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Application:	Oxfordshire	County	Council

Workplace	Equality	Index	2022

Summary

Last	submitted:	8	Oct	2021	03:39	PM	(UTC)

Data	protection	and	privacy	statement
Completed	 	23	Sep	2021

Form	for	"Data	protection	and	privacy	statement"
This	is	my	form.

Before	starting	your	Workplace	Equality	Index
submission,	please	read	the	following	very
carefully.

It	sets	out	how	Stonewall	will	use	the
information	you	submit.
Please	note	that	we	have	updated	our	privacy	policy.	We	now	ask,	wherever	possible,	that	you	redact
personal	data	from	your	evidence.

Data	protection	and	privacy	statement

This	privacy	statement	sets	out	how	Stonewall	uses	and	protects	any	information	that	you	give

Stonewall	when	you	use	this	website.

Stonewall	is	committed	to	ensuring	that	your	privacy	is	protected.	Should	we	ask	you	to

provide	certain	information	by	which	you	can	be	identified	when	using	this	website,	then	you

can	be	assured	that	it	will	only	be	used	in	accordance	with	this	privacy	statement.

Stonewall	may	change	this	statement	from	time	to	time	by	updating	this	page.	You	should
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check	this	page	from	time	to	time	to	ensure	that	you	are	happy	with	any	changes.	This

statement	is	effective	from	15/06/2021.

Stonewell	agree	to	comply	the	with	any	applicable	legislation	relating	to	data	protection	or

privacy	of	individuals,	the	“Regulation”	(which	means	Regulation	(EU)	2016/679	of	the

European	Parliament	and	the	Council	(“General	Data	Protection	Regulation”)	and	its	national

implementing	laws,	as	well	as	any	applicable	laws	or	regulations	on	cyber	security	(“Data

Protection	Laws”).

Data	controller	and	processors

Stonewall	Equality	Ltd	acts	as	Data	Controller	for	all	data	processed	for	the	Workplace	Equality

Index,	Global	Workplace	Equality	Index,	Schools	and	College	Awards	and	CYPS	Awards.	We	use

SMApply	as	a	third-party	data	processor	for	the	purposes	of	secure	storage	and	have

appropriate	contracts	and	procurement	checks	in	place	to	ensure	they	both	comply	with	our

terms	set	as	Controller	as	well	as	all	relevant	data	protection	laws.

What	we	ask	you	to	submit

Whilst	registering	and	completing	a	submission,	we	may	ask	you	to	submit	the	following

information:

•	Names	and	job	titles	of	submitters	and	collaborators

•	Contact	information	including	email	address	of	submitters	and	collaborators

•	Information	about	your	organisation,	such	as	postcodes	and	sector

•	Information	and	files	as	supporting	evidence	for	submissions	such	as:

-	Policies

-	Communications

-	Screenshots	of	intranet	posts

-	Descriptions	of	processes	and	ways	of	working

-	Examples	of	training

-	Case	studies

-	Schools/Colleges	only:	photographs	(see	additional	information	below)

-	Schools/Colleges	only:	screenshots	of	school	procedures/systems,	e.g.	SIMS

-	Schools/Colleges	only:	minutes/agendas	from	Governing	Body	meetings



3	/	92

Our	lawful	basis	for	processing	the	names,	job	titles,	and	contact	information	of	submitters

and	collaborators	is	contractual.

Please	note	that	whilst	completing	your	submission	you	may	be	asked	to	provide	pieces	of

evidence	that	reference	individuals,	such	as	personal	profiles.	Wherever	possible	you	should

redact	personal	data	from	this	evidence,	for	example	by	covering	names	and	photographs.	If

you	do	need	to	share	personal	details	(for	example	for	an	individual	award	nomination),	it	is

your	responsibility	to	ensure	you	have	the	permission	of	the	individual	to	share	this

information	with	Stonewall.	We	are	relying	on	third	party	consent	to	process	this	data,	so	it	is

imperative	that	you	receive	explicit	permission.	Schools	and	Colleges	should	never	submit

details	that	can	identify	individual	children.

What	we	do	with	the	information	you	submit

Stonewall	may	use	the	information	you	submit	for	the	following	purposes	related	to	the

Workplace	Equality	Index	and	to	further	LGBT	equality	and	inclusion	in	the	workplace:

•	Stonewall	will	use	the	information	you	submit	to	review,	score	and	rank	your	organisation	in

comparison	to	other	entrants.

•	The	information	supplied	is	confidential	between	Stonewall	and	the	applicant/organisation.

•	Any	ranks	outside	of	the	Top	100	will	remain	confidential	between	Stonewall	and	the

applicant/organisation.

•	Any	scoring	or	comments	made	on	the	submission	is	confidential	between	Stonewall	and	the

applicant/organisation,	except	for	purposes	outlined	below.

•	Aggregated	scores,	information	and	data	may	be	used	to	identify	national,	regional	and

sector	trends	and	patterns	of	work.	This	information	may	be	published	in	Stonewall	resources

or	publications.	Where	individual	organisations	or	individuals	are	named,	permission	to	do	so

will	be	sought.

•	Individual	practice,	where	deemed	good	practice	by	Stonewall,	may	be	shared	with	other

organisations	either	directly	through	Stonewall	Account	Managers,	or	within	resources

produced	by	Stonewall.	Before	any	practice	is	shared,	permission	will	be	sought	from	the

organisation	in	question.

•	Demographic	data	about	your	organisation,	for	example	number	of	employees,	will	be	used

for	internal	record	keeping,	aggregated	analysis	that	may	be	published,	and	to	improve	our

offers	and	services.
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Stonewall	may	use	the	information	you	submit	for	the	following	purposes	related	to	the	School

and	College	Champion	Awards	and	to	further	LGBT	equality	and	inclusion	in	schools	and

colleges:

•	Stonewall	will	use	the	information	you	submit	to	review	your	school	or	college	against	the

criteria	for	the	School	or	College	Award	for	which	you	are	applying.

•	The	information	supplied	is	confidential	between	Stonewall	and	the	school	or	college.

•	Any	scoring	or	comments	made	on	the	submission	are	confidential	between	Stonewall	and

the	school	or	college,	except	for	purposes	outlined	below:	

-	Individual	practice,	where	deemed	good	practice	by	Stonewall,	may	be	shared	with	other

schools	or	colleges	either	directly	by	the	Stonewall	Education	Team,	or	within	resources

produced	by	Stonewall.	Before	any	practice	is	shared,	permission	will	be	sought	from	the

school	or	college	in	question.	

-	Demographic	data	about	your	school	or	college,	for	example	whether	you	are	a	primary	or

secondary	school,	will	be	used	for	internal	record	keeping	and	to	improve	our	offers	and

services.

Stonewall	may	use	the	information	you	submit	for	the	following	purposes	related	to	the	CYPS

Award	and	to	further	LGBT	equality	and	inclusion:

•	Stonewall	will	use	the	information	you	submit	to	review,	score	and	rank	your	organisation	in

comparison	to	other	entrants

•	The	information	supplied	is	confidential	between	Stonewall	and	the	applicant/organisation.

•	Any	scoring	or	comments	made	on	the	submission	is	confidential	between	Stonewall	and	the

applicant/organisation,	except	for	purposes	outlined	below.

•	Information	and	data	may	be	used	to	identify	national	and	regional	patterns	of	work.	This

information	may	be	published	in	Stonewall	resources.	Where	individual	organisations	or

individuals	are	named,	permission	to	do	so	will	be	sought	

•	Individual	practice,	where	deemed	good	practice	by	Stonewall,	may	be	shared	with	other

organisations	either	directly	through	Stonewall	Account	Managers,	or	within	resources

produced	by	Stonewall.	Before	any	practice	is	shared,	permission	will	be	sought	from	the

organisation	in	question

•	Demographic	data	about	your	organisation	will	be	used	for	internal	record	keeping	and	to

improve	our	offers	and	services	

We	are	committed	to	ensuring	that	your	information	is	secure.	In	order	to	prevent
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unauthorised	access	or	disclosure,	we	have	put	in	place	suitable	physical,	electronic	and

managerial	procedures	to	safeguard	and	secure	the	information	we	collect	online.

Data	retention	and	access

For	the	Workplace	Equality	Index	and	Global	Workplace	Equality	Index,	we	will	endeavour	to

hold	and	provide	access	to	your	submissions	on	Stonewall	Submit	for	four	years	after	the

submission	deadline.	However,	it	is	your	responsibility	to	retain	an	internal	copy	of	your

submission.	After	4	years,	your	submission	will	be	deleted	from	our	systems.

For	Education	and	Youth	awards,	we	will	delete	your	submission	from	our	systems	once	your

result	has	been	returned	to	you.	It	is	your	responsibility	to	retain	an	internal	copy	of	your

submission.

When	individuals	change	roles	or	leave	an	organisation,	we	will	transfer	submission	access	to

verified	new	contacts	at	the	organisation.

Links	to	other	websites

Our	website	may	contain	links	to	other	websites	of	interest.	However,	once	you	have	used

these	links	to	leave	our	site,	you	should	note	that	we	do	not	have	any	control	over	that	other

website.	Therefore,	we	cannot	be	responsible	for	the	protection	and	privacy	of	any	information

which	you	provide	whilst	visiting	such	sites	and	such	sites	are	not	governed	by	this	privacy

statement.	You	should	exercise	caution	and	look	at	the	privacy	statement	applicable	to	the

website	in	question.

Controlling	your	personal	and	organisational	information

We	will	not	sell,	distribute	or	lease	your	personal	information	to	third	parties	unless	we	have

your	permission	or	are	required	by	law	to	do	so.

You	may	request	details	of	personal	information	which	we	hold	about	you	under	the	Data

Protection	Laws.	Please	visit	our	wider	Privacy	Policy	under	‘Your	Rights’	to	see	how	to	do	this.

If	you	believe	that	any	information	we	are	holding	on	you	is	incorrect	or	incomplete,	please

write	to	or	email	us	as	soon	as	possible,	at	the	above	address	or:
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•	memberships@stonewall.org.uk	for	queries	related	to	the	Workplace	Equality	Index	or	Global

Workplace	Equality	Index

•	education@stonewall.org.uk	for	queries	related	to	School	Champion	Awards	and	College

Champion	Awards

•	cyps@stonewall.org.uk	for	queries	related	to	CYPS	Champion	Awards

We	will	promptly	correct	any	information	found	to	be	incorrect.

Survey	Monkey	Apply	data	protection	and	privacy

This	site	has	been	built	and	is	managed	using	Survey	Monkey	Apply,	an	online	application

system.

You	can	find	the	Survey	Monkey	Apply	privacy	statement	here.

You	can	find	the	Survey	Monkey	Apply	security	statement	here.

Stonewall	privacy	policy

You	can	find	the	main	Stonewall	privacy	policy	here.

Please	tick	here	to	show	us	you've	read	and	understood
the	Stonewall	data	protection	and	privacy	policy.

I've	read	and	understood	the	data	protection	and	privacy	policy

About	your	organisation
Completed	 	23	Sep	2021

Form	for	"About	your	organisation"
This	is	my	form.
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Organisation	name

Please	note:	this	is	the	name	that	will	be	used	in	the	Top	100	Employers	report	and	associated	publications
if	your	organisation	receives	an	award.

Oxfordshire	County	Council

Which	of	the	following	best	describes	your	sector	type?

Public

Which	sector	best	fits	your	organisation?

Government	&	Regulators

Which	part	of	the	UK	is	your	organisation	headquartered	in?

England:	South	East

What	is	the	postcode	of	your	organisation's	UK	headquarters?

OX1	1ND

Which	of	the	following	parts	of	the	UK	does	your	organisation	have	offices,	premises	or

branches	in?

Responses	Selected:

England:	South	East
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How	many	employees	does	your	organisation	have	in	the	UK?

5000

Does	your	organisation	have	apprenticeships	in	the	UK?

Yes

How	many	apprentices	does	your	organisation	have	in	the	UK?

160

Does	your	organisation	have	volunteers	in	the	UK?

No

Section	1:	Policies	and	benefits
Completed	 	5	Oct	2021

Form	for	"Section	1:	Policies	and	benefits"
This	is	my	form.

Section	1:	Policies	and	benefits

This	section	examines	the	policies	and	benefits	the	organisation	has	in	place	to	support	LGBT	staff.	The
questions	scrutinise	the	policy	feedback	process,	policy	content	and	provision	of	specific	support.
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1.1	Does	the	organisation	have	a	process	to	ensure	all	employees	can	feedback	on	the

inclusiveness	of	relevant	policies	(for	example,	HR	policies)?

Guidance:	
•	This	should	be	open	to	all	employees	and	across	all	relevant	policies.
•	Relevant	policies	include	HR	policies,	for	example	leave	policies.
•	If	feedback	does	not	trigger	immediate	reviews,	there	must	be	regular,	periodic	policy	reviews	that
consider	the	feedback.

Yes

Describe	the	process,	how	it	is	communicated,	and	what	action	the	feedback	triggers	(max.

500	words).

The	council	consults	trade	unions,	who	represent	all	staff,	on	all	HR	policies	when	they	are	reviewed.
Staff	inclusion	groups	are	also	given	the	opportunity	to	feedback	on	relevant	policies	as	they	are
reviewed.
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Describe	any	previous	outcomes	of	the	process	(max.	500	words).

In	January	2021,	following	feedback	from	staff,	we	renamed	our	Dignity	at	Work	policy	to	Anti-Bullying,
Harassment	and	Discrimination	policy.	The	LGBTIQ+	staff	network,	BAME	staff	network,	and	Disability
staff	network	were	asked	for	feedback	on	the	revised	Anti-Bullying,	Harassment	and	Discrimination	policy
and	amendments	made	to	ensure	that	the	process	of	how	to	report	harassment	or	discrimination	was
made	clear.	

We	also	asked	Stonewall	for	their	feedback	on	the	revised	policy	and	included	gender	identity	and
gender	expression	in	our	policy.	

When	reviewing	this	policy	we	explicitly	included	'making	homophobic,	biphobic	or	transphobic	threats'
under	examples	of	unacceptable	behaviour	and	strengthened	the	statement	around	our	zero	tolerance
approach	towards	bullying	and	harassment	on	the	grounds	of	age,	race,	disability,	sex,	sexual
orientation,	gender	identity,	gender	expression	or	religion	and	belief.

Outcomes	of	our	auditing	in	the	past	12-24	months	also	include:
-	our	trans	guidance;
-	seeking	to	be	gender	neutral	across	all	policies	regardless	of	whether	they're	specifically	HR	or	LGBT+
policies;
-	inputting	to	the	forthcoming	review	of	our	Officer	Code	of	Conduct	(held	by	Corporate	Governance)
around	gender	neutral	terms	and	explicit	forms	of	discrimination,
harassment	and	bullying;
-	and	inputting	to	our	ongoing	review	of	our	Constitution	(a	formal	legalistic	document	held	by
Democratic	Services)	again	around	gender	neutral	terms.
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1.2	Does	the	organisation	have	a	policy	(or	policies)	that	includes	the	following?	Tick	all	that

apply.

Guidance:	
•	The	policy	(or	policies)	should	clearly	state	that	the	organisation	will	not	tolerate	discrimination,	bullying
or	harassment	against	employees	on	the	grounds	of	sexual	orientation	or	gender	identity	and/or	trans
identity.	
•	These	may	be	listed	along	with	other	protected	characteristics.

Responses	Selected:

A.	Explicit	ban	on	discrimination,	bullying	and	harassment	based	on	sexual	orientation	(bronze	award
requirement)

B.	Explicit	ban	on	discrimination,	bullying	and	harassment	based	on	gender	identity	and	gender
expression	(bronze	award	requirement)

C.	An	example	of	biphobic	bullying	or	harassment

D.	An	example	of	homophobic	bullying	or	harassment

E.	An	example	of	transphobic	bullying	or	harassment

F.	Clear	information	about	how	to	report	an	incident	and	how	complaints	are	handled

Upload	the	selected	policies	with	the	relevant	sections	highlighted.

ANTI-BULLYING	HARASSMENT	AND	DISCRIMINATION	POLICY	Final	January	2021.pdf

Filename:	ANTI-BULLYING	HARASSMENT	AND	DISCRIMINATION	POLICY	Final	January	2021.pdf	Size:	400.9
kB

Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

The	council's	Anti-Bullying,	Harassment	and	Discrimination	policy	has	been	uploaded.
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1.3	Where	the	organisation	has	the	following	family	and	leave	policies,	do	they	use	gender-

neutral	language	and	explicitly	state	that	they	are	applicable	regardless	of	gender?	Tick	all

that	apply.

Guidance:	
•	The	policies	should	explicitly	state	that	they	apply	regardless	of	the	employee	or	the	employee's
partner’s	gender.	
•	The	policies	should	avoid	gendered	language	and	pronouns,	for	example,	by	using	the	term	‘partner’
instead	of	‘husband’	or	‘wife’.

Responses	Selected:

A.	Adoption	Policy

B.	Special	or	Compassionate	Leave	Policy

C.	Maternity	Policy

D.	Paternity	Policy

E.	Shared	Parental	Leave	Policy

Upload	the	selected	policies.

