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Agency and Self Employed workers – New Policy – The appointment of Agency and Self Employed workers is sometimes a contentious 
issue with regard to legislation, and can lead to unnecessary expense for the council if we fail to optimise the use of our own employees 
over the use of Agency and Temporary appointments. This policy aims to assist managers understand their legal obligations under the 
Agency Workers Regulations when engaging agency staff, and to ensure compliance with HMRC regulations for self-employed workers as 
well as the associated risks in using such arrangements. 
 
Whistleblowing Policy – Minor amendments and update to an existing policy –This policy enables employees to raise concerns about 
malpractice, negligence or wrongdoing at an early stage and in the correct way.  
  
Code of Conduct Policy– Minor revisions to an existing policy – This policy is in a standard format used by all Local Authorities. It can 
contain local amendments to reflect our own values and culture. This policy has some amendments for e.g. the use of social media 

Market Forces policy – This policy relates to the payment of market forces supplements. It is an existing policy but has been revised to 
reflect current economic conditions and to ensure equity and fairness when applying market forces supplements. 

 
4. REASONS:  

The review and update of the council’s policies is essential in order to ensure continued compliance with legislation and to assist the council 
and its employees to work efficiently and effectively.  

All of the policies set out have been consulted upon with staff representatives from the Trades Unions at the Councils Joint Consultative 
Committee. 

5. RESOURCE IMPLICATIONS: 
 
None arising from the introduction of the policies identified in this report. 
 
6. SUSTAINABLE DEVELOPMENT AND EQUALITY IMPLICATIONS: 
 
 The equality impacts have been assessed and are attached. There are no negative effects and all policies will have a positive effect 
on the protected characteristics as they seek to ensure compliance with the Equalities Act 
 
7. CONSULTEES: JAG SLT 
 



8. BACKGROUND PAPERS: POLICIES AS FOLLOWS – Agency and Self Employed Workers, Whistle blowing policy, Equal Pay 
Policy 

 
9. AUTHOR: SIAN HAYWARD 
 
10. CONTACT DETAILS:  
 
 Tel: 01633 644309 
 E-mail: sianhayward@monmouthshire.gov.uk  
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Purpose 
 

This policy and procedure provides a framework for managers to use when they are 
considering the use of external agency workers or self-employed workers. 

The council wants to limit the use of agency workers in order to save costs and to protect the 
employment of existing staff. We know that there will be occasions when it is quicker or more 
cost-effective to use agency workers for short-term assignments or where it isn’t practical to 
undertake a recruitment exercise. This policy helps managers understand their legal 
obligations under the Agency Workers Regulations 2010 when engaging agency workers.  

A worker’s employment status i.e. whether they are employed or self-employed is not a 
matter of choice. We categorise people into employed or self-employed status according to 
the terms of engagement. HMRC have strict conditions for determining whether someone is 
employed or self-employed and MCC has to comply with these. All workers - whether they 
are employees, agency or self-employed are covered by the Equality Act 2010 and the 
Employment Rights Act 1996.  
  

Definitions 
The Agency worker’s regulations state that they should have the right to equal basic 
employment conditions with comparable employees, and establishes the principle of 'equal 
treatment' between temporary agency workers and employees. It requires that the agency 
worker be given the same entitlement as employees to basic working conditions such as 
pay, working hours and holidays. Certain conditions apply after a 12 week qualifying period 
and are explained below. 
 
Employee  
An “employee” is defined in the Employment Rights Act 1996 as “an individual who has 
entered into or works under (or, where the employment has ceased, worked under) a 
contract of employment”. Relevant characteristics which tend to suggest an employer-
employee relationship include: 

 Where an individual works under the control of the employer 
 Where an employer is obliged to offer the individual some work and the individual 

is obliged to accept it 
 Where tax and National Insurance contributions are deducted through PAYE 
 Where an individual is expected to carry out his or her work themselves and not 

send a substitute. 
 

Worker 
This is a broader category than 'employee' but normally excludes those who are self-
employed. A worker is any individual who works for an employer, whether under a contract 
of employment or any other contract where an individual undertakes to personally do any 
work or service. Workers are entitled to core employment rights and protections. The 
following groups of people are likely to be workers but not employees: 



 

4 

 Most agency workers 
 Short-term casual workers 
 Some freelance workers. 

Agency Workers 
External agency staff must be obtained via the nominated provider. Other providers may 
be used for teachers sourced directly by individual schools.  
 
Managers should consider carefully the suitability of using agency workers, particularly if 
the placement is expected to be on a long-term basis. It may be more appropriate to 
appoint a fixed term employee through the normal recruitment process.  
 
A pro forma can be found at Appendix 1 to complete when arranging for an agency 
worker placement. 
 
Our responsibilities 
The provisions apply to all agency workers but do not apply to the following:  
 Those who are genuinely self-employed (e.g. sole traders). To qualify for this an 

individual will have to satisfy HMRC guidelines 
 Those who work through their own service company who are genuinely in business 

of their own account (e.g. limited companies)  
 Those employed under managed-service contracts (e.g. a service contracted out by 

the council e.g. a cleaning company for office/school cleaning)  
 Staff appointed through in-house temporary staffing banks (e.g. social care bank 

staff). 

Agency worker’s rights 
Agency workers have the right to the same access to certain facilities as comparable 
employees where provided e.g. 
 
 Toilets/shower facilities  
 Staff rooms (e.g. common room, mother and baby room, prayer room)  
 Food and drinks machines.  
 
Agency workers also have the right to information relating to vacancies. This excludes 
situations where posts are ring-fenced for redeployment purposes or the prevention of a 
redundancy situation.  
 
After 12 weeks service in the same job, agency workers have a right to equal treatment 
with a comparable worker or employee in terms of:  
 Basic pay  
 Overtime  
 Bonus and commission related to individual productivity  
 Paid holiday entitlement  
 Hours of work  
 Vouchers with a monetary value  
 Paid time off to attend ante-natal appointments for pregnant workers  
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Agency workers are not privy to equal treatment in respect of: 
 Access to the Local Government Pension Scheme  
 Occupational sick pay (but may be entitled to SSP from the agency)  
 Redundancy pay  
 Maternity/paternity rights (but may be entitled to SMP/maternity allowance from the 

agency)  
 Bonus 
 Non-cash awards 
 Advances in pay or loans 
 Additional discretionary and non-contractual payments (e.g. honorarium payments) 

Self-employed workers 
To meet the requirements of employment and tax law, as well as safeguard 
Monmouthshire’s position as an employer, we expect most individuals to be employed as 
‘employees’ on a contract of employment and paid via our payroll systems with tax and 
National Insurance deducted at source. 

In some circumstances MCC may need to engage self-employed workers for specific pieces 
of work e.g. an independent review. This relationship between MCC and the individual will 
not be an employment relationship but will be a ‘contract for services’ (i.e. a self-employed 
worker).  

The law on self-employment is complex and the consequences of wrongly treating someone 
as self-employed when they should be employees can be significant. HM Revenue and 
Customs (HMRC) may reclaim tax and national insurance contributions together with interest 
and penalties from the employer and there are a wide range of employment rights which 
may need to be compensated (including the right to paid holidays, notice, redundancy 
payments and not to be unfairly dismissed). 

Anyone who engages self-employed workers are required to:- 

 Consider why all alternatives to using self-employed workers are not available or 
appropriate. 

 Check that the status should be ‘self-employed’ via the HMRC website 
www.hmrc.gov.uk/calcs/esi.htm using the tool to establish the employment relationship.  

 Record the reference number supplied if the relationship is confirmed as self-employed. 
 Consider the scope, the requirements and the duration of the work to be done. 
 Identify and agree the appropriate rates to be paid 
 Ensure that the relevant chief officer has been informed and agreement is confirmed 

before proceeding. 
 Ensure all necessary self-employed status is obtained and held on file  
 Ensure that all necessary checks associated with the work are processed and evidenced 

e.g. Identity, Right to Work in the UK, Professional Registration, DBS, Health.  
 Ensure a signed agreement is in place that details all agreed terms (see Employee 

Services for a template agreement to ensure it is correct)  
 Complete the agency worker pro-forma on Appendix 2.  
 If not self-employed consult with Employee Services to ensure the correct employment 

status is applied 
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Appendix 3 has a useful series of Questions and Answers which will help you to establish if 
someone is self-employed or employed. 

