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Member/Officer Protocol 
 

1. BACKGROUND 
1.1 This protocol is intended to assist Councillors, The Clerk and the Assistant Clerk, in approaching 
 some of the sensi ve circumstances which arise in a challenging working environment. 
1.2 The reputa on and integrity of the Council is significantly influenced by the effec veness 
 of Councillors, the Clerk, the Assistant Clerk and other staff working together to support each 
 other’s roles. 
1.2 The aim is effec ve and professional working rela onships characterised by mutual 
 trust, respect and courtesy. Close personal familiarity should be avoided. 
 
2. ROLES OF COUNCILLORS 
2.1 The respec ve roles of Councillors and employees can be summarised as follows: Councillors 
 and Officers are servants of the public and they are indispensable to one and other, but their 
 responsibili es are dis nct. Councillors are responsible to the electorate and serve only so long 
 as their term of office lasts. Officers are responsible to the Council. Their job is to give advice to 
 Councillors and to the Council, and to carry out the Council’s work under the direc on and 
 control of the Council and relevant commi ees. 
2.2 Councillors have four main areas of responsibility: 

a) To determine Council policy and provide community leadership; 
b) To monitor and review Council performance in delivering services; 
c) To represent the Council externally; and 
d) To act as advocates for their parishioners. 

 All Councillors have the same rights and obliga ons in their rela onship with the Clerk and other 
 employees, regardless of their status and should be treated equally. Councillors should not 
 involve themselves in the day to day running of the Council. This is the Clerk’s responsibility, and 
 the Clerk will be ac ng on instruc ons from the Council or its Commi ees, within an agreed job 
 descrip on. 
2.3 Chair of Commi ees have addi onal responsibili es. These responsibili es mean that their 
 rela onships with employees may be different and more complex than those of other 
 Councillors. However, they must s ll respect the impar ality of Officers and must not ask them 
 to undertake work which would prejudice their impar ality. 
2.4 The role of Officers is to give advice and informa on to Councillors and to implement 
 the policies determined by the Council. In giving such advice to Councillors, and in preparing and 
 presen ng reports, it is the responsibility of the Officer to express his/her own professional 
 views and recommenda ons. 
2.5 An Officer may report the views of individual Councillors on an issue, but the recommenda on 
 should be the Officer’s own. 
2.6 If a Councillor wishes to express a contrary view they should not pressurise the Officer 
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 to make a recommenda on contrary to the Officer’s professional view, nor vic mise an Officer 
 for discharging his/her responsibili es. 
 
3. EXPECTATIONS 
3.1 All Councillors can expect: 

a) a commitment from Officers to the Council as a whole, and not to any individual 
         Councillor, group of Councillor’s or poli cal group; 

b) a working partnership; 
c) Officers to understand and support respec ve roles, workloads and pressures; 
d) A mely response from Officers to enquiries and complaints; 
e) Officer’s professional advice, not influenced by poli cal views or personal 

preferences; 
f) regular, up to date, informa on on ma ers that can reasonably be considered 

appropriate and relevant to their needs, having regard to any individual 
responsibili es or posi ons that they hold; 

g) Officers to be aware of and sensi ve to the public and poli cal environment locally; 
h) Respect, courtesy, integrity and appropriate confiden ality from Officers; 
i) training and development opportuni es to help them carry out their role effec vely; 
j) not to have personal issues raised with them by Officers outside the Council’s agreed 

procedures; 
k) that Officers will not use their contact with Councillors to advance their personal 

interests or to influence decisions improperly; 
l) that Officers will at all mes comply with the relevant code of conduct. 

3.2 Officers can expect from Councillors: 
a) a working partnership; 
b) an understanding of, and support for, respec ve roles, workloads and pressures; 
c) leadership and direc on; 
d) respect, courtesy, integrity and appropriate confiden ality; 
e) not to be bullied or to be put under undue pressure; 
f) that Councillors will not use their posi on or rela onship with Officers to advance 

their personal interests or those of others or to influence decisions improperly; 
g) that Councillors will at all mes comply with the Council’s adopted Code of Conduct. 

3.3 Some General Principles: 
a) Close personal rela onships between Councillors and Officers can confuse their 

separate roles and get in the way of the proper conduct of Council business, not 
least by crea ng a percep on in others that a par cular Councillor or Officer is 
ge ng preferen al treatment. 
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4. POLITICAL GROUPS 
4.1 Na onal Associa on of Local Councils policy is that party poli cs should have no place in Parish 
 Councils. Councillors are there to serve their community as Members of the community and 
 should not be side-tracked by party poli cal issues. Party poli cs within a Parish Council can 
 pose par cular difficul es in terms of the impar ality of the Clerk and other employees, and the 
 rela onship between Councillors and the staff generally. 
 
5. WHEN THINGS GO WRONG 
5.1 A council’s complaint procedure is not a means of redress for its members or staff. Members and 
 staff are expected to work together professionally even if they hold 
 differences of opinion and views. 
5.2 Procedure for Officers 

a) From me to me the rela onship between Councillors and the Clerk (or other 
employees) may break down or become strained. Whilst it is always preferable to 
resolve ma ers informally, through concilia on by an appropriate third party, it is 
important that the Council adopts a formal grievance protocol or procedure. 

b) The District Council’s Monitoring Officer will be able to offer advice on issues falling 
within the Monitoring Officer’s remit, whilst Suffolk Associa on of Local Councils will 
be able to offer advice on procedural ma ers for the Council. The Society of Local 
Council Clerks may also be able to provide an independent person. 

c) The Chair should not a empt to deal with grievances or work-related performance 
or line management issues on their own. The Parish Council should deal with all 
personnel ma ers. 

d) The law requires all employers to have disciplinary and grievance procedures. 
Adop ng a grievance procedure enables individual employees to raise concerns, 
problems or complaints about their employment in an open and fair way. 

5.3 Procedure for Members 
a) If a Councillor is dissa sfied with the conduct, behaviour or performance of the Clerk 

or another employee, the ma er should be raised with the Clerk in the first 
instance. If the ma er cannot be resolved informally, it may be necessary to refer 
the ma er to the Clerk’s line manager, the Chair who may take steps, in consulta on 
with the Parish Council to invoke the Council’s disciplinary procedure. 

b) Councillors are free to raise ma ers of concern in respect of council business by the 
submission of mo on(s) on the agenda for relevant mee ng(s) where the issue can 
be formally considered and resolved in accordance with Council’s Standing Orders. 

c) Should this mean re-visi ng decisions made within the last six months, Councillors 
should ensure that this is in compliance with the Council’s Standing Orders. 


