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Introduction
1.

Estyn’s Staff Employment Guide (the "Guide") sets out in broad terms the
employment rules that apply to all permanent staff who work in Estyn. You should
read the Guide in conjunction with your appointment letter, the statement of
particulars issued to you on appointment; any subsequent amendments to those
particulars; and any policies and procedures that are circulated to staff.

2.

The Guide also sets out the conduct expected of all Estyn employees to assist in
fulfilling the duties, obligations and responsibilities you all have in your individual
roles within the Civil Service. The Staff Handbook issued in January 2010
supplements the behaviours expected from Estyn staff as set out in this guide.

3.

Any amendments or variations to the Guide will, from time to time, be communicated
to you, following consultation where appropriate to do so. Further information about
the policies and procedures that supplement and give effect to the Guide can be
found on SharePoint.

4.

You should read and familiarise yourself with this Guide. If there is anything in it that
you do not understand, or you would wish further clarification about, you should
speak to your line manager in the first instance.
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Mission, vision and values
1.

All staff have a responsibility in supporting Estyn to achieve its mission to achieve
excellence for all learners in Wales through providing an independent, high quality
inspection and advice service.

2.

Our purpose is to improve the quality of outcomes for learners in Wales, through
more effectively:
1.

providing public accountability – delivering robust independent and public
evaluations;

2.

informing national policy – drawing on our unique nationwide first-hand
knowledge and experience;

3.

promoting the spread of best practice in the delivery of education and training in
Wales – through identifying weaknesses, spreading best practice and promoting
enhanced capacity.

3.

In order to deliver this purpose, we will continue to:
1.
2.

3.

work collaboratively with other inspectorates to support improvement; and
develop Estyn further as a ‘best value’ organisation and ‘exemplary employer’.
Within the overarching framework outlined in our mission and purpose, we want our
staff to operate within the parameters of the Civil Service Code, see Chapter 2 and
our own values, which are to:

1.

keep learners and citizens at the centre of our work;

2.

act with openness, integrity and objectivity, demonstrating the highest standards
of public service;

3.

work in partnership with others, whilst maintaining our independence;

4.

demonstrate effective leadership and teamwork at all levels;

5.

value people and the contributions they make;

6.

encourage responsibility, initiative and innovation; and

7.

