
  Appendix A 
 

Policy & Resources Committee Meeting – 25th January 2023 

Agenda Item 7. 

CORONATION 

Recommendations from Amenities and Leisure Committee 

At their meeting on 11th January 2023, Members of the Amenities and Leisure Committee discussed 
ways in which Earley Town Council could mark the Coronation of King Charles III in May 2023.  

Members discussed the feasibility of organising an ETC event, for example a fete or large community 
picnic, as councillors were keen to increase the number of Town Council events but agreed that the 
officers experienced in event organisation do not have the capacity in their work schedules to do this 
for May. 

It was agreed that recommendations from A & L’s discussions be presented to the Policy & 
Resources Committee for further consideration: 

a) Plant a significantly sized tree (plus commemorative plaque) at one of ETC’s sites, possibly 
Paddick Drive, Sol Joel Park or Bulmershe Park, AND 
 

b) Distribute small grants (ie £25/£50) to groups of residents wishing to hold a street party in 
their neighbourhood. Funds could be used to purchase food, bunting etc and recipients 
asked to submit photographs of their events for the ETC website. Small grants could also be 
given to community groups or organisations who are planning to stage a community event 
to celebrate the Coronation. 

 

 
Jo Friend 

Town Clerk 

 



 
 
 
 
 
 

EARLEY TOWN COUNCIL 
 

WHISTLEBLOWING POLICY 
 
Policy 
 
It is important that any fraud, misconduct or wrongdoing by staff or others working on behalf 
of the Council is reported and properly dealt with. We therefore encourage all individuals to 
raise concerns they may have about the conduct of others in the Council.  This policy sets out 
the way in which individuals may raise any concerns that they have and how those concerns 
will be dealt with. 
 
Background 
 
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: 
 

• a criminal offence; 

• a miscarriage of justice; 

• an act creating risk to health and safety; 

• an act causing damage to the environment; 

• a breach of any other legal obligation; or  

• concealment of any of the above; 
 

is being, has been, or is likely to be, committed. It is not necessary for you to have proof that 
such an act is being, has been, or is likely to be, committed - a reasonable belief is sufficient.  
You have no responsibility for investigating the matter - it is the Council’s responsibility to 
ensure that an investigation takes place. 
 
If you make a protected disclosure you have the right not to be dismissed, subjected to any 
other detriment, or victimised, because you have made a disclosure. We encourage you to 
raise your concerns under this procedure in the first instance. 
 
Principles 
 

• Everyone should be aware of the importance of preventing and eliminating wrongdoing 
at work. Staff and others working on behalf of the Council should be watchful for illegal 
or unethical conduct and report anything of that nature that they 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.  

• No employee or other person working on behalf of the Council will be victimised for 
raising a matter under this procedure. This means that the continued employment and 
opportunities for future promotion or training of the 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. 

• If misconduct is discovered as a result of any investigation under this procedure our 
disciplinary procedure will be used, in addition to any appropriate external measures. 

• Maliciously making a false allegation is a disciplinary offence. 



  

• 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, you should 
not agree to remain silent. You should report the matter to the Town Clerk or the Chair 
of the Council. 
 

Procedure 
 
If you believe a Councillor has breached the councillor Code of Conduct, then raise it with the 
Chair of the Council.  Concerns relating to an alleged breach of the councillor Code of Conduct 
may be referred to the Monitoring Officer for investigation.   
 
This procedure is for disclosures about matters other than a breach of your own contract of 
employment, which should be raised via the Grievance Procedure. 
 
Stage 1 
 
In the first instance, any concerns should be raised with the Town Clerk, who will arrange an 
investigation of the matter. The investigation may involve you and other individuals involved 
giving a written statement. Any investigation will be carried out in accordance with the 
principles set out above. Your statement will be taken into account, and you will be asked to 
comment on any additional evidence obtained.  
 