 

Conduct 

All agency workers have to abide by the Council’s Policies and should be directed to the 
Employee Services page on the intranet in order for them to read them. However, if policies 
need to be invoked e.g. disciplinary, the individual would be subject to the nominated agency 
staff supplier’s procedures.  

For certain posts there may be qualifying conditions e.g. Disclosure and Barring check or a 
driving licence requirement. It is for the nominated supplier of agency staff to ensure that 
background checks or conditions are carried out. 

It is the appointing line manager’s responsibility to ensure that the agency worker meets all 
qualifying conditions and that the worker has access to all policies and procedures of MCC. 
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         Appendix 1 

 

Pro forma for the Appointment of Agency Staff 

The line manager must complete the attached and forward with all relevant 
documents to Employee Services before the agency worker starts work for MCC. 

Team Manager making the 
engagement: 

 

Team:  

Name of agency:  

Name of agency worker appointed:  

Title of post being covered (post 
number): 

 

CCW registration number (if 
needed) 

 

DBS certificate number: (if needed)  

DBS issue date: (if needed)  

Hourly/weekly fees agreed:  

Start date:  

Projected end date:  

Photocopy the original documents of the following and forward to Employee Services 
before the agency worker starts: 

Right-to-work checks:  

Qualification certificate:  

Birth certificate:   

Passport / Driving license 
(photograph): 

 

Employment history:  

References:  

(The Line Manager must collect this information from the employing agency / self-employed agency 
worker and keep Employee Services fully up to date. 
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Retention – Employment records must be retained for 6 years if the worker has worked with adults. If 
the worker has worked with children their employment records must be kept for 80 years after they 
leave our employment.  Records are kept with all other employee records within Employee Services. 
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Appendix 2 
Pro forma for the Engagement of a Self Employed Worker 

The line manager to complete the attached and forward with all relevant documents to 
Employee Services before the self-employed worker starts work for MCC. 

Team Manager making the 
appointment: 

 

Team:  

Name of self-employed worker:  

Name of company under which 
self-employed worker operates: 

 

Title of post being covered (post 
number): 

 

CCW Registration No: ( if needed)  

DBS certificate number: ( if 
needed) 

 

DBS issue date: (if needed)  

Hourly/Weekly fees agreed:  

Start date:  

Projected end date:  

HMRC tool ref number:  

Photocopy the original documents of the following and forward to Employee Services 
before the commencement of agreement: 

Chief officer approval signature  

Qualification certificates: ( if 
applicable) 

 

VAT registration:   

Certificate of Incorporation:  

Passport / Driving license 
(photograph): 

 

Employment history:  

Relevant references:  
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Copy of assignment agreement: 
(signed by head of service) 

 

Right-to-work checks :  

The line manager must collect this information from the self-employed worker and keep Employee 
Services fully up to date. 

Retention – records must be kept for 6 years after the worker has left if they have worked in adult 
services. If they have worked in children’s services they must be kept for 80 years after they have left.  
Records are kept with all other employee records within the Employee Services document location. 
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Appendix 3 
Q & A  
How to establish Employed or Self-Employed? 
HMRC publish guidance to assist in determining whether the nature of the 
engagement is a contract of service (worker) or under a contract for services (self-
employed, independent contractor). It is necessary to examine the real nature of the 
relationship before agreeing to the engagement. 
http://www.hmrc.gov.uk/calcs/esi.htm  
Please save a copy of this once you have completed it in order to prove engagement 
status.  If it is established that they are self-employed then there will be a reference. 
Record the reference on the pro-forma. 
 
Can someone who is already employed by Monmouthshire have a contract to 
offer services under the self-employed status? 
It is highly unlikely that HMRC will accept that an individual who is employed by 
Monmouthshire can also act as a self-employed consultant supplying services to 
Monmouthshire. In most cases, where such additional work is approved any 
additional payment will be paid through the payroll system and be subject to statutory 
deductions. Managers should seek advice from Employee Services Team before 
offering additional work to full-time staff. 
 
What documentation is required for Self-Employed Consultants? 
When the Head of Service is satisfied that the nature of the engagement is one of a 
contract for services and where the supplier is registered with HMRC as self-
employed, there should be a written agreement between Monmouthshire (signed by 
the Head of Service) and the self-employed supplier, specifying the service to be 
provided and the fee. (See model contract, which has been worded to minimise the 
possibility that HMRC or a Tribunal/Court may construe it as a contract of 
employment).  
 
Why do we have to keep the paperwork described above? 
HMRC can inspect Monmouthshire’s records of payments to self-employed providers 
to ensure that they are genuinely contracts for services.  Services should retain 
records of all such engagements as HMRC may request to see these. Where the 
arrangement is with a company, the same standard contract for services should be 
used. 
 
How do we pay for the services of a self-employed worker?  
The self-employed worker will have to submit itemised invoices for payment on 
completion of the work and payment will only be made to the account of the supplier 
named on the contract. Payments will be made through the Agresso system. Invoices 
should be submitted each month.  All procurement rules will apply. Members of staff 
should not be directly involved in decision-making in cases where work is offered to 
their former colleagues, close friends or family of staff. Where this is not possible, 
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because they have lead responsibility for the service/ project, they should ensure that 
a Chief Officer is involved in the decision-making progress. 
 
What records should be kept? 
The employee services team should keep a record of all relevant documentation.  
(see Appendix 1 and 2) that the manager is responsible for providing.   

 
Why do we have to carry out a Right to Work Checks for self-employed? 
The UK Border Agency suggests that employers might wish to consider undertaking 
right to work checks for individuals engaged on a self-employed basis. To minimise 
risk, Managers must undertake Right to Work checks on self-employed consultants 
as well as all other employees. 
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Version Control 
 

Title Agency and Self Employed Workers  

Purpose  

Owner Employee Services 

Approved by JAG, Cabinet 

Date November 2013 

Version Number 1.0 

Status Draft 

Review Frequency Bi-Annual 
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Appendix A 
Name of the Officer completing “the Equality challenge”  

Sian Hayward 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

Agency and Self Employed Workers 

Name of the Division or service area 

Chief Executives 

 

 

Date “Challenge” form completed 

10/02/2014 

0Protected characteristic 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

Age   This policy ensures that our code of 
conduct as employees of 
Monmouthshire County council is in 
line with accepted best practice and 
legislation. It will cover all protected 
characteristics. 

Disability  y  

Marriage + Civil Partnership  y  

Pregnancy and maternity  y  



Race  y  

Religion or Belief  y  

Sex (was Gender)  y  

Sexual Orientation  y  

Transgender  y  

Welsh Language  y  

 

What are the potential negative Impacts.  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments or engagement with affected 

parties).  

    

    

    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below: 

 
 
 
 
 

This Policy sets out the code of conduct for all Local Authority employees, ensuring they act with the highest standards, comply with 
legislations and don’t bring the reputation of the Council into disrepute. 
 



 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed                                     Designation                                                       Dated  

Sian Hayward Employee Services Lead 10th February 2014 
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                        EQUALITY IMPACT ASSESSMENT FORM  

 
Name of policy or change to service (Proposal) Directorate: Department: 

Agency and self employed workers Enterprise  

Policy author / service lead  Name of assessor Date of assessment: 

Sian Hayward   

 
1. Have you completed the Equality Challenge form?      Yes / No.  If No please explain why 
 

 
 
 

 
2. What is the Aim/s of the Policy or the proposed change to the policy or service (the proposal) 
 
  

  

To ensure that MCC complies with legislation and best practice with the appointment of agency and self employed staff 

yes 



3. From your findings from the “Equality Challenge” form did you identify any people or groups of people with protected characteristics that 
this proposal was likely to affect in a negative way?    Please tick appropriate boxes below. 
                                          

Age              Race  

Disability  Religion or Belief  

Gender reassignment  Sex  

Marriage or civil partnership  Sexual Orientation  

Pregnancy and maternity  Welsh Language  

4.   Please give details of any consultation(s) or engagement carried out in the development /re-development of this proposal. 

 

 

 

 

 

5. Please list the data that has been used for this proposal? eg Household survey data, Welsh Govt data, ONS data, MCC service  

 user data, Staff personnel data etc. 