Adoption	Leave	and	Pay	Scheme	-	October	2019.pdf

Filename:	Adoption	Leave	and	Pay	Scheme	-	October	2019.pdf	Size:	205.1	kB
Maternity	Scheme	-	October	2019.pdf

Filename:	Maternity	Scheme	-	October	2019.pdf	Size:	214.8	kB
Paternity	Scheme	-	October	2019	.pdf

Filename:	Paternity	Scheme	-	October	2019	.pdf	Size:	139.4	kB
Shared	Parental	Leave	Policy	April	2015	(amended	Nov	20).pdf

Filename:	Shared	Parental	Leave	Policy	April	2015	(amended	Nov	20).pdf	Size:	206.6	kB
Emergency	Leave	Scheme	March	2016.pdf

Filename:	Emergency	Leave	Scheme	March	2016.pdf	Size:	79.1	kB
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Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

We	have	uploaded	the	Maternity	policy,	Adoption	policy,	Paternity	policy	and	Shared	Parental	Leave
policy.	We	have	policies	on	Emergency	leave	and	Special	leave	-	we	have	uploaded	the	Emergency	leave
policy	as	this	covers	compassionate	leave.	The	policy	does	not	explicitly	state	that	it	applies	to	same	sex
couples	but	that	it	is	available	to	ALL	employees	and	uses	gender	neutral	language.	It	also	lists	'partner'
and	'civil	partner'	under	close	relatives.

1.4	Does	the	organisation	have	a	trans	inclusion	policy	that	covers	the	following?

Guidance:	
•	This	policy	should	contain	information	about	the	inclusion	of	all	trans	employees,	regardless	of	whether
they	are	currently	transitioning.	
•	C	–	guidance	must	make	clear	that	all	trans	employees	can	use	the	facilities	(e.g.	toilets,	changing
rooms)	they	feel	most	comfortable	using	and	should	explain	your	commitment	to	introducing	gender-
neutral	facilities,	if	not	already	widely	available.	
•	D	–	guidance	on	dress	code	should	be	offered	regardless	of	whether	you	have	a	uniform	or	dress	code
policy.	This	should	make	clear	that	all	employees,	including	trans	and	non-binary	employees,	are
encouraged	to	wear	the	uniform	or	dress	that	they	feel	most	comfortable	in.	If	you	provide	a	uniform,	this
should	include	provision	for	gender	fluid	employees	to	have	multiple	uniforms.

Responses	Selected:

A.	A	clear	commitment	to	supporting	all	trans	people,	including	those	with	non-binary	identities

B.	Information	on	language,	terminology	and	trans	identities,	including	non-binary	identities

C.	Guidance	on	facilities	for	trans	employees,	including	non-binary	employees

D.	Guidance	on	dress	code	for	trans	employees,	including	non-binary	employees

E.	A	clear	commitment	to	confidentiality	and	data	protection	for	trans	staff

Upload	the	selected	policies.

Transgender staff-guidanceformanagers.pdf

Filename:	Transgender staff-guidanceformanagers.pdf	Size:	284.7	kB
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Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

The	attached	guidance	is	available	to	staff	and	managers	from	our	intranet	and	includes	practical	advice
and	suggestions	for	employees	and	managers	in	the	recruitment	and	retention	of	transgender	staff
based	on	guidance	from	the	Government	Equalities	Office	and	ACAS.

1.5	Does	the	organisation	have	a	policy	(or	policies)	to	support	employees	who	are

transitioning	that	covers	the	following?	Tick	all	that	apply.

Guidance:	
•	This	could	be	contained	within	a	trans	inclusion	policy,	could	be	supportive	guidance	to	a	trans	inclusion
policy,	or	could	be	in	a	stand-alone	transitioning	at	work	policy.	
•	This	should	be	explicitly	non-binary	inclusive.	
•	A	and	C	–	these	should	include	a	commitment	that	the	employee	will	be	allowed	the	time	off	that	they
need	for	transition-related	treatments	or	appointments	and	that	any	leave	will	be	recorded	separately	to
sick	leave.

Responses	Selected:

A.	Work	related	guidance	for	an	employee	who	is	transitioning	(bronze	award	requirement)

B.	Work	related	guidance	on	the	process	for	an	employee	to	change	their	name	and	gender	marker	on
workplace	systems

C.	Work	related	guidance	around	data	protection	and	confidentiality

D.	Work	related	guidance	for	managers	on	how	to	support	an	employee	who	is	transitioning	(bronze
award	requirement)

Upload	the	selected	policies.

Transgender staff-guidanceformanagers.pdf

Filename:	Transgender staff-guidanceformanagers.pdf	Size:	284.7	kB
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Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

The	attached	guidance	is	available	to	staff	and	managers	from	our	intranet	and	includes	practical	advice
and	suggestions	for	employees	and	managers	in	the	recruitment	and	retention	of	transgender	staff
based	on	guidance	from	the	Government	Equalities	Office	and	ACAS.

1.6	Does	the	organisation	have	a	formal	commitment	to	introduce	gender-neutral	facilities	in

all	its	buildings?

Guidance:	
•	If	gender-neutral	facilities	are	not	already	available	in	all	buildings,	this	should	be	a	formal	commitment
to	introduce	gender-neutral	facilities	in	any	new	builds	or	to	gender-neutral	facilities	being	a	requirement	of
any	new	leases.	
•	This	should	be	a	commitment	that’s	signed	off	by	senior	leaders	and	published	internally.	
•	Provision	of	gender-neutral	facilities	should	be	in	addition	to	accessible	facilities.

No

1.7	Does	your	organisation	provide	healthcare	insurance	to	your	UK	employees?

Your	answer	will	direct	you	to	the	correct	question	for	1.7.

No
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1.7	In	the	last	three	years,	has	the	organisation	scrutinised	and	developed	the	LGBT	inclusivity

of	its	mental	health	support	provision?

Guidance:	
•	Provision	could	include	your	employee	assistance	programme,	affiliated	counselling	services	or	internal
mental	health	first	aiders.	
•	Scrutiny	should	be	specific,	such	as	asking	about	a	provider’s	LGBT-specific	training	for	frontline
employees.	
•	This	should	include	at	least	one	action	you’ve	taken	in	the	last	three	years.

Yes

Describe	how	you	scrutinised	the	provision	and	what	the	actions	were.	Please	provide	specific

dates	or	time	periods	within	the	last	three	years	(max.	300	words).

As	part	of	agreeing	the	contract	with	our	new	employee	assistance	programme	(EAP)	we	discussed
whether	they	were	a	Stonewall	Diversity	Champion,	which	they	were.	Representatives	from	the	EAP	have
attended	open	meetings	of	our	LGBTIQ+	network	to	provide	signposting	and	present	and	discuss	what
provision	is	available	and	how	it	seeks	to	be	inclusive.	Additionally,	following	feedback	from	staff,	we
have	confirmed	with	the	supplier	that	employees	can	request	to	speak	to	advisors	who	are	specifically
trained	in	aspects	including	LGBT+	related	issues/trauma.	We	have	also	provided	feedback	and	worked
with	the	supplier	to	improve	trans	and	non-binary	inclusion,	with	pronouns	and	aural	awareness.
Members	of	our	staff	network	have	met	our	EAP	supplier	and	provided	presentations	and	training	to	our
Occupational	Health	supplier.

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.
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1.8	Has	the	organisation	reviewed	other	policies	to	ensure	they	are	LGBT	inclusive?

Guidance:	
•	This	might	include	menopause	or	andropause	policies.	
•	This	might	also	include	domestic	abuse	policies.

Yes

Upload	the	selected	policies.

Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

The	staff	networks	are	consulted	on	policies	as	part	of	the	organisations	commitment	to	involve	their
voices	and	experiences;	and	as	part	of	the	networks	support	to	the	business.	For	example	in	Community
Safety	Services	we	have	recently	reviewed	the	Emergency	Leave	policy	and	Flexible	Working	policy.	The
staff	networks	were	involved	in	reviewing	the	new	council	Anti-Bullying	and	Harassment	policy.

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.

1.9	Are	the	organisation's	compassionate	and/or	special	leave	policies	inclusive	of	loved

ones/chosen	families/close	support	networks	and	supporting	someone	through	transition?

Guidance:	
•	Chosen	families	are	people	who	an	employee	considers	to	be	family,	but	who	have	no	legal	or	biological
connection	to	them.	
•	Chosen	families,	loved	ones	and	close	support	networks	can	be	particularly	significant	to	those	who	are
estranged	from	their	families,	an	issue	that	disproportionately	affects	LGBT	people.	
•	Policies	should	be	clear	that	employees	are	entitled	to	the	same	leave	when	it	relates	to	their	loved
ones/chosen	family/close	support	networks	as	when	it	relates	to	their	biological	or	legal	family	members.	
•	Special	leave	policies	should	explicitly	include	provision	to	support	someone	through	transition,	for
example	accompanying	them	to	medical	appointments.

No
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Section	2:	The	employee	lifecycle
Completed	 	5	Oct	2021

Form	for	"Section	2:	The	employee	lifecycle"
This	is	my	form.

Section	2:	The	employee	lifecycle

This	section	examines	the	employee	lifecycle	within	the	organisation,	starting	with	recruitment	practices
and	finishing	with	exit	processes.	The	questions	scrutinise	how	the	organisation	engages	and	supports
employees	throughout	their	journey	in	the	workplace.

2.1	When	advertising	for	external	appointments,	how	does	the	organisation	attract	LGBT

talent?	Tick	all	that	apply.

Guidance:	
•	These	actions	should	not	be	limited	to	HR	or	Diversity	&	Inclusion	related	roles.	
•	A	–	this	can	include	taking	recruitment	materials	to	Pride	events	and	should	have	taken	place	in	the	last
year.	
•	B	–	evidence	should	include	screenshots	of	a	job	pack	or	job	page	from	the	last	year.	
•	C	–	this	can	be	a	link	to	a	webpage.

Responses	Selected:

A.	Advertising	on	or	recruiting	from	LGBT	or	diversity	websites,	fairs	and	events

B.	Include	a	statement	around	valuing	diversity,	explicitly	inclusive	of	LGBT	people	in	job	packs	and
pages	(bronze	award	requirement)

C.	Include	information	about	your	LGBT	employee	network	group	or	LGBT	inclusion	activities	in	all	job
packs	and	pages
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Upload	evidence	for	the	selected	options.

Evidence	for	2.1	(B).docx

Filename:	Evidence	for	2.1	(B).docx	Size:	167.8	kB
Evidence	for	2.1	(C).docx

Filename:	Evidence	for	2.1	(C).docx	Size:	358.2	kB
3581823309-OFRS	wrap	truck.JPG

Filename:	3581823309-OFRS	wrap	truck.JPG	Size:	325.0	kB

Describe	the	evidence	uploaded	(max.	200	words).

A-	attendance	at	Oxford	Pride,	Bicester	Pride,	Witney	Pride	taking	our	Fire	Recruitment	appliance	and
banners	and	council	recruitment	materials;	and	taking	diversity	branded	materials	to	recruitment	fairs
and	wearing	our	rainbow	lanyards;	attending	careers	fairs	for	young	people.

B	-	Screen	shot	attached	showing	the	following	statement	appears	on	our	adverts	that	can	be	viewed
here:	https://www.oxfordshire.gov.uk/council/working-oxfordshire-county-council/latest-job-vacancies

Our	commitment	to	equality,	diversity	and	inclusion:

At	Oxfordshire	County	Council	we	are	proud	of	our	diverse	workforce.	Everyone	is	accepted	for	who	they
are,	regardless	of	age,	disability,	gender	identity,	marital	status,	race,	faith	or	belief,	sexual	orientation,
socioeconomic	background,	and	whether	you’re	pregnant	or	on	family	leave.	We	have	a	number	of	staff
network	groups	which	provide	peer	support	and	safe	spaces	for	staff.

C	-	Screen	shot	attached	from	our	Fairness	and	Equality	at	Work	webpage,	which	provides	information
about	the	LGBTIQ+	staff	inclusion	network.	This	is	linked	from	our	jobs	pages:
https://www.oxfordshire.gov.uk/council/working-oxfordshire-county-council/fairness-and-equality-work
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2.2	Does	the	organisation	provide	guidance	or	training	for	all	employees	with	recruitment

responsibilities	on	how	to	carry	out	inclusive	recruitment?

Guidance:	
•	This	should	be	specific	to	recruitment	and	include	LGBT	content.	
•	This	should	be	provided	to	all	employees	involved	in	recruitment,	not	just	HR	teams.	
•	Best	practice	would	be	a	checklist	of	inclusive	practices	that	recruiters	complete	when	they	carry	out	a
recruitment	round.	This	might	include,	for	example,	sharing	their	pronouns	at	the	start	of	an	interview,	if
they	feel	comfortable	doing	so.

Yes

Upload	evidence	of	guidance	or	training.

2.2	intranet	guidance	recruitment.docx

Filename:	2.2	intranet	guidance	recruitment.docx	Size:	447.5	kB

Describe	the	format	of	the	guidance	and	the	content	you	have	uploaded	(max.	500	words).

Equality	in	the	Workplace	is	our	mandatory	e-learning	for	all	staff.
Additionally,	recruiting	managers	must	complete	Recruitment	and	Selection	e-learning.
Managers	can	also	attend	the	"Diversity	in	People	Management"	full	day	course	which	discusses	all
protected	characteristics,	Public	Sector	Equality	Duty,	unconscious	bias
and	specifically	discusses	LGBT+	and	does	a	scenario	on	trans	employee	transitioning.

We	have	attached	a	file	of	screenshots	from	our	e-learning	package	covering	the	recruitment	elements,
screenshots	from	our	intranet	guidance,	instructions	and	training	covering	recruitment.	We	also	have	a
recruitment	with	diversity	and	inclusion	course	which	is	mandatory	for	all	managers.
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2.3	What	information	does	the	organisation	supply	to	all	new	employees	(external

appointments)	when	being	inducted	into	the	organisation?	Tick	all	that	apply.

Guidance:	
•	Content	for	all	options	can	be	supplied	in	person,	online	(through	a	video	or	post),	or	on	paper.	
•	A	–	the	message	should	explicitly	refer	to	LGBT	inclusion,	including	bi,	non-binary	and	trans	inclusion.	
•	C	–	relevant	policies	are	those	covered	in	Section	1.

Responses	Selected:

A.	Explicit	message	on	the	organisation’s	commitment	to	LGBT	inclusion	(bronze	award	requirement)

B.	Information	on	the	LGBT	employee	network	or	allies	programme/initiative

C.	Information	on	relevant	policies	and	the	organisation’s	commitment	to	ensuring	they	are	LGBT
inclusive

Upload	evidence	for	the	selected	options.

induction-checklist-and-probation-performance-review-record.docx

Filename:	induction-checklist-and-probation-performance-review-record.docx	Size:	104.4	kB
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Briefly	describe	the	induction	process	and	at	what	point	the	new	starter	receives	the	above

information	(max.	500	words).

All	new	employees	are	asked	to	read	the	mandatory	Anti	Bullying,	Harassment	and	Discrimination	policy
as	part	of	the	induction	process.	All	policies	are	on	the	council's	intranet	and	these	are	signposted	from
the	Induction	Checklist.
All	new	employees	are	also	asked	to	complete	the	mandatory	Equality	in	the	Workplace	e-learning
course	and	Dignity	at	Work	e-learning	course.
All	new	employees	are	also	asked	to	attend	corporate	induction	session	which	includes	a	presentation	on
our	equalities	framework	'Including	Everyone'	covering	our	commitment	to	equalities	and	inclusion,	in
partnership	with	CDC,	how	the	framework	came	about	and	signposts	to	our	Staff	Inclusion	networks	and
our	new	values	and	behaviours.	

Community	Safety	Services	also	have	a	diversity	e-learning	package	which	new	starters	(and	all	staff
periodically)	are	asked	to	complete	and	mark	completion	in	RedKite	performance	management	tool.

Evidence:

C:	See	page	7,	9	and	10	of	attached	Induction	Checklist.	

2.4	Does	the	organisation	enable	non-binary	employees	to	have	their	identities	recognised	on

all	employee-facing	workplace	systems?

Guidance:	
•	Examples	include	the	option	to	choose	a	gender	marker	other	than	male	or	female	and	being	able	to	use
gender-neutral	titles,	such	as	Mx.	
•	Alternatively,	you	could	consider	removing	gender	markers	and	titles	from	your	systems	altogether.	
•	You	will	receive	more	marks	if	at	least	one	example	is	specific	to	gender	fluid	people,	for	example	the
ability	to	have	multiple	passcards	with	different	forms	of	gender	expression.

Yes
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Describe	how	non-binary	identities	are	recognised	on	workplace	systems,	including	at	least

two	examples	(max.	500	words).

Employees	are	able	to	select	Mx	as	their	title	on	employee	self-service.	

Employees	can	also	choose	their	own	gender	identity	on	the	employee	self	service,	system.

The	facilities	management	team	can	also	add	the	employee's	choice	of	title,	such	as	Mx,	to	their	staff	ID
badges,	or	provide	two	ID	badges	to	show	different	gender	expressions	if	an	employee	so	wishes.

We	are	presently	working	with	Microsoft	to	enable	non-binary	identities	and	pronouns	for	all	staff	in	our
Active	Directory,	our	email	exchange,	and	MS	Teams.
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2.5	Does	the	organisation	provide	all-employee	training	on	compliance	with	its	discrimination,

bullying	and	harassment	policies,	including	the	following:

Guidance:	
•	The	training	should	reach	as	many	employees	as	possible	across	your	organisation.	
•	Training	content	should	explicitly	mention	LGBT	people	and	cover	lesbian,	gay,	bi	and	trans	in	the
context	of	each	option	selected.	
•	Examples	of	content	you	could	upload	are	case	studies,	e-learning	screenshots	or	PowerPoint
presentations.	
•	Training	can	be	provided	in-person	or	digitally.

