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Introduction 
 

 
 

All of you deliver great services every day to people in the city and we know how much 

those who live, work and spend time here appreciate this. 

We want to be sure that you’re supported in all that you do for people in the city and so this 

Essential Learning handbook has been designed so that you can remain up to date with our 

key policies and procedures.  Keeping up to date in this way will help ensure service users 

continue to get great value from all that you do every day. 

Being aware of your responsibilities in relation to these key policies and procedures is 

important so that you can carry out your job safely and that you are clear on the 

expectations the Council has of you as an employee.   

The way we work and the policies and procedures we use are under constant review to 

ensure we are always delivering in the best way we can, so it’s important that you always 

refer to the most current and up to date version of this handbook. You’ll find this on our 

intranet.  You can also complete eLearning modules to support your essential learning. If 

you do not have access to the intranet in your workplace, ask your manager for a copy of 

the policies and procedures you need to see. 

There will also be other essential learning you need which is specific to your job role. This is 

not covered within this handbook and is dealt with separately. Your line manager will discuss 

this with you. 

Finally, we ask you to confirm that you have read and understood this handbook by 

completing and returning the employee declaration section to your line manager. There’s an 

electronic link at the end which will prompt you.  

We hope you find this handbook a good way to keep up date and because we are always 

keen to improve, if you have any feedback, please contact the HR team who will be happy to 

help. 

 
 
 
 
 

Andrew Kerr 
Chief Executive 

 

https://orb.edinburgh.gov.uk/downloads/file/9388/bathing_procedure_testing_of_water_temperature
https://tracking.brightwave.co.uk/lnt/CityOfEdinburghCouncil/Login.aspx?ts=634369957542698750&current
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Essential learning for all Council employees: 

key policies and procedures 

 
The following policies and procedures are essential learning for all Council 
employees and must be refreshed annually 
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1. Anti-Bribery Policy and Procedure 
 
Bribery and corruption in any form are unacceptable and will lead to disciplinary action 
where allegations are substantiated. The Council operates a zero-tolerance approach to these 
matters. 

 
What is bribery? 

 
• Bribery is an inducement or a reward offered, promised or provided to gain 

personal, commercial, regulatory or contractual advantage. It may not always be 
monetary and may include gifts or hospitality. 

• Bribery includes both bribery of another individual or organisation and accepting a bribe 
from an individual or organisation. 

• Bribery is a criminal offence, the maximum penalty for which is 10 years’ imprisonment 
and/or unlimited fines. 

 
Employee responsibilities 

 
• The prevention, detection and reporting of bribery and other forms of corruption 

are the responsibility of all employees working for the Council. 

• Employees must: 

- Raise concerns about a breach or potential breach of the Anti-Bribery Policy as 

soon as possible. 

- Seek advice from their line manager before accepting gifts or hospitality. 

• Employees must not: 
- Offer or give a payment, gift or hospitality with the expectation that a personal, 

commercial, regulatory or contractual advantage will be received, or to 
reward any such advantage already given. 

- Offer or give a payment, gift or hospitality to a government official, agent or 
representative to facilitate or speed up a procedure. 

- Accept a payment, gift or hospitality from a third party that they know or 
suspect is offered with the expectation that it will obtain a business advantage 
for them. 

- Retaliate against, threaten or victimise anyone who has refused to be 
involved in bribery or corrupt practices, or who has raised concerns under this 
policy. 

 
Consequences of improper behaviour 

 
• Failure to adhere to the Anti-Bribery Policy may result in disciplinary action being taken, 

up to and including dismissal. 
• In all circumstances where a criminal offence may have been committed, the 

Council will notify the Police. 

 

 
 

 
 
 
 
 
 
 
 
 

https://orb.edinburgh.gov.uk/downloads/file/9746/anti-bribery_policy
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2. Disciplinary and Grievance Procedures 

 

Disciplinary Procedure and Code 
 
All Council employees are required to adhere to and maintain the professional and reasonable 
standards of conduct expected of them at work. The Disciplinary Code applies to all 
employees and outlines examples of misconduct and gross misconduct which are 
unacceptable to the Council. 

 
The standards of conduct the Council requires from its employees are also set out in the 
Employee Code of Conduct. 

