and there are no proposed releases from
reserves, which stood at £4,658 in 2025/26. Each reserve’s purpose is detailed within
Appendix 2, but some of the main increases are set out below:-

Town CCTV Infrastructure — there has been significant investment into the
CCTV system this year with replacement of radio signalling and these funds
need to be replenished. It is also known that some of the older cameras in
system will soon need replacement.

IT Replacement — significant work is required to improve the Council’s IT
network to modernise physical systems into cloud computing and to upgrade
firewalls. This is anticipated to take place in 2026/27.

Town Deal Projects — The Council has supported the principle of moving the
Corporate Services function to a newly developed Market House in the centre
of town, which is being developed as part of the Town Deal fund; A furniture fit-
out would be required from the Council before moving in, and additional funds
would therefore be required. It is anticipated that the building will be completed
in Spring 2027, therefore procurement and orders will need to be made in the
2026/27 financial year.

Neighbourhood Plan — the current Neighbourhood Plan expires in 2030 and
so it will require review, with an updated/new Plan approved by Council prior to
the various steps which need to be undertaken to allow it to be ‘made’. It is
proposed to start building the reserve up annually to ensure there are enough
funds available before works need to start, which will include consultant fees
and promotional materials.
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Increases to Budget Analysed

Referring to the budget summary in Appendix 1 —
2025/26 Outturn

Projected net expenditure is expected to be £17,029 less than the approved budget
and income is expected to be £35,572 greater than the approved budget, so overall
there is a projected surplus of £52,601 in the 2025/26 financial year.

2026/27 Proposed

In comparison to the original approved budget set for 2025/26, projected gross
expenditure in 2026/27 has increased by £30,730 or 3.34% as listed above;
earmarked reserve contributions have increased by £11,000, with no releases of
reserves, which impacts this further by £4,658 which was the amount released in
2025/26 and income is increased by £30,163.

The difference  between the expenditure and earmarked reserve
contributions/releases when set against the projected income is £957,952 and this is
the projected amount from the Finance and General Purposes Committee required
from the Council precept. In comparison to 2025/26 requirement, this is an increase
of £16,225.

Appendix 1 - Budget Summary and Spreadsheet
Appendix 2 - Earmarked Reserves

James Hardy
Town Clerk

Cameron Sil
Finance Manager
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Finance and General Purposes Budget Comparison 2025/26 and 2026/27

202526  2025/26 2[;):21:2;’ fr';‘a,?fjsf;‘::r %
BUDGET OUTTURN BUDGET agreed change
Expenditure (excl. EMRs): 919,584 954,144 950,314 30,730 3.3
Income: 46,199 81,771 76,362 30,163 65.3
Earmarked Reserves:
Budget Additions 73,000 73,000 84,000 11,000 151
Other Additions 0 0 0
Releases -4,658 -56,246 0 -4,658 -100.0
Total Expenditure: 987,926 970,897 1,034,314 46,388 5
Projected Precept Requirement: 941,727 889,126 957,952 16,225
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Finance and General Purposes Committee - Final Approved Budget 2026/27

Actuals to 2024125 2025/26 2025/26 20_25/26 2026/27
30.09.24 Actual INCOME Agreed Actuals to Projected Draft
£ £ - Budget 30.09.25 Out-turn Budget
£ £ £ £
2,306,332 2,306,332]]200 Precept 2,499,750.00] 2,499,750.00| 2,499,750.00
210 Commerical Rents
6,026.50 6,026.50 2101 Tennis Club 6,129.00 6,129.00 6,129.00 6,362.00
6,026.50 6,026.50(]210 Total 6,129.00 6,129.00 6,129.00 6,362.00
2,497.75]1220 Grants
41,867.07 86,308.00{ |230 Investments, Interest and Savings 40,070.00 44,348.33 75,000.00 70,000.00
13,724.29 15,504.05]]240 Section 106/CIL Reciepts 0.00
13,021.34 73,052.93| 250 Miscellaneous 0.00 642.22 642.22 0.00
2,380,971.20| 2,489,721.23 Subtotal on all F&GP Income 2,545,949.00| 2,552,192.30| 2,594,530.48 76,362.00
-26,745.63 Additional Contributions to reserves —F
2,354,225.57] 2,489,721.23||Finance & General Purposes Total Income 2,545,949.00] 2,550,869.55| 2,581,521.22 76,362.00
peme | amauzs [ el e e
3°'°£9‘24 Acfc_"a' sATES T eRE Budget 30.09.25 | Outturn Budget
£ £ £ £
192,084.33] 409,970.45|]2000 Salaries 448,199.00 227,643.56] 450,681.00 477,000.00
2100 Central Services
2,179.00 2,179.00 2100/1 Accounting Software 2,400.00 2,442.50 2,442.50 2,600.00
13,994.00 33,058.19|1 2100/2 Insurance 35,000.00 16,287.06 35,000.00 37,000.00
7,349.50 10,985.50|{ 2100/3 Legal Fees 15,000.00 7,285.48 15,000.00 15,000.00
943.00 943.00|! 2100/4 Penzance BID Levy 943.00 1,109.56 1,109.56 1,000.00
2100/5 Personnel
1,108.50 6,174.50 2100/5/1  |Consultancy Services 5,000.00 201.00 5,000.00 5,000.00
282.76 449.66 2100/5/2  |Employee Support 3,000.00 398.00 1,500.00 1,500.00
2100/5/3  |Health and Safety
5,415.42 5,701.84 2100/5/3/|Contracts 6,000.00 5,194.56 5,200.00 6,000.00
7.33 411.33 2100/5/3/|Actions (Repairs, Supplies, DSE) 3,000.00 212.64 3,000.00 3,000.00
5,422.75 6,113.17 2100/5/3 |Total 9,000.00 5,407.20 8,200.00 9,000.00
964.60 1,950.40 2100/5/4  |Payroll Processing 2,250.00 1,109.30 2,250.00 2,350.00
36.08 36.08 2100/5/5  |Recruitment 1,000.00 45.00 500.00 1,000.00
7,458.50 10,623.32 2100/5/6  |Staff Training and Development 15,000.00 3,359.50 11,000.00 12,000.00
39,738.69 72,512.82|]2100 Total 88,593.00 37,644.60 82,002.06 86,450.00
2200 Community Services and Support
0.00 0.00|] 2200/1 Additonal ASB Support 29,250.00 250.00 13,000.00 29,250.00
2200/2 CCTV
0.00 0.00 2200/2/1  |Annual Monitoring 24,171.00 0.00 18,000.00 20,000.00
16,134.95 37,973.07 2200/2/2  |Additonal Monitoring 1,500.00 4,092.70 1,500.00 1,500.00
5,395.14 12,402.28 2200/2/3  |Maintenance Contract 10,000.00 0.00 10,000.00 10,000.00
0.00 9,730.01 2200/2/4  |Repair & Replacement 5,000.00 1,339.97 5,000.00
21,530.09 60,105.36|] 2200/2 Total 40,671.00 5,432.67 44,500.00 36,500.00
0.00 5,275.59|] 2200/3 Climate Emergency Initiatives 7,000.00 59.99 7,000.00 7,000.00
336.00 2,969.51 2200/4 Community Engagement 5,000.00 279.54 5,000.00 5,000.00
49,715.97 62,957.97|] 2200/5 Community Grants 70,000.00 28,167.98 70,000.00 70,000.00
2200/7 Service Level Agreements
0.00 30,111.00 2200/71 Cornwall Council ASB Officer Contribution 39,183.00 0.00 38,758.00 39,917.00
0.00 40,000.00 2200/7/2  |Jubilee Pool 40,000.00 0.00 40,000.00 40,000.00
11,000.00 22,000.00 2200/7/3  |Pengarth Day Centre 24,200.00 12,100.00 24,200.00 25,410.00
0.00 0.00 2200/7/4  |Penzance and Newlyn Youth 20,000.00 10,000.00 20,000.00 20,500.00
5,000.00 20,000.00 2200/7/5  |Sustainable Penzance 20,000.00 10,000.00 20,000.00 21,000.00
16,000.00f 112,111.00{|2200/7 Total 143,383.00 32,100.00| 142,958.00 146,827.00
87,582.06| 243,419.43|]2200 Total 295,304.00 66,290.18| 282,458.00 294,577.00
2300 Council Administration
4,634.62 4,730.50[: 2300/1 Association Fees 4,950.00 4,170.59 4,700.00 5,000.00
0.00 5,440.00|: 2300/2 Audit Fee 5,940.00 0.00 5,440.00 5,940.00
565.91 1,220.36|{ 2300/3 Bank Charges 1,500.00 471.67 1,200.00 1,200.00
213.72 435.99|i 2300/4 Confidential Waste Collection 450.00 112.20 225.00 250.00
0.00 1,214.98 2300/5 External Communications 2,000.00 633.80 2,000.00 2,000.00
2300/6 IT Solutions
1,171.97 2,295.95 2300/6/1 |Lease 3,100.00 1,834.31 3,100.00 3,600.00
156.31 1,836.16 2300/6/2  |Purchase 1,000.00 596.96 |EN596156| 1,000.00
2,553.10 5,210.38 2300/6/3  |Software and Support 7,000.00 2,652.44 7,000.00 10,000.00
3,881.38 9,342.49|! 2300/6 Total 11,100.00 5,083.71 11,696.96 14,600.00
365.60 774.35]12300/7 Lease and Management Print 800.00 390.95 800.00 800.00
249.99 983.51|12300/8 Office Furniture 1,000.00 22.50 1,000.00 1,000.00
953.70 1,785.94]12300/9 Office Supplies & Stationery 1,800.00 837.57 1,800.00 1,800.00
-30.62 436.14|]2300/10 Postage 600.00 -45.93 500.00 500.00
300.00 523.40112300/11 Staff Travel Allowance 500.00 380.94 500.00 500.00
322.00 339.99(12300/12 Website 500.00 272.00 500.00 500.00
11,456.30 27,227.65| 2300 Total 31,140.00 12,330.00 30,361.96 34,090.00
2400 Democratic Management and Civic Functions
2400/1 Councillor Costs
673.50 1,033.50 2400/1/1  |Training 5,000.00 2,203.85 3,500.00 2,500.00
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300.00 0.00 0.00 300.00
500.00 0.00 100.00 250.00
11,000.00 6,760.40 12,500.00 15,000.00