A.	Organisational	policy	and	legislation	(bronze
award	requirement)

51-75%

B.	Examples	of	biphobic,	homophobic	and
transphobic	discrimination,	bullying	and
harassment

51-75%

C.	Examples	of	discrimination,	bullying	and
harassment	on	the	basis	of	multiple	identities

51-75%

D.	How	to	challenge	biphobic,	homophobic	and
transphobic	discrimination,	bullying	and
harassment

51-75%

E.	How	to	report	biphobic,	homophobic	and
transphobic	discrimination,	bullying	and
harassment

51-75%

F.	A	clear	route	for	feeding	back	on	the	inclusion	or
representation	of	employees’	identities	in	the
training

51-75%
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Describe	how	you	estimate	completion	rates	(max.	500	words).

All	staff	are	required	to	complete	the	e-learning	on	Equality	in	the	Workplace.	

E-learning	completion	is	assessed	by	reviewing	staff	training	records	for	completion	within	our	Learning
Zone	system.

Describe	the	format	of	the	training	and	the	content	you	have	uploaded	(max.	500	words).

Equality	in	the	Workplace	is	e-learning	for	all	staff.
Dignity	at	Work	is	e-learning	for	all	staff.
Equality	Act	2010	e-learning	package	(new).
Trans	Awareness	e-learning	package	(new).

We	have	attached	a	file	of	screenshots	from	our	e-learning	packages,	intranet	and	Anti-Bullying,
Harassment	and	Discrimination	policy	covering	the	following:	examples	of	discrimination,	how	to
challenge	discrimination,	how	to	report	discrimination	and	our	organisational	policy.

Upload	evidence	for	selected	options.

2.5A	Evidence	of	e-learning	-	Equality	in	the	Workplace.docx

Filename:	2.5A	Evidence	of	e-learning	-	Equality	in	the	Workplace.docx	Size:	15.1	MB
2.5B	Training	reporting.docx

Filename:	2.5B	Training	reporting.docx	Size:	6.6	MB
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2.6	In	the	past	year,	which	of	the	following	messages	have	appeared	in	internal

communications	to	all	employees?	Tick	all	that	apply.

Guidance:	
•	Communications	uploaded	should	have	been	sent	or	made	available	to	all	employees	(or	as	many	as
geographically	possible	through	the	specific	communication	method).	In	your	uploaded	evidence,	make
clear	who/how	many	employees	the	communication	reached.	
•	Evidence	could	include	emails	and	screenshots	of	intranet	posts.	
•	A	–	communications	can	focus	on	specific	awareness	days/events,	such	as	LGBT	History	Month,	Pride
and/or	IDAHOBIT	(International	Day	Against	Homophobia,	Biphobia	and	Transphobia).	
•	B	–	communications	can	focus	on	specific	awareness	days/events,	such	as	Bi	Visibility	Day	and/or	Pan
Visibility	Day.	
•	C	–	communications	can	focus	on	specific	awareness	days/events,	such	as	Trans	Day	of	Visibility,	Trans
Day	of	Remembrance	and/or	Trans	Pride.	
•	D	–	communications	can	focus	on	specific	awareness	days/events,	such	as	Non-Binary	People’s	Day.	
•	A,	B,	C	and	D	–	you	are	required	to	meet	at	least	one	of	these	criteria	to	receive	a	bronze	award.

Responses	Selected:

A.	Information	about	LGBT	identities	and	experiences	(bronze	award	requirement)

B.	Information	about	bi	identities	and	experiences	(bronze	award	requirement)

C.	Information	about	trans	identities	and	experiences	(bronze	award	requirement)

D.	Information	about	non-binary	identities	and	experiences	(bronze	award	requirement)

E.	Information	about	the	LGBT	Employee	Network	Group	and/or	allies	activity

F.	Information	about	LGBT-inclusive	policies

G.	Information	about	the	importance	of	pronouns	and	pronoun	introductions
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Upload	evidence	for	selected	options.

OCC Intranet	-	Welcome	to	LGBT	History	Month.pdf

Filename:	OCC Intranet	-	Welcome	to	LGBT	History	Month.pdf	Size:	257.0	kB
Bi	Vis	2021	Submission.pdf

Filename:	Bi	Vis	2021	Submission.pdf	Size:	193.2	kB
Trans	Vis	2021	submission.pdf

Filename:	Trans	Vis	2021	submission.pdf	Size:	203.1	kB
Trans	Vis	2021	submission.pdf

Filename:	Trans	Vis	2021	submission.pdf	Size:	203.1	kB
LGBT	Network	Staff	Mag	2021	Submission.JPG

Filename:	LGBT	Network	Staff	Mag	2021	Submission.JPG	Size:	133.4	kB
OCC Intranet	-	How	to	report	bullying	harassment	and	discrimination.pdf

Filename:	OCC Intranet	-	How	to	report	bullying	harassment	and	discrimination.pdf	Size:	153.9	kB

Provide	date	for	option	A:

1	Feb	2021

Provide	date	for	option	B:

21	Feb	2020

Provide	date	for	option	C:

20	Feb	2020
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Provide	date	for	option	D:

20	Feb	2020

Provide	date	for	option	E:

8	Jun	2020

Provide	date	for	option	F:

4	Feb	2021

Provide	date	for	option	G:

20	Feb	2020

2.7	Does	the	organisation	proactively	recognise	contributions	to	LGBT	inclusion	activity	during

employee	performance	appraisals?

Guidance:
•	The	onus	should	be	on	the	employer/manager	to	make	clear	that	contributions	to	LGBT	inclusion	(such	as
network	group	activity)	align	with	organisational	values	and	count	towards	diversity	and	inclusion
objectives.	
•	This	should	be	systematic	and	applied	to	all	performance	appraisals,	not	just	those	of	the	network	leads.	
•	Recognition	doesn't	have	to	be	financial.

Yes
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Describe	how	contributions	are	recognised	(max.	300	words).

'Equality	and	Integrity'	is	one	of	five	values	that	we	have	agreed	this	year.	These	values	will	be	an
intrinsic	part	of	all	conversations	within	our	12:3:2	framework	(12	one-to-ones,	3	meetings	to	discuss
performance	and	2	team	meetings).	The	one-to-ones	and	performance	meetings	allow	for	celebrating
contributions	to	staff	inclusion	networks.

2.8	Does	the	organisation	identify	and	act	on	any	LGBT	inclusion	issues	raised	at	exit

interviews	or	on	exit	surveys?

Guidance:	
•	This	can	be	part	of	a	wider	question	about	diversity	and	inclusion	at	the	organisation.	
•	Answers	should	detail	how	all	employees	are	given	opportunities	to	raise	any	issues	relating	to
discrimination	(homophobia,	biphobia	and/or	transphobia)	they	may	have	experienced	or	become	aware	of
in	the	organisation.	
•	There	should	be	a	clear	process	by	which	issues	are	referred	and	acted	on	by	the	organisation.

Yes
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Describe	the	exit	interview/survey	process	and	how	LGBT	issues	would	be	identified	or	raised

(max.	200	words).

Exit	interviews	are	an	important	way	for	us	to	understand	people’s	reasons	for	leaving	and	to	know	more
about	their	experience	of	working	for	the	council.
When	someone	leaves	they	are	asked	to	compete	an	online	exit	interview	questionnaire.	Alternatively
they	can	meet	with	their	manager	to	talk	through	the	questionnaire	or	they
can	ask	to	meet	another	manager	or	speak	with	someone	from	HR.
Completed	exit	interview	questionnaires	are	sent	to	the	directorate’s	HR	Business	Partner,	who	will	share
the	information	with	the	appropriate	manager/s.	They	will	do	this
either	before	or	after	the	employees	leaves,	depending	on
their	wishes.	Any	issues,	including	any	LGBT	inclusion	issues,	will	be	acted	upon	at	this	stage.
If	the	employee	discloses	serious	issues	about	the	council’s	operations	in	their	exit	interview,	they	will	be
investigated	under	the	council’s	whistleblowing	policy.	If	they	raise
complaints	about	their	own	employment,	they	will	need	to	make	it	clear	whether	they	want	them	dealt
with	formally	under	the	council’s	Resolving	Grievances	procedure.

Describe	how	any	issues	raised	would	be	acted	upon	by	the	organisation	(max.	200	words).

The	HR	Business	partner	would	discuss	the	issues	with	the	appropriate	manager(s).	Depending	on	the
issues	raised,	an	investigation	may	take	place	under	the	Resolving	Grievances	procedure

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.

2.9	Does	the	organisation	have	a	mental	health	or	wellbeing	strategy	that	explicitly	addresses

the	needs	of	LGBT	people?

Guidance:	
•	This	should	address	the	specific	needs	of	lesbian,	gay,	bi	and	trans	people.

No
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The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.

2.10	When	advertising	for	its	apprenticeships,	does	the	organisation	run	initiatives	to

specifically	attract	LGBT	job	seekers?

Guidance:	
•	Please	only	answer	this	question	if	the	organisations	has	apprenticeships	in	the	UK	
•	This	might	include	LGBT-specific	content	in	recruitment	materials	or	advertising	at	LGBT-specific	events.

No

Section	3:	LGBT	employee	network	group
Completed	 	5	Oct	2021

Form	for	"Section	3:	LGBT	employee	network	group"
This	is	my	form.

Section	3:	LGBT	employee	network	group

This	section	examines	the	work	of	your	LGBT	employee	network	group.	The	questions	scrutinise	the
support	the	group	is	given	by	the	organisation,	its	commitment	to	inclusivity,	and	the	activities	it	carries
out.

3.1	Does	the	organisation	have	an	LGBT	employee	network	group	for	LGBT	employees?	Select

one	option.

Guidance:	
•	A	–	this	option	scores	maximum	marks	for	this	question.	
•	B	and	C	–	these	options	score	lower	marks	for	this	question.	
•	A,	B	and	C	–	you	are	required	to	meet	one	of	these	criteria	to	receive	a	bronze	award.

A.	Yes,	with	a	defined	role	and	terms	of	reference	(bronze	award	requirement)
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Upload	the	group's	terms	of	reference.

OCC	LGBT	Network	ToR	-	V6.docx

Filename:	OCC	LGBT	Network	ToR	-	V6.docx	Size:	82.5	kB

3.2	In	the	past	year,	has	the	organisation	supported	the	work	of	the	LGBT	employee	network

group	in	the	following	ways?	Tick	all	that	apply.

Guidance:	
•	C	–	time	should	be	formally	agreed.	
•	D	–	this	should	develop	practical	skills	relevant	to	the	role	of	the	network	group,	for	example	peer
support,	mentoring	or	conflict	resolution.	
•	E	–	these	can	be	general	or	LGBT-specific	programmes	and	should	be	communicated	to	members
through	the	employee	network	group.

Responses	Selected:

B.	Provided	a	formal	senior	champion

D.	Facilitated	network	members’	participation	in	skills	training

F.	Facilitated	network	members’	participation	in	external	LGBT-specific	seminars	and	conferences

Describe	the	support	provided	and	how	it	is	communicated	to	the	network	(max.	200	words

per	option).

B)	Director	for	Customers	and	Organisational	Development	is	overall	lead	for	EDI,	chairs	the	EDI	steering
group	which	the	network	has	a	seat	on	and	has	acted	as	a	key	note	speaker	for	events.	Deputy	Chief	Fire
Officer	is	the	champion	for	Pride	and	the	Data	Protection	Officer	is	the	champion	for	inclusive	data.	
D	and	F)	HR	and	OD	have	provided	budgets	to	attend	both	online	webinars	and	participated	in	events
with	partners	e.g.	Thames	Valley	Fire	and	Rescue	and	Oxford	University	Hospitals	Trust.	A	formal	support
offer	for	all	staff	networks	is	currently	being	developed	that	will	cover	a	formal	time	commitment,	budget
and	agreed	training	opportunities.
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-	LGBT	carers	
-	LGBT	people	of	faith	
-	LGBT	parents	
-	LGBT	people	with	accessibility	needs	
-	Non-binary	people	
-	Older	LGBT	people	
-	Trans	people	

•	Your	description	should	include	how	you	identified	which	marginalised	or	underrepresented	groups	to
focus	your	strategy	on.	This	might	include	insights	from:	
-	LGBT	network	group	membership	and	event	attendance	
-	LGBT	network	group	satisfaction	surveys	
-	Employee	satisfaction	surveys	
-	WEI	Staff	Feedback	Questionnaire	report	
-	Sectoral,	regional	or	national	research	

•	Your	description	should	include	actions	the	network	group	has	taken	so	far	and	has	committed	to	take	in
the	future.	These	might	include	(but	are	not	limited	to):	
-	Introducing	an	inclusion	rep	
-	Holding	events	within	working	hours	
-	Holding	regular	alcohol-free	social	events	
-	Holding	events	at	accessible	venues	
-	Avoiding	holding	events	at	the	same	time	as	religious	festivals/holy	days	

•	Actions	can	include,	but	must	go	beyond,	those	referenced	in	3.3

Yes

Upload	your	strategy	document.

Events	and	anniversaries	calendar.xlsx

Filename:	Events	and	anniversaries	calendar.xlsx	Size:	28.3	kB
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Describe	how	the	strategy	was	formulated,	actions	the	network	has	taken	so	far	and	outcomes

so	far	(max.	500	words).

The	Council	has	developed	an	overarching	'Inclusion	Calendar'	for	the	year	(which	is	attached).	Within
that	there	are	key	targeted	events	for	a	range	of	EDI	subjects	but	specific	to	LGBT	it	includes	LGBT
History	Month,	Pride	Month,	IDAHOBIT,	Bi	Visibility	Day,	Trans	Day	of	Remembrance	and	National
Inclusion	Week.	Staff	in	Comms	and	Marketing	co-produce	materials	for	each	of	the	days	with	staff
networks.	

The	key	actions	that	the	network	has	focused	on	this	past	year	have	been:	promoting	LGBT	identities	and
neurodiversity	as	part	of	the	'Mind,	Body	and	Spirit'	theme	for	LGBT	History	Month	with	a	lunch	and	learn
with	the	neurodiversity	and	wellness	group.	Highlighting	LGBT	health	inequalities	during	Pride	month	via
an	interview	with	the	Director	of	Public	Health	and	the	Chair	of	Oxford	Pride.	A	collaborative	workshop
with	our	BAME	Network	about	what	inclusion	means	to	us	in	the	workplace	for	national	inclusion	week.	

Outcomes:	For	LGBT	History	Month	we	held	an	open	virtual	session	for	all	staff	where	circa	100	people
attended,	we	also	saw	an	82%	increase	in	traffic	to	our	internal	webpages.	

For	Pride:	we	were	able	to	showcase	how	our	libraries,	drug	and	alcohol,	adoption	and	community	safety
services	are	inclusive	of	LGBT	communities	plus	participated	in	a	virtual	pride	event	that	was	viewed	by
over	2,000	people.	

Inclusion	Week:	The	open	webinar	session	was	attended	by	circa	70	people	including	senior	managers
and	helped	to	highlight	intersectionality	across	the	organisation.
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3.5	Which	of	the	following	support	activities	does	the	LGBT	employee	network	group

undertake?	Tick	all	that	apply.

Guidance:	
•	A	and	B	–	support	for	individuals	should	be	available	and	advertised	to	all	staff.	
•	A	–	this	could	be	on	an	individual	basis	and/or	through	a	closed	digital	group	for	LGBT	employees.	
•	C	–	this	should	relate	to	policies	that	impact	upon	employee	welfare	(for	example,	reviewing	an	updated
adoption	policy).

Responses	Selected:

A.	Provide	confidential	support	to	all	employees	on	LGBT	issues

B.	Provide	support	to	enable	employees	to	report	homophobic,	biphobic	and	transphobic	bullying	and
harassment

C.	Consultation	on	improving	internal	policies	and	practices

Describe	the	options	selected	(max.	200	words	per	option).

A)	and	B)	-	We	advertise	in	our	terms	of	reference	and	on	our	intranet	page	that	we	can	provide	a	safe
space	and	confidential	support	to	employees	about	LGBT+	issues.	We	have	signposted	in	our	Teams
channel	and	during	our	virtual	meetings	the	Council's	new	'Zero	Tolerance'	policy	and	to	our	Employee
Assistance	Programme	who	we	have	worked	with	to	make	sure	they	are	LGBT+	inclusive.	
C)	We	have	formally	inputted	into	a	review	of	the	council's	e-learning,	zero	tolerance/bullying	policies,	we
have	also	provided	feedback	to	our	Registrars	service	about	how	to	make	registering	births	more
inclusive	of	same-sex	couples
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3.6	In	the	past	year,	which	of	the	following	activities	has	the	LGBT	employee	network	group

undertaken?	Tick	all	that	apply.