 

 
 

 
 
 
 

Personnel 

Consulted with People Management team and HMRC 



No change 

6. As a result did you take any actions to mitigate your proposal?  Please give details below. 

  

 

7.  Final stage – What was decided? 

 No change made to proposal/s – please give details 
 
 
 
 
 
 

 Slight changes made to proposal/s – please give details 
 
 
 
 
 

 
  Major changes made to the proposal/s to mitigate any significant negative impact – please give details 

 

 

 

    Signed…sian hayward…………………………………………Designation…………Employee Service 
Lead………………………………………Dated…………………………. 

   

None needed 

 

 



The main positive and negative impacts will need to be summarized in the “Sustainability and Equalities Implications” paragraph on 

the report. 

 

 
Appendix A          The “Sustainability Challenge”  
Name of the Officer completing “the Sustainability 
challenge”  

Please give a brief description of the aims proposed policy or 
service reconfiguration 

To comply with legislation and best practice with self employed and 
agency staff 

Name of the Division or service area 

Employee Swervices 

 

Date “Challenge” form completed 

10/02.14 

Aspect of sustainability 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

PEOPLE    

Ensure that more people 
have access to healthy food 

 Y  

Improve housing quality and 
provision 

 Y  

Reduce ill health and 
improve healthcare 
provision 

 Y  

Promote independence  Y  



Encourage community 
participation/action and 
voluntary work 

 Y  

Targets socially excluded  Y  

Help reduce crime and fear 
of crime  

 Y  

Improve access to 
education and training 

 Y  

Have a positive impact on 
people and places in other 
countries 

 Y  

PLANET  Y  

Reduce, reuse and recycle 
waste and water 

 Y  

Reduce carbon dioxide 
emissions  

 Y  

Prevent or reduce pollution 
of the air, land and water  

 Y  

Protect or enhance wildlife 
habitats (e.g. trees, 
hedgerows, open spaces) 

 Y  

Protect or enhance visual 
appearance of environment  

 Y  

PROFIT    



Protect local shops and 
services 

 Y  

Link local production with 
local consumption 

 Y  

Improve environmental 
awareness of local 
businesses 

 Y  

Increase employment for 
local people 

 Y  

Preserve and enhance local 
identity and culture 

 Y  

Consider ethical purchasing 
issues, such as Fairtrade, 
sustainable timber (FSC 
logo) etc 

 Y  

Increase and improve 
access to leisure, recreation 
or cultural facilities 

 Y  

 

What are the potential negative Impacts  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments)  

 NONE   

    



    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed                    Sian Hayward                                                Dated 10th feb 2014  
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Purpose 
The Council and the citizens of Monmouthshire expect the highest standards of conduct 
from all employees, therefore we encourage employees and others with serious concerns 
about any aspect of the Council’s work to come forward and voice them in a safe 
environment.   

The Council recognises that employees are in an ideal position to be aware when 
malpractice, negligence or wrongdoing occurs. However, they may not express their 
concerns due to fear of harassment or victimisation. 

This policy enables employees to raise concerns at an early stage and in the correct way. 

Any serious concerns employees have about the conduct of members or officers of the 
Council, or agents or contractors of the Council, or about service provision, should be 
reported under this policy. This policy doesn’t cover grievances relating to an employee’s 
employment contract and formal complaints about the Council. Separate policies exist for 
those, and this Whistleblowing Policy is intended to cover concerns that fall outside the 
scope of those other procedures.   

Aims and Scope 
This policy aims to: 

 Inform employees of how to raise concerns which they reasonably believe are in the 
public interest 

 Provide a procedure for employees to raise concerns 
 Ensure confidentiality is maintained 
 Ensure that employees who raise a concern are protected from recrimination and 

fear of harassment or victimisation.   
 

This policy applies to employees, volunteers, workers and agency workers, contractors or 
partners working for or on behalf of the Council. A separate policy applies for school based 
staff.  

It is appreciated that it’s sometimes difficult to report malpractice or wrongdoing, but failing to 
report it is serious and can in itself result in disciplinary action against you. 

If an allegation is made which it is believed to be in the public interest but is not confirmed by 
an investigation, no action will be taken against the person who raised the initial concern. 
However, if the allegation is malicious, vexatious or for personal gain disciplinary action may 
be taken against the person making those claims.  

Sometimes the investigation process may have to reveal the source of the information and a 
statement by you may be required as part of the evidence. The Council will do its best to 
protect your identity when you raise a concern and do not want your name to be disclosed, 
but this can’t be guaranteed if it means we can’t take action against the wrongdoer. 

Areas covered by this policy include: 

 a criminal offence 
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 the breach of a legal obligation 
 a miscarriage of justice 
 health or safety risks 
 damage to the environment 
 deliberate covering up of information tending to show any of the above five matters 
 A breach of any statutory code of practice including the Council’s Standing Orders 
 Unethical conduct 
 Abuse of power for any unauthorised purpose or for personal gain 
 Unfair discrimination in the provision of services 
 Fraud, corruption and bribery 
 Racial harassment, sexual or physical abuse of clients 
 Vulnerable adult or child safeguarding concerns 
 Showing undue favour over a contractual matter or to a job applicant 

Relevant Legislation and Council polices 
The Council recognises its responsibilities under the following legislation; 

 The Public Interest Disclosure Act 1998  
 The Enterprise and Regulatory Reform Act 2013  
 Employment Rights Act 1999  
 The Equality Act 2010  
 The Bribery Act 2010 
 The Trade Union and Labour Relations (Consolidation )Act 1992 

 
This Policy should be read in conjunction with the Councils; 

 Code of Conduct 
 Disciplinary Policy 
 Equality Policy 
 Grievance Policy 

 

If an employee is the subject of disciplinary or redundancy procedures they won’t be halted 
as a result of the whistleblowing. 

In order to be protected the disclosure must be made in the public interest and not for 
personal gain.  You must reasonably believe that the information, and any allegation 
contained in it, is substantially true. 

How to raise a concern 
Employees should normally raise any concern they may have with their immediate line 
manager. However, if employees feel unable to raise a concern through this route for 
whatever reason, they should write to the Chief Executive, County Hall, Rhadyr, Usk, 
Monmouthshire, NP15 1GA and mark it confidential.   

This depends on the seriousness and sensitivity of the issues involved and who is thought to 
be involved in the malpractice.   
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If you feel that your line manager is involved, the concern should be raised with the relevant 
Chief Officer or the Chief Executive. If the concern is about the Chief Executive it should be 
raised with the Leader of the Council, if the concern relates to an Elected Member, it should 
be raised with the Chief Executive. 

Concerns are better raised in writing.  Employees who wish to raise a concern in writing 
should:  

 Set out the background and history of the concern, giving names, dates and places, 
where possible 

 Give the reason why they are particularly concerned about the situation.  If you do 
not feel able to put your concern in writing, you can telephone or meet the 
appropriate officer. 
 

The earlier a concern is raised the easier it is to take effective action. We appreciate that it 
can be difficult to know what to do when the concern feels serious because it relates to 
service user welfare, malpractice, health and safety or a possible fraud that might affect 
others or the organisation itself. You may be worried about raising such a concern and may 
think it best to keep it to yourself, perhaps feeling it’s none of your business or that it’s only a 
suspicion. You may feel that raising the matter would be disloyal to colleagues, managers or 
to the organisation. You may decide to say something but find that you have spoken to the 
wrong person or raised the issue in the wrong way and are not sure what to do next. If you 
are at all worried please speak to someone rather than leave it. You may of course invite 
your Trade Union to assist you to raise the matter or speak to a member of the Employee 
Services Team. 
 

The person with whom you raise the concern becomes the Designated Officer responsible 
for investigating the matter and for keeping you informed on the outcome. 

If in doubt – please raise it! 

How the Council will respond 
The action taken by the Council will depend on the nature of the concern.  The matters 
raised may: 

 be investigated internally 
 be referred to the Police 
 be referred to the external Auditor 
 form the subject of an independent inquiry 
 

In order to protect individuals and the Council, initial enquiries will be made to decide 
whether an investigation is appropriate and, if so, what form it should take.  Some concerns 
may be resolved without the need for investigation.  