The Town Clerk (or delegated officer) will take any necessary action, including reporting the 
matter to the Council, or any appropriate government department or regulatory agency. The 
Town Clerk (or delegated officer) will also invoke any disciplinary action if required. On 
conclusion of any investigation, insofar as confidentiality allows, you will be told the outcome 
and what the council has done, or proposes to do, about it. If no action is to be taken, the 
reason for this will be explained. 
 
Stage 2 
 
If you are concerned that the Town Clerk is involved in the wrongdoing, has failed to make a 
proper investigation or has failed to report the outcome of the investigations to the relevant 
person, you should escalate the matter to the Chair of the Council. The Chair will arrange for 
any necessary enquiries to be made or a review of the investigation to be carried out.  
 
Stage 3 
 
If on conclusion of stages 1 and 2 you reasonably believe that the appropriate action has not 
been taken, you should report the matter to the relevant body. This includes: 

• HM Revenue & Customs 
• The Health and Safety Executive 
• The Environment Agency 
• The Serious Fraud Office 
• The Charity Commission 
• The Pensions Regulator 
• The Information Commissioner 
• The Financial Conduct Authority 

 
You can find the full list in The Public Interest Disclosure (Prescribed Persons) Order 2014: 
www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79-
blowing-the-whistle-to-a-prescribed-person.pdf 
 
 
 

http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79-blowing-the-whistle-to-a-prescribed-person.pdf
http://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496899/BIS-16-79-blowing-the-whistle-to-a-prescribed-person.pdf


  

Data protection 
When an individual makes a disclosure, we will process any personal 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. 
 
This is a non-contractual procedure which will be reviewed from time to time.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of adoption: 25th November 2020 
Reviewed: 25th January 2023 
Date for next review: January 2026 
 



 
 
 
 
 
 

EARLEY TOWN COUNCIL  
 

 

 
TIME OFF IN LIEU (TOIL) POLICY 

 
Time off in lieu (TOIL) is time taken off work to recompense for additional hours worked outside of 
normal working hours 
 
This policy applies to all employees. All employees may accrue time off in lieu if authorised in advance 
by the Town Clerk, Deputy Town Clerk or Operations Manager. 
 
 
Accruing TOIL 
 
TOIL is accrued when hours are worked outside of normal working hours for operational reasons. 
 
All TOIL must be authorised in advance by the Town Clerk, Deputy Town Clerk or Operations 
Manager. The only exception to this is in an emergency situation and all effort should be made to 
contact the Town Clerk, Deputy Town Clerk or Operations Manager. 
 
TOIL will only be authorised where the work can only practically be undertaken outside of an officer’s 
normal working hours. 
 
Accrued TOIL should be recorded on a weekly record sheet and submitted to the Town Clerk, Deputy 
Town Clerk or Operations Manager for signing. 
 
Employees who choose to work outside of normal working hours through personal choice cannot 
accrue TOIL. 
 
Unless exceptional circumstances prevail, the maximum number of lieu time accumulated should not 
exceed 20 hours.  
 
TOIL should not be accrued on a regular basis. If employees are routinely expected to start or finish 
work outside of their normal working hours an alternative solution should be considered. 
 
 
Using TOIL 
 
TOIL should be taken as soon as is reasonably possible after it has been accrued. 
 
TOIL must be booked in advance with the Town Clerk or Deputy Town Clerk and can only be taken at 
a time which is operationally viable.  
 
The maximum amount of TOIL used should not exceed 15 hours in any one week.  
  
 
 
 
 
 
Date of adoption: 25th November 2020 
Amended: January 2023 
Reviewed: 25th January 2023 
Date for next review: January 2026 



 
 
 
 
 

EARLEY TOWN COUNCIL  
 

 

GRIEVANCE PROCEDURE 
 

 
This procedure aims to encourage and maintain good working relationships between the 
Council and its employees by treating grievances seriously and resolving them as quickly as 
possible.  
 
This procedure is prepared in accordance with the 2015 ACAS Code of Practice and also 
takes into account the ACAS guide on discipline and grievances at work. The policy will be 
applied fairly, consistently and in accordance with the Equality Act 2010. 
 