Guidance:	
•	If	not	carried	out	by	the	LGBT	employee	network	group,	these	activities	can	be	carried	out	by	other	parts
of	the	organisation	(for	example,	the	diversity	and	inclusion	team).	However,	this	must	at	least	be	in
consultation	with	the	network	group.	
•	‘Awareness	raising	events’	refers	to	activities	that	serve	to	educate	or	inform	the	wider	organisation,	for
example	panel	discussions,	lunch	and	learns,	or	stalls	during	diversity	events.	
•	Events	can	be	physical	or	digital.	
•	G	–	this	could	either	be	a	specific	programme	run	by	the	network	or	alternatively	an	organisation-wide
programme	that	proactively	incorporates	LGBT	mentoring.

Responses	Selected:

A.	Social	networking	event	for	members

B.	LGBT	equality	awareness-raising	event

C.	Bi	equality	awareness-raising	event

D.	Non-binary	equality	awareness-raising	event

E.	Trans	equality	awareness-raising	event

F.	Collaborated	with	other	LGBT	network	groups

G.	Mentoring	or	coaching	programme
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3.7	In	the	past	year,	has	the	LGBT	network	group	held	campaigns,	initiatives,	seminars	or

events	engaging	with	the	intersection	of	LGBT	and	other	diversity	strands?	Select	one	option.

Guidance:	
•	You	will	be	awarded	for	up	to	three	examples	from	the	last	year.	These	should	each	look	at	the
experiences	of	specific	marginalised	or	underrepresented	groups,	which	could	include	(but	is	not	limited
to):	
-	BAME	LGBT	people	/	LGBT	People	of	Colour	
-	LGBT	parents	or	families	
-	LGBT	people	with	accessibility	needs,	for	example	including	LGBT	disabled	people	and	LGBT
neurodivergent	people	
-	LGBT	people	with	experience	of	mental	ill	health	
-	LGBT	people	with	experience	of	poverty	or	homelessness	
-	LGBT	people	of	faith	
-	LGBT	women	
-	Older	LGBT	people	
•	You	should	explain	why	you	chose	to	focus	on	the	experiences	of	these	groups.	For	example,	this	might
be	because	of	a	gap	in	your	previous	work.	
•	(From	the	2023	Workplace	Equality	Index)	At	least	two	of	the	groups	should	be	different	to	your
organisation’s	previous	submission.	
•	These	activities	can	be	carried	out	in	collaboration	with	other	employee	network	groups.	
•	If	not	carried	out	by	the	LGBT	employee	network	group,	these	activities	can	be	led	by	other	parts	of	the
organisation	(for	example,	the	faith	employee	network	group	might	run	an	event	on	being	an	LGBT	person
of	faith).	
•	Seminars	and	events	can	be	physical	or	digital.	
•	‘Initiatives’	and	'campaigns'	here	refer	to	specific	programmes	or	projects,	for	example	a	series	of
events,	videos	or	blogs.

Yes,	three	examples
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Describe	the	campaigns,	initiatives,	seminars	or	events	and	when	they	occurred	(max.	500

words).	Please	provide	specific	dates	or	time	periods	within	the	last	year.

A)	LGBT+	Families:	Our	adoption	and	fostering	service	produced	a	Q&A	style	blog	on	24th	March	2020
about	LGBT+	families	and	the	adopt/fostering	process.	This	was	an	area	of	priority	activity	as	the
fostering	service	want	to	encourage	more	families,	particularly	LGBT+	people	to	consider	fostering	or
adoption.	

B)	LGBT+	people	of	faith.	A	virtual	lunch	and	learn	session	was	hosted	on	10	Feb	2021	with	the	Christian
Network	to	discuss	LGBT	and	Christianity.	This	event	was	a	priority	area	as	the	Christian	network	was
newly	formed	in	2020	and	were	keen	to	highlight	that	it	was	inclusive	of	LGBT+	identities.	

C)	LGBT	and	neurodiversity:	'Bringing	your	whole	self	to	work'	seminar	with	the	neurodiversity	network.
LGBT	History	Month	had	highlighted	research	from	the	University	of	Cambridge	that	there	is	a	strong
cross-over	between	LGBT+	and	neurodiversity.	We	sought	to	explore	this	in	more	detail	with	a	seminar
20	August	2021	between	both	networks.	We	discussed	why	it	is	important	to	bring	your	whole	self	to
work,	the	barriers	that	exist	for	those	who	are	often	perceived	as	'different'	and	how	to	overcome	these.

3.8	Does	the	LGBT	employee	network	group	have	measures	in	place	to	ensure	that	activity

reaches	employees	in	all	locations?

Guidance:	
•	This	should	be	formalised,	consistent	work	to	ensure	activity	can	reach	all	employees.	This	might	include
a	commitment	in	your	terms	of	reference	to	hold	a	percentage	of	your	events	online	or	run	activities	in
different	regions.	
•	You	should	consider	dispersed	workforces	(for	example	those	in	retail	stores	or	without	regular	access	to
IT),	employees	who	work	from	home,	and	employees	across	all	UK	nations	that	you	operate	in.	
•	If	you	only	have	one	location	or	building,	you	should	consider	the	needs	of	employees	who	work	remotely
or	away	from	desks.	
•	You	should	provide	at	least	two	examples	of	measures	you	have	in	place.

Yes
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Describe	at	least	two	measures	in	place	and	how	they	are	formalized	(max.	500	words).

1)	We	have	decided	to	keep	monthly	network	meetings	online	after	sending	a	questionnaire	out	to	the
network	who	said	this	would	be	better	for	employees	at	different	locations	to	keep	meetings	online.	We
also	agreed	a	preferred	date/time	together	with	members.	
2)	When	we	have	held	physical	social	events	we	make	a	conscious	effort	to	hold	this	in	different	towns	in
the	county	to	allow	people	from	all	locations	to	join	along	with	those	who	do	not	have	regular	access	to
the	internet	and	allows	us	to	meet	with	the	local	LGBT+	community.

Section	4:	Empowering	individuals
Completed	 	5	Oct	2021

Form	for	"Section	4:	Empowering	individuals"
This	is	my	form.

Section	4:	Empowering	individuals

This	section	examines	the	process	of	engaging	individuals	to	create	an	LGBT	inclusive	culture	at	the
organisation.	The	questions	scrutinise	how	the	organisation	empowers	LGBT	and	non-LGBT	employees	to
step	up	as	change	makers	and	allies.

4.1	Does	the	organisation	support	LGBT	employees	at	all	levels	to	become	change	makers

through	training,	programmes	and/or	resources?

Guidance:	
•	Examples	of	support	can	include	resources,	programmes	or	training.	
•	The	support	must	focus	specifically	on	steps	LGBT	people	can	take	to	become	active	role	models	or
change	makers	in	your	organisation.

Yes
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Describe	the	training,	programmes	and/or	resources	(max.	500	words).

The	EDI	Steering	Group	was	setup	in	2020	to	develop	and	monitor	a	new	EDI	strategy.	The	organisation
were	keen	to	ensure	that	all	staff	networks	were	represented	on	the	steering	group	to	provide	a	direct
link	to	senior	leaders	to	facilitate	change	in	the	organisation.	The	group	meets	on	a	monthly	basis	and	all
networks	(including	LGBTIQ+)	have	the	opportunity	to	raise	issues	of	concern	for	action	and	to	create
change.	An	example	of	this	change	would	be	the	piloting	of	reverse	mentoring,	and	the	move	to	create
more	inclusive	prefixes	and	descriptors	in	our	Social	Care	software,	LiquidLogic.
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4.2	In	the	past	year,	has	the	organisation	shared	the	workplace	experiences	of	LGBT	people

with	the	following	identities?	Tick	all	that	apply.

Guidance:	
•	This	should	be	an	internal	communication,	such	as	an	all-employee	email	or	blog	post.	
•	Within	the	content,	the	person's	identity	must	be	clear.	It	should	not	be	left	up	to	the	reader	or	viewer	to
make	assumptions.	
•	Stonewall	uses	umbrella	terms	and	we	recognise	that	language	and	identities	are	personal.	If	an
employee	doesn’t	identify	with	a	term	listed	below,	you	should	be	led	by	them	on	which	option	they	feel
comfortable	being	included	within.	
•	Best	practice	is	to	share	the	experiences	of	internal	employees.	However,	you	should	take	care	to	ensure
that	no	pressure	is	put	on	LGBT	employees	to	be	visible	in	this	way.	If	employees	do	not	want	to	share	their
experiences,	you	can	share	the	workplace	experiences	of	employees	outside	your	organisation,	for
example	from	the	wider	sector.	
•	Marks	will	not	be	awarded	in	this	question	where	the	experiences	of	celebrities	are	shared.

Responses	Selected:

A.	BAME	LGBT	people	/	LGBT	People	of	Colour

B.	Bi	people

C.	Binary	trans	people	(e.g.	trans	men	and	trans	women)

D.	Gay	or	lesbian	people

E.	LGBT	people	aged	25	or	younger.

F.	LGBT	people	aged	50	or	older.

G.	LGBT	people	at	board	level

H.	LGBT	people	at	senior	management	level

I.	LGBT	people	being	open	about	their	mental	health	challenges	(including	disability	relating	to	mental
health)

K.	LGBT	people	who	are	parents

L.	LGBT	people	with	accessibility	needs	(excluding	accessibility	needs	relating	to	mental	health)

M.	Non-binary	people	(e.g.	genderfluid	or	genderqueer	people)
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A:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

BAME	Podcast	2020.JPG

Filename:	BAME	Podcast	2020.JPG	Size:	88.6	kB

B:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

Bi	Vis	2020	Podcast.JPG

Filename:	Bi	Vis	2020	Podcast.JPG	Size:	75.5	kB

C:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

Binary	Trans	Aug	2020	Podcast.JPG

Filename:	Binary	Trans	Aug	2020	Podcast.JPG	Size:	91.2	kB

D:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

LDoV	60s	With.docx

Filename:	LDoV	60s	With.docx	Size:	944.0	kB

E:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

FW 	Stonewall.pdf

Filename:	FW 	Stonewall.pdf	Size:	914.2	kB

F:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

Silver	Rainbow	2019.pdf

Filename:	Silver	Rainbow	2019.pdf	Size:	197.7	kB

G:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

Councillor	Inclusion	Day	2019.pdf

Filename:	Councillor	Inclusion	Day	2019.pdf	Size:	180.5	kB
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H:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

Senior	Leader	Jul	2020.pdf

Filename:	Senior	Leader	Jul	2020.pdf	Size:	135.7	kB

I:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

L	is	for	Lesbian	blogpost	FINAL.docx

Filename:	L	is	for	Lesbian	blogpost	FINAL.docx	Size:	26.1	kB

K:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

LGBT	Families	Mar	2020.pdf

Filename:	LGBT	Families	Mar	2020.pdf	Size:	175.7	kB

L:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

World	Aids	Day	2020.pdf

Filename:	World	Aids	Day	2020.pdf	Size:	102.0	kB

M:	Submit	evidence	of	sharing	these	experiences	in	the	last	year.

Non	Binary	Aug	2020.pdf

Filename:	Non	Binary	Aug	2020.pdf	Size:	217.8	kB

A:	Provide	the	date	on	which	this	was	shared	internally.

20	Nov	2020

B:	Provide	the	date	on	which	this	was	shared	internally.

22	Sep	2020
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Completed	-	8	Oct	2021

Form	for	"Additional	awards"
This	is	my	form.

Additional	awards	(optional)

The	following	awards	will	be	given	to	outstanding	individuals	and	network	groups	who	have	contributed
significantly	to	LGBTQ+	equality,	both	within	their	workplace	and	the	wider	community.	

The	nominations	are	longlisted	by	Stonewall’s	Workplace	team	and	then	shortlisted	and	awarded	by	an
internal	Stonewall	panel.	Award	winners	are	profiled	in	Stonewall’s	Top	100	Employers	publications.	

Individuals	and	network	groups	can	still	receive	an	award	even	if	their	organisation	doesn’t	achieve	a	Top
100	ranking	or	Gold/Silver/Bronze	Employer	award.
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Please	tick	here	to	confirm	that	any	nominated	individual(s)	have	given	explicit	permission	to

share	the	personal	information	contained	in	this	section	with	Stonewall.

I	confirm	that	the	individual(s)	have	given	explicit	permission
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ANTI-BULLYING, HARASSMENT AND DISCRIMINATION POLICY 

 
 
 

1. PURPOSE 
 

The Council is committed to providing a safe, inclusive, healthy and productive 

working environment, free from harassment, bullying, victimisation and any 

behaviour that makes people feel excluded, offended, humiliated or intimidated. This 

policy will enable employees to be treated with dignity and respect and to be 

encouraged to meet their full potential.  

This policy provides a framework to help prevent bullying, harassment and 
discrimination by an employee (or employees) and explains the procedure that 
should be followed by employees and managers when incidents occur.  
 
The Council has a zero-tolerance approach to discrimination on the grounds of age, 

race, disability, sex, sexual orientation, gender identity, gender expression, religion 

or belief, marriage or civil partnership or pregnancy and maternity.  

Racism is prejudice, discrimination, or antagonism directed against someone of a 

different race. Race means being part of a group of people who are identified by their 

nationality, citizenship, colour, national or ethnic origins. 

A separate policy applies to bullying, harassment and discrimination that occurs from 

members of the public, clients or pupils as a result of an employee carrying out their 

role. See Zero-Tolerance: Violent, Abusive and Threatening Behaviour policy to seek 

guidance regarding processes in place and refer to the Health and Safety intranet 

pages.  

 

2. SCOPE 
 

2.1 This policy applies to everyone working for the Council including workers 

classed as agency staff and consultants, whether working from Council premises or 

from other locations.  It also covers design of, and attendance at, work-related social 

events. 

Every employee and worker must: 

• uphold the Council’s values; 

• treat colleagues, Councillors and customers with dignity and respect; 

be aware of the effect that their own behaviour can have on others; 

• create a work environment where bullying, harassment and discrimination is not 
tolerated; 



 

 

 

2 

 

• support colleagues if they experience bullying, harassment or singling out; 

• challenge inappropriate behaviour and if this is difficult speak to a manager, a HR 
Business Adviser, or a union representative; 

• set a positive example to others; 

• consider language and attitudes and think before making personal comments to 
or about others; 

• co-operate with any investigation undertaken by the Council regarding allegations 
of bullying and harassment; 

• take personal responsibility for ensuring their knowledge and skills on equality 
and diversity issues are kept up to date; 

• inform their line manager if they suspect that unfair discrimination, harassment or 
victimisation is taking place within the organisation. 

 

2.2   Policy Breach  

2.2.1 The Council has a zero-tolerance policy towards bullying, harassment and  
discrimination. Where bullying, harassment or discrimination is found to have taken 
place, disciplinary action will be taken, the outcome of which may include dismissal 
or termination of contract. The Council’s Disciplinary Procedure cites harassment 
and other offences against human dignity such as assault and threatening behaviour 
at work as examples of behaviour which may constitute misconduct or gross 
misconduct.   
 
2.2.2 All complaints of bullying, harassment and discrimination are taken seriously 
and handled sensitively and discreetly. Managers will take prompt action to 
investigate and respond to allegations. Where bullying, harassment or discrimination 
is found to have taken place, appropriate disciplinary action will be taken as in 2.2.1 
above. 
 
2.2.3 Everyone should be able to work without the fear of receiving mischievous or 
malicious allegations and anyone found to be making a deliberately false or 
vexatious complaint will be subject to appropriate disciplinary action in relation to the 
allegations which could result in dismissal/contract termination. 
 

3. THE LAW AND DEFINITIONS OF BULLYING, HARASSMENT AND 
DISCRIMINATON 

 

3.1  Bullying and harassment are terms used interchangeably and cover a range 

of behaviours that undermine the right of others to be treated with dignity.  Both the 
Council and individual employees or workers can be held liable for unlawful 
discrimination, harassment or bullying. 

 

3.2 Bullying is: ‘offensive, intimidating, malicious or insulting behaviour, an abuse or 

misuse of power through means that undermine, humiliate, denigrate or injure the 
recipient'. Source: Advisory, Conciliation and Arbitration Service (ACAS) 
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3.3 Harassment is: ‘unwanted conduct related to a relevant protected characteristic, 

which has the purpose or effect of violating an individual’s dignity or creating an 
intimidating, hostile, degrading, humiliating or offensive environment for that 
individual’. Source: Equality Act 2010. 
 

3.3.1 Sexual harassment is also unlawful under the Equality Act 2010. Sexual 

Harassment occurs when a person engages in unwanted conduct of a sexual nature 
that has the purpose or effect of violating someone's dignity or creating an 
intimidating, hostile, degrading, humiliating or offensive environment for them. This 
includes verbal, non-verbal or physical conduct including unwelcome sexual 
advances, touching, forms of sexual assault, sexual jokes, displaying pornographic 
photographs or drawings or sending emails with material of a sexual nature. 
 

3.3.2 Another type of harassment occurs when an employee or worker is treated 

less favourably because that employee or worker submitted to, or rejected unwanted 
conduct of a sexual nature, or unwanted conduct which is related to sex or to gender 
identity, and the unwanted conduct creates for them any of the circumstances 
defined in paragraph 3.3. 
 

3.3.3 There is also legal protection against harassment on the basis of an 

individual’s membership or non-membership of a trade union. 
 

3.4 Discrimination is: ‘treating a person unfairly because of who they are or 

because they possess certain characteristics.’  
Source: EOC.org.uk 
 

3.4.1 There are nine protected characteristics stated in the Equality Act 2010: age; 

disability; race; religion & belief; gender reassignment; sex, sexual orientation, 
pregnancy and maternity and marriage and civil partnership.   
Although the legislation refers to gender reassignment, the council recognises it is 
considered best practice to use the terms gender identity and gender expression.  
 