Within 10 working days of a concern being received, the Designated Officer will write: 

 acknowledging that the concern has been received 
 indicating how it proposes to deal with the matter 
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 giving an estimate of how long it will take to provide a final response 
 indicating whether any initial enquiries have been made, and 
 indicating whether further investigations will take place, and if not, why not 
 indicating support mechanisms available  
 

The amount of contact between the officers considering the issues and you will depend on 
the nature of the matters raised. If necessary, further information may be requested from the 
employee. 

The Employee Services team can offer further advice and support.  

Safeguarding Whistleblowers - Our Assurances to You 
 

Your safety 

The Chief Executive is committed to this policy. If you raise a genuine concern under this 
policy, you will not be at risk of losing your job or suffer any form of retribution, victimisation 
or detriment as a result. It won’t matter if you are mistaken provided you genuinely believe 
that you are acting in the public interest. Of course we cannot extend this assurance to 
someone who maliciously raises a matter they know is untrue. 
 
Your confidence  

With these assurances, we hope you will raise your concern openly. However, we recognise 
that there may be circumstances when you would prefer to speak to someone in confidence 
first. If this is the case, please say so at the outset. If you ask us not to disclose your identity, 
we will not do so without your consent unless required by law. You should understand that 
there may be times when we are unable to resolve a concern without revealing your identity, 
for example, where your personal evidence is essential. In such cases, we will discuss with 
you whether and how the matter can best proceed. 
 
Please remember that if you do not tell us who you are it will be much more difficult for us to 
look into the matter. We will not be able to protect your position or to give you feedback. 
Accordingly, you should not assume we can provide the assurances we offer in the same 
way if you report a concern anonymously. 
 

The Council accepts that employees need to be assured that the matter has been properly 
addressed.  Subject to legal constraints, the employee who raised the concern will receive 
information about the outcomes of any investigations.  

How the matter can be taken further 
This policy is intended to provide employees with a logical route to raise concerns they may 
have within the Council. However, if employees do not wish to raise concerns internally or if 
the concern has not been dealt with satisfactorily, the following are possible contact points:  
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 Your local councillor (if you live in the area of the Council) 
 Welsh Audit Office – the council’s external auditors 
 An organisation which is prescribed with the Public Interest Disclosure Act  
 Solicitors 
 The Police 
 Trade Unions 
 Professional Bodies 
 Public Concern at work – an independent authority which seeks to ensure that concerns 

about malpractice are raised and addressed in the workplace. 

 
If employees take matters outside the council, it will be necessary to ensure that no 
confidential or legally privileged information is disclosed. 

However, if the allegation is malicious or vexatious or for personal gain disciplinary action 
may be taken.  

Records 
The Chief Executive has overall responsibility for the maintenance and operation of this 
policy and will maintain a record of concerns raised and the outcomes (but in a form which 
does not compromise confidentiality) and will report as necessary to the council.   
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Appendix A 
Name of the Officer completing “the Equality challenge”  

Sian Hayward 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

Whistle Blowing Policy 

Name of the Division or service area 

Chief Executives 

 

 

Date “Challenge” form completed 

10/02/2014 

0Protected characteristic 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

Age   This policy will enable people to 
report malpractice in any of the 
protected characteristics, so has a 
positive impact on all. 

Disability   Ditto 

Marriage + Civil Partnership   Ditto

Pregnancy and maternity   Ditto

Race   Ditto



Religion or Belief   Ditto

Sex (was Gender)   Ditto

Sexual Orientation   Ditto

Transgender   Ditto

Welsh Language   Ditto

 

What are the potential negative Impacts.  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments or engagement with affected 

parties).  

 NONE   

    

    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below: 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 

 This policy will enable people to report malpractice in any of the protected characteristics. It also ensures that employees who raise a 
concern are protected from recrimination and without fear of harassment or victimisation.   

 
 



 

 
 
 
 
Signed                                     Designation                                                       Dated  

Sian Hayward Employee Services Lead 10th February 2014 
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                        EQUALITY IMPACT ASSESSMENT FORM  

 
Name of policy or change to service (Proposal) Directorate: Department: 

WHISTLE BLOWING ENTERPRISE  

Policy author / service lead  Name of assessor Date of assessment: 

S HAYWARD   

 
1. Have you completed the Equality Challenge form?      Yes / No.  If No please explain why 
 

 
 
 

 
2. What is the Aim/s of the Policy or the proposed change to the policy or service (the proposal) 
 
  

  

TO AID PEOPLE TO COME FRWARD WHEN THEY HAVE INFO ON WRONG DOING 

YES 



3. From your findings from the “Equality Challenge” form did you identify any people or groups of people with protected characteristics that 
this proposal was likely to affect in a negative way?    Please tick appropriate boxes below. 
                                          

Age              Race  

Disability  Religion or Belief  

Gender reassignment  Sex  

Marriage or civil partnership  Sexual Orientation  

Pregnancy and maternity  Welsh Language  

4.   Please give details of any consultation(s) or engagement carried out in the development /re-development of this proposal. 

 

 

 

 

 

5. Please list the data that has been used for this proposal? eg Household survey data, Welsh Govt data, ONS data, MCC service  

 user data, Staff personnel data etc. 

 

 
 

 
 
 
 

HR ADVICE 

NONE NEEDED 



NO CHANGE 

6. As a result did you take any actions to mitigate your proposal?  Please give details below. 

  

 

7.  Final stage – What was decided? 

 No change made to proposal/s – please give details 
 
 
 
 
 
 

 Slight changes made to proposal/s – please give details 
 
 
 
 
 

 
  Major changes made to the proposal/s to mitigate any significant negative impact – please give details 

 

 

 

    Signed…………S HAYWARD…………………………………Designation………EMPLOYEE SERVICE 
LEAD…………………………………………Dated………………………10/02/14…. 

   

NINE NEEDED 

 

 



The main positive and negative impacts will need to be summarized in the “Sustainability and Equalities Implications” paragraph on 

the report. 

 

 
Appendix A          The “Sustainability Challenge”  
Name of the Officer completing “the Sustainability 
challenge” S HAYWARD 

Please give a brief description of the aims proposed policy or 
service reconfiguration WHISTLE BLOWING 

Name of the Division or service area 

 

 

Date “Challenge” form completed 

Aspect of sustainability 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

PEOPLE    

Ensure that more people 
have access to healthy food 

 Y  

Improve housing quality and 
provision 

 Y  

Reduce ill health and 
improve healthcare 
provision 

 Y  

Promote independence  Y  



Encourage community 
participation/action and 
voluntary work 

 Y  

Targets socially excluded  Y  

Help reduce crime and fear 
of crime  

 Y  

Improve access to 
education and training 

 Y  

Have a positive impact on 
people and places in other 
countries 

 Y  

PLANET    

Reduce, reuse and recycle 
waste and water 

 Y  

Reduce carbon dioxide 
emissions  

 Y  

Prevent or reduce pollution 
of the air, land and water  

 Y  

Protect or enhance wildlife 
habitats (e.g. trees, 
hedgerows, open spaces) 

 Y  

Protect or enhance visual 
appearance of environment  

 Y  

PROFIT  Y  



Protect local shops and 
services 

 Y  

Link local production with 
local consumption 

 Y  

Improve environmental 
awareness of local 
businesses 

 Y  

Increase employment for 
local people 

 Y  

Preserve and enhance local 
identity and culture 

 Y  

Consider ethical purchasing 
issues, such as Fairtrade, 
sustainable timber (FSC 
logo) etc 

 Y  

Increase and improve 
access to leisure, recreation 
or cultural facilities 

 Y  

 

What are the potential negative Impacts  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments)  

 NONE   

    



    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed                   S HAYWARD                                                 Dated 10/02/14 

 
 
If you would like to discuss the completion of this form or any issues arising out of its completion please contact: 

 

Name:  Hazel Clatworthy, Sustainability Community Officer,  Tel: 01633 644843 
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Introduction 
The public is entitled to expect the highest standards of conduct from all employees who 
work for local government. This Code of Conduct is based on the recommendations of the 
Committee on the Standards of Conduct in Public Life. It applies to employees’ conduct both 
within the council and when dealing with other organisations as a representative of the 
council. The principles detailed below are the basic ones governing all council employees.  

The Code does not affect an employee’s rights and responsibilities under the law; its 
purpose is to provide clear and helpful advice but all employees must comply with the 
Code.  