foster an engaging and healthy working environment.
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Chapter 1: Equal Opportunities
1.1 Estyn is an equal opportunities employer and committed to ensuring that it is free
from any form of unlawful discrimination. Our Equal Opportunities Policy sets out in
detail our approach to ensuring we satisfy this commitment.
1.2 Estyn is committed to offering equality of opportunity for employment and
advancement to all eligible candidates based on ability, qualification and suitability for
the position.
1.3 Furthermore, Estyn will ensure that no individual is disadvantaged by conditions or
requirements of a position that Estyn cannot show to be justifiable.
1.4 Employees are expected to act in accordance with this Equal Opportunities
Statement both in terms of their dealings with members of the public and
relationships with colleagues. Estyn will not tolerate discrimination either direct or
indirect, intentional or unintentional, against any employee or member of the public
on any ground whatsoever including but not limited to those mentioned above.
1.5 Estyn will not tolerate any victimisation, harassment or bullying of any employee or
member of the public.
1.6 An employee found to have acted in breach of the Estyn’s Equal Opportunities
statement may face disciplinary action.
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Chapter 2: Duties and Responsibilities of Civil Servants
2.1 This chapter deals with the duties, responsibilities and standards of conduct
applicable to all Estyn employees, particularly those arising from your status as a civil
servant. Failure to abide by the standards of conduct at all times, or to follow the
rules and procedures set out in this and other parts of the Guide and associated
policies, handbooks etc may result in disciplinary action, possibly leading to dismissal
and in certain circumstances criminal proceedings being brought against you.
The Civil Service Code
2.2 As a civil servant, you should familiarise yourself with the Civil Service Code at
Annex A and act in accordance with it at all times. The Civil Service Code is
incorporated in Estyn’s conditions of employment and will provide protection to you
from claims of inappropriate conduct or behaviour, providing you act in accordance
with it.
Propriety
Arrest or conviction on civil or criminal charges
2.3 If you are arrested, refused bail or convicted of any criminal offence you should
inform your Assistant Director as soon as it is reasonably practicable to do so. This
does not apply to traffic offences unless the penalty includes imprisonment or
disqualification from driving or involves an official Estyn vehicle either hire car or your
own.
Bankruptcy and insolvency
2.4 If you are bankrupt or declared bankrupt, you should inform your Assistant Director
(Corporate Services) as soon as is reasonably practicable after the declaration. You
will not be allowed to engage in duties which involves handling public funds.
Acceptance of Gifts, Rewards and Hospitality
2.5 You should not accept gifts, hospitality or benefits of any kind from a third party which
may reasonably give rise to suspicion of a conflict of interest with your official duties,
or may reasonably be seen to compromise your personal integrity in any way. This
may also include gifts, benefits or hospitality offered to members of your family. Tea,
coffee, biscuits etc offered at meetings does not count as hospitality in the context of
this guide.
2.6 It is a criminal offence when you are working in your official capacity for you to accept
any gift or consideration as an inducement or reward for doing or refraining from
doing anything; or showing favour or disfavour to any person. Any money, gift or
consideration you receive from a person or organisation holding or seeking to obtain
a government contract will be deemed by the courts to have been received corruptly
unless there is any proof to the contrary.
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2.7 If you are offered a gift, benefit or hospitality which may or may be seen to
compromise your official position, you should refuse to accept it or seek your
Assistant Director’s assent to accepting it before doing so. If the benefit is accepted,
it should be recorded in the register of interests maintained by the Finance team.
2.8 Offers of gifts or hospitality from overseas governments and organisations may need
to be handled with care so as not to cause unnecessary offence, in which case
special considerations may apply.
Interest in contracts
2.9 Unless you fully disclose the extent of your interest in a contract, and the appropriate
Assistant Director has given permission for the contract to be let, no contracts will be
let to you; any partnership of which you are a member; or any company of which you
are a director.
2.10 You should report any relevant business interests to your Assistant Director and
record them in the register of interests maintained by the Finance team in order to
allow Estyn to verify that such interests do not conflict with their work in Estyn.
Competition for monetary reward
2.11 Before entering into competitions for monetary reward which may be connected with
the work of Estyn and which are open to others besides civil servants, you should
consult your line manager and seek the approval of your Assistant Director before
entering.
Sale of surplus government property
2.12 You cannot purchase surplus government property in circumstances where:
(a)

you have special knowledge about the condition of the goods due to your official
duties;

(b)

you have been officially associated with the disposal arrangements; or

(c)

at a discount that would not have been available to a member of the public.

Receipt of fees
2.13 If you receive payment from an outside source for services which form part of your
official duties, you should inform the Assistant Director (Corporate Services) and
refund the payment to Estyn. Where all or part of the work involves private as well as
official time, or if you make up the official time, you can apply to the Assistant Director
(Corporate Services) for permission to retain all or part of the fee as appropriate.
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Borrowing and lending money
2.14 You should not borrow or attempt to borrow money from a member of the public with
whom you have contact during the course of your official duties.
2.15 You should not conduct or represent a money lending business or lend money to
another member of staff at interest. In principle the borrowing or lending of money by
members of staff among themselves should be avoided.
Betting and gambling
2.16 Any betting or gambling on Estyn’s official premises is strictly prohibited.
Investment in shareholdings and other securities
2.17 Save for certain restrictions which are set out below, you may invest in such
shareholdings and other securities as you wish:
(a)

you should not deal, nor encourage anyone else, in securities that you have
information about which was gained because of your role in Estyn;

(b)

you must declare any relevant (including those held by family members) private
financial interests, directorships, shares or other securities to the Finance team
and comply with any subsequent instructions from Estyn regarding the
retention, disposal or management of such business interests. “Relevant”
interests are generally any investment that might be related to the work of
Estyn. If you are in any doubt about whether an investment is relevant, please
contact the Finance team;

(c)

in circumstances where the business interest is specific, for example knowledge
of a particular company's affairs, you are advised to avoid any dealings with
those investments and to advise the Assistant Director: Corporate Services
accordingly so that other colleagues may deal with any work involving that
private interest; and

(d)

where a conflict of interest may occur between management of investments and
your official duties, you should consider using a third party to manage financial
investments on a day-to-day basis.