 
Misconduct is behaviour that is unacceptable at work.  It can also include unacceptable 
behaviour outside of work if it impacts on your contract of employment. 

 
Gross misconduct is behaviour and or conduct that is so serious that your employment with 
the Council will normally be ended without notice or pay in lieu of notice.  Gross misconduct 
can occur out with the workplace. 

 
The Disciplinary Procedure must be used when a manager has identified a misconduct issue 
that has not been resolved through normal day to day supervision arrangements, or where 
more serious allegations arise.  The disciplinary procedure applies to all employees except 
the Chief Executive, Chief Officers and teaching staff who have their own procedures. 

 
Before deciding to progress a misconduct or behaviour issue to the formal stages of the 
procedure, informal resolution may be used to improve behaviour and/or conduct. 

 
Informal resolution must only be used to rectify minor misconduct issues. 

 
Where more serious or repeated misconduct occurs, the issue must be dealt with using the 
formal stages of the procedure. 

 

 

The formal stages of the procedure are investigation and hearing. 

 
At all formal stages of the procedure an employee has the right to be represented by: 

 
• an accredited workplace trade union representative; 

• another Council employee; or 

• an official employed by a trade union. 

 
Employees have a right of appeal against formal disciplinary action. Employees are required 
to lodge an appeal within seven calendar days of receipt of the disciplinary outcome letter. 
 
The Disciplinary Procedure for Teaching Staff is to be used when a misconduct issue has 
been identified for a member of teaching staff. All problems involving minor misconduct and/or 
poor performance of teachers should be dealt with, at least in the early stages, using informal 
advice, guidance and/or counselling. Teachers have a right of appeal against formal 
disciplinary action.  Teachers must lodge an appeal within 10 days of confirmation of a warning 
or within 10 days of the date of dismissal. 

 
When a misconduct issue has been identified for a Chief Officer the  Disciplinary 
Procedure for Heads of Department should be used. 
 
 
 
 
 

https://orb.edinburgh.gov.uk/homepage/340/disciplinary
https://orb.edinburgh.gov.uk/downloads/file/57/disciplinary_procedure_for_heads_of_department_word-198kb
https://orb.edinburgh.gov.uk/downloads/file/57/disciplinary_procedure_for_heads_of_department_word-198kb
https://orb.edinburgh.gov.uk/downloads/file/57/disciplinary_procedure_for_heads_of_department_word-198kb
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Grievance Procedure 
 
The Council recognises the importance of creating a working environment in which all 
employees feel confident about raising matters of concern relating to their employment. The 
Grievance Procedure provides a mechanism for raising concerns with a view to resolving 
them, whenever possible, through discussion and agreement and as speedily as possible. 

 
There are 3 Stages to the formal procedure. 

 
Where an employee has, concerns relating to his/her employment, Stage 1 of the procedure is 
for there to be informal discussions between the employee and his/her immediate manager, 
with a view to resolving the matter. Within 5 working days of these discussions, the manager 
should inform the employee of the action, if any, he/she intends to take in response to the issue 
raised. 

 
If, following these discussions, the employee remains dissatisfied; the matter may be 
lodged in writing as a formal written grievance. 

 
At Stage 2 of the procedure, the employee shall submit the details of his/her grievance in 
writing, along with any supporting documentation, to his/her line manager. The appropriate form 
to be used is in the Toolkit.  Following receipt, the line manager will arrange a Stage 2 meeting 
to consider the grievance. After the grievance meeting, a decision shall be sent to the 
employee within 10 working days. Where further information is required, the manager may 
adjourn the meeting and start an investigation.  When the investigation is finished, the 
manager will decide about the grievance. 

 
If, after being notified of the outcome of the decision made at Stage 2, the employee 
remains dissatisfied, the employee may appeal to the Head of Legal and Risk within 10 working 
days. The Grievance Procedure and Toolkit sets out a checklist of information which 
must be contained in a Stage 3 appeal. New issues cannot be added at Stage 3 and an 
appeal may only be submitted where: 

 

• the grievance procedure followed was not a fair process and/or was not followed 
correctly; 

• additional evidence was not considered; 

• evidence was considered but misinterpreted; or 

• the conclusion reached was incorrect given the evidence presented. 
 