This Policy should be read in conjunction with the council’s Whistle Blowing procedure, 
the Dignity at Work policy and the Social Media Policy. This allows employees to 
disclose any wrong doing on the part of any employee or Councillor under The Public 
Interest Disclosure Act 1998. A breach of this Code may give rise to disciplinary action, 
which will be taken in accordance with the Council’s Disciplinary Procedure.  

The Code incorporates “The Seven Principles of Public Life”  

Selflessness 
Employees shouldn’t take decisions which will result in any financial or other benefit to 
themselves, their family, or their friends. Decisions should be based solely on the 
Council’s best interests. 
 
Integrity 
Employees shouldn’t place themselves under any financial or other obligation to an 
individual or an organisation which might influence them in their work with the Council. 
 
Objectivity 
Any decisions that employees take in the course of their work, including making 
appointments, awarding contracts, or recommending individuals for rewards or benefits 
must be based solely on merit. 
 
Accountability 
Employees are accountable to the council as their employer. The council, in turn, is 
accountable to the public. 
 
Openness 
Employees should be as open as possible in all the decisions and actions that they take. 
They should give reasons for their decisions and shouldn’t restrict information unless this 
is clearly required by council policy or by the law. 
 
Honesty 
Employees have a duty to declare any private interests, which might affect their work 
with the council. 
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Leadership 
Employees in a leadership or managerial position should promote and support these 
principles by their leadership and example. 

Standards 
The aim of this code is to apply standards for all Monmouthshire County Council employees 
on the understanding that the citizens of Monmouthshire are entitled to expect the highest 
standards of conduct and where it is part of their duties, to provide appropriate advice to 
Councillors and fellow employees with impartiality.   

Employees will be expected to bring any deficiency in the provision of service or any 
impropriety or breach of procedure which would have a detrimental impact on the Council to 
the attention of the appropriate level of management. 

The standards laid down in this Code are considered to be fundamental to the reputation of 
the Council.  Any uncertainty about the meaning of this code is not accepted as a reason for 
failing to comply with it. If employees are in doubt they should seek advice from a Chief 
Officer. 

Social Media 
It’s your own personal choice whether or not you participate in any kind of social media 
activity in your own time – the views and opinions that you express are your own. However, 
as a council employee you should be aware that any information which you post about 
Monmouthshire County Council cannot be kept entirely separate from your working life. 

What you say openly online can be accessed around the world within seconds, it might be 
shared or re-published elsewhere (online or in print) and it will continue to be available for all 
to see in the future. You must be willing to take personal responsibility for anything that you 
say online. 

The council would expect staff to make a distinction between their own views and those 
where they represent their employer. It may be appropriate to add a disclaimer to your 
personal blog or social media profile to make it clear that your personal accounts are your 
own – for example: “These views are my own not my employers”.  

Think about what capacity you’re speaking in, particularly if you are commenting about 
Monmouthshire County Council. Make sure you avoid misunderstandings about whether 
you’re speaking as part of your work or not. Seek further advice if you’re unsure.  

Check your online privacy settings so that you understand who can see the information you 
publish and who can view your personal information.  

Respect privacy and confidentiality – make sure you don’t publish any information that 
should be kept private.  

Stay safe – don’t give out personal details such as your address or phone number.  

Make sure that you’re familiar with the council’s policy about personal use of electronic 
communications in the workplace. 
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Relationships 
The Local Community and Service Users 
Employees should always remember the responsibilities to the citizens they serve and 
ensure courteous, efficient and impartial service delivery to all groups and individuals within 
that community.  

Councillors 
Employees are responsible to the Council through its senior managers and leaders.  For 
some, their role is to give advice to councillors and senior managers and all are there to 
carry out the Council’s work.  Mutual respect between employees and councillors is essential 
to good local government.  Close personal familiarity between employees and individual 
councillors can damage the relationship and prove embarrassing to other employees and 
councillors and should therefore be treated with caution. 

Contractors 
All relationships of a business or private nature with external contractors, or potential 
contractors, should be made known to the appropriate manager.  Orders and contracts must 
be awarded on merit, by competition against other tenders, and no favour should be shown 
to businesses run by, for example, friends, partners or relatives in the tendering process.  No 
part of the local community should be discriminated against.  At all times the requirements of 
the Councils Contract Standing Orders must be applied. 

Employees should let their Chief Officer know if they appoint or supervise contractors with 
whom they have a current or previous relationship in a private or domestic capacity.  

All members of the public, citizens, customers, colleagues and Elected Members should be 
dealt with fairly, equitably, with dignity and respect in line with the principles of the Equality 
Act 2010 and the policies of the Council. 

Appointment and Employment 
All appointments will be made on merit.  It is unlawful for an employee to make an 
appointment which was based on anything other than the ability of the candidate to 
undertake the duties of the post.   

In order to avoid any possible accusation of bias, employees should not be involved in an 
appointment where they are related to an applicant, or have a close personal relationship 
outside work with him or her. 

Similarly, employees should not be involved in decisions relating to discipline promotion or 
pay for any employee who is a relative, partner, etc. 

Canvassing of members or Employees of the Council  
Candidates will be disqualified if they canvass members or employees of the council directly 
or indirectly in connection with any appointment within the Council. Employees can give a 
written reference of a candidate’s suitability for appointment, but they can’t solicit for them or 
recommend them for appointment or promotion. 

Politically Restricted Posts (PoRPs)  
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The effect of including a local authority employee on the list of 'politically restricted posts' is 
to prevent that individual from having any active political role either in or outside the 
workplace. Politically restricted post holders will automatically be disqualified from  
 Standing for or holding elected office 
 Acting as an election agent or sub agent  
 Being an officer of a political party or of any branch of such a party or a member of any 

committee or sub-committee of such a party 
 Canvassing on behalf of a political party or on behalf of a person who is, or proposes to 

be, a candidate for election  
 Speaking to the public at large or to a section of the public with the apparent intention of 

affecting public support for a political party. 
  
These restrictions are incorporated as terms in the employee's contract of employment.  

Politically restricted posts fall into two broad categories: specified posts and sensitive posts.  

Specified posts:  

 Head of the Paid Service (Chief Executive)  
 Statutory Chief Officers, Chief Finance officer (section 151 officer)  
 Non-statutory Chief Officers (officers reporting to the Chief Executive)  
 Deputy Chief Officers (officers reporting to a Chief Officer) 
 The Monitoring Officer   
 Officers exercising delegated powers, i.e. persons whose posts are for the time being 

specified by the authority.  
 

Sensitive posts: 

A sensitive post is one which meets one or both of the following duties-related criteria:  

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

 Speaking on behalf of the authority on a regular basis to journalists or broadcasters.  
 

Teachers and Head Teachers are exempt from political restrictions and are not regarded as 
holding 'PoRPs' whatever their role. 

Political Neutrality 
Employees work for the Council as a whole, including Elected Members and must ensure 
that the individual rights of all members are respected. 

If employees are required to advise political groups, they must do so in a way which does 
not compromise their political neutrality. 
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Employees, whether or not politically restricted, must follow every lawful expressed policy of 
the authority and must not allow their own personal or political opinions to interfere with their 
work. 

Outside Commitments 
Employees on Band G and above will need to obtain written consent from their Chief Officer 
prior to taking on any outside employment.  All employees should be clear about their 
contractual obligations and should not take outside employment which could conflict with the 
authority's interests or use Council premises or equipment for other than Council business. 

Personal interests 
Employees must declare in writing to their Chief Officer any financial or non-financial 
interests which could conflict with the Council’s interests. A copy of this declaration should 
be sent to the Chief Executive. 

Employees should tell their Chief Officer if they are a member of any organisation that isn’t 
open to the public without formal membership and commitment or allegiance and which has 
secrecy about rules or membership or conduct.   

Disclosure of Information 
The Council’s decision making process must be transparent and open. The Council must 
provide the public with clear and accessible information about how it operates. It must also 
ensure that there is an effective complaints procedure in place for the public to use when 
things go wrong. 

The Council is committed to ensuring that all data collected, held or obtained under its 
control is dealt with in an ethical and legally responsible manner. Failure to do so would 
jeopardise the credibility of the council and may cause the council to breach disclosure 
legislation.  