3.4.2 Discrimination is to show favour, prejudice or bias for or against a person on 

any arbitrary grounds, for example on the basis of race, gender, sex, pregnancy, 
marital status, family responsibility, ethnic or social origin, colour, sexual orientation, 
age disability, religion, HIV status, conscience, beliefs, political persuasion.  It can 
take the form of exclusion from recruitment, promotion or training opportunities, less 
favourable working conditions or terms of employment e.g. less overtime or shift 
work and even unlawful contract termination. 
 
Annex A sets out the definitions of the different types of discrimination. 
 
3.5 Victimisation is where an employee is subject to a detriment because they have 
brought proceedings, given evidence or information in connection with proceedings 
or made an allegation (whether or not express) that another person has done 
something in breach of the Equality Act. 
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4. BEHAVIOURS THAT COULD BE REGARDED AS BULLYING, 
HARASSMENT OR DISCRIMINATION 
 
Bullying, harassment and discrimination are not always verbal and face to face, but 

can involve written communications or visual images, such as pictures of a sexual 

nature or embarrassing photographs sent by text, instant messaging, email or posts 

on social media (e.g. Facebook, Twitter, Instagram). 

Bullying and harassment may involve single or repeated incidents, ranging from 

extreme forms of intimidating behaviour, such as physical violence, to more subtle 

forms such as ignoring someone.  It can occur with or without witnesses. 

4.1  Examples of Unacceptable Behaviour  

 

The following list includes examples of unacceptable behaviour from an employee, 
but is not exhaustive:  

▪ personal insults to, or about, colleagues, customers or service users (particularly 
on the grounds of age, race, sex, disability, sexual orientation, gender identity, 
gender expression and religion or belief); 

▪ physical aggression, violence or intimidation; 

▪ practical jokes which embarrass or humiliate; 

▪ engaging in banter or making jokes which are degrading or make people feel 
excluded, verbal abuse including personal insults, inappropriate stereotyping, 
offensive comments, taunts, threats, malicious gossip or innuendo; 

▪ making racist threats; 

▪ making homophobic, biphobic or transphobic insults and threats; 

▪ outing an individual as LGBT+ (Lesbian Gay Bisexual or Trans) without their 
consent; 

▪ gossip or speculation about someone’s sexual orientation, gender identity or 
gender expression;  

▪ making unnecessary and/or degrading references to an individual's sexual 
orientation or gender identity;  

▪ repeatedly refusing to address a trans person by their name and correct gender 
pronoun; 

▪ abuse of an individual’s right to personal privacy, for example, intrusion into 
another employee’s personal property or into their private life (this may also be a 
breach of the General Data Protection Regulations); 

▪ deliberate isolation or non-cooperation and exclusion from normal social or 
professional contact in the workplace; 

▪ sexual advances – assault, touching, standing too close, the display of offensive 
materials, making decisions on the basis of sexual advances being accepted or 
rejected; 

▪ personal intrusion from pestering, spying and stalking. 
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5. MANAGEMENT RESPONSIBLITIES 

It is the responsibility of all managers to behave in accordance with this policy and 
set an example to others.   
 
Managers must encourage an inclusive atmosphere whereby staff feel able to talk to 
them about problems or concerns; where everyone is treated with dignity and 
respect and where any form of bullying, harassment or discrimination is not 
tolerated.  Managers must prevent harassment, bullying and discrimination wherever 
possible and take immediate action once it is identified.  Where managers receive a 
report of unacceptable behaviour or observe it at first-hand they have a responsibility 
to take immediate steps to address the matter, whether or not a formal complaint has 
been made. 
 
Managers must also: 

• provide a good example of appropriate behaviour. 

• be alert to the possibility of bullying, harassment or discrimination. 

• attend mandatory management training on equality and diversity issues. 

• act promptly to correct behaviour which could cause offence or be seen to 
contravene this policy.  

• make sure all new employees and workers are aware of expected standards 
of behaviour and reinforce this at regular intervals e.g. at team meetings and 
one to ones 

• make sure new joiners and all employees take up learning and development 
opportunities to refresh their understanding of equality and diversity issues. 

• record any incidents of harassment, bullying or discrimination and the 
outcomes of any action or investigations 

• treat all cases of harassment, bullying and discrimination sensitively and with 
appropriate confidentiality and seek advice from an HR Adviser where 
appropriate.  

 

5.1 Legitimate Management Actions 

Management at times are required to make unpopular decisions that affect people’s 
jobs and ways of working and speak to employees or workers about their 
performance and expected standards. This does not constitute bullying, harassment 
or discrimination.  However, management must carry out these functions fairly, 
consistently and in a professional manner.    
 
In order to carry out a managerial role it is necessary for managers to: 

• issue instructions to employees/workers 

• set work-related targets and objectives and monitor achievement 

• set standards of workplace performance and monitor compliance with these 

• address unacceptable performance or behaviour  
 
Due to the serious effects of bullying, harassment and discrimination, management 
may need to continue with, or conduct, an investigation or disciplinary process even 
when an allegation is withdrawn by an employee/worker, OR the employee/worker 
declines to make a formal complaint.  This would support the Council’s zero 
tolerance towards any bullying, harassment or discrimination in the workplace. 
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5.2 Unacceptable Behaviour by Managers 

 
The following are examples of unacceptable behaviour which could be carried out by 
managers, or anyone with direct line management or supervisory responsibility: 
 

• humiliation, for example reprimanding an employee/worker in front of others; 

• singling out an employee/worker, for example for unjustified criticism; 

• intimidation, for example aggressive behaviour or threats directed at an 
employee/worker; 

• persistently placing excessive demands on employees/workers, setting 
unrealistic work targets or objectives and/or changing targets or objectives 
without good reason; 

• asking employees/workers to perform inappropriate tasks which are outside 
the remit of the job, for example personal errands; 

• deliberately undermining an employee / worker or subjecting them to constant 
criticism; 

• preventing individuals progressing by intentionally blocking promotion or 
training opportunities; 

• making threats or comments about job security without foundation; 

• disclosing an employee's or workers’ sexual orientation or trans status without 
their consent; 

• assigning employees/workers different tasks based on their protected 
characteristic. 

 

6. RAISING A CONCERN 
 
It is hoped that most issues and concerns can be resolved at an informal stage.  
However, this is not always possible, so a formal approach is also outlined in this 
policy. 
 

6.1 Informal approach  
 
Sometimes people make genuine mistakes and/or might not be aware their 

behaviour is unwelcome or offensive. In the first instance, if the employee/worker 

feels able to speak to the individual(s) at the time of the incident they should make it 

clear that they find their behaviour offensive and unwelcome and ask for it to stop.  

Letting the individual(s) know their behaviour is unwelcome or offensive, either 

directly or with the help of a third party, will not only give them the opportunity to stop 

but to become more aware of any unconscious bias or prejudices they may have.  

If the employee/worker finds it difficult to speak to the individual(s) directly, they 

could approach them in conjunction with the support of their line manager, an HR 

Business Adviser or a trade union representative.   
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The employee/worker may find it helpful to keep a diary of all incidents, a record of 

dates and times and the names of any witnesses etc. in order to facilitate early 

discussions. 

Where the complaint is about the employee’s/workers’ line manager or the 

employee/worker does not believe it is appropriate for the line manager to deal with 

the complaint, then the matter should be raised through the HR Advice Desk to get 

help and support from an HR Business Adviser.  

At any part of the informal approach an employee/worker can speak confidentially to 

an HR Business Adviser about their concerns or any of the following people to 

discuss the options available to resolve the matter: 

• line manager  

• any manager in the Council 

• a trade union representative 

• the Employee Assistance Programme 
 

In some cases, the offensive behaviour or comments may not be directed personally 
to an employee worker, but they may still find them offensive. For example, they may 
overhear a team member make derogatory or discriminatory comments to or about 
someone else. In such instances the employee should speak to the individual(s) if 
they feel able to or raise their concern with their line manager.  

 

If the particular case is concerning wider council practices and is in the public 
interest this should be raised under the Whistleblowing Policy.  

 
6.2 Mediation  

 
In some cases, a trained, impartial mediator may be able to help parties talk through 
the issues and agree a way of resolving the matter and restoring working relations.  
This can help avoid the need for more formal procedures.    
 
Mediators do not make judgments or determine outcomes - they ask questions that 
help uncover underlying problems, assist the parties to understand each other’s 
point of view and help them look at options for resolving their dispute.  
  
Trained mediators can be accessed by contacting the Employee Assistance 
Programme or HR Advice Desk who will also contact an HR Business Adviser for 
support through the process. 
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7. FORMAL APPROACH   

Should the informal approach fail to stop the harassment, bullying or discrimination, 
or if you believe the situation is still unresolved, OR so serious as to warrant 
immediate formal action, an employee/worker can make a formal complaint using the 
Council’s formal grievance procedure Resolving Grievances.  
 
Employees/workers should complete the grievance form and indicate whether the 
complaint is regarding bullying or harassment or discrimination in relation to a 
protected characteristic. It may be that more than one breach of policy is relevant. 
The form and any supporting information and evidence should be returned to the line 
manager and the HR Advice Desk who will contact the HR Business Adviser for 
support.  This written statement will form the basis of the grievance meeting and any 
investigations and will only be shared with relevant parties. 
 
Where the complaint is about the line manager of the employee/worker OR the 
employee/worker does not believe it is appropriate for the line manager to deal with 
the complaint, then the grievance form should be returned directly to the HR Advice 
Desk who will contact the HR Business Adviser to provide support and guidance. 

 
In all the above matters further help and guidance can also be sought from a trade 
union representative or an HR Business Adviser.  

 
8. CONFIDENTIALITY 

  
Complaints must be treated confidentially and not discussed with anyone who is not 
involved in the procedures. Steps should be taken to ensure confidentiality and 
fairness to all parties. No-one will be victimised as a result of making a complaint or 
being subject to a complaint of bullying, harassment or discrimination. Any employee 
who fails to adhere to confidentiality or who victimises another individual will be 
subject to disciplinary procedures.  
 
 

9. BULLYING, HARASSMENT OR DISCRIMINATION BY MEMBERS 
OF THE PUBLIC CLIENTS OR PUPILS  
 

The Council has a duty to protect the health, safety and welfare of their 
employees/workers and will not tolerate bullying, harassment or discrimination 
towards employees or workers from members of the public, clients or pupils. 
 
Employees/workers must speak to their line manager immediately if they experience 
offensive or unwelcome behaviour from a member of the public, clients or pupils, as 
a result of carrying out their role on behalf of the Council.  
 
All incidents will be investigated in line with the Zero Tolerance: Violent, Abusive and 
Threatening Behaviour policy.  Advice can also be sought from the HR Advice Desk 
or Health and Safety Team. 
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Managers must ensure that the incident has been reported on the Health and Safety 
online system.  
 

10. BULLYING, HARASSMENT AND DISCRIMINATION BY TRADE 
UNION OFFICIALS OR REPRESENTATIVES 

 
Trade unions recognised by the Council take bullying, harassment and discrimination 
seriously.  An employee/worker who is being bullied or harassed by a trade union 
official should bring this to the attention of an appropriate officer in the local branch 
and notify an HR Business Adviser via the HR Advice Desk. 
 

11. BULLYING, HARASSMENT, OR DISCRIMINATION BY 
COUNCILLORS 
 
Councillors are expected to treat Council employees/workers with dignity and 
respect, see Member Code of Conduct . Anyone with a complaint of bullying, 
harassment or discrimination against a Councillor should discuss this with their line 
manager or an HR Business Adviser.   After discussion the relevant Director may 
need to be involved in dealing with the complaint.  The Director may address the 
individual Councillor and/or Party Group Leader and under the Council’s Constitution 
is responsible for informing the Chief Executive and Monitoring Officer if the Party 
Group Leader becomes involved.  In this event, the employee/worker would be fully 
supported and kept informed of the progress and outcome of their complaint. 
 

12. SUPPORT FOR EMPLOYEES 
Allegations of bullying, harassment or discrimination can be upsetting for all parties 

and management have a responsibility for making sure everyone receives 

appropriate support.   

Guidance and counselling can be offered by the Employee Assistance Programme 

to people whose behaviour is unacceptable, as well as those affected by the 

unacceptable behaviour. 

Employees/workers who are a member of a trade union may wish to contact their 

representative for support or seek advice from the organisations in paragraph 12.1. 

12.1 Other Sources of Information and advice 

▪ Unison: Email: unisox@xxxxxxxxxxx.xxx.xx 

▪ ACAS (Advisory, Conciliation and Arbitration Service) www.acas.org.uk  

▪ Equal Opportunities Commission www.eoc.org.uk 

▪ Equality and Human Rights Commission:  www.equalityhumanrights.com 

▪ Stonewall: www.stonewall.org.uk 
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13. EQUALITY MONITORING AND ACCESSIBILITY 
  
If any aspect of this procedure causes difficulty on account of any disability that you 
or your companion/representative may have, or if you need assistance because 
English is not your first language, you should raise this with your manager or the HR 
Advice Desk. 
 
The Council confidentially monitors complaints of bullying, harassment and 
discrimination to ensure this policy is operated fairly and consistently.  Data is also 
used from staff surveys to gauge whether bullying, harassment or discrimination is 
prevalent and whether respondents feel it is dealt with appropriately.  Individuals are 
not identified through this monitoring. 
 
 

14. RELATED POLICIES 

▪ Resolving Grievances       

▪ Zero-Tolerance: Violent, Abusive and Threatening Behaviour     

▪ Disciplinary Procedure 

 

Related policies can be found on the intranet under HR > Staff > HR Policies.  

Related training can be found on Learning Zone.  

 
 

EQUALITY & DIVERSITY IMPACT MEASURE 
 

This policy has been subject to an Equality Impact Assessment in accordance with the 
Council’s Equality, Diversity and Inclusion Framework and is not considered to unduly 
impact upon any protected group.  The Council will regularly monitor and review the 
impact of this procedure. 
 
 

VARIATION OF PROCEDURES 
 

This procedure is not contractual, and it may be varied by the Council from time to 
time.  Examples of variation include the need to comply with new legislation or best 
practice guidance. Should the Council decide not to apply the procedure, either in its 
entirety or in part, that will not amount to a breach of contract.   
Changes to the procedure will be made in line with the relevant consultation process 
and through raising employee awareness. 
 

VERSION CONTROL 
Date approved and published:  January 2021 (Version 1.0) 

Date to review policy:             January 2023 (unless subject to legislative change) 
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Annex A - Definitions of unlawful discrimination 
 
Direct discrimination occurs when a person treats another less favourably than 
they treat or would treat others because of a protected characteristic. For example, 
in recruitment, promotion or advancement decisions, access to training, selection for 
redundancy.  
 
This includes discrimination by perception when an individual is treated less 
favourably because others mistakenly think they possess one of the protected 
characteristics.  
 
It also includes 'Associative' discrimination where someone is treated less 
favourably because they associate with another person who possesses one of the 
protected characteristics. 
 
Indirect discrimination may occur when a working condition, practice or rule is 
applied which puts workers sharing a protected characteristic at a disadvantage. 
Conditions disadvantaging particular groups will be unlawful, unless they can be 
objectively justified for business reasons and there is no other practical way of 
achieving it. 
 
Positive action  
 
Positive action is not the same as positive discrimination which is unlawful.  
 
Positive action is permitted under the law, allowing employers to take certain steps to 
improve work opportunities for people who share a protected characteristic.  
 
The council monitor the composition of the local labour market and our workforce, 
and where there is evidence for the need to improve equality of opportunity for 
certain groups sharing a protected characteristic, we may decide to take positive 
steps to address this in accordance with the legal criteria. 
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Who does this scheme apply to? 

 This scheme applies to all eligible employees of the council, regardless of length of 

service, apart from school employees who have their own scheme.  

 Adoption leave is available to: 

▪ individuals adopting a child or having a child through a surrogacy arrangement or; 

▪ one member of a couple where a couple adopt jointly (the couple must choose 
which partner takes adoption leave). This includes same sex couples, or couples 
regardless of their gender. 

Exceptions 

 Employees don’t qualify for Statutory Adoption Leave or Pay if they: 

▪ arrange a private adoption 

▪ become a special guardian or kinship carer  

▪ adopt a family member or stepchild. 

Time off to attend adoption meetings  

 Potential adopters will be required to attend a number of assessment and matching 

appointments with the adoption agency.  Paid time off is given to employees to 

attend up to five adoption appointments. 

 Employees should give their line manager as much notice as possible and may be 

required to provide evidence of appointments. 

 Where additional time off is needed and appointments cannot be made outside of 

normal working hours, managers have discretion to agree to reasonable time off but 

may ask employees to make up the time.  

Adoption Leave eligibility and entitlement 

 To qualify for adoption leave, an employee must: 

▪ be newly matched with a child for adoption by an adoption agency 

▪ give the correct notice to their manager  

▪ provide proof of the adoption or surrogacy 

Adoption Leave entitlement   

 Qualifying employees are entitled to up to 52 weeks' statutory adoption leave made 

up of: 
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▪ Ordinary Adoption Leave - first 26 weeks  

▪ Additional Adoption Leave - last 26 weeks  

 

 Only one period of leave can be taken, irrespective of whether more than one child is 

placed for adoption as part of the same arrangement. 