A copy of the appeal letter must also be sent to the service Director. An employee’s appeal will 
then be considered by the Personnel Appeals Committee.  The decision shall be confirmed to 
the employee within 10 working days of the meeting. 

 
The time limits within the procedure may be varied by agreement. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://orb.edinburgh.gov.uk/homepage/374/grievance
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3. Employee Code of Conduct 

 
The Employee Code of Conduct sets out the Council's values and describes how we carry 
out our business and the standards of conduct we expect from our employees. 

 
• Personal conduct: You’re expected to behave professionally and courteously to 

colleagues and customers at all times. 
• Alcohol and drugs:  Consumption of alcohol or drugs in the workplace is not 

permitted at any time during normal working hours. An employee who is found to 
be or becomes unfit to undertake the contractual duties of their post due to consumption 
of alcohol or drugs at any time during the working day will be sent home for the remainder 
of the working day,  

• Professional reg is t r a t ion  requi rements : Failure to  mee t  an d  ma in ta i n  

ex te rna l l y  se t  registration requirements / standards of conduct applicable to your 

occupation may result in disciplinary action up to and including dismissal being taken 

against you. 

• Inappropriate conduct outside of work: Inappropriate conduct outside of work may 

result in disciplinary action if it directly impacts on or affects your ability to do your 

job, or has the potential to damage the reputation of the Council. 

• Criminal charges: If you are charged by the police or are the subject of any criminal 

proceedings you must disclose this to your manager as soon as practicable. 

• Council assets, systems & information: Your use of Council assets (including 

telephones, intranet/internet and email systems, property, equipment, vehicles, 

information etc.) must be for a legitimate Council business purpose, and comply with 

relevant policies and codes. 

• Confidential information: Some of the information you encounter during your work with 
the Council may be privileged or confidential in nature. Such information should be held 
in the strictest confidence and must not be divulged to other parties without authorisation. 

• Conflict of interest: You must not use your position or any information gained during 

employment to further your own interests or the interests of others who do not have 

a legitimate right to benefit under the policies of this Council. Examples of conflicts of 

interest include (but are not limited to): 
o Where a private interest (financial or otherwise) of you/a family member/a 

personal contact influences (or can be perceived as influencing) a decision or 
recommendation you make during your employment; 

o Work / involvement in business out with the Council, without permission to do so; 
o Accessing information at work which may assist (or be perceived as assisting) you 

in a private venture; 
o Use of Council systems/contacts to obtain materials for your own use at a 

preferential price; 
o Conducting a disciplinary investigation in which involves a person you have a 

personal relationship with. 
o Where you/a family member/a personal contact have an interest with a 

contractor or potential contractor. 

• Requirement to declare conflicts of interest: You must declare any actual or 
potential conflicts of interest. 

• Personal relationships: You should not be involved in appointments or decisions 
relating to discipline, grievance, promotion or grading, or payment of additional 
expenses /overtime where you are related to an applicant or employee, or have a 
close personal relationship outside work with him or her. 

• Benefiting from a will or bequest: If you are named or become aware that you are 
likely to be named as a beneficiary in the will of a service user, you must declare this to 
your manager as soon as you become aware of this. 

• Media contact: Contact from the media should, in the first instance, be referred 
to the communications service. 

https://orb.edinburgh.gov.uk/downloads/file/52/employee_code_of_conduct
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• Social media (Facebook, Twitter, YouTube etc.): You must not publish any 
comments or information that may undermine public confidence in the Council, or act in 
any way that may bring the Council into disrepute. 

• Employees as constituents: You should ensure that any participation in local 
democratic debate as a citizen is carried out in your own time and that your participation 
does not impact on or conflict with the role you do with the Council. In your 
capacity as an employee, you should not criticise the Council through any form of 
media or in any other context likely to cause harm to the Council’s reputation. 

• Councillors: Mutual respect between Councillors and employees is essential; however, 
close personal familiarity should be avoided. Employees must serve all Councillors and 
not only those of the current administration. Advice must be provided impartially and 
employees must not allow their personal or political opinions to influence or interference 
with their work. 

