Protocol for Elected Members’ Dealings with Council Staff
Office conduct, communication and professional boundaries
Status: Draft for adoption by the Council. This protocol should be read alongside the Council’s code of conduct, standing orders, employment policies, grievance and disciplinary procedures, data protection arrangements, safeguarding procedures, and any member–officer relations protocol. If there is any conflict, applicable law and formally adopted Council policies take precedence.
1. Purpose and scope
This protocol sets standards for professional dealings between elected members and all Council employees, agency workers, contractors and volunteers working under staff direction. It applies in the office, at meetings and events, during site visits, and in telephone, email, messaging, social-media and other communications connected with Council business.
2. Core principles
· Members and staff must treat one another with courtesy, dignity and respect.
· Members set policy and make decisions through the Council’s lawful governance arrangements; staff advise, administer and implement those decisions.
· Members must direct all Council business, requests, queries and concerns through the Clerk or Deputy Clerk and must not approach, instruct, supervise, discipline or appraise any other member of staff directly.
· Staff must provide impartial professional advice and must not be asked to act for party-political or personal purposes.
· Bullying, harassment, discrimination, intimidation, retaliation, abusive language and unreasonable pressure are not acceptable.
· Confidentiality, data protection, health and safety, safeguarding and information-security requirements must be observed.
3. Routine contact and requests
1. All routine requests and communications from members must be directed only to the Clerk or Deputy Clerk, using Council-approved contact details and systems. Members should not approach other staff directly unless the Clerk or Deputy Clerk has expressly arranged or authorised that contact.
2. Members should state the Council purpose, required outcome and any genuine deadline. Requests should be proportionate and allow reasonable time for response.
3. Members must not duplicate requests or send them to other employees. The Clerk or Deputy Clerk will allocate or reprioritise work and will advise if a request requires authority, budget, significant staff time or a formal Council decision.
4. Urgent contact outside normal working hours should be limited to a genuine operational, safety, safeguarding or business-continuity matter that cannot reasonably wait.
5. Members must not use personal contact details obtained through Council business except for an authorised Council purpose.
4. Office access and staff availability
· Members must arrange office visits and substantive discussions in advance through the Clerk or Deputy Clerk. Members should not visit other staff directly, particularly where a matter may involve confidential information or require more than a brief enquiry.
· On arrival, members must follow the office’s signing-in, access, security, lone-working and health-and-safety arrangements.
· Members must not enter staff-only areas, inspect files or access systems without authorisation.
· Members should not interrupt employees who are serving the public, handling a sensitive matter, working to a deadline or on a break.
· A member asked to leave an area or end a discussion for operational, safety or confidentiality reasons must do so promptly.
5. Instructions and decision-making
No individual member may instruct an employee. Members must direct requests through the Clerk or Deputy Clerk, who will determine how the matter is handled and which member of staff, if any, should be involved. Requests that would commit expenditure, alter an agreed priority, expose the Council to legal or reputational risk, or depart from policy must be referred to the Clerk and, where required, to the appropriate committee or full Council. Members must not ask staff to conceal, backdate, omit or misrepresent any record or action.
6. Meetings and conversations
· Discussion should remain focused on Council business and be conducted in a calm, professional manner.
· Where a matter is sensitive, contentious or relates to an employee personally, either party may request that the Clerk, Mayor or another appropriate person attend.
· Members must not publicly criticise, identify or question an employee about an employment matter. Such concerns must use the confidential route in section 9.
· Where appropriate, the officer will make a brief factual record of decisions, requests and agreed actions.
· Neither party should make an audio or video recording without prior agreement and a lawful Council purpose.
7. Information, confidentiality and external communications
· Members may request information reasonably required for their Council role, subject to legal restrictions, confidentiality, proportionality and the Council’s access-to-information arrangements.
· Information marked or understood to be confidential must be stored, discussed and disposed of securely and must not be shared with unauthorised persons.
· Personal data must only be used for the Council purpose for which it was provided.
· Members must not attribute statements to an employee, publish staff correspondence or disclose internal advice without authority.
· Media statements and social-media posts must follow the Council’s communications arrangements. Members must distinguish personal views from an authorised Council position.
8. Staff employment matters and member conduct
Recruitment, management, appraisal, capability, sickness absence, grievance and disciplinary matters must be handled only through the Council’s authorised arrangements. A member must not promise an employee a benefit, outcome or employment action, nor threaten an employment consequence. Members must declare relevant interests and withdraw where required. Staff must not lobby members about their own employment matter outside the applicable procedure.
9. Raising and resolving concerns
1. A member with a concern about a staff member’s conduct, performance or response should record the facts and raise the matter privately with the Clerk. The member must not investigate, confront colleagues or canvass other staff.
2. A concern about the Clerk should be raised privately with the Mayor, who must use the Council’s authorised procedure and obtain appropriate advice where necessary.
3. A staff member concerned about a member’s behaviour should report it to the Clerk. A concern involving the Mayor should be referred through the Council’s designated alternative route.
4. Where suitable, an early confidential discussion or facilitated meeting may resolve the issue. This does not replace any formal complaint, grievance, code-of-conduct, safeguarding or whistleblowing process.
5. No person raising a concern in good faith, participating in an investigation or acting as a witness should be subjected to retaliation.
10. Immediate risk or serious incident
If there is an immediate risk to safety or welfare, contact the appropriate emergency service or safeguarding route first, then notify the Clerk or Mayor as soon as practicable. Threats, violence, serious harassment, suspected criminal conduct, a serious data breach or other grave incident must be preserved and reported through the relevant Council procedure; members and staff must not conduct their own investigation.
11. Responsibilities
· All members: follow this protocol, use proper channels and model respectful conduct.
· Mayor: support appropriate member conduct without assuming the Clerk’s staff-management role.
· Clerk: act as the principal point of contact for members, manage staff contact, allocate work, advise on governance and maintain appropriate records.
· Deputy Clerk: act as the alternative authorised point of contact for members, support the Clerk, coordinate requests when delegated and ensure that other staff are approached only through agreed arrangements.
· Staff: provide impartial service, use authorised systems, maintain professional boundaries and raise concerns promptly.
12. Breaches
An alleged breach will be considered under the procedure appropriate to the person and issue involved. Depending on the circumstances, this may include informal resolution, a code-of-conduct complaint, restriction of office access or contact arrangements for safety and business continuity, or an employment, grievance, disciplinary, safeguarding, whistleblowing or legal process. Any interim measure must be proportionate, documented and kept under review.
13. Adoption, induction and review
This protocol takes effect on adoption. It will be provided during member and staff induction, and refresher guidance will be given when needed. The Council will review it at least every two years, and sooner after a material legal, policy or organisational change or a significant incident.
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