 Couples adopting a child can choose which parent takes adoption leave; the other 

parent may be able to take: 

1. Paternity Leave - one or two weeks paid leave and unpaid leave is also available 
for eligible partners. 

 

2. Shared Parental Leave - allows eligible adoptive parents to share the care of the 
child in the first year, taking time off together or separately.  

 

3. Parental leave -  four weeks unpaid leave each year (up to 18 weeks in total) is 
available for each adopted child, up to their 18th birthday.  

 

Adoption Pay entitlement 

 Pay for up to 39 weeks may be available to employees depending on certain 

eligibility criteria being met. Adoption pay may include:  

▪ Statutory Adoption Pay (SAP)  

▪ Oxfordshire County Council’s Occupational Adoption Pay  

Statutory Adoption Pay 

 To qualify for Statutory Adoption Pay (SAP) employees must: 

▪ be newly matched with a child for adoption by an adoption agency 

▪ have worked continuously for Oxfordshire County Council for 26 weeks ending 
with the week in which they are notified of being matched with a child for adoption 

▪ give the correct notice to their manager  

▪ provide proof of the adoption or surrogacy 

▪ earn on average at least £118 a week (before tax) 

 

 Statutory Adoption Pay is payable for 39 weeks and is paid by the council to the 

employee on their normal pay day each month. The weekly amount is 90% of the 

employee’s average weekly earnings for the first six weeks, followed by a flat rate 

amount set by the government each year, or 90% of the employee’s average weekly 

earnings (whichever is lower). Tax and National Insurance is deducted. 
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Overseas adoptions 

 To qualify for both Adoption Leave and Pay, the conditions are the same as above 

except employees must:  

▪ have worked continuously for Oxfordshire County Council for at least 26 weeks by 
the time they get their ‘official notification’*  

▪ sign form SC6* if they are adopting a child with their partner. 

 

*Official notification is permission from a UK authority that the employee can adopt 

from abroad. Form SC6 - adopting a child from abroad confirms the employee is not 

taking paternity leave or pay. 

Surrogacy arrangements  

 To qualify for Statutory Adoption Pay you must: 

▪ have been continuously employed by your employer for at least 26 weeks by the 
15th week before the baby’s due 

▪ intend to apply for a parental order  

▪ expect the order to be granted (for example because you do not have any 
convictions involving children, and the birth mother or father agree to the 
arrangement) 

 

 All the other conditions for qualifying for pay and leave are the same as for adoptive 

parents. 

Occupational Adoption Pay  

 Employees who have worked for local government continuously for 6 months or 

more by the week they are matched with a child, qualify for Occupational Adoption 

Pay.  

 An additional 12 weeks half pay is payable to employees who return from Adoption 

Leave to local government employment (not necessarily with OCC) for at least 

three months on a continuous contract. If this condition is not met, and an employee 

has received this payment, they will be required to repay the 12 weeks half pay, 

unless exceptional circumstances apply. 

 If employees are undecided about returning, they can opt to be paid this as a lump 

sum if they return to work.  

 If half pay plus Statutory Adoption Pay is more than the employee's normal pay, it 

will be reduced accordingly. 
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 Once entitlement to adoption pay is exhausted any remaining adoption leave taken 

is unpaid. 

 Where an employee works variable hours each week, adoption pay will be calculated 

using the average pay earned in the 12 weeks preceding the date on which the last 

complete week ended. This will exclude any week in which no pay was earned. 

Giving notice to take adoption leave  

 Adoption leave can start on any day of the week, either: 

▪ from the date of placement (date the child starts living with the employee)  

▪ for UK adoptions - up to 14 days before the placement date  

▪ for overseas adoptions - when the child arrives in the UK or within 28 days of this 
date 

▪ the day the child’s born or the day after (if you’ve used a surrogate to have a child) 

 

 If the placement is delayed after the employee has started their adoption leave, they 

cannot stop the leave and start it again at a later date. Employees should ensure the 

placement will be going ahead, on the date agreed, before they start their adoption 

leave. 

 To help managers plan appropriate cover arrangements, employees must let their 

manager know as early as possible about their intention to adopt and advise them of 

potential timescales.   

 Within seven days of being matched with a child, the employee must give formal 

notice of adoption leave by following the steps set out here to apply for adoption 

leave. The employee will receive written confirmation within 28 days, confirming the 

date adoption leave will start and end and their entitlement to adoption pay. 

 If you use a surrogate to have a baby, tell your manager the due date and when you 

want to start your leave at least 15 weeks before the expected week of birth.  

 Employees can change the start date of their adoption leave if they need to by giving 

their line manager 28 days’ notice, if possible. 

Employment rights during adoption leave 

Terms and conditions of employment 

 Employees taking adoption leave have the right to return to the job in which they 

were employed, under their original contract of employment and on terms and 
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conditions no less favourable than those which would have applied, had they not 

been absent.  

 Where this is not practicable, by reason of redundancy, the employee is entitled to 

be offered a suitable alternative vacancy, where one exists. 

Annual Leave 

 Employees on adoption leave will continue to accrue annual leave and should plan 

to take this by the end of the leave year. If this is not possible, they may carry 

forward any remaining annual leave entitlement.  

 Many employees choose to use annual leave to extend their paid time off when paid 

adoption leave ends. 

 Any bank holidays, that fall on an employee's normal working days while on adoption 

leave, can be taken in a single block, at the end of their adoption leave, before 

returning to work. For part time staff the number of hours normally worked on those 

days, will be payable. No pay in lieu of days owed is payable. 

Pension 

 Pension contributions continue during paid periods of adoption leave. For members 

of the Local Government Pension Scheme who take a period of unpaid adoption 

leave, pension contributions are optional. Information and interactive tools showing 

costs of buying lost pension can be found on www.lgpsmember.org. (See the section 

‘How is your pension affected if you are away from work).  

To obtain a quote raise an IBC enquiry on Employee Self Service via this path: My 

enquiry > My Employment > Pensions > Increasing your retirement benefit. 

Keeping in touch days 

 Employees and managers should keep in touch during adoption leave and agree at 

the outset how best to do this. Managers can make a reasonable amount of contact 

with employees, for example to let them know about changes at work, job vacancies, 

training opportunities or team events. Employees can be invited to work events but 

are under no obligation to attend.  

 Employees on adoption leave will be kept informed and consulted about any 

organisational changes affecting their job. 

 Employees can work up to 10 days during their adoption leave. These days are 

called ‘Keeping in Touch days’ (KIT days). KIT days are optional - both the employee 

and manager need to agree to them.  
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 KIT days can be used for employees to work or attend events such as training.  

 The employee is entitled to be paid for the work they do on KIT days. This is usually 

paid at their normal rate of pay. The type of work and pay should be agreed before 

the employee comes into work. Employees should complete a kit day claim form.  

 A part day worked is counted as one KIT day, but the employee is only paid for the 

hours worked. 

 The employee’s right to adoption leave and pay isn’t affected by KIT days. 

 KIT days can be used as single days or in blocks. If the employee works more than 

10 days, it will affect their entitlement to statutory adoption pay. 

Returning to work 

Changing the return to work date  

 Employees will be expected back at work on the date they have given. If a date was 

not given, it will be assumed that the maximum leave entitlement is being taken. 

 Employees must give their manager at least eight weeks’ notice if they want to 

change their return to work date. The employee's return to work may need to be 

postponed by up to eight weeks, if this notice is not given. 

 If an employee decides not to return to work, they should resign in writing in the 

normal way, giving the amount of notice specified in their contract of employment. 

If an employee returns to work before exhausting their full entitlement to statutory 

adoption pay or leave, their partner may be eligible for Shared Parental Leave/Pay. 

Right to request flexible working  

 All employees have the right to request flexible working and managers will give 

careful consideration to all requests, ensuring that the needs and priorities of the 

organisation can be met before agreeing to any new arrangements. See Flexible 

Working Policy. 

Child Care Voucher Scheme 

 The council participates in a childcare voucher scheme with the provider Edenred. 

This scheme allows childcare vouchers to be paid from the employee's salary, before 

tax and national insurance deductions. The scheme was closed to new entrants on 

4th October 2018, but parents already registered by this date are able to continue 
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using it for as long as their employer offers it or until they leave the scheme. For 

more information go to www.childcarevouchers.co.uk 

Review of policy  

We check our policies regularly to make sure they are up to date. The latest version 

can be accessed from the intranet.   

If you have any questions about this policy contact the HR team.   

Published: October 2019 

 

Other related policies and sources of information  

Other related policies - click here  

▪ Adoption leave and Pay intranet pages 

▪ Shared parental Leave policy 

▪ Paternity Leave policy 

▪ Parental Leave policy 

▪ Flexible Working Time Policy 

▪ Oxfordshire Family Information Service (OxonFIS) 
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Who does this scheme apply to? 

1. This scheme applies to all pregnant employees of the council, apart from school 

employees who have their own scheme. 

Working while pregnant 

Health and Safety   

2. Employees should inform their manager as soon as possible to let them know they 

are pregnant.  Managers must carry out a risk assessment and this should be kept 

under review throughout the pregnancy and on return to work after the birth. The 

assessment should include agreeing timing and frequency of breaks and identifying 

somewhere for the pregnant employee to rest, if required.  

3. Most council jobs do not present a risk to pregnant employees or their babies. 

However, special care must be taken when a job involves manual handling, a high 

level of physical activity, night work or contact with hazardous substances.  

Time off for ante-natal appointments 

4. All pregnant employees have the right to paid time off for their ante-natal care.  

Managers may ask to see an appointment card or other evidence of appointments. 

Sickness absence 

5. Sickness absence that is pregnancy related must be reported in the usual way, but 

will not be counted for the purpose of monitoring sickness absence under the 

council's Managing and Monitoring Sickness Absence Policy. 

6. If employees become ill while they are pregnant they will be entitled to sick pay in the 

normal way. However, if they are absent from work after the beginning of the fourth 

week before the week in which the baby is due, and the reason is related to their 

pregnancy, maternity leave will normally be considered to have started at that point. 

Maternity Leave 

The amount of maternity leave available:  

7. Employees are entitled to 52 weeks' statutory maternity leave, regardless of their 

length of service. Maternity leave is made up of: 

▪ Ordinary Maternity Leave - first 26 weeks  

▪ Additional Maternity Leave - last 26 weeks  

 

8. Additional Maternity Leave must follow straight after Ordinary Maternity Leave with no 

gap between the two types of leave. 
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9. Employees don’t have to take 52 weeks maternity leave, but it is compulsory for them 

to take two weeks’ leave after the baby is born.  

10. Employees are not entitled to Statutory Maternity Leave if they have a child through 

surrogacy but may be eligible for Adoption Leave. 

Shared Parental Leave  

11. Employees can (subject to eligibility) choose to bring their maternity leave to an end 

early and create Shared Parental Leave to enable them to share the care of their 

baby with their partner. 

Start date for maternity leave and early births 

12. The earliest maternity leave can start is 11 weeks before the expected week of 

childbirth. This means employees have a total of 63 weeks maternity leave available 

to them - up to 11 weeks before the expected date of childbirth and up to 52 weeks 

after.  

13. If they are medically fit to do so, employees can choose to carry on working up until 

the date the baby is due (the date given by the GP or midwife on the MAT B1 

certificate).   

14. Maternity leave will also start: 

▪ the day after the birth if the baby is early  

▪ automatically if the employees is off work for a pregnancy-related illness in the four 
weeks before the week (Sunday to Saturday) that their baby is due. 

Maternity Pay 

15. Pay for up to 39 weeks of maternity leave may be available to employees depending 

on certain eligibility criteria and can include:  

 Statutory Maternity Pay (SMP) or Maternity Allowance  

 Oxfordshire County Council’s Occupational Maternity Pay  

 

16. If entitled, the first six weeks of maternity leave are earnings related and the 

employee will receive 90% of their normal pay. Any SMP they are entitled to, will be 

offset against this – in other words they will not receive both. 

Statutory Maternity Pay (SMP) 

17. To qualify for SMP employees must:  

▪ earn on average at least £118 a week 
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▪ have worked for the council continuously for at least 26 weeks up to the 15th week 
before the expected week of childbirth 

▪ give the required notice to their manager 

▪ provide a MAT B1 certificate giving proof of their pregnancy 

 

18. SMP is paid for up to 39 weeks. Employees get: 

▪ 90% of their average weekly earnings (before tax) for the first six weeks 

▪ Flat rate SMP or 90% of their average weekly earnings (whichever is lower) for the 
next 33 weeks 

Maternity Allowance (MA) 

19. If an employee does not qualify for SMP, they can claim Maternity Allowance. 

Maternity Allowance is paid at a flat rate (or 90% of average weekly earnings if this is 

less) for 39 weeks.  

20. The employee will be notified if they are not entitled to SMP and will be sent a SMP1 

form for the employee to claim Maternity Allowance from Job Centre Plus. 

Oxfordshire County Council's Occupational Maternity Pay  

21. An additional 12 weeks half pay is available to eligible employees. To qualify 

employees must: 

▪ have completed 6 months continuous local government service by the 

beginning of the 11th week before the week in which the baby is due 

▪ return from maternity leave to local government employment (not 

necessarily with OCC) for at least three months on a continuous contract. If 

this condition is not met, and employees have received this payment, they 

will be required to repay the 12 weeks half pay, unless exceptional 

circumstances apply. 

22. The 12 weeks half pay will be paid monthly, directly after the first six weeks of 

maternity leave (when 90% of normal pay is paid). If employees are undecided about 

coming back to work, they can opt for this to be paid as a lump sum if they do return.  

23. If half pay plus SMP entitlement is more than the employee's normal pay, it will be 

reduced accordingly. 

Payment of maternity pay 

24. Maternity pay including statutory maternity payments is paid by the council in the 

same way as an employee's salary on a monthly basis. Tax and National Insurance is 

deducted. 
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25. Maternity pay will start on the same day that the employee has chosen to start their 

maternity leave or: 

▪ automatically if the employee is off work for a pregnancy-related illness in the four 
weeks before the week that their baby is due or 

▪ the day following the birth if this is earlier than the date notified by the employee. 

 

26. Once entitlement to maternity pay is exhausted (usually after 39 weeks), maternity 

leave is unpaid. 

27. Where an employee works variable hours each week, maternity pay will be calculated 

using the average pay earned in the 12 weeks preceding the date on which the last 

complete week ended. This will exclude any week in which no pay was earned. 

Giving notice to take maternity leave  

28. At least 15 weeks before the baby is due, employees must notify their manager of the 

date their baby is due and when they want to start their maternity leave. Maternity 

leave can start any day of the week. Employees can change their mind about the 

date they want their maternity leave to start, but must give their manager 28 days' 

notice of the revised date. 

29. Employees must follow the steps set out here to apply for maternity leave and 

complete the form in the self-service system.  The employee will receive written 

confirmation within 28 days, confirming the date maternity leave will start and end and 

their entitlement to maternity pay. 

30. Employees are asked to give an indication of the date they intend to return to work.  

This helps the manager plan cover arrangements. If no return date is given by the 

employee, it will be assumed that they intend to take their maximum leave entitlement 

and this will be confirmed to them in writing.  

Early births, still-births and the death of a baby 

31. Employees can still get Statutory Maternity Leave and SMP if their baby: 

▪ is born early  

▪ is stillborn after the start of their 24th week of pregnancy 

▪ dies after being born. 
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Employment rights when on maternity leave 

Terms and conditions of employment 

32. Employees taking maternity leave have the right to return to the job in which they 

were employed, under their original contract of employment and on terms and 

conditions no less favourable than those which would have applied, had they not 

been absent.  

33. Where this is not practicable, by reason of redundancy, the employee is entitled to be 

offered a suitable alternative vacancy, where one exists. 

Keeping in touch days 

34. Employees and managers should remain in regular contact during maternity leave 

and agree at the outset how best to do this. Managers can make a reasonable 

amount of contact with employees, for example to let them know about changes at 

work, job vacancies, training opportunities or team events. Employees can be invited 

to work events but are under no obligation to attend. 

35. Employees on maternity leave will be kept informed and consulted about any 

organisational changes affecting their job. 

36. Employees can work up to 10 days during their maternity leave (but not within the first 

two weeks after the birth). These days are called ‘Keeping in Touch days’ (KIT days). 

KIT days are optional - both the employee and manager need to agree to them.  

37. KIT days can be used for employees to work or attend events such as training.  

38. The employee is entitled to be paid for the work they do on KIT days. This is usually 

paid at their normal rate of pay. The type of work and pay should be agreed before 

the employee comes into work. Employees should complete a kit day claim form.  

39. A part day worked is counted as one KIT day but the employee is only paid for the 

hours worked. 

40. The employee’s right to maternity leave and maternity pay is not affected by KIT 

days. 

41. KIT days can be used as a single days or in blocks. If the employee continues to work 

once the 10 KIT days have been used, it will affect their entitlement to statutory 

maternity pay. 
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Annual leave and bank holidays 

42. Employees continue to build up holiday entitlement while on maternity leave and can 

take any holiday they’ve built up before or after their maternity leave. Many 

employees choose to use annual leave to extend their paid time off when paid 

maternity leave ends. 