Confidentiality and Official Information
Scope
2.18 Mis-use of confidential information, breach of the duties of confidentiality owed to
Estyn and to the Crown, and dissemination of inaccurate or misleading information
may lead to prosecution under the Official Secrets Act 1989, further criminal
proceedings and/or disciplinary proceedings under Estyn’s discipline policy.
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Confidentiality
2.19 All employees owe a general duty of confidentiality to Estyn and therefore to the
Crown and are bound by the relevant provisions of criminal and civil law including the
Official Secrets Act 1989. You should observe the following general rules concerning
confidentiality:
(a)

you should not disclose any confidential official information without the relevant
authorisation;

(b)

the use or disclosure of any information to which you have had access must not
be used to frustrate the policies or decisions of ministers;

(c)

you may not make any adverse, derogatory or objectionable comments
regarding any individual or organisation; or participate in any activities which
conflict with the interests of Estyn or bring the name of Estyn or the civil service
in general into disrepute; and

(d)

you must seek permission from your Assistant Director for any activities
involving the following:
i.

participation in any media broadcast regarding the business of Estyn;

ii.

publication or broadcasting of any personal memoirs relating to work
carried out for or at Estyn or any other government department;

iii.

dissemination of any information to any journalist for publication relating to
Estyn or any other government department;

iv.

publication or broadcasting of personal memoirs reflecting experience in
Government after leaving the Civil Service;

v.

participation in any opinion poll or market research survey relating to
attitudes or opinions on political matters. This does not apply to elected
trade union officials who are requested to publicise their views on union
matters;

vi.

any arrangements regarding the publication of articles or materials which
have been produced by staff members as part of their official duties
(copyright of which will be owned by the Crown); and

vii.

the utilisation of any official information or experience gained during the
course of official duties in order to create an invention or to publish details
of an invention, whether made in the course of duty or otherwise and
which may be subject to a patent pursuant to the Patents Act 1977.
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General security responsibilities
2.20 General principles relating to security are set out below and you are expected to
follow these general principles at all times:
(a) do not leave official documents or property unattended in cars, trains or other
means of public transport;
(b) any classified documents removed from Estyn’s premises must be kept in a
locked briefcase and should always remain in your personal custody;
(c) any documents carrying a security classification “top secret”, “secret” or
“confidential” must be locked away each night (or whenever a section or room is
unattended) in an appropriate security container;
(d) any documents marked “restricted” must be kept under lock and key;
(e) do not communicate sensitive information to anyone other than those who need
to know that information;
(f) do not discuss classified matters in public places;
(g) do not discuss classified matters over a telephone that you do not know is
secure;
(h) keep offices tidy and ensure that classified material does not get confused with
other non-classified material;
(i) comply with any instructions given regarding transmission of classified material
or information;
(j) if you have to take papers home, ensure that you comply with Estyn’s security
measures and guidance on homeworking whilst they are in transit to your home
and when they are stored at home; and
(k) report the loss of any official documents, property or keys to any container
containing security materials to the Assistant Director (Corporate Services) as
soon as is reasonably practicable after the loss has been identified.
Data Protection and Freedom of Information
2.21 You should become aware of Estyn’s Data Protection and its Freedom of Information
policy and procedures ensure compliance with the Data Protection Act 1998. The
data protection policy is concerned with the management of both computerised and
manual records and sets out policies and procedures relating to the processing of
data.
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Outside occupations and appointments
Outside occupations
2.22 Before accepting any outside employment which might affect your ability to work in
Estyn (either directly or indirectly), or which might result in a conflict of interest you
should discuss the matter with, and where appropriate seek the agreement of your
Assistant Director.
2.23 Without the approval of your Assistant Director, you may not engage in any private
activity, occupation, or outside employment:
(a)

which would require your attendance during working hours or in any way impair
your usefulness as a civil servant, unless you have been given permission to do
so;

(b)

which might in any way conflict with the interests of Estyn or be inconsistent
with your position as a civil servant;

(c)

involving the use of experience or knowledge acquired during the course of
official duties or involving payment from another government department; or

(d)

hold a directorship, undertake executive work in a private company, firm or
other organisation or engage in consulting work which has a connection with
your official duties or is on behalf of a firm or concern which is in a contractual
or other special relationship with Estyn.

Appointments to public boards and service as a Justice of the Peace
2.24 You must seek consent from your Assistant Director before accepting an
appointment:
(a)

to any public board or body financed wholly or in part from public funds;

(b)

for service as a Justice of the Peace; or

(c)

serve on any education or training body.