16,800.00 8,964.25|  16,100.00|  18,050.00
0.00 0.00 |IIZ21506152] 0.00

4,800.00 161.24 4,800.00 4,800.00
0.00 0.00 0.00 0.00
500.00 0.00 0.00 0.00
700.00 75.00 700.00 700.00
3,000.00 1,628.25 1,628.25 4,000.00
600.00 624.05 624.05 650.00
1,000.00 221.24 750.00 750.00
1,000.00 80.00 1,000.00 2,000.00
850.00 650.00 650.00 1,500.00
7,650.00 3,278.54 5,352.30 9,600.00
1,800.00 144.24 1,000.00 1,000.00

31,050.00 12,548.27 49,757.62 33,450.00

720.00 330.00 660.00 720.00
7,200.00 1,264.59 5,000.00 5,700.00
4,400.00 2,081.83 4,400.00 4,500.00

660.00 577.98 660.00 700.00
1,135.00 614.28 4,635.00 1,135.00
6,195.00 3,274.09 9,695.00 6,335.00
4,442.00 2,665.10 4,442.00 4,442.00

0oof 461286 13,163 .86| 0.00
3,000.00 1,687.55 6,000.00 3,000.00

550.00 0.00 0.00 550.00
2,316.00 1,254.28 2,520.00 2,700.00

875.00 618.46 1,250.00 1,300.00

25,298.00 15,706.93 42,730.86 24,747.00

0.00

919,584.00) 388,315.82] 954,143.78 950,314.00

10,000.00 10,000.00 10,000.00 15,000.00
28,000.00 28,000.00 28,000.00 14,000.00
0.00 0.00 0.00 0.00
10,000.00 10,000.00 10,000.00 10,000.00
5,000.00 5,000.00 5,000.00 10,000.00

0.00 0.00 2400/1/2  |Child Care
136.12 0.00 2400/1/3  |Travel Expenses
5,038.93 10,430.11 2400/1/4  |IT Provision
5,848.55 11,463.61 2400/1 Total
0.00 25,063.76|! 2400/2 Election Costs
566.08 4,532.98 2400/3 Mayor's Allowance
0.00 2,425.10 2400/4 Neighbourhood Plan
2400/5 Official Functions
0.00 0.00 2400/5/1  |Annual Town Meeting
150.00 685.00 2400/5/2  |Honorarium Payments
2,225.42 2,225.42 2400/5/3 |Mayor Choosing
557.98 577.98 2400/5/4 |Mazey Day Hospitality
589.81 662.91 2400/5/5 |Miscellaneous
0.00 625.00 2400/5/6 |Remembrance Sunday
840.00 840.00 2400/5/7  |St. John Feast
4,363.21 5,616.31 2400/5 Total
176.26 432.46|| 2400/6 Venue Hire
10,954.10 49,534.22|]2400 Total
2500 Penlee Centre
330.00 660.00|! 2500/1 Broadband
1,684.24 4,720.25|i 2500/2 Electricity
2500/3 Service Contracts
2,123.73 3,901.56 2500/3/1  |Cleaning
279.35 591.75 2500/3/2  |Fire Safety
834.12 957.38 2500/3/3  |Security
3,237.20 5,450.69|: 2500/3 Total
2,665.10 4,441.10 2500/4 Non-Domestic Rates
0.00 0.00 2500/5 Refurbishment Project
193.03 2,128.55]] 2500/6 Repairs and Maintenance
0.00 440.00 2500/7 Statutory electrical checks
1,131.53 2,325.39 2500/8 Telephone
393.05 794.46|] 2500/9 Water
9,634.15 20,960.44| 12500 Total
2800 Miscellaneous
5,945.00(|2600 Section-106 Funds
8,500.00 18,500.00| |2700 Youth Activities
2800 Miscellaneous
359,949.63 848,070.01 Subtotal on all expenditure
2995 Earmarked Reserve Contributions
5,000.00 5,000.00 2995/1 Town CCTV Infastructure
10,000.00 10,000.00|{ 2995/4 Elections
2995/5 Events
5,000.00 5,000.00[: 2995/6 HR Contingency
1,000.00 1,000.00 2995/7 IT Replacement
0.00 2995/8 Legal Contingency
60,000.00 60,000.00|! 2995/9 Penlee Centre Building
10,000.00 10,000.00fi 2995/10 Town Deal Projects
10,000.00 10,000.00|¢ 2995/11 Youth Strategy
0.00 0.00]: 2995/12 Neighbourhood Plan
101,000.00] 101,000.00|]2995 Total
0.00 0.00 Additonal Contribution to reserves
-25,047.45 0.00 (Releases from reserve)
435,902.18 949,070.01 Finance & General Purposes Total Expenditure

5,000.00 5,000.00 5,000.00 0.00
0.00 0.00 0.00 0.00
15,000.00 15,000.00 15,000.00 25,000.00
0.00 0.00 0.00 0.00

0.00 0.00 0.00 10,000.00
73,000.00 73,000.00 73,000.00 84,000.00
0.00 0.00 0.00 0.00

0.00

987,926.00] 445,164.52| 970,897.34|| 1,034,314.00
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Finance & General Purposes Committee Earmarked Reserve Balances and Contributions in
2026/27 Draft Budget

Fund

Description

Estimated 315t March 2026

26/27 Contributions

Penlee Centre Building

Following the roof replacement in
2025, the next capital project for the
building is the forecourt and lane
need resurfacing, and drainage
works as well as some internal
renovations to the building; these
works will be planned in 2026 with
further costings to follow.

£85,318

Elections

Following the costs of the May 2025
elections and one by-election, the
remaining balance would provide
the cost of just one by-election if
needed, the suggested contribution
would mean there would be funds
for around two by-elections with
also saving for the main elections in
2029.

£15,947

£14,000

Devolution of Services (Allocated)

This reserve is in place for the last
phase of the current devolution
project, which is Princess May
Recreation Ground, consultation
analysis is now on-going to
determine what to develop on the
site.

£194,808
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Devolution of Services (Unallocated)

Reserve for costs associated with
devolution but unallocated for
unexpected costs or for surveys and
inspections of sites before taking
over.

£29,012

IT Replacement

The IT infrastructure for Penlee
Centre and Penlee House is aging as
well as keeping in mind options for
expanding with additional sites
which would require IT
infrastructure to be installed.

£24,067

£10,000

HR Contingency

This reserve is for HR related issues
that may unexpectedly arise, such as
recruitment, interim staffing cover,
evaluations.

There is currently resolution of a
£23,785 commitment from this
reserve to support the contingency

of not receiving Arts Council funding.

£29,248

£10,000

Neighbourhood Plan

The current neighbourhood plan
expires in 2030, the adopted plan
will need reviewing and
recommending again before
consultation to the public which will
need to be done before the plan
expires, therefore an initial
contribution has been
recommended to build up a reserve
for when needed in 2028/29.

£0

£10,000

Events

This reserve was originally setup for
coronation events, Jubilee
celebrations, royal visits, and

£4,583
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Operation London Bridge. It is
proposed this reserve is now
changed to incorporate all types of
events which are not regular annual
civic events already budgeted for.

Legal Contingency

This reserve was setup when there
was an underspend in the legal fees
budget in one financial year but was
decided to put into a reserve so that
it could be used as a contingency if
needed in the future.

£11,000

Community Infrastructure Levy (CIL)

The funds within this reserve are
collected by Community
Infrastructure Levy payments from
planning developments within the
parish, the money can be used on
specific areas, such as new
infrastructure to benefit the parish.

£48,030

Town Deal Projects

As it is known that there are various
projects that are taking place around
the town as part of town deal, one
of which being the acquisition of
market house, as Penzance Council
would want to be included in this
there is the need to start building up
a fund to help with the costs of this.

£29,790

£25,000

Staff Training

As well as having an in-year amount
for staff training budget, this amount
is reserved for bespoke training
programmes for employees which
would be approved through Council.

£10,000

10
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Town CCTV Infrastructure

This reserve was established to
replace CCTV camera equipment as
and when it fails. A number of these
units are in exposed areas which will
shorten the life of the units. In
addition to this, the CCTV
programme has been expanded
across the parish meaning the
Penzance Council are now
responsible for more cameras than
they originally were. Many of these
CCTV units are reaching the end of
their initially indicated lifespan of 6
years which could result in a
significant number of cameras
needing to be replaced in quick
succession to keep the system
operational. Depending on
specification, replacement units and
repeaters can cost between £2k and
£3.5k per unit

£19,933

£15,000

TOTALS:

£501,738

£84,000

11
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FINANCE AND GENERAL PURPOSES COMMITTEE — 15 DECEMBER 2025

REPORT FOR DECISION

PROPOSED CHANGES TO POLICIES

Our Culture Our Our Our Money | Our People | Our Places Our
Decision Environment Resilience &
Making Wellbeing
000
0 Q
ik
RECOMMENDATION

1.

The updated Grievance Policy, set out using tracked changes at Appendix 1 to this
report, be approved and the document be adopted.

. The Respiratory Infections Policy be redesignated as the Transmissible Infections

Policy, set out using tracked changes at Appendix 2 to this report, and the
document be adopted.