• Politically restricted posts:  Certain posts are “politically restricted” which means 

that individuals who hold them are prevented from having any active political role either 

inside or outside the workplace. 
• Secondary employment: Secondary employment includes: secondary employment 

within the Council itself, engaging in work on a voluntary, fee-paying or recognition-in-
kind basis, self-employment, or engaging in any other business activity. If your salary 
grade is Grade 7 or below, then you must notify your manager of any secondary 
employment that you undertake or intend to undertake. If your salary grade is Grade 8 
or above, you are not permitted to undertake other employment without the written 
approval of your Director. 

 
If you have any doubts about anything you can/cannot do under the   Employee Code of 
Conduct, you should seek the advice of your line manager. 

 
Consequences of improper conduct 

 
• If you believe that your own or another employee’s behaviour contravenes the 

Employee Code of Conduct and related policies, it is vital that you raise the issue with 
your manager or another appropriate person. 
 

• Failure to follow the code may result in disciplinary action being taken against you, up 
to and including dismissal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://orb.edinburgh.gov.uk/downloads/file/52/code_of_conduct
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4. ICT Acceptable Use Policy 

 
To manage the risks and protect the Council and its employees, the ICT Acceptable Use 
Policy outlines the standards of conduct that are required of Council employees when using all 
electronic communications and systems. 
 
Any information created, processed by or held on Council ICT systems will be considered 
to be owned by the Council. 
 
You should not access/send/upload/post information on-line which: 

 
• you do not have authority to access or use as part of your role; 

• damages the Council’s reputation or undermines public confidence in the Council; 

• supports Political activity (other than any required in your role); 

• includes any libellous or defamatory material about any individual, firm, body or 

organisation; or 

• harasses, bullies or stalks another person. 
 

You must only use Council computers and systems: 
 

• when you have appropriate authority to do so; and 

• in a manner that complies with current legislation; and 

• in compliance with Council policies and guidelines 
 
You must not for any reason ignore or attempt to negate or breach the Council’s ICT and 
Information Security measures. 
 
You should not use personal electronic equipment and technology for work unless you have 
permission from your manager and agreement from ICT security.  Council data and in 
particular that which is ‘personal data’ or otherwise sensitive must not be stored in personal 
devices or transmitted to personal data stores. 
 
You are expected to comply with the standards of conduct and behaviour in other ICT and 
Information Governance policies, the Employee Code of Conduct and the Disciplinary Code 
when making any electronic comment on the internet whether on a personal basis or not. 

 
You must not use social media, the internet, intranet, media, or social media sites to make 
complaints about your employment. 

 
You must make sure that any data stored and/or processed using Council ICT systems 
complies with the laws on data protection and copyright, is shared only with the intended 
recipient(s) and only when permission has been given or the information is already widely in the 
public domain. Use of any computer equipment and access to any computer systems is 
governed by the Computer Misuse Act and you must abide by it. 
 
Staff leaving the employment of the Council must abide by relevant legislation. If you do not 
abide by the ICT Acceptable Use Policy, you may be subject to disciplinary action and be liable 
to prosecution under relevant legislation. 
 
 
 

 

https://orb.edinburgh.gov.uk/directory_record/109450/ict_acceptable_use_policy
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5. Fraud Prevention Policy 
 
The aim of the Policy on Fraud Prevention is to uphold the highest standard of conduct and 
ethics in all areas of the Council’s work. As a large, multi-service provider employing many 
staff, the Council is aware that opportunities exist for fraudulent activity to take place, whether 
large or small scale. 

 
Fraud is defined as the use of deception with the intention of obtaining personal gain, helping 
someone else to gain, avoiding an obligation or causing loss to another party. 

 
The Council expects elected members, staff, suppliers and contractors to lead by example in 
combating fraud and to adhere to a culture of zero tolerance to fraud if it is detected. 

 
Employees are expected to be alert to the possibility that fraud may exist in the workplace and 
to share any concerns with management. If employees feel unable to speak to their manager 
or service Director for any reason, they must refer the matter to the Chief Internal Auditor, or 
the Head of Legal and Risk or the Chief Executive or by using another reporting method, for 
example, the Council’s Whistleblowing Policy. 