Participation in political activities
General
2.25 The aim of the rules set out below is to allow civil servants the greatest possible
freedom to participate in public affairs without losing the confidence of the public in
relation to their integrity and impartiality. They should be read alongside the Civil
Service Code (Annex A to this Chapter).
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Restrictions
2.26 Certain employees may be subject to restrictions with regard to political activities in
which they may become involved in order to preserve a civil servant’s impartiality in
the conduct of their duties to the Crown. The restrictions may be applied as follows:
(a)

At national level within Wales and the rest of the UK:
1. holding, in a party political organisation, an office which impinges wholly or
mainly on the party politics in a field of parliament or the European
parliament;
2. speaking on public matters of national political controversy;
3. expressing views on such matters in letters to the press, or in books,
articles or leaflets;
4. being announced publicly as a candidate for parliament or the European
parliament; and
5. canvassing on behalf of a candidate for parliament or the European
parliament or on behalf of a political party.

(b)

At local level:
1.

candidature for, or co-option to, local authorities;

2.

holding in a party political organisation, office impinging wholly or mainly
on party politics in the local field;

3.

speaking in public on matters of local political controversy;

4.

expressing views on such matters in letters to the press, or in books,
articles or leaflets; and

5.

canvassing on behalf of candidates for election to local authorities or a
local political organisation.

Politically Restricted Employees
2.27 The following civil servants are Politically Restricted:
(a)

members of the Senior Civil Service and civil servants at Grades 6 and 7.

2.28 Employees falling within the Politically Restricted category are prohibited from taking
part in national political activities (see 2.36a, above) and they must seek permission
from their Assistant Director to take part in any local political activities and to comply
with any conditions laid down by Estyn in relation to participation in such local
activities.
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Politically Free Employees
2.29 Other employees are free to take part in all political activities but must abide by the
rules that apply to all employees which are set out below.
General Rules Applicable to all Employees
2.30 Irrespective of whether permission is required to participate in political activity, the
following rules apply to all staff members:
(a)

you cannot take part in any political activity whilst on duty or on official
premises;

(b)

you must not attend in your official capacity outside conferences or functions
convened by or under the auspices of a party political organisation;

(c)

care must be taken to avoid any embarrassment to ministers or Estyn by
employees bringing themselves prominently to public notice as civil servants in
party political controversy; and

(d)

all employees other than those in the Politically Free category must ensure that
their personal political views are expressed with moderation so as not to inhibit
or appear to inhibit loyal and effective service to ministers of another party.
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Chapter 3: Health and Safety at Work
3.1 Estyn recognises its legal duty to create and maintain a safe and healthy working
environment to protect the safety and welfare of all employees (and others who work
for us), as well as contractors and members of the public visiting Estyn buildings or
those who may be affected by Estyn’s operations.
3.2 You have a responsibility to take reasonable care for your own safety and for that of
others. You should:
1.

fully co-operate with Estyn in order for it to properly discharge its health and
safety responsibilities and obligations;

2.

not act or fail to act in a way that will endanger your health and safety or others at
work;

3.

not interfere with or misuse equipment which has been provided for work to
endanger the health and safety of themselves or other employees;

4.

notify the Health and Safety Officer of any accident or injury caused or sustained
at work so that Estyn may maintain an accurate written record in accordance
with its legal requirements; and

5.