The revised Dignity at Work Policy, as set out at Appendix 3 to this report, be
adopted and supersede the existing Dignity at Work Policy, as set out at Appendix

4 to this report.

RECOMMENDATION TO PENZANCE COUNCIL

1.

The updated Whistleblowing Policy, set out using tracked changes at Appendix 5
to this report, be approved and the document be adopted.

2. The updated Equal Opportunities Policy, set out using tracked changes at
Appendix 6 to this report, be approved and the document be adopted.

BACKGROUND

12




ltem 7(b

As part of the ongoing review and revision of the Council’s suite of governance and
employment policies, officers have undertaken a comprehensive evaluation of key
documents to ensure they remain legally compliant and aligned with relevant guidance

including ACAS and NALC.

These form part of the wider rolling programme of policy review and further reviewed

policies will be presented in due course.

Policy Name Notes
Grievance Key points:
1. Continued alignment with ACAS Code of
Practice
2. Clearer structure and simpler language,
removing duplication and reducing unnecessary
wording.
3. Clearer Escalation routes
4. Explicit, consistent timescales
5. Enhanced investigation and appeal processes
Transmissible Infections Key points:
1. Broader scope to cover all transmissible
infectious not just respiratory and COVID 19
2. Removes requirement to self isolate, replacing it
with a structured decision making process
3. Balances wellbeing and operational continuity
Dignity At Work Policy Key points:
1. Duplication and unnecessary wording removed
2. Alignment with NALC guidelines for dignity and
Respect retained
3. Enhanced clarity and accessibility of scope,
definitions, processes and reporting routes.
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Whistleblowing Key points:

Clear alignment with Public Interest disclosure
Act 1998 and Employment Rights Act 1996
Clearer explanations, more procedural less
narrative approach gives clearer transparency
and encourages staff to raise concerns earlier.
Three options for consistency and transparency
Inclusion of legal rights and routes to escalate
externally

1.

3.

Equal Opportunities Key points:

Updated to reflect Equality Act 2010
requirements, Worker protection (Amendment of
equality act 2010) Act 2023, and EHRC best-
practice guidance.

. Supreme court ruling on the definition of “man”

“‘woman” and “sex” has been considered and is
correctly applied
Duplication and unnecessary wording removed

Appendix 1 — Updated Grievance Policy

Appendix 2 — Proposed Transmissible Infections Policy
Appendix 3 — Revised Dignity at Work Policy

Appendix 4 — Existing Dignity at Work Policy

Appendix 5 — Updated Whistleblowing Policy
Appendix 6 — Updated Equal Opportunities Policy

Cal Bagshaw
Corporate Services Manager
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Item 7(b) - Appendix 1

1 PO"CV Statement < | Formatted: Indent: Left: 0 cm, Hanging: 0.69 cm, No
bullets or numbering

Penzance Town Council aims to provide a working environment where all employees

are treated fairly, with respect and dignity. Occasionally, concerns or complaints may
arise_about work, relationships, or how employment policies and procedures have
been applied. This policy sets out how employees can raise such concerns and how
they will be addressed.

PrinCipleS - [Formatted: H1, Indent: Left: 0 cm, Hanging: 0.69 cm

)

Early resolution: Penzance Council encourages employees to raise concerns as a
soon as they arise so that they can be resolved quickly, informally and at the most

appropriate level

Confidentiality: Information will be processed in accordance with the data protection< { Formatted: Underline

policy. Data collected from the point at which the individual raises a concern is held ~  ( Formatted: Space After: 8 pt

securely and accessed by, and disclosed to, individuals only for the purposes of
dealing with the disclosure.

No Detriment: Employees will not suffer any disadvantage for raising a genuine [Formatted: Underline

concern in good faith.

(v5) Approved and adopted by Penzance Council 16 August 2023
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Item 7(b) - Appendix 1
When to Use This Procedure « [Formatted: H1, Indent: Left: 0 cm, Hanging: 0.69 cm ]
This procedure should be used when an employee wishes to raise a concern relating
to:
e The terms or conditions of their employment;
« [ Formatted: Indent: Left: 1.27 cm, No bullets or numbering J
« The way they have been treated by managers or colleagues;
« [ Formatted: No bullets or numbering ]
« Health and safety, workload, or working conditions;
« [ Formatted: No bullets or numbering ]
« Breaches of policies or procedures affecting them personally.
« [ Formatted: Indent: Left: 1.27 cm, No bullets or numbering J
Concerns that raise matters of potential misconduct, fraud, danger, or wrongdoing in ( Formatted: Font: Not Bold ]
the public interest (rather than a personal complaint) should instead be raised under
the Whistleblowing Policy-instead. ( Formatted: Font: Not Bold ]
This procedure applies to individual concerns about an employee’s own employment
rights or working arrangements, except where one of the following applies:
« [ Formatted: Normal ]

« The grievance has already been fully considered under this procedure;

<

« The grievance arises directly from a disciplinary or capability process where a

separate right of appeal exists;

<

« The issue concerns matters outside the Council’'s control, such as external

leqgislation or national pay frameworks; or

-

» The issue is already being addressed through a collective grievance or dispute«.

raised by a recognised trade union or staff group.

The nature and number of grievances raised in accordance with the accompanying
procedure will be monitored annually by the Town Clerk_-and-, Corporate Services
Manager-HR-Lead-Officer and the Personnel Committee to ensure-that-there—are
remonitor any emerging patterns which may warrant further review.

This policy and the accompanying procedure will be the subject of periodic review.

Responsibility for conducting this review will rest with the Town Clerk_and Corporate
Services Managerand-Ltead-HR Officer.

2 Procedural Guidelines «

214 Informal Resolution <

(v5) Approved and adopted by Penzance Council 16 August 2023
Page 3 of 11
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Item 7(b) - Appendix 1

<« [Formatted: No bullets or numbering

< | Formatted: Bulleted + Level: 1 + Aligned at: 0.63 cm +
Indent at: 1.27 cm

| Formatted: Indent: Left: 0 cm, Hanging: 0.69 cm, No
bullets or numbering

Grievances Relating to a Line Manager

2.5 - [Formatted: No bullets or numbering
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«

[ Formatted:

Font:

e _If the grievance relates directly to the action or omission of the line manager,
the grievance should be submitted in writing directly to the Town Clerk who
should seek HR advice before then investigating and responding to the
grievance as outlined above.

Handling Grievances Involving Senior Staff

-
A

e Ifthe Town Clerk is unable to deal with a grievance—for example, because they+
are named in the complaint or otherwise involved—the grievance should be sent
to the Corporate Services Manager, The Corporate Services Manager will
arrange for the Personnel Committee, to meet, seek jndependent HR advice,
and appoint an appropriate Panel to investigate and respond.

e |f the grievance concerns the conduct or actions of the Town Clerk, it should be<
submitted in writing to the Corporate Services Manager, who will follow the\\
same process: convene the Personnel Committee, obtain HR advice, and |
appoint a Panel to investigate and respond.

-

e |fthe Town Clerk wishes to raise a grievance themselves, they should submit it<
in_writing to the Corporate Services Manager, who will again _convene the\
Personnel Committee as above. \

e \Where a grievance involves a member of the Personnel Committee, that

i

Councillor must not take part in any stage of the process other than as a \ \
possible witness. \

<\

Mediation

e It may be appropriate for some matters to be dealt with by way of mediation,
depending on the nature of the grievance. Mediation involves the appointment

of a third-party mediator, who will discuss the issues raised by your grievance
with all of those involved and seek to facilitate a resolution.

Mediation will be used only where all parties involved in the grievance agree.

(v5) Approved and adopted by Penzance Council 16 August 2023
Page 5 of 11
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: [ Formatted: Left

« [ Formatted: Left, Indent: Left: 0.69 cm

2.7 Representation < { Formatted: Left
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Item 7(b) - Appendix 1

‘ Grievance procedure “

Informal Resolution

| 4.« Where an employee is—aggrievedhas a concern about any matter relating to their<

employment, they should raise the matter mformally W|th thelr line manager as soon as
possible-a
thsidonbesoennt Hewever—eEmponees WI|| be permltted to raise as part of a grievance a
series of directly related incidents having a cumulative effect.

| 2.¢ The line manager should then meet with the employee to consider and seek to resolve the«

grievance within ten working days.

(It may be appropriate for some matters to be dealt with by way of mediation, depending on-
the nature of the grievance.)

e The line manager should confirm the outcome of the informal process and, if appropriate, any+«

action taken.

<

Employees may wish to seek the advice of a trade union representative or colleague prior to<

raising a grievance at this informal level.

-

If the employee does not feel able to raise the matter with their line manager, they can-<

3.

approach another relevant manager including the Corporate Services Manager {Lead-HR
Officer) for support to seek an informal resolution.

Formal Resolution

« Ifthe employee is not satisfied with the result of the informal process, they ean-take the-matter:
up-with-the-line-manager™can initiate the formal procedure by submitting their grievance in
writing to their line manager, in—writing;—stating the nature of the grievance.—Fhis-sheuld-be

— , b ind . _

«

e {On receipt of a formal complaint.HR-advice-sheuld-be-sought: the manager must inform the«

Corporate Services Manager-Officer, or is this is not possible or appropriate, the Town Clerk.

)

»—The line manager will then arrange a meeting with the employee to discuss the grievance as

soon as possible and normally within ten working days.

“«

e {The employee must be notified of the meeting in writing, with at least 5 working days’ notice

given where possible.

<

e The employee i N riedhas the right«
to be accompanied bv a colleague or trade union representatlve and should be advised of

this as part of the written notification of the meeting. )
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Item 7(b) - Appendix 1

e A formal written response to the grievance should be issued within 5 working days of the
hearing.

o If the line manager, hearing the grievance, determines that further investigation is required,«

then the meeting will be adjourned to allow an investigation to be carried out.

a)= The line manager or an appropriate investigator will then conduct any necessary-
investigation.

