




Expected Standards for Employees and Councillors working at Bradley Stoke Town Council

This protocol is for staff and Councillors working at Bradley Stoke Town Council (BSTC). It clarifies the principles of respect and standards of conduct expected within the workplace and will embed the principles of collaborative working. Non-Town Council staff such as suppliers and contractors are expected to comply with the spirit of this protocol.

1. Introduction 
1.1. 	All individuals working within and for Bradley Stoke Town Council have the right to work in a safe, non-threatening and respectful environment. Individuals should treat each other, and any external contacts, with respect and dignity at all times. This includes the use of the internet and social media; everyone should be aware that expected standards of behaviour do not differ online to those carried out offline.  

1.2. 	The management of BSTC view disrespectful conduct as unacceptable and will challenge such behaviour.

1.3 	Everyone working within and for BSTC are encouraged to report, and where appropriate, challenge such behaviour and to seek support in dealing with it. 

2. General Principles of Respect 
2.1 	BSTC expects all staff within its services to conduct themselves in the workplace and online in accordance with the basic principles of mutual respect.

2.2 	Individuals are expected to:
2.2.1 Behave professionally and promote a climate that is fair and supportive of colleagues and management
2.2.2 Value other colleagues work and roles, this may mean that requests for information from Councillors are dealt with in an agreed way – through the Town Clerk. Visits to the Town Council office by Councillors should be where possible organised in advance so time can be given to them.
2.2.3 Not engage in conduct which could be deemed malicious or vexatious
2.2.4 Maintain appropriate professional boundaries and relationships in the workplace
2.2.5 Refrain from using bad language, humour or holding inappropriate conversations that could be considered offensive or derogatory to working colleagues (in reference to the Bullying and Harassment Procedure)
2.2.6 Communicate politely and courteously at all times, e.g. when greeting others
2.2.7 Maintain an approachable and friendly demeanour throughout the workplace, with each other and members of the public
2.2.8 Cooperate with any reasonable work related requests
2.2.9 Declare any personal relationships that may conflict with your Town Council responsibilities.

2.3 	Staff should take personal responsibility for their actions carried out online, and realise the potential effect publishing inappropriate content may have on their employment with BSTC.  Any information that will bring the council into disrepute is not to be discussed, referred to or stated on any internet website or any other social media channel. The internet is merely a facility and the approach to dealing with unacceptable behaviour should not differ because it was carried out online.  It is worth bearing in mind the following: ‘Don’t do anything online that you wouldn’t do offline’. 

3. Expectations of Staff Members 
3.1 	All employees of BSTC should act reasonably in accordance with this protocol and treat all other individuals with dignity and respect, whether those others are colleagues, managers, subordinates, secondees, students or third party contractors.

3.2 	Staff members should raise any issues they have, i.e. work related 	questions or report any incidents of concern regarding someone’s behaviour to their line manager or another member of the management team. 

3.3 	Staff should acknowledge management’s right to clarify expectations and 	address conduct issues in the workplace. 

3.4 	Staff members who are accused of disrespectful behaviour or allegations under the scope of this protocol should act honestly and cooperatively at all time.

3.5	If an employee feels bullied or harassed by a council member, they must raise this immediately with the Town Clerk, who will take the appropriate action referring to the council’s Member/Officer Protocol. The process for lodging a complaint against a Councillor is attached (Appendix A).

4. Expectations of Line Managers
4.1 	Line managers should behave in a way that shows compliance with this protocol at all times.

4.2 	Line managers should ensure employees are made aware of, and comply with this and other relevant policies, guidance and any service specific rules.

4.3 	Line managers should maintain appropriate professional boundaries and take any concerns or allegations from staff members about disrespectful behaviour seriously, seeking advice from the external HR Team where appropriate. 

4.4 	Line managers should always encourage and promote a culture of respect and openness within their teams, and act as role models.

4.5 	Line managers should take prompt and appropriate action to address any breaches to this protocol, council policies & guides. Where possible, issues raised should be resolved informally and support offered to the complainant as appropriate.  
		
5. Expectations of Councillors
5.1 	All BSTC Councillors should act reasonably in accordance with this protocol and treat all other individuals with dignity and respect, whether those others are colleagues, managers, secondees, students or third party contractors. Councillors are also expected to comply with the Code of Conduct for Councillors. If Councillor conduct is not appropriate in meetings then Standing Order 33 will apply.

5.2 	Councillors should raise any issues they have, i.e. work related questions or report any incidents of concern regarding someone’s behaviour to the Town Clerk. 

5.3 	Councillors should acknowledge the Town Clerk’s right to clarify expectations to them of appropriate behaviour in the workplace. 

6.  Expectations of Staff working with BSTC
6.1	Non-town council staff such as suppliers and contractors are expected to comply with the spirit of this protocol and any failure to do so will be dealt with accordingly.

7.  Management and Monitoring
7.1 	The focus of this protocol is to ensure mutual respect and to promote collaborative working at BSTC.  

7.2 	Failure to abide by this protocol will be dealt with in accordance with the Managing Employee Performance Policy, Councillors Code of Conduct or other relevant policies and procedures.

7.3. 	The Town Clerk and external HR company will monitor this protocol and review in line with legislative changes and best practice within the workplace.


APPENDIX A
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[bookmark: _Hlk99519783]LOCAL CODE OF CONDUCT & COMPLAINTS PROCESS

Changes to the complaints procedure

From 1st July 2012, local councils are required to adopt a Local Code of Conduct for Members. The responsibility for considering complaints that a member may have breached the Code of Conduct will remain with South Gloucestershire Council 

What this means to you

Bradley Stoke Town Council adopted its Local Code of Conduct on 27th June 2012 and re-affirmed the adoption of the Code of Conduct on 15th August 2012. 

The Code of Conduct is available on Bradley Stoke Town Council’s website (www.bradleystoke.gov.uk), or can be obtained from the Town Clerk. If you consider that a Town Councillor has acted in such a way as to breach the Code of Conduct, you must submit your complaint by email or in writing to: 

· email to: legalsupport@southglos.gov.uk 
· post to: South Gloucestershire Council, The Monitoring Officer, PO Box 1953, Bristol, BS37 0DE

[bookmark: _Hlk99518848]A standard complaint form is available on the South Gloucestershire Council web site (https://beta.southglos.gov.uk/complain-about-a-councillor/.  Complaints will be assessed in accordance with South Gloucestershire Council’s process for dealing with complaints against councillors. It will only deal with complaints about the behaviour of a member. It will not deal with complaints about things that are not covered by the members’ Code of Conduct. 


Adopted by Bradley Stoke Town Council on 16th March 2022 and reviewed by South Gloucestershire Council, Legal Services department on 29th March 2022 

Reviewed by Bradley Stoke Town Council – 8th July 2026
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