 
The action taken by the Council will depend on the nature of the concern but may include an 
internal investigation; referral to the police or external auditor or an independent inquiry. 

 
The Council accepts that staff who report alleged fraud need to be assured that the matter has 
been properly addressed and, subject to legal constraints, will endeavour to provide them with 
information about the outcomes of any investigation. 
 
 

6. Whistleblowing Policy 
 
The aim of the Whistleblowing Policy is to uphold the highest standard of conduct and ethics 
in all areas of the Council’s work. Employees are encouraged to raise any serious concerns 
about any aspect of the Council’s work, including the following areas of malpractice: 

 
• criminal activity; 

• failure to comply with any legal obligation; 

• miscarriages of justice; 

• damage to health and safety; 

• damage to the environment; 

• deliberate concealment of any of the above matters. 

 

The Whistleblowing Hotline is provided by a separate organisation and can be accessed by 
telephone and email. 

 
The Whistleblowing Hotline is the main way for employees to make a whistleblowing 
disclosure. Employees may also make a whistleblowing disclosure to any manager at the 
Council. The manager will then report that they have received a disclosure to the 
Whistleblowing Hotline provider. 
 
In all cases the Whistleblowing Hotline provider will determine whether the disclosure is   a 
‘minor/operational’ or a ‘major/significant’ whistleblowing disclosure. In the case of 
‘minor/operational’ whistleblowing disclosures the Whistleblowing Hotline provider may ask a 
manager within the Council to conduct investigations and report back their findings to the 
provider. 

 
 

https://orb.edinburgh.gov.uk/downloads/file/14718/fraud_prevention_policy
https://orb.edinburgh.gov.uk/directory_record/103624/whistleblowing_policy
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Alternatively, the Whistleblowing Hotline provider may itself carry out the investigation and 
reporting function. In the case of ‘major/significant’ whistleblowing disclosures, the 
Whistleblowing Hotline provider will always carry out the investigation and reporting function. 

 
Ordinarily a whistleblowing disclosure will be acted upon and concluded in good time, which will 
normally   mean   no   more   than   3   months.   Further   actions   may   include   
investigations, a recommendation that an internal audit be carried out, a recommendation 
that recourse be made to the Disciplinary Procedure or referral to the appropriate external 
agency. 

 
Employees will be given support and protection to allow them to feel confident in making a 
disclosure. In particular, attempting to deter someone from making a disclosure or victimisation, 
bullying or harassment of anyone making a disclosure will be regarded as a serious disciplinary 
offence/gross misconduct. 

 
If an employee’s reported concern or issue is found to be deliberately vexatious or 
malicious, this will be considered as a disciplinary matter. 

 
The Whistleblowing Procedure contains various provisions for the Whistleblowing Provider to 
prepare reports on disclosures for the Governance, Risk and Best Value Committee. Reports 
will also be provided to the Monitoring Officer, the Chief Executive and Directors for information 
and comment only. 
 

 

7. Corporate Health and Safety Policy 

 
The starting point to delivering a thriving sustainable capital city is ensuring our people are safe.  
Towards this, our Corporate Health and Safety Strategy commits the Council to a culture of ‘zero 
harm’ and to proportionate and efficient risk management, where health and safety is everyone’s 
responsibility. 
 
As an employee, you are required to: 
 

• Take responsibility for your own safety and others who may be affected by your actions; 

• Immediately inform management and others who have responsibility for health and safety 
if you become aware of anything that may affect the health or safety of employees, 
services users, pupils, contractors, members of the public etc; 

• Adhere to the Council Health and Safety Policy and supporting policies and guidance 
whenever you are working on behalf of the Council; 

• Take responsibility for maintaining you own health and wellbeing. 
 
For further information refer to Health and Safety pages on the Orb. 

 

8. Stress Policy and Toolkit 

 
The Stress Management Policy sets out the objectives and responsibilities for the 
management of work related stress. It recognises that there can be sources of stress in the 
workplace and aims to address and alleviate workplace stress. 