<

= (Where relevant, the grievance investigation may be carried out by external HR«

advisors.)
b= An Investigation report will be then written and will include all the relevant facts. “
&)= Upon completion of the investigation, the grievance meeting will be reconvened. “

-

)= A formal written response to the grievance should be issued within 5 working days of«
the meeting.

Appeal

(v5) Approved and adopted by Penzance Council 16 August 2023
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Item 7(b) - Appendix 1

o If the employee is dissatisfied with the outcome of the grievance they may appeal to a panel
of Members of the Personnel Committee.

<

e The notice of appeal should be submitted to the Corporate Services Manager (or, if this is
inappropriate, the Town Clerk) in writing stating the full grounds for appeal within ten working
days of receipt of the formal written response issued. The Corporate Services Manager (or
Town Clerk) will convene an appropriate Panel.

e The Appeal Panel shall arrange for a meeting to consider the appeal. This should take place

within twenty working days of receipt of the written appeal.

2-
= {Where possible, the employee should be given at least 5 working days’ notice
in writing.}
= The employee has a right to be accompanied by a colleague or trade union-<
representative at the meeting and

e A formal written response to the appeal should be issued within 7 working days of the appeal

hearing, wherever possible.

e There is no further right to appeal

(v5) Approved and adopted by Penzance Council 16 August 2023
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Item 7(b) - Appendix 1

Grievance procedure flow chart (same information as previous section)

| Where an employee is concernedaggrieved about any
matter relating to their employment, they should raise
the matter informally with their Line Manager as soon as
possible-and,-other-than-in-exceptional-circumstances;
However-eEmployees will be permitted to raise as part
of a grievance a series of directly related incidents
having a cumulative effect.

'

The Line Manager should then meet with the employee It may be appropriate for some
to consider and seek to resolve the grievance within ten matters to be dealt with by way of
working days. 1----1 mediation, depending on the nature

of the grievance.

|

The Line Manager should confirm the outcome of the
informal process and, if appropriate, any action taken.

If the employee is not satisfied with the result of the

Formal | informal process, they can take the matter up with the S e A T e <
resolution Line Manager*, in writing, stating the nature of the |-~ advice should be sought. '
grievance. This-should-be-within-ten-working days-of the
The Line Manager will then arrange a meeting with the Where possible, the employee
employee to discuss the grievance as soon as possible | | should be given at least 5 working
and normally within ten working days. days’ notice in writing.
If the Line Manager, hearing the grievance, determines A formal written response to the grievance should
that further investigation is required, then the meeting be issued within 5 working days of the hearing.
will be adjourned to allow an investigation to be carried
out.
v
The Line Manager or an appropriate investigator will Where relevant, the grievance
then conduct any necessary investigaton. [ investigation may be carried out by
external HR advisors.

(v5) Approved and adopted by Penzance Council 16 August 2023
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v

An Investigation report will be then written and will
include all the relevant facts.

v

Upon completion of the investigation, the grievance
meeting will be reconvened.

v

A formal written response to the grievance should be
issued within 5 working days of the meeting.

If the employee is dissatisfied with the outcomestilt

aggrieved, they maysheould appeal to a panel of
members of the Personnel Committee. The notice of

appeal should be submitted in writing within ten working
days of receipt of the formal written response_to the

!

Item 7(b) - Appendix 1

The Appeal Panel shall arrange for a meeting to Where possible, the employee should
consider the appeal. This should take place within | _| be given at least 5 working days’ notice
twenty working days of receipt of the written appeal. in writing.

!

A formal written response to the appeal should be issued
within 7 working days of the appeal hearing, wherever
possible.

There is no further right of appeal.

**If the grievance relates directly to the action or omission of the Line Manager, the grievance should be submitted
in writing directly to the Town Clerk who should seek HR advice before then investigating and responding to the
grievance as outlined above.

Should the Town Clerk be unable to investigate or respond to a grievance, e.g. because they have been named as
a witness or are otherwise involved, then the grievance should be addressed to the Corporate Services Manager
who will convene a meeting of the Personnel Committee which will then seek HR Advice before appointing a Panel
to investigate and respond, as outlined above.

If the grievance relates directly to the action or omission of the Town Clerk, the grievance should be submitted in
writing directly to the Corporate Services Manager who will then convene a meeting of the Personnel Committee
which will then seek HR Advice before appointing a Panel to investigate and responding to the grievance as outlined
above.

If the grievance is being raised by the Town Clerk on his/her own behalf, the grievance should be submitted in
writing to the Corporate Services Manager who will then convene a meeting of the Personnel Committee as above.
If the grievance relates to the action or omission of the Corporate Services Manager, then it should be directed to
another member of the Senior Management Team, who will then convene a meeting of the Personnel Committee
as above. If the grievance relates to the action or omission of any Member of the Personnel Committee, or if any
such Member is involved, then said Member should take no part in any part of this process other than as a potential
witness.

(v5) Approved and adopted by Penzance Council 16 August 2023

Page 11 of 11

25
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PENZANCE
COUNCIL

Respiratory-Transmissible Infections {including
Covid-19) Policy

CURRENT POLICY STATUS

Version: 2 Approving Body: Corporate
Management
Feam

Date: e Date of Approval: | 16/08/2023

Responsible Corporate Review Date: Wihep-guidaree

Officer: Services Manager chonsess

VERSION HISTORY

DATE VERSION AUTHOR/EDITOR COMMENTS
04/2022 1 Corporate Services

Manager
22/08/2023 2 SG

REVIEW RECORD

DATE TYPE OF REVIEW COMPLETED BY
| 08/2023 Change in Government CSM/Town Clerk/Council [Formatted: Font: 12 pt
Guidance
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L INTRODCUTIONPurpose “«

This policy has been produced_as an update to procedures which were in place from

2020 — 2025 in response to the COVID 19 pandemic. The purpose is to protect the
operation of the Ceouncil and protect the wellbeing of individuals. using-thetatest

Approach to Infection Control

Penzance Council has a duty to protect staff, service users and the public from
avoidable infection, while also maintaining effective service delivery. This policy
therefore promotes a proportionate, risk-based approach.

Staff should avoid attending work only where symptoms significantly impair their ability
to work safely or where a condition carries a high risk of transmission, as defined in

the guidance below.

Where symptoms are mild or manageable, the Council will work with staff and
managers to identify safe ways of working, including use of PPE, alternative duties, or
home working (where the role allows).

This approach aims to protect people without unnecessarily disrupting council<

operations.

2. WHAT HAPPENS WHEN A STAFF MEMBER HAS SYMPTOMS OF A-
RESPIRATORY INFECTION; INCLUDING-COVID-19

Symptoms of common respiratory infections, flu and Covid-19 include: “«

e continuous cough

« high temperature, fever or chills

e loss of, or change in, your normal sense of taste or smell
¢ shortness of breath

e unexplained tiredness, lack of energy

e muscle aches or pains that are not due to exercise

« not wanting to eat or not feeling hungry

« headache that is unusual or longer lasting than usual

« sore throat, stuffy or runny nose

« diarrhoea, feeling sick or being sick

If you have symptoms of a respiratory infection_;-such-as-COVIB-19,-and you have a
high temperature and/or do not feel well enough to go to work-erearry-eut-rermal

(v2) - Approved and adopted by Penzance Council: 46-August-2023
Page 2 of 6
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astivities, try to stay at home and avoid contact with other people, until you no longer
have a high temperature (if you had one) or until you no longer feel unwell.

Unless the following advice conflicts with NHS advice and/or the advice of your own
health professional(s), if you feel well enough to work, but the nature of your role does
not allow you to work from home, you should discuss this with your line manager and
agree whether there are options for you to work safely using infection control
measures such as wearing PPE or completing solitary tasks.

—

If you feel well enough to work, and your role allows home workingte-de-se, you may
work from home while symptoms continue, provided this remains productive and
proportionate. Where _home working is not possible, managers should use the
Decision-Making Tool to determine whether safe on-site working is appropriate

Decision-Making Tool

When a staff member reports symptoms of a respiratory or other transmissible
infection, managers and staff should consider the following four questions to reach a
proportionate and consistent decision:

1. How unwell is the person?

« If symptoms significantly limit their ability to work safely, they should stay home.
« If symptoms are mild or manageable, proceed to Q2.

2. What is the level of infection risk?

* Low risk: mild cold symptoms, no fever, no vomiting/diarrhoea — Work permitted
with hygiene measures.

* Moderate risk: coughs, discharge, or minor skin infections that can be covered —
Work permitted with PPE, distancing or alternative duties.

» High risk: vomiting/diarrhoea, fever, heavy discharge, chickenpox, impetigo until
crusted, norovirus, measles/mumps — Stay off until symptoms resolved or
recommended exclusion period completed.

3. What is the nature of the staff member’s role?

» Office-based roles: home working can be used where symptoms are manageable.«

» Operational roles: consider PPE, modified duties, outdoor or solitary tasks before
deciding on exclusion,

4. Are vulnerable colleagues or service users present?

« If yes, treat the infection as one risk category higher (e.q., moderate — high).,

(v2) - Approved and adopted by Penzance Council: 46-August2023
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Item 7(b) - Appendix 2

Final decision rule:

. [Formatted: Left

A staff member may attend work if:

— they feel well enough to work;

— infection risk is low or manageable; and
— safe adjustments can be made.