This policy does not apply where an employee has a grievance about a councillor. If it is not 
possible to informally resolve a complaint of this nature, the complaint must be passed on to 
the Monitoring Officer. 
 
Definitions 
 
“Grievance” – for the purpose of this policy, grievances are defined as concerns, problems or 
complaints over work-related matters that an employee raises with the council. 
 
“Management Team” – for the purpose of this policy, the “Management Team” includes the 
Town Clerk, Deputy Town Clerk and Operations Manager. 
 
“Line Manager” – for the purpose of this policy, the “line manager” includes the Town Clerk, 
Deputy Town Clerk or Operations Manager. It may also include other staff in a supervisory role 
if the duty is delegated by a member of the Management Team.  
 
Time Limits 
 
Time limits referred to in the Grievance Procedure may be varied by agreement. For the 
purpose of this procedure, a working day will mean any day between Monday and Friday 
(inclusive) but excluding Public and Bank Holidays. 
 
Informal Grievance Procedure 
 
Wherever possible, employees who have a grievance should firstly raise it with their Line 
Manager to see if the matter can be resolved and whether an informal solution is possible.  
 
If an employee does not wish to discuss the grievance with their direct line manager, the 
employee should speak to another member of the Management Team. 
 
Formal Grievance Procedure 
 
If it is not possible to resolve a grievance informally, employees should raise the matter formally 
and without unreasonable delay. The nature of the grievance should be set out in writing and 
submitted to their Line Manager. 
 
Upon receipt of a grievance, it may be necessary to conduct an investigation. If appropriate, an 
investigatory meeting will be held to gather all relevant facts and evidence. The investigatory 



 

 

meeting will usually be conducted by the employee’s Line Manager. The employee will be 
invited to attend this meeting. 
 
A grievance meeting will be held to discuss the grievance with the employee. The meeting will 
usually be held within five working days of receipt of the grievance. The meeting will be 
conducted by the Town Clerk or Deputy Town Clerk whom, depending on the circumstances, 
may also be accompanied by another Town Council Officer or a Town Councillor.  
 
In the event that the grievance involves the Town Clerk or Deputy Town Clerk, the grievance 
should instead be set out in writing and submitted to the Chairman of the Staffing Sub-
Committee. In such an event, the Staffing Sub-Committee will appoint a panel of three members 
to hear the grievance and the Chairman of the panel will call the employee to a meeting to 
discuss the matter.  
 
The employee has the right to be accompanied by a colleague or trade union representative at 
the investigation meeting and grievance meeting, but notice of any such representation should 
be given in advance. 
 
After the meeting, the employee will be advised of the outcome in writing without unreasonable 
delay. This will include any action the Council intends to take to resolve the grievance or 
whether any further information or investigation is required before making a decision.  
 
Appeal 
 
If an employee feels their grievance has not been satisfactorily resolved, they have a right to 
appeal. Any request to appeal must be made in writing, detailing the grounds of appeal, to the 
Town Clerk, Deputy Town Clerk or panel Chairman within five working days of receiving the 
initial decision.  
 
The employee will be notified, in writing, usually within 10 working days of receipt of the appeal, 
of the time, date and place of the appeal meeting. The meeting will normally take place within 
21 working days of the Council’s receipt of the appeal. The employee has the right to be 
accompanied at the Appeals Panel by a colleague or a trade union representative but notice of 
any such representation should be given in advance. 
 
The Appeals Panel will be made up of three members of the Staffing Sub-Committee who, 
where possible, have had no prior involvement in proceedings. The Town Clerk or Deputy Town 
Clerk may also be present.   
 
The decision of the Appeals Panel will be notified in writing within 5 working days. In exceptional 
cases the Panel may request further information to assist it in reaching its decision, in which 
case the employee will be notified of any likely delay in receiving the decision. 
 