43. Any bank holidays, that fall on an employee's normal working days during maternity 

leave, can be taken as paid leave, in a single block, at the end of their maternity leave 

before returning to work. For part time staff the number of hours normally worked on 

those days, will be payable. 

44. No pay in lieu of days owed is payable. 

Pension 

45. Pension contributions continue during paid periods of Maternity Leave. For members 

of the Local Government Pension Scheme who take a period of unpaid Maternity 

Leave, pension contributions are optional. Information and interactive tools showing 

costs of buying lost pension can be found on www.lgpsmember.org. (See the section 

‘How is your pension affected if you are away from work).  

To obtain a quote raise an IBC enquiry on Employee Self Service via this path: My 

enquiry > My Employment > Pensions > Increasing your retirement benefit. 

Returning to work 

Changing the return to work date  

46. Employees will be expected back at work on the date they have given. If a date was 

not given, it will be assumed that the maximum leave entitlement is being taken. 

47. Employees must give their manager at least eight weeks’ notice if they want to 

change their return to work date. If this notice period is not given, their return may 

need to be delayed by up to eight weeks. 

48. If an employee returns to work before exhausting their full entitlement to statutory 

maternity pay or leave, their partner may be eligible for Shared Parental Leave/Pay. 

49. If an employee decides not to return to work, they should resign in writing in the 

normal way, giving at least the amount of notice specified in their contract of 

employment. 

Right to request flexible working  

50. While there is no obligation to agree to requests for flexible working, council 

managers will carefully consider all requests, ensuring that the needs of the 
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organisation can be met before agreeing to any new arrangements. See Flexible 

Working Policy. 

Health and Safety for new and breastfeeding mothers 

51. A new mother is defined as someone who has given birth within the last six months or 

who is breastfeeding.  

52. Managers must revisit the risk assessment when an employee returns to work 

following maternity leave.  

53. There is a legal requirement to provide somewhere for breastfeeding employees to 

rest.  

Child Care Voucher Scheme 

54. The council participates in a childcare voucher scheme with the provider Edenred. 

This scheme allows childcare vouchers to be paid from the employee's salary, before 

tax and national insurance deductions. The scheme was closed to new entrants on 

4th October 2018 but parents already registered by this date are able to continue 

using it for as long as their employer offers it or until they leave the scheme. For more 

information go to www.childcarevouchers.co.uk.  

Review of policy 

We check our policies regularly to make sure they are up to date. The latest version 

can be accessed from the intranet.   

If you have any questions about this policy contact the HR team.   

Published: October 2019 

Other related policies and sources of information  

For other related HR policies - click here  

▪ Maternity leave and pay for employees intranet pages   

▪ Oxfordshire Family Information Service (OxonFIS) 

▪ Flexible Working Time Policy 

▪ Shared Parental Leave policy 
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Who does this scheme apply to? 

1. Employees may be eligible for paternity leave when their partner is having a baby, 

they are adopting a child or having a baby though a surrogacy arrangement. 

2. Employees must be taking time off to look after the child and be one of the following:  

▪ The biological father 

▪ the spouse, civil partner or partner of the mother or adopter (including same sex 
partners) 

▪ the child’s adopter 

▪ the intended parent (if having a baby through a surrogacy arrangement) 

 

3. Paternity Pay may be available to foster carers who go on to adopt a child only if 

they satisfy the qualifying conditions. 

Time off for partners to attend ante-natal and adoption 

appointments 

4. Expectant fathers or partners are entitled to unpaid time off to attend up to two ante-

natal appointments with their partner. 

5. Employees who are applying to adopt (whether alone or as a couple) can have paid 

time off to attend up to five matching/assessment appointments.  

6. Managers may ask to see an appointment card or other evidence of appointments. 

Paternity Leave entitlement 

7. There are two types of Paternity Leave: 

1. Ordinary Paternity Leave - one or two weeks paid leave.  

 

2. Unpaid Paternity Leave - up to 45 weeks unpaid leave. 

8. Shared Parental Leave is also available and allows eligible parents to share the care 

of their child during the first year, taking time off together or separately. See the 

policy here. 

Ordinary Paternity Leave and Pay  

9. To qualify for Ordinary Paternity Leave employees must first meet the criteria set out 

in paragraph two.   
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10. The amount of Ordinary Paternity Leave an employee is entitled to then depends on 

their length of service as follows: 

▪ an employee who has worked for the council for less than 6 months by the end 
of the 11th week before the expected week of childbirth or if adopting by the 
'matching week' is entitled to one weeks' paid leave, paid at their normal salary. 

 

▪ an employee who has worked for the council continuously for at least 6 months 
by the end of the 11th week before the expected week of childbirth or if adopting 
by the 'matching week' is entitled to one or two consecutive weeks paid leave, 
paid at their normal salary. 

 

11. For adoption the 'matching week' is either:  

▪ the end of the week they are matched with the child (UK adoptions)  

▪ the date the child enters the UK or when the employee wants their pay to start 
(overseas adoptions). 

 

12. Normal salary is paid during Ordinary Paternity Leave and includes any entitlement 

to Statutory Paternity Pay. Tax and National Insurance will be deducted.   

13. A week is the same amount of days that the employee normally works in a week. 

14. The same amount of leave applies if the employee's partner has a multiple birth (e.g. 

twins). 

Taking Ordinary Paternity Leave 

15. Ordinary Paternity Leave, either one or two weeks, must be taken in one go.  

16. Ordinary Paternity Leave cannot start before the birth and must end within eight 

weeks of the birth. 

17. For adopters Ordinary Paternity Leave can start on: 

▪ the date of placement 

▪ an agreed number of days after the date of placement 

▪  the date the child arrives in the UK or an agreed number of days after this 
(overseas adoptions only) 

 

18. For overseas adoption, leave must be taken within eight weeks of the date of 

placement or the child’s arrival in the UK. 
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Giving notice to take Ordinary Paternity Leave  

19. At least 15 weeks before the baby is expected to be born, employees must complete 

the Family Leave form in the self-service system and send it to their manager. 

Managers may ask for a copy of the MAT B1 certificate confirming the expected date 

of child birth. 

20. Employees who are co-adopting or whose partner is adopting must complete the 

Family Leave form within seven days of being matched with a child and send it to 

their manager. Managers may ask for a copy of the 'matching certificate' issued by 

the adoption agency. 

21. Employees who are adopting a child from abroad and who want to apply for Ordinary 

Statutory Paternity Pay and Leave must also fill in form SC5 - GOV.UK. 

22. Employee's don’t have to give a precise date when they want to take leave but 

instead can give the general time such as the day of the birth or one week after the 

birth.  

23. Employee's must give their line manger 28 days’ notice if they want to change the 

dates of their paternity leave.  If this is not reasonably practicable, as much notice of 

the new start or end date as possible must be given. 

Early and late births 

24. The eight-week period, in which Ordinary Paternity Leave must be taken, runs from 

the actual date of the birth. 

Shared Parental Leave and Pay 

25. Shared Parental Leave (SPL) gives eligible parents the ability to share the care of 

their child during the first year of birth or adoption, taking time off together or 

separately. For full details read the council's Shared Parental Leave policy.  

Unpaid Paternity Leave  

26. Up to 45 weeks unpaid leave may be available for employees who meet the 

qualifying conditions in paragraph two and who have been employed by Oxfordshire 

County Council for at least 6 months at the end of the 11th week before the start of 

the week when the baby is due or where adopting, by the end of the week they are 

notified of being matched with a child.    

27. Unpaid paternity leave must begin within six weeks of the week in which the baby is 

born or the date of adoption placement.  
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28. At least 15 weeks before the employee wishes to take Unpaid Paternity Leave they 

must request unpaid leave on the self- service system (ESS Lite > My Leave 

requests) and have this approved by their manager.  

Employment rights when on paternity leave 

29. Employee's employment rights are protected while on paternity leave.  

30. Employees on paternity leave continue to accrue annual leave and should plan to 

take this by the end of the leave year. If this is not possible, they may carry forward 

up to five days to the new leave year.  

31. Pension contributions continue during paid periods of paternity leave. For members 

of the Local Government Pension Scheme who take a period of unpaid paternity 

leave, pension contributions are optional. Information and interactive tools showing 

costs of buying lost pension can be found on www.lgpsmember.org. (See the section 

‘How is your pension affected if you are away from work).  

To obtain a quote raise an IBC enquiry on Employee Self Service via this path: My 

enquiry > My Employment > Pensions > Increasing your retirement benefit. 

Requests for flexible working  

32. Employees have the right to request flexible working and council managers will give 

careful consideration to all requests, ensuring that the needs and priorities of the 

organisation can be met before agreeing to any new arrangements. See Flexible 

Working Policy. 

Child Care Voucher Scheme 

33. The council participates in a childcare voucher scheme with the provider Edenred. 

This scheme allows childcare vouchers to be paid from the employee's salary, before 

tax and national insurance deductions. The scheme was closed to new entrants on 

4th October 2018, but parents already registered by this date are able to continue 

using it for as long as their employer offers it or until they leave the scheme. For 

more information go to www.childcarevouchers.co.uk 

Other nominated carers 

34. Employees who are not eligible for leave under this scheme but who have been 

nominated by the mother as the main provider of support at or around the time of the 

birth, should speak to their manager or HR about whether they are eligible for time 

off.  
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Review of policy  

35. If you have any questions about this policy contact the HR team.   

36. We check our policies regularly to make sure they are up to date – the latest version 

can be accessed from the intranet.   

Published: October 2019 

Other related policies and sources of information  

For other related HR policies - click here  

▪ Oxfordshire Family Information Service (OxonFIS) 

▪ Flexible Working Time Policy 

▪ Shared Parental Leave policy 

▪ Adoption Leave 

▪ Maternity Leave 

▪ Parental Leave 
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Policy purpose and scope  

1. Shared Parental Leave (SPL) gives eligible parents the ability to share the care of their 

child during the first year of birth or adoption, taking time off together or separately.  

2. This policy explains: 

▪ the provisions of Shared Parental Leave and Shared Parental Pay 

▪ who is eligible, and 

▪ how to apply.  

 

3. Under the rules for Shared Parental Leave, mothers can bring their Maternity Leave  to 

an end early, converting any remaining leave entitlement to Shared Parental Leave 

and any remaining Statutory Maternity Pay (SMP) to Shared Parental Pay (SPP).  

4. Shared Parental leave and Pay is also available to adopters. 

5. Shared Parental Leave is different to ordinary Parental Leave which allows employees 

up to four weeks unpaid leave each year, (18 weeks in total), for each child up to the 

age of 18.  

6. The ACAS Shared Parental Leave: good practice guide provides helpful information 

and examples of how Shared Parental Leave can be used and there is also 

information available at www.gov.uk . Employees can also contact the HR Support 

Desk for advice. 

Shared Parental Leave eligibility criteria 

7. Shared Parental Leave can only be taken by: 

▪ the mother/adopter and one of the following: 

 

▪ the biological father of the child or 

▪ the spouse, civil partner or partner of the child's mother/adopter 

 

8. Both partners must share the main responsibility for the care of the child at the time of 

the birth or placement for adoption. 

9. This policy explains what parents may be eligible for, recognising that a council 

employee may be the mother or primary adopter (the parent taking adoption leave/pay) 

or the father/partner. 

10. To be eligible for Shared Parental Leave parents must meet all of the following criteria:  
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▪ the mother/adopter must be entitled to Statutory Maternity/Adoption Leave OR 

Statutory Maternity/Adoption Pay OR Maternity Allowance.  

▪ the employee taking Shared Parental Leave must still be working for the council at 

the start of each period of Shared Parental Leave. 

▪ the mother must have at least 26 weeks' service with their employer at the end of 

the 15th week before the child's expected due date. The primary adopter must 

have at least 26 weeks' service by the week in which they are notified of being 

matched with a child. 

▪ the father or partner must have worked for at least 26 weeks in the 66 weeks 

leading up to the due date/matching date and earned an average of at least £390 

per week in any 13 of those weeks. 

▪ the employee applying for Shared Parental Leave must give the correct notice of 

their entitlement, provide the required information from both partners and any 

evidence requested. 

Shared Parental Leave entitlement  

11. Mothers must take two weeks' maternity leave after the birth. After this, they can 

choose to bring their maternity leave to an end early, at any time, allowing them and/or 

their partner to take any remaining weeks as Shared Parental Leave.  

Example: A mother gives notice to bring her maternity leave to an end after taking 

22 weeks. 52 weeks entitlement to maternity leave less 22 weeks taken = 30 

weeks Shared Parental Leave available for the mother and her partner to share 

between them. 

12. The father/partner can take Shared Parental Leave straight after the birth or 

placement, but may choose to use any Paternity Leave they are entitled to first, as 

they cannot take this once they have taken any Shared Parental Leave or Shared 

Parental Pay. 

13. Shared Parental Leave must be taken in blocks of at least one week and must be 

taken in the first year of the birth/placement. Any leave not taken in this time will be 

lost. 
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Shared Parental Pay - eligibility criteria and entitlement 

14. The number of weeks Shared Parental Pay entitlement depends on how much 

statutory maternity/adoption pay the mother/adopter has received and how much of 

their entitlement is remaining.  

15. Shared Parental Pay is paid at the relevant statutory rate, which can be found at 

www.GOV.UK.  

16. In addition to the eligibility criteria for Shared Parental Leave (paragraphs 8 - 11), the 

following criteria must be met to qualify for Shared Parental Pay: 

▪ the mother/adopter is entitled to Statutory Maternity/Adoption Pay OR Maternity 

Allowance and has decided to give notice to reduce their statutory pay period. 

▪ the employee must intend to care for the child during the period Shared Parental 

Pay is paid. 

▪ the employee must have an average weekly pay of at least the lower earnings 

limit for national insurance contributions (see www.GOV.UK for the current 

amount) during the eight weeks leading up to and including the 15th week before 

the child's expected due date/matching date. 

▪ the employee must be in continuous employment until the first week of Shared 

Parental Pay has begun. 

▪ the employee must give at least eight weeks' written notice. 

Continuous and discontinuous leave 

17. Employees can request to take Shared Parental Leave either in one continuous block 

or in separate blocks, referred to as "discontinuous leave", returning to work in 

between.  There is no limit to the number of blocks of leave that can be included in one 

request. 

18. Requests for a block of continuous Shared Parental Leave cannot be refused, as long 

as the employee and their partner have enough weeks of Shared Parental Leave 

remaining and give the correct notice. 

19. Managers have two weeks in which to consider, and talk through with an employee, a 

request for discontinuous Shared Parental Leave. Managers can agree or refuse a 

request for discontinuous leave, depending on business needs.  
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20. If a request cannot be accommodated, the manager and employee can agree an 

alternative pattern of leave OR the employee can request to take the leave in a 

continuous block OR withdraw the request. Once one of these options is agreed, if the 

employee later wishes to change the leave pattern in any way, this will count as a new 

separate request out of the total three that an employee can submit. 

Example of a request for discontinuous Shared Parental Leave: Alison has 

taken 26 weeks maternity leave and now wants to bring her maternity leave to an 

end to share the remaining leave entitlement with her partner. She submits a 

request for discontinuous leave asking to take 8 weeks SPL in February and 

March, returning to work in April and May and then having another 8 weeks of SPL 

in June and July. Managers must consider requests for discontinuous blocks of 

leave but can refuse these requests on the grounds of business needs. 

Requesting Shared Parental Leave  

21. Requests must be made at least eight weeks before an employee wants to take 

Shared Parental Leave.  

22. Eligible employees must complete the Family Leave form . This must include notice of 

the following:  

▪ notice of the mother/adopter's intention to end their maternity/adoption leave early 

▪ a declaration from both partners that they are eligible for Shared Parental Leave  

▪ the leave dates requested (if known at that stage). 

 

23. Managers can ask for further evidence of eligibility within 14 days of receiving this 

form, which the employee must provide within a further 14 days. 

24. Shared Parental Leave can be taken by one or both parents.  One parent can still be 

on maternity/adoption leave while the other takes Shared Parental Leave, as long as 

they have given notice in writing to end maternity/ adoption leave early.  

25. Both parents should consider carefully giving notice to end maternity/adoption leave as 

it can only be revoked in the following circumstances:  

▪ it is discovered that the parents are not eligible for Shared Parental Leave  

▪ notice was given before the birth of the child and the mother withdraws her notice 
within six weeks of the birth  

▪ the partner has died.  
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26. Once maternity/adoption leave has ended it cannot be re-started.  

27. When employees fill in the Shared Parental Leave request form, if they know the dates 

they want to take as Shared Parental Leave, they can give these dates and give notice 

on the form at the same time. If employees do not yet know the exact dates they want 

to take, they should just give possible dates on the form.  When they know the leave 

dates they want to take, they must notify their manager at least eight weeks before 

they would like the Shared Parental Leave to start.   

28. Each parent can submit up to three requests for Shared Parental Leave. Any changes 

or cancellations to the leave request must be made in writing at least eight weeks' 

before the leave is due to start. Any change will count towards the employee's limit of 

three requests, if the previous request has already been agreed.  

Employment rights during Shared Parental Leave 

29. During Shared Parental Leave all contractual terms and conditions are protected.  

30. Pension contributions continue during paid periods of Shared Parental Leave.  

31. For members of the Local Government Pension Scheme who take a period of unpaid 

Shared Parental Leave, pension contributions are optional. Information and interactive 

tools showing costs of buying lost pension can be found on www.lgpsmember.org. 