They should stay home if:
symptoms are severe, the infection is high-risk, or safe working adjustments are not

possible.
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WHAT HAPPENS WHEN STAFF MEMBERS HAVE SYMPTOMS OF OTHER+

TRANSMISSIBLE INFECTIONSOther-transmissible-infections

A

Jhe Council expects individuals to protect people around them from any potentially«.

transmissible condition. Symptoms of such infections will vary but oQther
transmissible infections, could include, but are not limited to,;-

R . infocti ; ing-flu.rhinovi .
e Gastrointestinal infections (including norovirus)

e Skin and Soft Tissue disease (including hand, foot and mouth disease)
o Evye, Ear, throat infections (including conjunctivitis)

e “Childhood” diseases, (including chickenpox)
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e Other Notifiable or Emerging Infections (including meningococcal disease, m;”\g
poxenkeypex, tuberculosis, COVID like emerging diseases)

For clarity, “high-risk infections” include diarrhoea/vomiting illnesses (e.g., norovirus),«
chickenpox, measles, mumps, conjunctivitis with heavy discharge, impetigo (until
crusted), and any condition requiring exclusion under UKHSA/NHS guidance.,

If you suspect you have a transmissible infection and do not feel well enough to go
to work or carry out normal activities, you should stay at home and avoid contact with
other people, until you no longer yeu-nolengerfeel unwell (and/or any safe period
recommended for the specific condition has elapsed).

Unless the following advice conflicts with NHS advice and/or the advice of your own
health professional(s), if you feel well enough to work, but the nature of your role does
not allow you to work from home, you should discuss tmsoptlons W|th vour Ilne
manager.
GGH%FGLFHGGSHFGS—SHGh—ES—W&ﬁHHQiPPEGFG@FHBIGHHQ%GM&W—t&SKS—A proportlonate
decision will be made using the decision making tool above, including whether safe
adjustments such as PPE, distancing or modified duties can be used.
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If you feel well enough to work, and are-able-te-de-seyour role allows home working, [Formatted: Font: Bold

you may work from home while symptoms continue, provided this remains productive
and proportionate. Where home working is not possible, managers should use the
Decision-Making Tool to determine whether safe on-site working is appropriate.you
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Penzance Council is committed to providing a work environment where everyone is
treated with dignity, respect and courtesy.

It does not tolerate bullying, harassment, sexual harassment or victimisation in any
part of its activities.

This policy sets out:

« the standards of behaviour which the Council expects;
e what constitutes unacceptable behaviour;

« how concerns can be raised and addressed; and

« how the Council will support those involved.

The aim is to resolve issues early, fairly and sensitively, with a focus on informal
resolution where appropriate.

Scope
This policy applies to:

all officers;

Councillors;

agency staff; and

contractors and volunteers engaged by the Council.

It covers behaviour:

in the workplace;

at meetings, events and work-related functions;

on Council business off-site;

in any other situation where someone could reasonably associated with, or
construed as representing, Penzance Council, including online and through
social media.

The Council will also act where staff experience unacceptable behaviour from
members of the public, suppliers or any other third party.

Definitions
Bullying

Offensive, intimidating, malicious or insulting behaviour, or an abuse of power that
undermines, humiliates or threatens another person - whether intended or not.

Reasonable management (feedback, performance discussions, instructions) is not
bullying.

Page 2 of 6
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Harassment
Unwanted conduct - verbal, physical and/or non-verbal that:

e Vviolates someone’s dignity; or
o creates an intimidating, hostile, degrading or offensive environment.

Harassment may relate to:
o protected characteristics (Equality Act 2010);
e behaviour of a sexual nature; or
e any unwelcome behaviour that has the above effect
A single incident can be harassment.
Sexual Harassment
Unwanted behaviour of a sexual nature, including, but not limited to:
e comments, jokes or gestures
e intrusive questions
e unwanted touching
« sending or displaying sexual images or messages
e sexual suggestions or advances
It does not need to be motivated by sexual desire.
Victimisation
Treating someone unfavourably because they:
e raised a concern
e supported someone else’s complaint
e or are suspected of doing so
Victimisation is unlawful.

Third-Party Harassment

Harassment by someone who is not a part of, nor employed by, the Council, (e.g.
member of the public, contractor or visitor).

The Council will take reasonable steps to prevent and address third-party
harassment.

Page 3 of 6
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Action may include:

e Warning notices;

e Regular training for managers and other officers to raise awareness of rights
related to sexual harassment and of this policy;

e Lone working is managed under the Council’s Lone Working policy

e Carrying out a risk assessment when planning events attended by third-parties.

Reporting Concerns

The Council encourages concerns to be raised promptly, always ensuring the safety
and wellbeing of the people involved.

There is a choice of either an informal or formal resolution:

Informal Resolution
This is often the quickest way to resolve concerns.
A person may:
o explain directly to the person(s) that their behaviour is unwanted and/or
unacceptable; or
« ask their line manager, the Town Clerk, or the Corporate Services Manager to
speak to them on their behalf.

Mediation may be offered where it is appropriate and where both parties agree.
Formal Complaint
If informal resolution is not appropriate or has not resolved the issue, formal complaints
should be made through the Council’'s Grievance Procedure (for officers).
This policy does not replace or replicate that procedure.
The Grievance Procedure details:

e how complaints are submitted;

« how investigations are carried out; and

e hearing, outcome and appeal processes.

Complaints about Councillors which relate to the Councillor Code of Conduct will be
referred to the Monitoring Officer.

The Council will consider reasonable measures to protect the dignity, health and safety
of the person raising a complaint. Such measures may include a temporary change in
duties or change of work location, not attending meetings with the person about whom
the complaint has been made etc.
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If a person witnesses an incident they believe to be harassment or bullying this should
be raised in line with the reporting lines outlined below. Such reports will be taken
seriously and will be treated in strict confidence as far as it is possible to do so.

Where to report concerns

Concerns about a colleague should be raised with their line manager, the Town Clerk
or the Corporate Service Manager.

Concerns about a line manager should be raised with the Town Clerk or, if the Town
Clerk is the line manager, the Corporate Services Manager.

Concerns about a Councillor should be raised with the Town Clerk or the Mayor.

Concerns about a third-party, including member of the public or supplier should be
raised with their line manager.

Protection and support for those involved

Officers who make complaints, report that they have withessed wrongdoing, or who
participate in good faith in any investigation must not suffer any form of retaliation or
victimisation as a result. Anyone found to have retaliated against or victimised
someone in this way will be subject to disciplinary action under the Disciplinary
Procedure.

Support and guidance can also be obtained from the following external services:

e The Equality Advisory and Support Service (www.equalityadvisoryservice.com).
e Protect (www.protect-advice.org.uk).

e Victim support (www.victimsupport.org.uk).

¢ Rights of women (England and Wales) (www.rightsofwomen.org.uk)

The use of the Disciplinary Procedure

If at any stage from the point at which a complaint is raised, it is found that
there is a case to answer and a disciplinary offence might have been committed, the
Council’s disciplinary procedure will be instigated.

Review

This policy will be reviewed regularly and its effectiveness monitored. This will include
monitoring the treatment and outcomes of any complaints of harassment, sexual

Page 5 of 6
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harassment or victimisation received to ensure that they are properly investigated and
resolved, those who report or act as withesses are not victimised, repeat offenders are
appropriately dealt with and workforce training is targeted where needed.

This is a non-contractual policy and procedure which will be reviewed from time to time.
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Penzance Council believes that civility and respect are important in the working
environment, and expect all councillors, officers and the public to be polite and
courteous when working for, and with the council.

Purpose

Penzance Council is committed to creating a working environment where all council
employees, Councillors, contractors and others who come into contact with us in the
course of our work, are treated with dignity, respect and courtesy. We aim to create a
workplace where there is zero tolerance for harassment and bullying

In support of this objective, Penzance Council has signed up to the Civility Pledge, as

a commitment to civility and respect in our work, and politeness and courtesy in

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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behaviour, speech, and in the written word. Further information about the Civility and
Respect Pledge is available NALC & SLCC.

We recognise that there is a continuum where unaddressed issues have the potential
to escalate and become larger, more complex issues and this policy sets out how
concerns will be managed however the emphasis of this policy is on resolution and
mediation where appropriate, rather than an adversarial process.

This document:
e explains how we will respond to complaints of bullying or harassment;
e ensures that we respond sensitively and promptly; and,
e supports our employees in ensuring their behaviour does not amount to
bullying and/or harassment by giving examples.

Scope

This policy covers bullying and harassment of and by officers, Councillors and all
employees engaged to work at Penzance Council. Should agency staff, or contractors
have a complaint connected to their engagement with Penzance Council this should
be raised to their nominated contact, manager, or the Chair of the Council, in the first
instance. Should the complaint be about the Chair of the Council the complaint should
be raised to the Town Clerk.

Agency staff, or contractors are equally expected to treat council colleagues, and other
representatives and stakeholders with dignity and respect, and the Council may
terminate the contract, without notice, where there are suspicions of harassment or
bullying.

Complaints about other employment matters will be managed under the Council’s
grievance policy.

It is noted that the management of a situation may differ depending on who the
allegations relate to (e.g. employees, contractor, Councillor), however, the Council will
take appropriate action if any of its employees are bullied or harassed by employees,
Councillors, members of the public, suppliers or contractors.

The position on bullying and harassment

All staff and Council representatives are entitled to dignity, respect and courtesy within
the workplace and to not experience any form of discrimination. Penzance Council will
not tolerate bullying or harassment in our workplace or at work-related events outside
of the workplace, whether the conduct is a one-off act or repeated course of conduct,
and whether harm is intended or not. Neither will we tolerate retaliation against, or
victimisation of, any person involved in bringing a complaint of harassment or bullying.
You should also be aware that, if you have bullied or harassed someone (e.g. physical

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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violence, harassment), in some circumstances the treatment may amount to a crime
punishable by a fine or imprisonment.

We expect all representatives of the council to treat each other with respect and uphold
the values of the code of conduct, civility and respect pledge, equality opportunities
policy, and all other policies and procedures set by the Council.