The Council’s policy is that information will be made open and available. There are 
exceptions to this principle of openness where confidentiality is involved. Information may be 
withheld if, for example, it would compromise a right of personal or commercial 
confidentiality. This doesn’t apply where there is a legal duty to provide information. 
Employees must not break the law in this area. 

In particular, information mustn’t be supplied about employees to any person outside the 
Council unless the consent of the employee is obtained first. This won’t apply where there is 
a statutory duty to provide information, e.g. HMRC, DWP etc. or in the process of prevention 
or detection of fraud, as detailed below. If there is any doubt employees should raise the 
matter with their line manager.  

Breaches of confidentiality will constitute a breach of this code which could result in 
disciplinary action, including dismissal. Under the Data Protection Act 1998, breaches of 
confidentiality can lead in certain circumstances, to legal proceedings against employees as 
individuals. 

In order to ensure a co-ordinated approach to the Council's external relations, requests for 
information from the media should be dealt with by the Communications Manager or an 
employee authorised by a Chief Officer.  
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If in any doubt as to whether to divulge information to anyone the relevant line manager 
should be consulted. 

Separation of roles during Tendering 
Employees involved in the tendering process and dealing with contractors should be clear on 
the separation of client and contractor roles within the Council.  Senior employees who have 
both a client and contractor responsibility must be aware of the need for accountability and 
openness and must exercise fairness and impartiality when dealing with all customers, 
suppliers, other contractors and sub-contractors. 

Employees who are privy to confidential information on tenders or costs for either internal or 
external contractors should not disclose that information to any unauthorised party or 
organisation. 

Employees contemplating a management buyout or similar arrangement should, as soon as 
they have formed a definite intent, inform their Chief Officer and withdraw from the contract 
awarding processes. 

Employees should ensure that no favour is shown to current or recent former employees or 
their partners, close relatives or associates in awarding contracts to businesses run by them 
or employing them in a senior or relevant managerial capacity. 

Bribery and Corruption 
Under the Bribery Act 2010 employees must be aware that it is a serious criminal offence to; 

 Bribe a person to induce or reward them to perform a relevant function improperly  
 Request, accept or receive a bribe as a reward for performing a relevant function 

improperly  
 Use a bribe to influence a foreign official to gain a business advantage. 
 
Surveillance 
There may be circumstances that warrant the authority to carry out covert surveillance.  This 
will only be in situations where all other investigative options have been exhausted.  

Use of Financial Resources 
Employees must ensure that they use public funds entrusted to them in a responsible and 
lawful manner.  They should strive to ensure value for money to the local community and to 
avoid legal challenge to the authority. 
 
Hospitality 
Employees should only accept offers of hospitality if there is a genuine need to impart 
information or represent the local authority in the community.  Offers to attend purely social 
or sporting functions should be accepted only when these are part of the life of the 
community or where the authority should be seen to be represented.  They should be 
properly authorised by Chief Officers and recorded. 
 
People making the offer of hospitality should be courteously but firmly declined and they 
should be informed of the procedures and standards operating within the authority. 
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Employees should not accept significant personal gifts from contractors and outside 
suppliers, although insignificant items of token value such as pens, diaries, etc. are 
acceptable. 
 
When receiving authorised hospitality, employees should be particularly sensitive as to its 
timing in relation to decisions which the authority may be taking affecting those providing the 
hospitality. 
 

Sponsorship - Giving and Receiving 
Where an outside organisation wishes to sponsor or is seeking to sponsor a Council activity, 
whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning 
acceptance of gifts or hospitality apply.  Particular care must be taken when dealing with 
contractors or potential contractors. 
 
Where the authority wishes to sponsor an event or service an employee nor any partner, 
spouse or relative must benefit from the sponsorship in a direct way without there being full 
disclosure to their Chief Officer of their interest.  Similarly, where the authority through 
sponsorship, grant aid, financial or other means, gives support in the community, employees 
should ensure that impartial advice is given and that there is no conflict of interest involved. 
 

The Council and the citizens of Monmouthshire expect the highest standards of conduct 
from all employees, therefore we encourage employees and others with serious concerns 
about any aspect of the Council’s work to come forward and voice those concerns. You can 
do this through the Whistle Blowing policy if you want. Remember that if you fail to inform us 
it may result in disciplinary action being taken against you for failing to tell us. 
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Appendix A 
Name of the Officer completing “the Equality challenge”  

Sian Hayward 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

Code of conduct 

Name of the Division or service area 

Chief Executives 

 

 

Date “Challenge” form completed 

02/204 

0Protected characteristic 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

Age  This code of conduct is intended to 
ensure that all employees behave in a 
way that won’t bring the council or 
themselves into disrepute. It has a 
neutral impact on all protected 
characteristics. 

 

Disability  Ditto  

Marriage + Civil Partnership  Ditto  

Pregnancy and maternity  Ditto  

Race  Ditto  



Religion or Belief  Ditto  

Sex (was Gender)  Ditto  

Sexual Orientation  Ditto  

Transgender  Ditto  

Welsh Language  Ditto  

 

What are the potential negative Impacts.  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments or engagement with affected 

parties).  

 none   

    

    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below: 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 

This policy is designed to ensure fairness and equity across all employees and all protected characteristics. It is s policy that relates 
to the behaviour and conduct of staff. 



 

 
 
 
 
Signed                                     Designation                                                       Dated  

Sian Hayward Employee Services Lead 10th February 2014 
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                        EQUALITY IMPACT ASSESSMENT FORM  

 
Name of policy or change to service (Proposal) Directorate: Department: 

Code of Conduct Enterprise  

Policy author / service lead  Name of assessor Date of assessment: 

Sian Hayward   

 
1. Have you completed the Equality Challenge form?      Yes / No.  If No please explain why 
 

 
 
 

 
2. What is the Aim/s of the Policy or the proposed change to the policy or service (the proposal) 
 
  

  

TO ENSURE GOOD CONDUCT OF EMPLOYEES 

yes 



3. From your findings from the “Equality Challenge” form did you identify any people or groups of people with protected characteristics that 
this proposal was likely to affect in a negative way?    Please tick appropriate boxes below. 
                                          

Age              Race  

Disability  Religion or Belief  

Gender reassignment  Sex  

Marriage or civil partnership  Sexual Orientation  

Pregnancy and maternity  Welsh Language  

4.   Please give details of any consultation(s) or engagement carried out in the development /re-development of this proposal. 

 

 

 

 

 

5. Please list the data that has been used for this proposal? eg Household survey data, Welsh Govt data, ONS data, MCC service  

 user data, Staff personnel data etc. 

 

 
 

 
 
 
 

HR AND WG GUIDANCE 

WITH HR AND WITH OTHER LA’S AS THIS CODE IS REQUIRED FOR ALL LA EMPLOYEES UNDER WG GUIDANCE 



NO CHANGE 

6. As a result did you take any actions to mitigate your proposal?  Please give details below. 

  

 

7.  Final stage – What was decided? 

 No change made to proposal/s – please give details 
 
 
 
 
 
 

 Slight changes made to proposal/s – please give details 
 
 
 
 
 

 
  Major changes made to the proposal/s to mitigate any significant negative impact – please give details 

 

 

 

    Signed……………S HAYWARD………………………………Designation……EMPLOYEE SERVICES 
LEAD……………………………………………Dated…………………………. 

   

 

 

 



The main positive and negative impacts will need to be summarized in the “Sustainability and Equalities Implications” paragraph on 

the report. 