(See the section ‘How is your pension affected if you are away from work).  

To obtain a quote raise an IBC enquiry on Employee Self Service via this path: My 

enquiry > My Employment > Pensions > Increasing your retirement benefit.  

32. Annual leave entitlement continues to accrue during Shared Parental Leave and 

employees should plan to take this by the end of the leave year. If this is not possible, 

they may carry forward any remaining annual leave entitlement.  No pay in lieu of days 

owed is payable. 

Keeping in Touch Days 

33. Before going on Shared Parental Leave, the employee and manager should agree 

how they will keep in touch.  

34. Each parent can have up to 20 days Shared Parental Leave In Touch Days, or 'SPLIT 

Days'. This is in addition to the 10 Keeping In Touch Days, (KIT Days), available under 

Maternity and Adoption Leave. Using up to 20 SPLIT Days does not bring Shared 

Parental Leave to an end or prevent Shared Parental Pay being paid for that week. A 

part day worked counts as one SPLIT day but the employee is only paid for the hours 

they have worked. 
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35. SPLIT days must be agreed between the manager and employee. They can be used 

to carry out work or attend events or ease a gradual return to work. They should be 

paid at the employee's normal rate of pay, or other agreed rate.  

Returning to work 

36. Employees are expected to return to work on the agreed date, unless they notify their 

manager otherwise. If an employee wishes to return earlier than previously agreed, 

they must give at least eight weeks' written notice. This change will count as one of the 

three requests an employee can make. If the employee has already made three 

requests, the manager does not have to accept this change but may consider it if it is 

practical. Any late return without prior authorisation will be treated as unauthorised 

absence. 

37. Employees taking Shared Parental Leave have the right to return to the job in which 

they were employed, under their original contract of employment and on terms and 

conditions no less favourable than those which would have applied, had they not been 

absent.  

38. Where this is not practicable, by reason of redundancy, the employee is entitled to be 

offered a suitable alternative vacancy, where one exists. 

Review of policy 

We check our policies regularly to make sure they are up to date; the latest version 

can be accessed from the intranet.   

If you have any questions about this policy contact the HR team.   

Published: April 2015 (amended November 2020) 

Related policies and other sources of information 

▪ Maternity Scheme  

▪ Paternity Leave  

▪ Adoption Leave 

▪ Parental Leave 

ACAS Shared Parental Leave: a good practice guide for employers and 
employees  



 

 
 

Emergency Leave Scheme  

Purpose and scope of scheme  

1. The council recognises there are times when employees have to deal with unforeseen 

emergency situations and difficult personal events such as bereavement.  This policy 

sets out the time off managers can agree to support employees in these 

circumstances.   

2. This scheme applies to all Oxfordshire County Council employees apart from those 

working in schools where a separate emergency leave scheme applies. 

Time off for emergencies involving a dependant 

3. By law employees are entitled to unpaid time off to deal with an emergency involving a 

dependant.  It is the council's policy to support employees in these circumstances by 

allowing some paid time off to allow the employee to deal with the immediate situation 

and put other arrangements in place, allowing the employee to return to work.  Up to 

one or two days will normally be sufficient at any one time, subject to the annual limits 

set out in paragraphs eight and nine. 

4. A dependant is defined as: 

a) a spouse, partner, child or parent 

b) anyone living in the employee's household as a member of the family (other 

than a tenant or lodger) 

c) anyone who reasonably relies on the employee for help in an emergency.  

Examples of emergencies  

▪ a child minder or carer is suddenly and unexpectedly unable to  look after the 
employee's dependant 

▪ a nursing home or nursery closes unexpectedly  

▪ the employee's child or adult dependant falls ill and they need time off to take 
them to the doctor/hospital and to make alternative care arrangements .  

Note: if an employee wants to remain off work for longer to look after their 
child/dependant they need to seek authority to take annual leave, parental leave 
or they may be eligible for carers planned leave.  

(This list is not exhaustive) 
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5. School closures due to severe weather conditions or industrial action would not 

normally be regarded as an emergency under this scheme.  Prior warning is usually 

given allowing parents to make contingency plans.   

Paid time off for personal events 

6. Managers can agree paid time off in the following circumstances (this is sometimes 

referred to as compassionate leave): 

▪ bereavement due to the death of a close relative*  

▪ an employee needs to deal with matters arising from the death of a close relative* 

▪ arranging a funeral of a close relative*/colleague 

▪ attending a funeral of a close relative*/colleague 

▪ dealing with a burglary, flood or fire at the employee's home 

 

*A close relative would normally be a spouse, civil partner, partner, child, 

parent/in-law, sibling, grandparent. 

7. Managers can agree a reasonable amount of paid time off depending on the 

circumstances, up to the limits set out in the next section.     

Limits to paid time off and authorisation  

8. Line managers can approve up to a total of five paid days (pro rata for part time staff) 

for an employee in any one rolling year under this scheme. For uniformed Fire & 

Rescue staff this must be approved by the Station Manager with notification to the 

Duty Group Manager to ensure any crewing implications are dealt with. 

9. The line manager's manager can approve up to an additional five paid days in any one 

rolling year. For uniformed Fire & Rescue staff this must be approved by an Area 

Manager or above.  This manager may explore whether the employee can take other 

leave such as flexi-leave (if applicable) or annual leave or a combination of emergency 

leave and other leave.  If options for paid emergency leave are exhausted employees 

may wish to consider other types of leave listed in paragraph 15.  

10. In exceptional circumstances, applications for additional paid leave under this scheme 

may be considered by the relevant Director or the Chief Fire Officer for Fire & Rescue 

employees, in consultation with the County HR manager via the HR Business Partner.   
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Requesting emergency leave  

11. Employees must contact their manager by telephone as soon as practical to inform 

them of the situation and request emergency leave.    

12. Managers will decide whether paid or unpaid leave can be granted under this scheme 

and will confirm the amount of time off agreed with the employee.  

13. Once employees have obtained the relevant approval they must book emergency 

leave through IBC Self Service for the line manager to approve. The approval required 

is set out in paragraphs 8 - 10 above.  

Keeping in touch  

14. Employees must keep in touch with their manager during their absence and keep them 

informed about any changes to their situation on a regular basis. 

Manager responsibilities: 

▪ ensure all employees are aware of this policy and know how to apply for 
emergency leave and who to contact  

▪ gather sufficient information from employees to make a decision about 
applications for emergency leave  

▪ confirm decisions, usually in writing within five working days of receiving 
applications  

▪ keep a record of requests and emergency leave granted and monitor the number 
of days taken by employees 

▪ treat requests from employees confidentially, sensitively and fairly, keeping in 
touch on a regular basis  

▪ seek  HR advice where necessary 

▪ make sure senior managers know about any sensitive or difficult situations that 
employees may be experiencing e.g. death of family member   

Employee responsibilities 

▪ to consider alternative arrangements before requesting emergency leave 

▪ to consider whether requesting flexi-leave (if applicable) or annual leave might be 
more appropriate 

▪ keep in touch with manager regularly while on emergency leave 

Alternatives to emergency leave   

15. Where employees are not eligible for paid emergency leave, alternative types of leave 

can be considered: 
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▪ Unpaid leave  

▪ Parental leave - unpaid leave for parents with at least one years' local government 
service and children up to the age of 18 

▪ Annual Leave  

▪ Carers planned leave - up to 37 hours paid time off in any 12 month period (pro 
rata for part time staff) can be approved for employees providing unpaid care to a 
relative, partner, child, or a friend who needs support due to a physical or mental 
illness, learning disability or physical disability, frailty or an addiction. This can be 
used to accompany the person to medical or social care appointments or used if 
short term extra support or care is needed.  

▪ Flexi-time policy - some council teams and services operate flexi-time working 
which may allow employees to work their contracted hours flexibly to manage 
work and personal commitments  

 

Review of policy 

We check our policies regularly to make sure they are up to date, the latest version 

can be accessed from the intranet.   

If you have any questions about this policy contact the HR team.   

 

Published: March 2016 

 

 

 

 

 

 

 



 

 
 

Transgender staff - Guidance for managers 

This guidance includes practical advice and suggestions for managers in the 

recruitment and retention of transgender staff based on guidance from the 

Government Equalities Office and ACAS.  

Gender reassignment is a personal, social, and sometimes medical process by 

which a person's gender appears to others to have changed. Anyone who proposes 

to, starts or has completed a process to change his or her gender is protected from 

discrimination under the Equality Act. A person does not need to be undergoing 

medical supervision to be protected. So, for example, a woman who decides to live 

as a man without undergoing any medical procedures would be covered.  

When people feel valued by their employer for the contribution they can make to the 

organisation as an individual, regardless of their personal (or protected) 

characteristics, they are more likely to feel engaged and enthusiastic, have better 

attendance, be a better team player, stay longer and offer loyalty and talk about their 

employer in positive terms.  If barriers exist to the recruitment and retention of 

transgender staff, employers miss out on this potential. Trans people often leave 

jobs before transitioning, often because of the possible discrimination they imagine 

they will face if they stay in their place of work. This can result in a loss of expertise 

and investment for their original employer. A more inclusive environment would 

retain the skills and expertise of that employee.  

Recruitment of transgender staff 

Candidates may not wish to disclose their trans status at interview and it is not a 

question that should be asked, any more than questions about race or religion 

should be asked. It is best not to assume someone's gender simply by their 

appearance. 

In some circumstances candidates may advise a recruitment panel that it is their 

intention to transition and in such circumstances recruiting managers should thank 

candidates for their openness, assure them of their support if they get the job, but 

concentrate only on whether the candidate has the skills and experience for the job. 

 

Job offers and documentation 

Sometimes the names on a trans person's documentation do not tally. For jobs that 

require a DBS check there is a confidential DBS process specifically for trans 

applicants, who should contact the DBS sensitive applications line on 0151 676 1452 

or email sensitive@dbs.gsi.gov.uk for further advice about completing the form.   
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Once the trans person commences work the lead should be taken from the individual 

about whether their trans status is discussed – revealing someone is trans (outing 

them) could place them at risk of discrimination. 

Before transitioning – making a plan 

When an existing employee decides to transition managers should: 

 Listen and show support and discuss levels of confidentiality. The process 

should be led by the individual as much as possible. 

 Understand that individuals could have a range of objectives - some want as 

few people as possible to know. Managers should respect and try to 

accommodate requests for anonymity 

 Agree with the person what steps need to be taken before, during and after 

transition – e.g. an action plan – see example template in Annex A (from the 

Government Equalities office). 

 Schedule a series of review meetings.  

Practical considerations 

 Telling people about the situation - The employee should make a list of the 

people who need to know and agree with the manager how and when to tell 

people. The employee could speak to them personally, or ask a line manager 

to communicate with them.  

 Medical appointments and absences - The employee should make sure the 

manager knows about what time off work will be needed. Remember that it is 

discrimination for an employer to treat a person less favourably if they are 

absent from work for a reason related to gender reassignment than they 

would be treated if absent because of illness, or if absent for some other 

reason. 

 Use of facilities - A trans person should be free to select the facilities 

appropriate to the gender in which they present. 

 Changing e mail, work passes etc. Changing name on email addresses, 

company directories, records and work pass will need to be done. Speak to 

HR at an early stage about how this should be done. 

 Dates and timescales – how they fit with any work deadlines and when will 

key changes to name etc. take place? 
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 Records and systems – what needs to be changed and when? What 

happens to ‘old’ records? – it is essential people are not ‘outed’ from old data 

emerging.  

Key systems to change: 

         SAP (Payroll) 

         Email address, login details, phone directory 

         ID badge 

         Pension and insurance records 

         Any details on the intranet or public website 

 

Recording absence 

Absences related to the transition process should be recorded but not used in 

relation to absence management.  Appointments for routine medical appointments 

should be made outside normal working hours in employees' own time. Where this is 

not possible, e.g. hospital appointments, managers can agree paid time off, 

depending on the amount of time needed. Medical appointments should be recorded 

as such on IBC (Employee > My leave > Request leave). 

Support 

Ensure the employee is made aware of the Employee Assistance Programme. 

Unison have a LGBT support group for members: 

https://southeast.unison.org.uk/equality/lgbt-members/ 

Sources of further information 

Government Equalities Office: The recruitment and retention of transgender staff  

ACAS   - help and advice for employers and employees 
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Pensions scheme    

Union membership    

Uniform stores (if 

applicable) 

   

Certificates/awards    

Other (list below) 

 

   

 

Medical appointments and absences 

Reason Dates 

  

  

  

 

Details of meetings 

Date Comments Actions Date of next 

meeting 

    

    

    

    

 

 



 

 
 

Transgender staff - Guidance for managers 

This guidance includes practical advice and suggestions for managers in the 

recruitment and retention of transgender staff based on guidance from the 

Government Equalities Office and ACAS.  

Gender reassignment is a personal, social, and sometimes medical process by 

which a person's gender appears to others to have changed. Anyone who proposes 

to, starts or has completed a process to change his or her gender is protected from 

discrimination under the Equality Act. A person does not need to be undergoing 

medical supervision to be protected. So, for example, a woman who decides to live 

as a man without undergoing any medical procedures would be covered.  

When people feel valued by their employer for the contribution they can make to the 

organisation as an individual, regardless of their personal (or protected) 

characteristics, they are more likely to feel engaged and enthusiastic, have better 

attendance, be a better team player, stay longer and offer loyalty and talk about their 

employer in positive terms.  If barriers exist to the recruitment and retention of 

transgender staff, employers miss out on this potential. Trans people often leave 

jobs before transitioning, often because of the possible discrimination they imagine 

they will face if they stay in their place of work. This can result in a loss of expertise 

and investment for their original employer. A more inclusive environment would 

retain the skills and expertise of that employee.  

Recruitment of transgender staff 

Candidates may not wish to disclose their trans status at interview and it is not a 

question that should be asked, any more than questions about race or religion 

should be asked. It is best not to assume someone's gender simply by their 

appearance. 

In some circumstances candidates may advise a recruitment panel that it is their 

intention to transition and in such circumstances recruiting managers should thank 

candidates for their openness, assure them of their support if they get the job, but 

concentrate only on whether the candidate has the skills and experience for the job. 

 

Job offers and documentation 

Sometimes the names on a trans person's documentation do not tally. For jobs that 

require a DBS check there is a confidential DBS process specifically for trans 

applicants, who should contact the DBS sensitive applications line on 0151 676 1452 

or email sensitive@dbs.gsi.gov.uk for further advice about completing the form.   
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Once the trans person commences work the lead should be taken from the individual 

about whether their trans status is discussed – revealing someone is trans (outing 

them) could place them at risk of discrimination. 

Before transitioning – making a plan 

When an existing employee decides to transition managers should: 

 Listen and show support and discuss levels of confidentiality. The process 

should be led by the individual as much as possible. 

 Understand that individuals could have a range of objectives - some want as 

few people as possible to know. Managers should respect and try to 

accommodate requests for anonymity 

 Agree with the person what steps need to be taken before, during and after 

transition – e.g. an action plan – see example template in Annex A (from the 

Government Equalities office). 

 Schedule a series of review meetings.  

Practical considerations 

 Telling people about the situation - The employee should make a list of the 

people who need to know and agree with the manager how and when to tell 

people. The employee could speak to them personally, or ask a line manager 

to communicate with them.  

 Medical appointments and absences - The employee should make sure the 

manager knows about what time off work will be needed. Remember that it is 

discrimination for an employer to treat a person less favourably if they are 

absent from work for a reason related to gender reassignment than they 

would be treated if absent because of illness, or if absent for some other 

reason. 

 Use of facilities - A trans person should be free to select the facilities 

appropriate to the gender in which they present. 

 Changing e mail, work passes etc. Changing name on email addresses, 

company directories, records and work pass will need to be done. Speak to 

HR at an early stage about how this should be done. 

 Dates and timescales – how they fit with any work deadlines and when will 

key changes to name etc. take place? 
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 Records and systems – what needs to be changed and when? What 

happens to ‘old’ records? – it is essential people are not ‘outed’ from old data 

emerging.  

Key systems to change: 

         SAP (Payroll) 

         Email address, login details, phone directory 

         ID badge 

         Pension and insurance records 

         Any details on the intranet or public website 

 

Recording absence 

Absences related to the transition process should be recorded but not used in 

relation to absence management.  Appointments for routine medical appointments 

should be made outside normal working hours in employees' own time. Where this is 

not possible, e.g. hospital appointments, managers can agree paid time off, 

depending on the amount of time needed. Medical appointments should be recorded 

as such on IBC (Employee > My leave > Request leave). 

Support 

Ensure the employee is made aware of the Employee Assistance Programme. 

Unison have a LGBT support group for members: 

https://southeast.unison.org.uk/equality/lgbt-members/ 

Sources of further information 

Government Equalities Office: The recruitment and retention of transgender staff  

ACAS   - help and advice for employers and employees 
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Terrence Higgins Trust talking about the stigma LGBT+ HIV people face 
and sexual health for World Aids Day









Each year we put together a conference around careers education, primarily aimed at schools but open to anyone who delivers

careers advice. This year we have Stonewall ta king as they released a report ‘Supporting LGBT+ students with an inclusive
careers programme’. It should really help skill up a lot of workers to work more effectively with this group. The full report is

attached if you are interested, but his is a quick synopsis:

 

Conference is on the 10th March.

 

 

 

 

 

 

 

 



 






