We expect you to demonstrate respect by listening and paying attention to others,
having consideration for other people’s feelings, following protocols and rules, showing
appreciation and thanks, and being kind.

Allegations of bullying and harassment will be treated seriously. Investigations will be
carried out promptly, sensitively and, as far as possible, confidentially. See the
grievance policy for further details regarding the process. Employees and others who
make allegations of bullying or harassment in good faith will not be treated less
favourably as a result.

False accusations of harassment or bullying can have a serious effect on innocent
individuals. Staff and others have a responsibility not to make false allegations. While
we will assume that all complaints of bullying and harassment are made in good faith,
in the event that allegations are found to be malicious or vexatious the person raising
the complaint may be subject to action under the council’s disciplinary procedure.

*Where a person is subject to uninvited conduct
that violates their dignity, in connection with a
protected characteristic

Harassment

*Behaviour that creates a hostile, humiliating,
degrading or similarly offensive environment in
relation to a protected characteristic

*Behaviour that leaves the victim feeling
threatened, intimidated, humiliated, vulnerable
or otherwise upset. It does not need to be
connected to a protected characteristic.

Bullying

What Type of Treatment amounts to Bullying or Harassment?

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a
group of people) to another that is unwanted and that has the effect of violating that
person’s dignity or creating an intimidating, hostile, degrading, humiliating, or offensive
environment for that person.

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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Examples of bullying and harassment include:

¢ Physical conduct ranging from unwelcome touching to serious assault

e Unwelcome sexual advances

e The offer of rewards for going along with sexual advances e.g. promotion,
access to training

e Threats for rejecting sexual advances

¢ Demeaning comments about a person’s appearance

e Verbal abuse or offensive comments, including jokes or pranks related to age,
disability, gender re-assignment, marriage, civil partnership, pregnancy,
maternity, race, religion, belief, sex or sexual orientation

¢ Unwanted nicknames, especially related to a person's age, disability, gender re-
assignment, marriage, civil partnership, pregnancy, maternity, race, religion,
belief, sex or sexual orientation

e Spreading malicious rumours or insulting someone

e Lewd or suggestive comments or gestures

e Deliberate exclusion from conversations, work activities or social activities.

e Withholding information a person needs in order to do their job

¢ Practical jokes, initiation ceremonies or inappropriate birthday rituals

e Physical abuse such as hitting, pushing or jostling

¢ Rifling through, hiding or damaging personal property

e Display of pictures or objects with sexual or racial overtones, even if not directed
at any particular person

e Isolation or non-cooperation at work

e Subjecting a person to humiliation or ridicule, belittling their efforts, whether
directly and / or in front of others

e The use of obscene gestures

e Abusing a position of power

Bullying and harassment can occur through verbal and face to face interactions but
can also take place through sharing inappropriate or offensive content in writing or via
email and other electronic communications and social media.

Itis important to recognise that conduct which one person may find acceptable, another
may find totally unacceptable and behaviour could be harassment when the person
had no intention to offend. We all have the right to determine what offends us. Some
behaviour will be clear to any reasonable person that it is likely to offend — for example
sexual touching. Other examples may be less clear, however, you should be aware
that harassment will occur if behaviour continues after the recipient has advised you
that the behaviour is unacceptable to them.

Harassment can also occur where the unwanted behaviour relates to a perceived
characteristic (such as offensive jokes or comments based on the assumption

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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someone is gay, even if they are not) or due to their association with someone else
(such as harassment related to their partner having a disability for example).

All employees must, therefore, treat their colleagues with respect and appropriate
sensitivity and should feel able to challenge behaviour that they find offensive even if
it is not directed at them.

interpreted as anything different.

(It is important to recognise that bullying does not include appropriate criticism of an employee’s\
behaviour or effective, robust performance management. Constructive and fair feedback
about your behaviour or performance from your manager or colleagues/Councillors is not
bullying. It is part of normal employment and management routines and should not be

J

Victimisation

Victimisation is subjecting a person to a detriment because they have, in good faith,
complained (whether formally or otherwise) that someone has been bullying or
harassing them or someone else, or supported someone to make a complaint or given
evidence in relation to a complaint. This would include isolating someone because they
have made a complaint or giving them a heavier or more difficult workload.

Provided that you act in good faith, i.e. you genuinely believe that what you are saying
is true, you have a right not to be victimised for making a complaint or doing anything
in relation to a complaint of bullying or harassment and the council will take appropriate
action to deal with any alleged victimisation, which may include disciplinary action
against anyone found to have victimised you.

Making a complaint that you know to be untrue, or giving evidence that you know to be
untrue, may lead to disciplinary action being taken against you.

Reporting Concerns

What you should do if you feel you are being bullied or harassed by a member
of the public or supplier (as opposed to a colleague)

If you are being bullied or harassed by someone with whom you come into contact at
work, please raise this with your line manager in the first instance or, with the Town
Clerk. Any such report will be taken seriously, and we will decide how best to deal with
the situation, in consultation with you.

What you should do if you feel you are being bullied or harassed by a councillor:
If you are being bullied or harassed by a councillor, please raise this with the Town
Clerk or the Chair of the Council in the first instance. If the Chair of the Council is

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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approached they must inform the Town Clerk and vice versa. They will then decide
jointly how best to deal with the situation, in consultation with you. There are two
possible avenues for you, informal or formal. The Informal Resolution is described
below. Formal concerns regarding potential breaches of the Councillors Code of
Conduct must be investigated by the Monitoring Officer.

The council will consider reasonable measures to protect your health and safety. Such
measures may include a temporary change in duties or change of work location, not
attending meetings with the person about whom the complaint has been made etc.

What you should do if you witness an incident you believe to be harassment or
bullying: If you witness such behaviour you should report the incident in confidence
to the Town Clerk (or if the incident involves the Town Clerk then to the Corporate
Services Manager who will inform the Chair of the Council and they will then decide
jointly how best to deal with the situation). Such reports will be taken seriously and will
be treated in strict confidence as far as it is possible to do so.

What you should do if you are being bullied or harassed by another member of
staff: If you are being bullied or harassed by a colleague or contractor, there are two

possible avenues for you, informal or formal. These are described below.

Informal resolution

If you are being bullied or harassed, you may be able to resolve the situation yourself
by explaining clearly to the perpetrator(s) that their behaviour is unacceptable, contrary
to the council’s policy and must stop. Alternatively, you may wish to ask the Town
Clerk, your line manager or a colleague to put this on your behalf or to be with you
when confronting the perpetrator(s).

If the above approach does not work or if you do not want to try to resolve the situation
in this way, or if you are being bullied by your own line manager, you should raise the
issue with the Town Clerk. (If your concern relates to the Town Clerk, you should raise
it with the Corporate Services Manager who will inform the Chair of the Council and
they will then decide jointly how best to deal with the situation). The Town Clerk (or
another appropriate person) will discuss with you the option of trying to resolve the
situation informally by telling the alleged perpetrator, without prejudicing the matter,
that:

e there has been a complaint that their behaviour is having an adverse effect on
a member of the council staff or Councillor

e such behaviour is contrary to our policy

e for employees, the continuation of such behaviour could amount to a serious
disciplinary offence

e for Councillors, the continuation of such behaviour could amount to investigation
by the Monitoring Officer under the Code Of Conduct

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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It may be possible for this conversation to take place with the alleged perpetrator
without revealing your name, if this is what you want. The person dealing with it will
also stress that the conversation is confidential.

In certain circumstances we may be able to involve a neutral third party (a mediator)
to facilitate a resolution of the problem. The Town Clerk (or another appropriate person)
will discuss this with you if it is appropriate.

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be
subject to disciplinary sanctions. However, in exceptional circumstances (such as
extremely serious allegation or in cases where a problem has happened before) we
may decide to investigate further and take more formal action notwithstanding that you
raised the matter informally. We will consult with you before taking this step.

Raising a formal complaint

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint
about bullying and harassment through the council’s grievance procedure or Councillor
Code of Conduct. You should raise your complaint to the Town Clerk or the Chair of
the Council. If the Chair of the Council is approached they must inform the Town Clerk
and vice versa. A formal complaint may ultimately lead to disciplinary action against
the perpetrator(s) where they are employed.

The Town Clerk or the Chair of the Council will appoint someone to investigate your
complaint in line with the grievance policy. You will need to co-operate with the
investigation and provide the following details (if not already provided):

. The name of the alleged perpetrator(s),

. The nature of the harassment or bullying,

. The dates and times the harassment or bullying occurred,
. The names of any witnesses and

. Any action taken by you to resolve the matter informally.

The alleged perpetrator(s) would normally need to be told your name and the details
of your grievance in order for the issue to be investigated properly. However, we will
carry out the investigation as confidentially and sensitively as possible. Where you and
the alleged perpetrator(s) work in proximity to each other, we will consider whether it
is appropriate to make temporary adjustments to working arrangements whilst the
matter is being investigated.

Where your complaint relates to potential breaches of the Councillors Code of
Conduct, these will need to be investigated by the Monitoring Officer. The council will
consider any adjustments to support you in your work and to manage the relationship
with the councillor the allegations relate to, while the investigation proceeds.

(v1) Approved and Adopted by Penzance Council: 18 August 2023
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Investigations will be carried out promptly (without unreasonable delay), sensitively
and, as far as possible, confidentially. When carrying out any investigations, we will
ensure that individuals' personal data is handled in accordance with the data protection
policy.

The Council will consider how to protect your health and wellbeing whilst the
investigation is taking place and discuss this with you. Depending on the nature of the
allegations, the Investigator may want to meet with you to understand better your
complaint (see the grievance policy for further information, and details of your right to
be accompanied).

After the investigation, a panel will meet with you to consider the complaint and the
findings of the investigation in accordance with the grievance procedure. At the
meeting you may be accompanied by a fellow worker, Councillor or a trade union
official.