 

 
Appendix A          The “Sustainability Challenge”  
Name of the Officer completing “the Sustainability 
challenge”  

Please give a brief description of the aims proposed policy or 
service reconfiguration 

Name of the Division or service area 

 

 

Date “Challenge” form completed 

Aspect of sustainability 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

PEOPLE  Y  

Ensure that more people 
have access to healthy food 

 Y  

Improve housing quality and 
provision 

 Y  

Reduce ill health and 
improve healthcare 
provision 

 Y  

Promote independence  Y  



Encourage community 
participation/action and 
voluntary work 

 Y  

Targets socially excluded  Y  

Help reduce crime and fear 
of crime  

 Y  

Improve access to 
education and training 

 Y  

Have a positive impact on 
people and places in other 
countries 

 Y  

PLANET    

Reduce, reuse and recycle 
waste and water 

 Y  

Reduce carbon dioxide 
emissions  

 Y  

Prevent or reduce pollution 
of the air, land and water  

 Y  

Protect or enhance wildlife 
habitats (e.g. trees, 
hedgerows, open spaces) 

 Y  

Protect or enhance visual 
appearance of environment  

 Y  

PROFIT  Y  



Protect local shops and 
services 

 Y  

Link local production with 
local consumption 

 Y  

Improve environmental 
awareness of local 
businesses 

 Y  

Increase employment for 
local people 

 Y  

Preserve and enhance local 
identity and culture 

 Y  

Consider ethical purchasing 
issues, such as Fairtrade, 
sustainable timber (FSC 
logo) etc 

 Y  

Increase and improve 
access to leisure, recreation 
or cultural facilities 

 Y  

 

What are the potential negative Impacts  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments)  

    

NONE   



    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed          S HAYWARD                                                          Dated 10TH FEB 2014  

 

 



 

Ma

Em

Versio

 

 

 

 

arke

mploye

on Numb

et Fo

ee Serv

ber 2 

orce

vices 

es Poolicy

 

y



 

1 

Con
Policy S

Objectiv

Evidenc

Paymen

Calcula

Timesc

Right of

Version

 

 

ntent
Statement ..

ve Justificat

ce ..............

nt ...............

ation of a Ma

ales ...........

f Accompan

n Control ....

ts 
.................

tion ...........

.................

.................

arket Suppl

.................

niment .......

.................

..................

..................

..................

..................

ement .......

..................

..................

..................

 

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

..................

.......... 2 

.......... 2 

.......... 3 

.......... 3 

.......... 4 

.......... 4 

.......... 4 

.......... 5 



 

2 

Purp
The pur
are pro
 

Monmo
pay for 

It may b
grade o
nationa
by local

It is clea
are pote
compar

Where 
docume
on the y
employ

 

Obj
If the pa
demons
difficulti
operatio

Equal p
challeng
that cer
becaus
principle
person 

When m
and wh

In addit
of dutie
packag
not cas

The Em
supplem

pose a
rpose of this
perly consid

outhshire Co
work rated 

be necessa
of a job.  Us
al) or becaus
l job evalua

ar that whils
ential difficu
re favourab

this is the c
ents will cle
yearly anniv
ee before a

ective
ay of a part
strate that t
ies exist in 
onal problem

pay conside
ge assesse
rtain jobs us
e the marke
e of the dec
to fill the va

making the d
ether the re

tion there is
es and respo
e i.e. holida
h rewards b

mployee Ser
ment.  

and Po
s Policy is t
dered and i

ounty Coun
as equivale

ry from time
sually this w
se the mark

ation and the

st the proce
ulties for so
ly to a simil

case, a supp
arly state th
versary to e
a market for

 Justif
icular job is
here are ‘ob
relation to t
ms.   

erations sho
ed.  The Cou
sually done 
et rate may 
cision must 
acancy. 

decision we
eputation of

s a need to s
onsibilities a
ay entitleme
but could ac

rvices Lead

olicy S
to ensure th
mplemente

cil is comm
ent to others

e to time to 
will be as a r
ket rate for a
e pay and g

ess of job ev
me posts in
ar post else

plement ma
hat a supple
ensure it is s
rce is withdr

fication
s to be enha
bjectively ju
he job conc

ould be take
uncil won’t b
by women 
itself be ba
be based o

e must also 
f the Counc

show that th
and that the
ent, sick pay
ccount for th

 approves t

tateme
hat the attac
d on a cons

mitted to ens
s in the Cou

apply a ma
result of a s
a particular 
grading stru

valuation w
n terms of re
ewhere.   

ay be added
ement is be
still relevant
rawn.    

n 
anced to ref
ustified grou
cerned whic

en into acco
be able to r
are paid le

ased on disc
on what the 

consider ot
il may suffe

he compara
ere are no m
y scheme, f
he lower rat

the applicat

ent 
chment of m
sistent basis

suring that a
uncil’s Equa

arket force s
kills shortag
skill set is h

ucture. 

ill satisfy eq
ecruitment &

d to the grad
ing paid, an
t. You must

flect market
unds’ i.e. tha
ch would res

unt, and the
rely on the f
ss than jobs
criminatory 
Council ne

ther things 
er if key serv

ator job is su
material diffe
flexible work
te of pay.  

tion/renewa

market supp
s.  

all employee
al Pay Polic

supplement 
ge in the job
higher than 

qual pay con
& retention 

de of the job
nd a review 
t give 3 mon

conditions 
at recruitme
sult in organ

e possibility
fact that the
s usually do
assumption
eds to pay 

such as ope
vices are no

ubstantially 
erences in t
king arrange

 

l/withdrawa

plements to 

es receive e
cy. 

t to the asse
bs market (
 that determ

nsiderations
as it may n

b.  Employm
 will be und
nths notice 

it is necess
ent and rete
nisational o

y of an equa
e market sug
one by men
ns.  The ove
to get the r

erational iss
ot fully staff

y the same i
the overall 
ements. Th

al, of a mark

posts 

equal 

essed 
local or 

mined 

s there 
ot 

ment 
dertaken 
to an 

sary to 
ention 
or 

al pay 
ggests 

n, 
erriding 
ight 

sues 
fed. 

n terms 
reward 

hese are 

ket force 



 

3 

Market 
area). C

Evid
The bus
evidenc

Types o

 
 

 
 

 
 

 

Paym
Having 
market 

Each ap
justifica
SLT/Go

The ma
must be
candida
year on

Employ
written 
how an

Paymen
increme
employ

Where 

 

force suppl
Costs will be

dence 
siness case
ce.  Anecdo

of evidence

Salary benc
Evidence o
been adver
response ra
The level a
Any alterna
be remode
The operat
Details of a
retain) the 
Details of a
maintenanc

ment 
obtained th
supplemen

pplication is
ation, before
overning Bo

arket supple
e made clea
ate.  Employ
n year or cea

yees occupy
confirmatio
y subseque

nt will be as
ental points
ee’s pay it w

appropriate

lements wil
e met from 

e for supple
otal evidenc

 include-  

chmark dat
of any recen
rtised in the
ate to adve

and overall c
ative measu
lled to deliv
ional and/o

any perceive
right calibre

any potentia
ce of pay re

he necessar
nt needs to b

s to be deal
e approval b
ody. 

ement will b
ar when adv
yees need t
ase comple

ying or appo
n detailing t

ent changes

s an allowan
 will be sub
will be pens

e, suppleme

l apply equa
the relevan

ments has 
e is not suff

a, what is th
nt (unsucces
e past? Has 
rts?  What i
cost of the r
ures that ha
ver the servi
r reputation
ed detrimen
e of employe
al knock-on 
elativities be

ry pay data
be applied a

t with on a c
by the Empl

e kept sepa
vertising va
to understa

etely.   

ointed to po
the amount
s will be imp

nce in addit
bject to annu
sionable.  

ents will be 

ally to all st
nt service ar

to provide ‘
fficient.   

he 'going ra
ssful) recru
 the correct
is the turnov
recommend
ve been, or
ice required

nal risks  
ntal impact o
ee. 
effects and

etween post

an assessm
and, if so, th

case-by-ca
loyee Servi

arate from t
cant posts 
nd that the 

osts that attr
t of the paym
plemented. 

tion to the m
ual cost of l

paid pro rat

aff in the pa
rea/school b

objective ju

ate' for the jo
itment proc
t media bein
ver rate for 

ded supplem
r could be, c
d? 

on service d

d how they m
ts within a s

ment will be
he actual va

se basis an
ces Lead fo

he agreed r
and also wh
market sup

ract a mark
ment, the a
  

monthly sala
iving pay aw

ta to the ho

articular job 
budget. 

ustification’ w

ob? 
esses, e.g. 
ng used? W
the post? 

ments,  
considered 

delivery of f

might be res
section or w

e made as t
alue of the s

nd will requir
ollowing disc

rate of pay f
hen selectin
pplement pa

et supplem
rrangement

ary and as i
wards. As it

urs worked

b (or special

with suppor

How has th
What is the 

e.g. could t

failure to rec

solved e.g.,
work group 

to whether a
supplement

re objective
cussion at 

for the post
ng a succes
ayment can

ent will be g
ts for review

t is based o
t forms part

. 