read and comply with the provisions of Estyn’s Health and Safety Policy, including
acting on instructions given by senior management in relation to health and
safety issues.
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Chapter 4: Pay, Pensions and Travel and Subsistence
Pay
Rate of pay
4.1 Your salary is agreed with you before joining Estyn. Details are noted in the
appointment letter and in the Statement of Particulars accompanying it.
4.2 Under the current pay arrangements, you will receive an annual increment on the
anniversary of your appointment until you reach the maximum of the pay scale for
your grade.
Frequency of payment
4.3 Your salary will be paid in twelve equal instalments on the last working day of the
month by credit transfer to a bank or building society account.
Deductions from pay
4.4 Above and beyond deductions in respect of income tax, national insurance and
pension scheme contributions, Estyn can make other deductions from your salary in
certain circumstances. For example if you have taken more annual leave than you
were entitled to at the time of leaving, an equivalent amount of salary will be
deducted from your final salary.
Pensions
Scheme membership
4.5 Unless you opt to make different arrangements, you will automatically become a
member of the civil service pension scheme. Around the time of appointment, you
will receive a pack which will detail the pension options open to you.
Recovery of losses to public funds: forfeiture of salary, wages and
superannuation benefits
4.6 Estyn can withhold some of your salary to set off any loss to public funds caused by
an offence you committed.
4.7 If you are convicted of treason or certain offences under the Official Secrets Act, you
may automatically lose your pension rights. You may appeal against a decision to
withhold payment of salary or wages or superannuation benefits.
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Retirement age
4.8 Estyn does not have a formal retirement age. Subject to continued satisfactory
performance, conduct and attendance you can continue working in Estyn beyond the
earliest date your pension can come into payment – see Estyn’s Flexible Retirement
Policy.
Travel and Subsistence
4.9 Estyn will reimburse necessarily incurred costs in relation to travel undertaken in the
course of your official duties in accordance with Estyn’s Travel and Subsistence
policy. To ensure value for taxpayers’ money, you should ensure that the journey is
necessary and the purpose can’t be achieved by other more cost-effective means
e.g. meeting by video conference or Skype.
4.10 If the journey is necessary you should ensure that you use the most cost effective
mode of travel; and, if an overnight stay is necessary, an appropriate standard of
accommodation.
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Chapter 5: Discipline and grievances
Discipline
5.1 You are expected to maintain high standards of conduct, and are bound by Estyn’s
rules relating to conduct as set out in this Guide, the Civil Service Code (see Annex A
to Chapter 2), Security Rules, Staff handbook, and any other policies, rules and
procedures you are notified of from time to time.
5.2 Estyn’s Discipline Policy and accompanying Procedure may be applied in cases
where conduct is unsatisfactory. Examples of unsatisfactory behaviour can be found
in Estyn’s Discipline Policy and Procedures.
Grievances
5.3 Estyn recognises that from time to time, you may have a problem or concern about
your work, working environment or working relationships that you may wish to raise
and have addressed.
5.4 Whilst many problems and concerns can be sorted out informally with line managers,
you are free to raise work related grievances in accordance with Estyn’s Grievance
Policy and associated procedures.
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Chapter 6: Attendance and Performance
Sickness absence
6.1 Estyn has a duty of care to each member of staff. It has a particular duty to support
those who are away from the office due to sickness or injury, but it also has a duty to
those staff who are in the office, and who may be covering for colleagues work whilst
they are away.
6.2 Absence from work will be dealt with in a fair, consistent and non-discriminatory
manner and to help maximise attendance at work in line with Estyn’s Managing
Attendance Policy.
6.3 Estyn has a legal duty to provide a safe place and safe system of work. Estyn
recognises this duty and will support you when you are ill. However, it is also Estyn’s
duty to ensure that all absences are legitimate and, if proved not to be so, that a
robust line is taken. Ultimately, that line may lead to disciplinary action.
6.4 Equally, you have a legal duty to take appropriate care of your health and not put
yourself or others as risk. This includes taking adequate medical advice and
treatment to overcome any health difficulties and not to do anything that may make
your illness worse.
Performance
6.5 In line with Estyn’s Performance Management system, you are expected to maintain
a satisfactory standard of work. Estyn will provide appropriate support to enable you
to perform effectively, but underperformance procedures may apply where your work
has deteriorated to an unacceptable standard.
6.6 Should your performance not reach acceptable standards, Estyn will do all it can to
support and train you to improve performance. However, formal procedures leading
up to dismissal may apply when informal and formal warnings have not produced
sufficient improvement.
Emergencies
6.7 When Estyn has determined that an emergency exists (including travel during severe
weather conditions), you should report for duty as normal unless:
1.

your line manager agrees that you do otherwise;

2.

there are road closures on your route to work which prevent you coming in; and

3.

there is no public transport available.