Following the conclusion of the hearing the panel will write to you to inform you of the
decision and to notify you of your right to appeal if you are dissatisfied with the
outcome. You should put your appeal in writing explaining the reasons why you are
dissatisfied with the decision. Your appeal will be heard under the appeal process that
is described in the grievance procedure.

The use of the Disciplinary Procedure
If at any stage from the point at which a complaint is raised, we believe there is a case
to answer and a disciplinary offence might have been committed, we will instigate our

disciplinary procedure. We will keep you informed of the outcome.

This is a non-contractual policy and procedure which will be reviewed from time to time.
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Penzance Council Whistleblowing Policy

Penzance Council expects that any fraud, misconduct or wrongdoing by staff or others

Item 7(b) - Appendix 5

working on behalf of the council is reported and properly dealt with. The Ceouncil [Formatted: Font: 12 pt ]
therefore requires all individuals to raise any concerns that they may have about the
conduct of others who are a part of, or are employed by, theinthe Ceouncil. This policy [Formatted: Font: 12 pt ]
sets out the way in which individuals may raise any concerns that they have and how [Formatted: Font: 12 pt ]
those concerns will be dealt with.
R [Formatted: Font: 12 pt }
Background ( Formatted: Font: 12 pt )
The Public Interest Disclosure Act 1998 amended the Employment Rights Act 1996 to
provide protection for workers who raise legitimate concerns about specified matters in
the public interest. These are called "qualifying disclosures". A qualifying disclosure is
one made by an employee who has a reasonable belief that:, ( Formatted: Font: 12 pt )
e __a criminal offence; e ( Formatted: Font: 12 pt )
e _a miscarriage of justice; ( Formatted: Justifed )
e an act creating risk to health and safety;
e an act causing damage to the environment;
e abreach of any other legal obligation; or
e concealment of any of the above;
is being, has been, or is likely to be, committed.
It is not necessary for the complainant to have proof that such an act is being, has been,
or is likely to be, committed - a reasonable belief is sufficient. The complainant has no
responsibility for investigating the matter - it is the Ceouncil’s responsibility to ensure that ( Formatted: Font: 12 pt )
an investigation takes place.
Any officeremployee who makes such a protected disclosure has the right not to be  Formatted: Font: 12 pt
dismissed, subjected to any other detriment (e.g. disciplinary action), or victimised [Formatted: Font: 12 pt
because they have made a disclosure, provided that they-employee reasonably believes ( Formatted: Font: 12 pt
that the subject of the disclosure is in the public interest and they-employee reasonably { Formatted: Font: 12 pt
believes that the information disclosed and any allegation contained in it are substantially
true. { Formatted: Font: 12 pt
. . . [ Formatted: Font: 12 pt
\{Vorkers— areWe encouraged yeu-to raise anyyeur concerns under this procedure in the ( Formatted: Font: 12 pt
first instance.
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N [Formatted: Font: 11 pt ]

2- SCOPE “ {Formatted: Indent: Left: 0 cm, Hanging: 1 cm, No bullets }
or numbering

This policy applies to officersemployees of Penzance Council, —Aagency workers, casual ( Formatted: Font: 12 pt )

workers and other individuals performing functions for the Council, such as contractors,; ( Formatted: Font: 12 pt )

aFe‘a’l‘SG‘eﬂeeH'Fag'ed‘te‘use‘the‘pFeeed**eT [Formatted: Font: 12 pt ]

a [Formatted: Font: 11 pt ]

3. AIMS « {Formatted: Indent: Left: 0 cm, Hanging: 1 cm, No bullets }
or numbering

This policy aims to:

o Encourage workersemployees to feel confident in raising serious

concerns—in [Formatted: Font: 12 pt ]

departments;
¢ Provide alternative avenues-options for raising concerns; ( Formatted: Font: 12 pt )
e Ensure that responses to concerns are made; and
e Reassure workersemployees that they will be protected from possible reprisals or ( Formatted: Font: 12 pt )
victimisation if they have made a qualifying disclosure to address their concerns.
N [Formatted: Font: 11 pt ]
4. Background .« {Formatted: Indent: Left: 0 cm, Hanging: 1cm, No bullets }
e or numbering

PRINCIPLES [Formatted: Font: Bold ]
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Workers may choose to raise a concern internally or directly with an appropriate< —{ Formatted: Font: 12 pt

external prescribed body. Both routes may result in a protected disclosure under

) [ Formatted: Justified

the Public Interest Disclosure Act 1998.
Everyone should be aware of the importance of preventing and eliminating

wrongdoing at work. OfficersStaff and others working on behalf of the Ceouncil
should be watchful for illegal or unethical conduct and report anything of that nature
whenthat they-beeeme first become aware-of.

Any matter raised under this procedure will be investigated thoroughly, promptly

and confidentially, and the outcome of the investigation reported back to the
person who raised the issue.
If misconduct is discovered as a result of any investigation under this procedure

the Council’'s-eur disciplinary procedure will be used, in addition to any appropriate
external measures.
An instruction to cover up wrongdoing is itself a disciplinary offence. If told not to

raise or pursue any concern, even by a person in authority such as a manager,
officersyed should not agree to remain silent. TY¥eu-sheouldrepertthe matter should
be reported to te either the Town Clerk or the Chair of the Council or, if they may
be involved, the Democratic Services and Governance Officer who will then make
arrangements to convene the appropriate Committee to consider the matter.

5

SAFEGUARDS 3

IS

a- Harassment or Victimisation

[Formatted: Font: 11 pt

~| Formatted: Indent: Left: 0 cm, Hanging: 1 cm, No bullets
or numbering

‘| Formatted: Font: 11 pt

Formatted: Indent: Left: 0 cm, Hanging: 0.63 cm, No

( Formatted: Normal
[ bullets or numbering

Formatted: Font: 12 pt

Formatted: Font: Arial, 12 pt

subjected to any detrimental treatment by Penzance Council as a result of raising

a concern in _good faith under this procedure.efficerC This means that the

Formatted: Font: Arial, 12 pt, Not Bold

continued employment and opportunities for future promotion or training of the
officer/worker_will not be prejudiced because they have raised a legitimate
concern.

Victimisation of an individual for raising a qualified disclosure will be a disciplinary

offence.
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b. Confidentiality “

« _All concerns will be treated in confidence and every effort will be made to protect-
an workeremployee’s identity if that is their wish. However, aAt the appropriate
time;-however; they may need to be called as a witness, following a full factual
investigation of the concerns raised.

e When an individual makes a disclosure, the Councilwe will process any personal

Item 7(b) - Appendix 5

Formatted: Indent: Left: 0 cm, Hanging: 0.63 cm, No
bullets or numbering
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Formatted: List Paragraph, Justified, Bulleted + Level: 1 +
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|

[Formatted: Font: Arial, 12 pt

data collected in accordance with the data protection policy. Data collected from
the point at which the individual makes the report is held securely and accessed
by, and disclosed to, individuals only for the purposes of dealing with the
disclosure.

- Anonymous Allegations -

In order to ensure that officers-empleyees receive the protection of the Public Interest
Disclosure Act 1998, theyemployees should put thelr name(sg to their concern(s).

—Anonymous concerns and
allegations may be investigated but this willwil-therefore be investigated-at the discretion
of_either the Council, the appropriate Committee or the Town Clerk, dependent on the
nature of the allegation.

In exercising thise discretion the factors to be taken into account maywaeuld include:

e The seriousness of the issues raised;
e The credibility of the concern(s); and
e The likelihood of confirming the allegation from factual evidence.

d- Unsubstantiated Allegations -

If 8 workerr-employee makes an allegation which they reasonably believe to be true but
it is not confirmed by the investigation, no action will be taken against them by the Council.
However, if a worker-they-makes an allegation frivolously, maliciously, or for personal
gain, disciplinary action may be taken against them, and/or their their contract/position
working on behalf of the Council may be terminated.,

A

PROCEDURE OPTIONS FOR MAKING A DISCLOSURE -
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If 2 workeryou believes a Councillor has breached the Ceouncillor Code of Conduct then

their concerns should be dlrected to the Monltorlnq Offlcer—then—raase—lt—m%h—the—ehamef
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or numbering
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This procedure is for disclosures about matters other than a breach of an officer'syeur
own contract of employment, which should be raised via the Grievance Procedure.
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Formatted

Formatted

Penzance Council Whistleblowing Policy Formatted

Formatted

Formatted
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Option 1,

| Formatted

In the first instance, any concerns should be raised with the line manager (if applicable) | Formatted

or theer Town Clerk; who will take steps to arrange an investigation intoef the matter. , Formatted

Formatted

The investigation may involve the complainant and other individuals involved giving a Formatted

written statement. Any investigation will be carried out in accordance with the principles /' [ Formatted

set out above. Said¥eur statements will be taken into account, and the complainants /" [ Formatted

and/or witnessesyou maywill be asked to comment on any additional evidence obtained. Formatted

Formatted

The investigating officer will take any necessary action, including reporting the matter to

| Formatted

the Council, er-any appropriate government department or regulatory agency, or the

Formatted

police. The investigating officer maywill also recommendinveke any disciplinary action if
required.,

Formatted

Formatted

On conclusion of any investigation, insofar as confidentiality allows, the workeryey will be | Formatted

informed of teld-the outcome and what action the Ceouncil has taklendene, or proposes /" { Formatted

to takede. If no action is to be taken, the reasons for this will be explained. Formatted

Formatted

Option 2

Formatted

Formatted

Formatted

should contact the Democratic Services and Governance Officer who will take steps to \ Formatted

convene the appropriate Committee to consider the matter.