 
The Council will provide a range of employee wellbeing support to those employees 
experiencing stress at work and these include, but are not limited to: 

 
a. Employee Assistance Programme (EAP) 0800 1116 387 (provides free 

confidential counselling, financial and legal advice help lines for all employees, 
available 24 hours per day every day of the year), provided by Right Management 

https://orb.edinburgh.gov.uk/info/201271/health_and_safety/2307/our_health_and_safety_policies
https://orb.edinburgh.gov.uk/info/200911/employee_wellbeing/2322/stress
https://orb.edinburgh.gov.uk/info/200911/employee_wellbeing/2322/stress
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Workplace Wellness. 
 

b. Occupational Health provided by Health Management 
 

c. Support during rehabilitation/return to work after stress-related absence 

 

Every employee is expected to treat their colleagues with dignity and respect and protect 
their own and others’ health and safety. Employees are responsible for: 

 
• complying with the provisions of the Stress Management Policy; 

• protecting the health of themselves and others at work; 

• recognising signs and symptoms in themselves that could indicate they are having 
difficulty coping; 

• raising any concerns with their line manager or another manager as appropriate; and 

• participating in any supportive measures put in place to alleviate stress. 

 
 

9. Complaints Procedure and Managing Customer Contact in a fair 
and positive way 

 
By handling complaints effectively and ultimately improving our services as a result, we can 
show customers that we have taken their complaints seriously and listened to their concerns. 
This will have a positive impact on services and the Council's reputation as a whole. 
 
Keeping the customer updated is therefore key to providing good customer service. Further 
information can be found on the Complaints page on the Orb with links to the relevant 
procedures. 
 

10. Information Governance 
 
Information is a key asset for the Council. It underpins business processes, informs decision 
making, provides accountability and helps with the delivery of services. 
 
Like all Council assets, information must be managed appropriately. Staff must: 
 

• Create and maintain accurate and comprehensive records of your work 

• Ensure that records are stored on appropriate Council record keeping systems and are 

accessible to those who need them 

• Ensure that all Council information is properly protected and secured no matter where or 

how you work 

• Use the Council’s Record Retention Schedules and not keep information for longer than 

is necessary 

• Recognise and respond to requests for information within statutory timescales 

• When sharing personal information, be aware of why you are sharing it and who you are 

sharing it with  

To help the Council manage its records more effectively, the Corporate Leadership Team 

agreed an Information Governance Strategy.  The strategy is supported by several key policies 

in the areas of information governance, data protection, data quality, freedom of information, 

information security, open data and records management. They help to ensure compliance with 

legislative, regulatory and best practice standards, and set out your responsibilities in 

managing and protecting Council information.  

https://orb.edinburgh.gov.uk/info/200235/absence_and_leave/1692/managing_attendance/3
https://orb.edinburgh.gov.uk/info/201172/customer/682/customer_care_and_complaints
https://orb.edinburgh.gov.uk/info/201172/customer/682/customer_care_and_complaints
https://orb.edinburgh.gov.uk/downloads/download/7782/complaints_procedure-guide_for_staff
https://orb.edinburgh.gov.uk/info/201167/information_governance
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Information Governance Policy 
This policy formalises the Council's overall approach to information governance. 
 
Managing Personal Data policy 
This policy sets out and formalises the Council's approach for ensuring that personal 
information is properly processed, managed and protected in accordance with the requirements 
of the Data Protection Act 1998. 
 
Data Quality Policy 
This policy confirms the Council's commitment and approach to improving the quality of its 
data. 
 
Information Rights Policy 
This policy formalises the Council's approach to the management and release of information in 
accordance with the provisions of Scotland's freedom of information laws. 
 

ICT Acceptable Use Policy 

This policy outlines the standards of conduct that are required of staff when using all electronic 

communications and systems (see page 9 of this handbook for more details). 

 

Records Management Policy 

This policy sets out the baseline requirements and actions for effective records management. 

 

Open Data Strategy 

This strategy outlines how the Council will deliver open data, including the sourcing of data, 

presentation of data, governance, and engagement with consumer. 

 

To help you comply with the Council’s information governance policies, an information 

governance framework has been developed, consisting of guidance, procedures and training. 

 

For further advice and to view the policies please visit the Information Governance pages on 

the intranet. 