ist 

rting 

he post 

the post 

cruit (or 

, 

a 
t. 

e 

t. This 
ssful 

vary 

given 
w and 

on 
t of an 



 

4 

Calc
All supp
and will
at a lev
but whic
in the m

The pur
records
challeng

Tim
In order
paymen

Followin
conjunc
from the
be paid

You mu

Righ
Employ
colleag

 

 

 

 

 

 

 

 

 

 

culatio
plements w
l be the nea
el that is co
ch is not ex

market place

rpose, justif
s maintained
ge regardin

mescale
r to ensure 
nt is still jus

ng the revie
ction with th
e post conc
. 

ust give 3 m

ht of A
yees have th
ue at any m

on of a
ill be calcula

arest increm
onsidered w
xcessive and
e. 

fication and
d to demons

ng the ration

es 
the continu
tified and a

ew a decisio
he Employee
cerned, reta

month’s writt

Accom
he right to b

meetings arr

a Mark
ated as add

ment below t
will alleviate 

d can be jus

 extent of a
strate this s
nale for suc

ed fairness
ppropriate, 

on should b
e Services 
in the supp

ten notice b

mpanim
be accompa
ranged to d

ket Sup
ditional incre
the compar
the recruitm
stified in ter

any market s
so that the C
h a paymen

s and equity
supplemen

e made by 
Lead as to 

plement at it

before you w

ment 

anied by the
iscuss the w

pplem
ements bas
rator salary.
ment & rete
rms of salar

supplement
Council can
nt. 

y of the pay 
nts will be su

the Chief O
whether to 

ts current va

withdraw a m

eir Trade Un
withdrawal o

ment 
sed on the e
 The payme
ntion/opera
ry paid to th

t must be tr
 respond ef

structure a
ubject to an

Officer/ Head
withdraw th

alue, or adju

market force

nion Repres
of a supplem

evidence su
ent should 

ational diffic
he compara

ransparent a
ffectively to

nd that the 
nnual review

d Teacher i
he supplem
ust the amo

es supplem

sentative or
ment.   

upplied 
be set 
ulties 
tor jobs 

and 
 any 

w.   

n 
ent 

ount to 

ment. 

r work 



 

5 

 
Ver
 

 

 

Title 

Purpos

Owner 

Approv

Date 

Version

Status 

Review

Next re

Consul

 

rsion

se 

ved by 

n Number 

w Frequenc

eview date 

ltation 

n Con

Marke

A proc
Marke

Emplo

Cabine

Februa
Revise

2 

1st Agr

cy Bi Ann

2015 

Emplo

ntrol

et Forces Po

cedure to m
et Forces. 

oyee Service

et 

ary 2010 
ed Novemb

reed in 2010

nual 

oyee Service

olicy 

make an add

es 

ber 2013 

0 

es, Trades 

ditional temp

Unions 

porary paymment in relation to 



 

  

Appendix A 
Name of the Officer completing “the Equality challenge”  

Sian Hayward 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

Market forces policy 

Name of the Division or service area 

Chief Executives 

 

 

Date “Challenge” form completed 

10/02/2014 

0Protected characteristic 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

Age  This policy will enable us to apply a 
market forces supplement to jobs 
where we have difficulty recruiting. It 
is designed to ensure fairness and 
equity and applies equally to all 
protected characteristics 

 

Disability  Ditto  

Marriage + Civil Partnership  Ditto  

Pregnancy and maternity  Ditto  



Race  Ditto  

Religion or Belief  Ditto  

Sex (was Gender)  Ditto  

Sexual Orientation  Ditto  

Transgender  Ditto  

Welsh Language  Ditto  

 

What are the potential negative Impacts.  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments or engagement with affected 

parties).  

 NONE   

    

    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below: 

 
 
 
 
 

 This policy will enable the council to apply a market forces supplement to pay, whilst making sure it is fair and equitable. 
 
 



 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed                                     Designation                                                       Dated  

Sian Hayward Employee Services Lead 10th February 2014 
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                        EQUALITY IMPACT ASSESSMENT FORM  

 
Name of policy or change to service (Proposal) Directorate: Department: 

   

Policy author / service lead  Name of assessor Date of assessment: 

   

 
1. Have you completed the Equality Challenge form?      Yes / No.  If No please explain why 
 

 
 
 

 
2. What is the Aim/s of the Policy or the proposed change to the policy or service (the proposal) 
 
  

  

TO ENSURE WE CAN RECRUIT IN  A COMPETITIVE MARKET 

YES 



3. From your findings from the “Equality Challenge” form did you identify any people or groups of people with protected characteristics that 
this proposal was likely to affect in a negative way?    Please tick appropriate boxes below. 
                                          

Age              Race  

Disability  Religion or Belief  

Gender reassignment  Sex  

Marriage or civil partnership  Sexual Orientation  

Pregnancy and maternity  Welsh Language  

4.   Please give details of any consultation(s) or engagement carried out in the development /re-development of this proposal. 

 

 

 

 

 

5. Please list the data that has been used for this proposal? eg Household survey data, Welsh Govt data, ONS data, MCC service  

 user data, Staff personnel data etc. 

 

 
 

 
 
 
 

HR ADVICE 

HR ADVICE. NO ENGAGEMENT NEEDED 



NONE NEEDED

6. As a result did you take any actions to mitigate your proposal?  Please give details below. 

  

 

7.  Final stage – What was decided? 

 No change made to proposal/s – please give details 
 
 
 
 
 
 

 Slight changes made to proposal/s – please give details 
 
 
 
 
 

 
  Major changes made to the proposal/s to mitigate any significant negative impact – please give details 

 

 

 

    Signed……………S HAYWARD………………………………Designation………………EMPLOYEE SERVICES 
LEAD…………………………………Dated…………………………. 

   

NONENEEDED 

 

 



The main positive and negative impacts will need to be summarized in the “Sustainability and Equalities Implications” paragraph on 

the report. 

 

 
Appendix A          The “Sustainability Challenge”  
Name of the Officer completing “the Sustainability 
challenge” S HAYWARD 

Please give a brief description of the aims proposed policy or 
service reconfiguration 

MARKET FORCES POLICY 

Name of the Division or service area 

ENTERPRISE 

 

Date “Challenge” form completed 

10/04/14 

Aspect of sustainability 
affected 

Negative impact 

Please give details  

Neutral impact 

Please give details 

Positive Impact 

Please give details 

PEOPLE  Y  

Ensure that more people 
have access to healthy food 

 Y  

Improve housing quality and 
provision 

 Y  

Reduce ill health and 
improve healthcare 
provision 

 Y  

Promote independence  Y  



Encourage community 
participation/action and 
voluntary work 

 Y  

Targets socially excluded  Y  

Help reduce crime and fear 
of crime  

 Y  

Improve access to 
education and training 

 Y  

Have a positive impact on 
people and places in other 
countries 

 Y  

PLANET    

Reduce, reuse and recycle 
waste and water 

 Y  

Reduce carbon dioxide 
emissions  

 Y  

Prevent or reduce pollution 
of the air, land and water  

 Y  

Protect or enhance wildlife 
habitats (e.g. trees, 
hedgerows, open spaces) 

 Y  

Protect or enhance visual 
appearance of environment  

 Y  

PROFIT    



Protect local shops and 
services 

 Y  

Link local production with 
local consumption 

 Y  

Improve environmental 
awareness of local 
businesses 

 Y  

Increase employment for 
local people 

 Y  

Preserve and enhance local 
identity and culture 

 Y  

Consider ethical purchasing 
issues, such as Fairtrade, 
sustainable timber (FSC 
logo) etc 

 Y  

Increase and improve 
access to leisure, recreation 
or cultural facilities 

 Y  

 

What are the potential negative Impacts  

 

 Ideas as to how we can look to MITIGATE the negative impacts 
(include any reasonable adjustments)  

    

 NONE   



    

    

The next steps 
 If you have assessed the proposal/s as having a positive impact please give full details below 

 
 
 
 
 

 If you have assessed the proposal/s as having a Negative Impact could you please provide us with details of what you propose to do 
to mitigate the negative impact: 
 

 
 
 
 
Signed         S HAYWARD                                                           Dated 10/02/14  
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