.| Formatted

If the worker is concerned that the investigating officer has failed to make a proper Formatted

investigation or has failed to report the outcome of the investigations to the relevant Formatted

person, theyyeu should escalate the matter to the Mayor. The Mayor will then seek the Formatted

advice of the Democratic Services and Governance Officer and arrangements may be Formatted

Formatted

made for a review of the investigation to be undertaken,-carried—out with any further ;

enquiries made as necessaryke-any-hecessary-enguiries.

Formatted
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Option, 3,

‘| Formatted

Formatted

A worker may raise their concern directly to the relevant external body.

( Formatted
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Uzupon the conclusion of Sstages 1 and 2, if the workeryeu reasonably believes that the
appropriate action has not been taken, theyyou should report the matter to the relevant \\

Formatted

body. This may includes: .| Formatted

| Formatted

¢ HM Revenue & Customs « Formatted

Formatted

e The Health and Safety Executive

e The Environment Agency Formatted

\ Formatted

e The Serious Fraud Office
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e The Charity Commission
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e The Pensions Regulator
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e The Information Commissioner Formatted

Formatted

(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
{
(
(
(
(
If the worker isyou-are concerned that the Town Clerk is involved in the wrongdoing, they ™ %
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(
(

313]al31a13lal313lalalal3lalalalalal 2l 3l 3l alal 2l ] alal 3l alal 2l ) alal 3l alal al 3l alal 3l alal al sl alala)

(v3) Approved and adopted by Penzance Council: 46-August2023

51



Item 7(b) - Appendix 5

Penzance Council Whistleblowing Policy

e The Financial Conduct Authority
e Devon and Cornwall Police

6—You can find the full list in The Public Interest Disclosure (Prescribed Persons)« [ Formatted: Normal

Order 2014:
www.gov.uk/government/uploads/system/uploads/attachment data/file/496899/BIS-16-
79-blowing-the-whistle-to-a-prescribed-person.pdf

« [ Formatted: Normal, Indent: Left: 0 cm

S [ Formatted: Justified

C—oelmerdodainohaithe conecinnos bocppoeniind * [ Fomatted: ustted
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- Attending Meetings «

When any meeting is arranged, a worker who is required to attend has yeu-have-the right
to be accompanied by a trade union representative or a workplace colleague who is not
involved in the area of work to which the concern relates.

e- Support “

The Council will take steps to minimise any difficulties workersyeu may experience as a
result of raising a concern. For instance, if theyyou are required to give evidence in
criminal or disciplinary proceedings, the Council will advise or arrange for themyeu to
have advice about the procedure. The Council will not tolerate harassment or victimisation
(including informal pressures) and will take action to protect individuals who raise a

concern in good faith.

The Council accepts that workersyeu need to be assured that concerns will be properly

addressed and, subject to legal constraints, will provide information about the outcomes
of any investigations.
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Penzance Council is an Equal Opportunities employer.

1. INTRODUCTION

1.1 44Penzance Council is a provider of services and an employer in Penzance
and understands the inequality which some individuals and groups in-eur
society experience.

< [Formatted: List Paragraph, Indent: Left: 1.9 cm ]
1.2 Penzance Council recognises its duties under the Equality Act 2010, including- ( Formatted: Font: Not Bold )
the Public Sector Equality Duty (PSED) to eliminate discrimination, advance Formatted: List Paragraph, Outline numbered + Level: 2 +
equality of opportunity, and foster good relations. Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment: Left +
Aligned at: 0.63 cm + Indent at: 1.9 cm
[Formatted: Font: Not Bold ]
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1.2  Penzance Council is\We—are committed to creating and developing a positive
approach to equal opportunities in the delivery of all of itseur services and employment.

1.3  The key aims of this equal opportunities policy are to:-

provide equality of opportunity for all

promote an inclusive culture

respect and value differences ef-everyone

prevent discrimination, harassment, including sexual harassment, and
victimisation

« promote and foster good relations across the workforce and with partners

and community
e ensure decisions are based on merit, objective criteria and fair process

2. THE POLICY

treated fairly and with respect at all times.

This policy applies to employees, Ceouncillors, volunteers, agency workers, contractors,
and all applicants for employment.

This applies to all areas of the Council’s activities; including recruitment, employment,
and provision of Council services.

2.1 As an Employer

The Council'¥e will provide equality, respect and fairness for all in itseur employment and
will not discriminate on grounds of:-

Age;

Disability;

Gender reassignment;

Marriage and civil partnership;

Pregnancy and maternity;

Race (including ethnic origin, skin colour, nationality, and national origin);
* Religion or belief or lack thereof;

Sex; or

Sexual orientation

*
'S

Formatted: Indent: Left: 0.63 cm, Hanging: 0.63 cm, No
bullets or numbering

The Council will make reasonable adjustments for disabled employees and applicants to [Formatted: Font: Not Bold ]
ensure equality in recruitment, development, and day-to-day employment.

All employees will be treated fairly and with respect regardless of position, part-time/full-
time working, or length of contract. Selection for employment, promotion, training; or any
other benefit will be on the basis of aptitude and ability.

2
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AII empteyees@#leers—Councnlors and offlcers are requwed to treat—ene—anether—mth

respeebfeHhe@gmtyandwertheﬁamn@wduaLbehave in a way that upholds dlqnltv and
respect.

Harassment and discrimination in any form is unacceptable behaviour and offenders will

be subjectto-disciplinary-actioraddressed in line with the Council’s Dignity at Work and

Disciplinary policies.

2.2 As a Service Provider

The Council will strive to ensure that all services provided by, or on behalf of, the Council
are made accessible to all individuals and groups equally and without discrimination.

The Council will meet its duties under the Equality Act 2010 regarding service delivery
and accessibility. [t\We will take reasonable steps to identify and remove barriers that
disproportionately affect protected groups.

All service users will be treated with respect. Actions, behaviour, and attitudes will
consistently demonstrate respect for the dignity and worth of an individual.

The Council will, wherever appropriate, work in partnership with other agencies in the

area; including the relevant-unitary_—eceunty—district,—and-berough councils, voluntary

groups; and community organisations to promote equal opportunities.

The Council expects contractors, suppliers and organisations carrying out work on its+——

Item 7(b) - Appendix 6

[ Formatted: Justified

behalf to comply with the Equality Act 2010 and to have appropriate equality policies and
practices in place.

The Council may include equality requirements within tender documentation and will take

reasonable steps to ensure contractors uphold these standards Ihe—Geunerl—wm—ensure

3. THE POLICY IN ACTION

3.1 As an Employer
The Council aims-te-achieve-the-policy-bywill:
e Ensureing that—rts—empteyeesofﬁcers are made aware of thelr ef—thenghts—and

responsibilities
eppertumtles—rssuesreqardlnqter equalltv and |nclu3|on

¢ Provideinrg a-way-in-which-individuals-can-communicate-anyclear routes for raising
concerns via—competentnamed-personnel_as defined in the including-informal
reseolution; Dignity at Work, Grievance and Whistleblowing Policies;

o Treating—any—unacceptable—behavieur—serioush—andRespond promptly and
proportionately to any concerns;

+—Ensureing that-all-Managers realise-they-have-akeyrole-intake responsibility for
implementing this policy;y-and-are-expected-to-take—personal-responsibilityfor
ensuring-its-suecess-

3
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¢ Demonstratemedelling expected behaviours
e Embed fair, transparent and objective decision-making in recruitment, training and
progression

3.2 As a Service Provider

The Council aims-to-achieve-itspolicy-bywill:

these—pﬁaetlees—pemetes—er—paceeede#es—ldentlfv and address barners that prevent
equitable access;

e Ensureinrg that, wherever practical, all public buildings and premises owned or
managed by the Council are accessible to all. Where this is impractical in the
short-term, itwe will provide reasonable alternative methods of access so that no
member of the publ|c is dlsadvantaged by physncal barrlers

th#eugh—the—pltew&enProwde—ef mformatlon in acce35|ble formats (for example

large print, easy read, d|q|tal formats, audio, or alternative languages upon
request ;

o Complying with all relevant legislation relating to dlscrlmlnatlon and equality.

4. ROLE OF COUNCILLORS AND OFFICERSEMPLOYEES

4.1 All Councillors, a
erertumtles—Peheyofﬂcers and anyone else worklnq on behalf of the CounC|I share
responsibility for upholding this policy.

4.2 Managers and supervisors are responsible for implementing it, taking early action on
concerns, and ensuring fair and objective decision-making. Councillors must also follow

the CounC|Ilor Code of Conduct WhICh requires respectful and non- dlscrlmlnatorv

5. COMPLAINTS

5.1 Complaints from staff about discrimination, harrassment or unfair treatment
will be dealtwith-as-laid-dewn-inconsidered under indine-with the Council’s
Dignity at Work and/or Grievance Policiesyrocedure.

5.2 Complaints from Members about discrimination or unfair treatment will be
considered underdealt-with-as-laid-dewn-in the Council’s Protocol on Member/Officer
Relations and the Dignity at Work Policy.

4
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5.3 Applicants who believe they have been treated unfairly may raise concerns with
the recruiting manager, Corporate Services Manager or Town Clerk. Concerns will be

rewewed |mpart|allv and responded to in wr|t|nq Any—prespeetwe—empleyee—w%ng—te

5.4 Complaintsfrom-mMembers of the public may use abeut-diserimination-or-unfair
treatment-will-be—dealt-with-through-the—the Council’'s Complaints Procedure_to raise

concerns about discrimination or unfair treatment.

6. MONITORING AND REVIEW

6.1 The Council’'s Personnel and Finance and General Purposes Committees will have
responsibility for the implementation and monitoring of the policy as it applies to the
Council as an employer.

6.2 Penzance Council will have responsibility for implementing and monitoring the policy

as it applies to the Council as a service provider, involving local community and voluntary
groups in the monitoring process where appropriate.

5
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