 

11. Equality and Diversity 
The City of Edinburgh Council is an equal opportunities employer and positively values the 

different perspectives and skills that a diverse workforce brings to the Council.  The Council 

recognises that equality is of benefit to all groups, not simply those who may experience 

disadvantage. 

 

The Council will undertake action to address the effects of historic societal discrimination in 

employment and will work towards a positive future for all. We will develop positive action to 

recruit, develop and increase employment of members of under-represented groups. Through 

monitoring all stages of the employment life cycle the Council will assess progress and make 

changes where these are needed 

 

Individual employees of the Council at all levels have responsibility both in terms of legislative 

requirements and of the requirements of this policy, to assist in implementing equal opportunity 

and supporting diversity in employment.  

 

Individual employees: 

• must not discriminate against any person or group when at work; 

https://orb.edinburgh.gov.uk/info/201167/information_governance
https://orb.edinburgh.gov.uk/info/201167/information_governance
https://orb.edinburgh.gov.uk/info/200238/equalities
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• must not behave in any way which colleagues may find offensive; 

• must not induce, or attempt to induce other employees, management or trade unions to 

practice discrimination; 

• should make it known if they believe that they or a colleague, are experiencing 

discrimination, harassment or bullying by following the Council’s Avoidance of Bullying 

and Harassment at Work Policy; 

• must not victimise any individuals who have made complaints or who have provided 

information about discrimination or harassment; and, 

• must ensure that they take no action in their dealings with members of the public which 

could be held to be discriminatory in terms of this policy.     

All employees should be aware that failure to comply with this policy will be treated seriously and 

may result in disciplinary action being taken, including the possibility of dismissal. 

 

12. Performance improvement (Managers only) 
 

The Council is committed to continually improving employees’ performance at work.  It has a 

responsibility to set realistic and measurable standards of performance for staff and to support 

staff in achieving these standards.  It also recognises the importance of striking a balance 

between providing training support and feedback for employees who fail to meet the required 

standard of work, and when to apply formal processes to address areas of concern.  

The purpose of this procedure is to provide line managers with a structured approach for 

effectively managing work performance in a fair, equitable and consistent manner and ensure 

that improvements are sustained.   

Exceptionally, where the consequences of an employee’s failure to meet the required 

standards of work performance are either due to misconduct or negligence, this will be dealt 

under the Council’s Disciplinary Procedure. 

The Performance management framework must be read in conjunction with the Management 

Toolkit.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://orb.edinburgh.gov.uk/info/200249/performance_management
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Essential Learning: Key Council Policies and Procedures Declaration 
 

1. Purpose 

As a City of Edinburgh Council employee, you need to confirm that you are aware of and 
understand the key aspects of our organisation and the policies and procedures that may affect 
your employment. You need to do this within 7 weeks of joining the Council and every year after 
that. This is essential learning for all Council employees. 
 
 

2. Responsibilities 

This is a partnership between employees and their line managers. 
 
Please compete this declaration, save it and send to your line manager or simply email your line 
manager to confirm that you have read and understood this essential learning of key policies and 
procedures and that you are aware of where to go to get further information on Council policies 
and procedures. 
 
Your line manager will retain a copy of this form or your e-mail confirmation and update 
completion on the Council’s HR system. 
 
 

3. Declaration and confirmation 

I can confirm that I have read and understood the Essential Learning Handbook and I am aware 
how to get further information on these Council policies and procedures if required. 
 
 
Employee’s signature: ____________________________________________ 
 
 
Date:                               ____________________________________________ 
 

Click on the link to notify your line manager by email that you have completed the learning  
or pass this form directly to your line manager. 

 
 

4. Manager’s confirmation of completion 

I can confirm that the completion is updated on the HR system. 
 
 
Line manager’s signature: _________________________________________ 
 
 
Date:                                       _________________________________________ 
 

 

mailto:@edinburgh.gov.uk?subject=Confirmation%20of%20Essential%20Learning%20Key%20Policies%20and%20Procedures&body=I%20have%20read%20and%20understood%20the%20Essential%20Learning%20Handbook.%20Please%20update%20my%20records%20(https://itrent.intra.edinburgh.gov.uk/tplive_web/).