In emergency situations, you have a duty to carry out whatever Estyn or other Civil
Service work is reasonably required of you.
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6.8 If you are given approval not to report for duty as normal, or there is forewarning of
an emergency, Estyn will issue instructions which may include provisions that
employees should:
1.

work at home;

2.

take annual / flexi leave;

3.

report to another Government office nearer their home; and

4.

consider volunteering for other work in connection with the emergency.
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Chapter 7: Working Hours, Flexible Working, Holidays, Family
friendly policies
Working hours
7.1 The number of hours that you are contracted to work is detailed in the statement of
particulars that accompanied your appointment letter, as amended by any agreed
variations. Any change to your contracted hours must be agreed by you and your
line manager and will constitute a variation by agreement to your employment
contract.
7.2 You will be required to work such additional hours as may from time to time be
reasonable and necessary for the efficient performance of your duties.
Flexible working
7.3 Under Estyn’s Flexible Working Policy you can apply to vary your working hours,
working pattern or place of work. Corporate Services staff are assumed to participate
in Estyn’s Flexible Working Hours Scheme from the date of appointment.
7.4 There is no guarantee that an application to work flexibly (including to partially retire)
will be approved, but Estyn will consider each request to work flexibly individually,
taking into account the impact agreeing to such a change would have on Estyn’s
business.
Holidays
Annual leave
7.5 Full time employees are entitled to 30 days annual leave on appointment. Part-time
employees are entitled to a proportion of this allowance, pro-rated according to their
working pattern. The amount of annual leave you will receive is detailed in your
statement of particulars.
7.6 Annual leave will accrue in the following circumstances:
1.

during periods of paid sickness absence (at the full rate of annual leave while
absent on full pay, or at the statutory rate when on reduced pay);

2.

during maternity, paternity, adoptive and fostering leave;

3.

during periods of secondment; and

4.

during periods of paid special leave.

7.7 Applications for annual leave should be made in advance to your line manager.
There is no entitlement for you to be granted approval to take annual leave at a
particular period of the leave year, although Estyn will endeavour to grant requests
18

taking into account the effective running of the organisation. Annual leave requests
should normally be restricted to time allocated as “down time”. However, if an HMI
requests annual leave in prime time for a day or two leave before or after half term or
other holidays etc, which does not impinge on inspection / remit work or have a
knock on effect into the work programme, annual leave may be granted at the line
manager’s discretion. Staff in Corporate Services will only be able to book or take
leave during prime time if their line managers are satisfied that their absence will not
have any adverse impact on the progressing of Estyn’s work during the busy prime
time period. In exceptional circumstances you may be asked to take annual leave at
Estyn’s request.
Public and privilege holidays
7.8 You will be notified each year when the bank / privilege holidays fall. Full-time
employees are entitled to 8 Public Holidays and 2.5 Privilege Holidays each year.
Part-time employees are entitled to a proportion of this allowance, pro-rated
according to their working patterns:
a. where staff have an agreed specific working time commitment spread
throughout the working year (e.g. 75% of a full time employee), they will be
allocated 75% x 10.5 days = 8 days public and privilege holidays (the figure
should be rounded up to the nearest half day); and
b. where part time employees work fixed days each week, they will receive their
normal working day flexi credit for bank / privilege holidays that fall on their
normal working day and no flexi credit for bank / privilege holidays that fall on
days they don’t work. For example: Somebody working Monday – Wednesday
8 hours per day will credit themselves with eight hours flexi credit for Easter
Monday, but no flexi credit for Good Friday.
Forfeiture of annual leave
7.9 Any employee dismissed for gross misconduct will forfeit their entitlement to
contractual annual leave but will still be permitted to be paid in lieu of any accrued
but untaken statutory leave at the time of dismissal.
Family friendly policies
Maternity, Paternity, Adoption, Fostering and Parental Leave
7.10 Estyn offers maternity, paternity, adoption, fostering and parental leave to eligible
employees.
Special Leave and Career Breaks
7.11 Except where there is a statutory right to special leave for certain purposes, there is
no entitlement to special leave or a career break. Employees may be granted special
leave, with or without pay at Estyn’s discretion.
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Career breaks
7.12 You may apply for a career breaks of between 3 months and up to a maximum of 2
years on an unpaid basis. Applications for career breaks will be based on individual
circumstances and granted at Estyn’s discretion.
Secondary employment
7.13 Employees are not prevented from taking up secondary or additional employment
whilst working in Estyn. However, employees taking up secondary employment
should ensure that the work does not involve any conflict of interest with their work
for Estyn nor prevent them from undertaking the full range of their duties.
7.14 If employees are in any doubt about whether secondary employment conflicts with
their work in Estyn, they should speak to their line mangers before applying for such
employment.
7.15 Employees taking up secondary or additional employment should inform their line
manager and the Human Resources team of the additional hours worked to enable
Estyn to satisfy its duties under the Working Time Directive by monitoring the total
number of hours worked.
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Chapter 8: Trade Union Membership
8.1 Estyn recognises two Trades Unions: The PCS and FDA. Information about how to
join a union will be provided to you during your induction in Estyn.
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Chapter 9: Leaving Estyn
Notice periods
9.1 An Estyn employee is a civil servant and, as such, does not have a right either by
virtue of statute or contract to a period of notice on termination of employment.
However, Estyn will apply at least the minimum periods of notice set out under
statute where these are deemed to be applicable. Estyn reserves the right to provide
pay in lieu of any period of unexpired notice.
9.2 Should you wish to leave Estyn, you will need to resign providing the appropriate
period of notice:
(a)