The decision of the Appeals Panel is final and will be reported to the next meeting of the Staffing 
Sub-Committee.  
 
Note-Taking 
 
Throughout each stage of the grievance and appeals process, a note-taker may be present. 
Employee confidentiality will be given careful consideration when selecting a note-taker. 
 



 

 

Grievances Raised During the Disciplinary Process 
 
Where an employee raises a grievance during a disciplinary process the disciplinary process 
may be temporarily suspended in order to deal with the grievance. Where the grievance and 
disciplinary cases are related it may be appropriate to deal with both issues concurrently 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of adoption: January 2023  
Date for next review: January 2025 
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EQUALITY AND DIVERSITY POLICY 

 
Introduction 
 
Earley Town Council is committed to encouraging equality, diversity and inclusion among our 
employees and to providing a service and following practices which are free from unfair and 
unlawful discrimination. The aim of this policy is to ensure that no applicant or member of staff 
receives less favourable treatment on the grounds of age, disability, gender reassignment, 
marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual 
orientation, or is disadvantaged by conditions or requirements which cannot be shown to be 
relevant to performance. It seeks also to ensure that no person is victimised or subjected to 
any form of bullying or harassment. 
 
All employees, workers or self-employed contractors whether part time, full time or temporary, 
will be treated fairly and with respect. This policy applies to all areas of employment including 
recruitment, selection, training, deployment, career development, and promotion. These areas 
are monitored, and policies and practices are amended if necessary to ensure that no unfair 
or unlawful discrimination, intentional, unintentional, direct or indirect, overt or latent exists. 
 
Whilst specific responsibility for eliminating discrimination and providing equality of opportunity 
lies with the Town Clerk and Deputy Town Clerk, individuals at all levels have a responsibility 
to treat others with dignity and respect. The personal commitment of every employee to this 
policy and application of its principles are essential to eliminate discrimination and provide 
equality throughout the Town Council. 
 
Legal Position 
 
Under the Equality Act 2010 it is unlawful to discriminate against an individual on the following 
grounds (known as “protected characteristics” in section 4 of the 2010 Act):  

• age 

• disability 

• gender reassignment  

• marriage and civil partnership  

• pregnancy and maternity  

• race  

• religion or belief  

• sex  

• sexual orientation 

 
Our Commitment as an Employer 
 
The purpose of this policy is to provide equal opportunities to all employees or prospective 
employees, irrespective of their characteristics (unless there are genuine qualifications or 
objectively justified reasons for a different approach to be taken). We oppose all forms of 
unlawful and unfair discrimination, victimisation or harassment on the grounds of any protected 
characteristics defined in the Equality Act 2010.  
 
All employees, whether full-time, part-time, fixed contract, agency workers or temporary, will 
be treated fairly and equally. Selection for employment, promotion, training, remuneration or 



  

 

any other benefit will be on the basis of aptitude and ability. All employees will be helped and 
encouraged to develop their full potential and the talents and resources of the workforce will 
be fully utilised to maximise the efficiency of the council.  
 
Every employee is entitled to a working environment that promotes dignity and respect to all. 
No form of intimidation, bullying or harassment will be tolerated.  
 
The Council will encourage and develop all employees to support and carry out the 
requirements of the Equality and Diversity Policy.  
 
Employees are entitled to complain about discrimination or harassment or victimisation 
through the council’s Grievance Procedure. 
 

Our Commitment as a Service Provider 
 
We will recognise all protected characteristics as detailed in the Equality Act 2010 and provide 
services to which all residents and customers are entitled irrespective of their characteristics.  
 
We have clear procedures that enable our customers, candidates for jobs and employees to 
raise a grievance or make a complaint if they feel they have been unfairly treated. 
 
Breaches of our Equality and Diversity Policy will be regarded as misconduct and could lead 
to disciplinary proceedings. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date of adoption: 14th October 2020 
Amended: January 2023 
Reviewed: 25th January 2023 
Date for next review: January 2026 
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