Grade 7 and above – 3 months

(b)

SEO and below – 4 weeks

9.3 If you wish to resign, you should write to the Human Resources team indicating the
date you want your resignation to be effective from, copying the note to your
Assistant Director. If age over 50, you should indicate in your resignation letter what
you want to do with your superannuation benefits, i.e. have them paid immediately or
preserve them for payment at the normal pension payment age.
9.4 Although you are obliged to provide the period of notice as set out in your
employment contract, it could take up twelve weeks to sort out your superannuation
arrangements. You may wish to consider the length of time it takes to arrange
payment of superannuation benefits when determining how much notice you provide.
If you are an SEO or below, and wish to draw your pension when you leave Estyn,
you might want to provide up to three months’ notice in order to allow time for the
pension arrangements to be made.
9.5 The Human Resources team will acknowledge your resignation within 5 working days
and put into effect the procedures for arranging payment of your superannuation
benefits (where applicable).
Action before leaving Estyn
9.6 All employees who leave Estyn’s employment are reminded of the following:
1.

the Official Secrets Act 1989 and duties of confidentiality continue to apply to you
after you have left Estyn;

2.

consent is required before any memoirs relating to working at Estyn are published
or broadcast;

3.

there are restrictions on the appointments that can be accepted within 2 years of
leaving the Civil Service (see paragraphs 9.9 – 9.11);
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4.

arrangements should be made with the facilities team for returning any equipment
you have been provided with to support home working;

5.

you should hand in all Estyn equipment (including mobile phones, security passes and
official documentation) before your last day of service;

6.

your Estyn broadband line will be disconnected if you have one; a

7.

you should repay any outstanding imprest paid to you and return any official
documentation before you leave Estyn.

Eligibility to tender for, and undertake contracted inspection work for Estyn
9.7 Estyn reserves the right to place restrictions on an individual’s eligibility to tender for,
and undertake, contracted inspection work for Estyn once their Civil Service
employment has ended.
9.8 Decisions about appropriate restrictions will be made on an individual case-by-case
basis taking into consideration whether the individual had access to financial or other
information that would give them a commercial advantage when tendering for
contracts.
Acceptance of outside appointments
9.9 You should obtain Estyn’s agreement before accepting within two years of leaving
Estyn any offer of employment in business and other bodies:
(a)

which are in a contractual relationship with the Government;

(b)

which are in receipt of subsidies or equivalent from the Government;

(c)

in which the Government is a shareholder;

(d)

which are in receipt of loans, guarantees or other forms of capital assistance
from the Government;

(e)

which are in a special relationship with services or departments or branches of
the Government ; or

(f)

in semi-public organisations brought into being by the Government or
Parliament.

9.10 Permission must similarly be sought if you wish to accept an appointment in the
service of a foreign government.
9.11 There are Civil Service-wide rules governing the acceptance of appointments in
outside bodies by civil servants. These rules are incorporated into Estyn’s policies
and procedures.
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Annual leave
9.12 Should you leave Estyn part way through your leave year, your annual leave
allowance will be proportionate to your length of service in that year. Human
Resources will calculate the annual leave entitlement before the new working
arrangements are put in place.
9.13 Normally, your leaving date is known well in advance and you should ensure that you
take your recalculated leave allowance before leaving. In very exceptional
circumstances you will be paid for any untaken annual leave. If, following the
recalculation of your leave allowance, more leave has been taken than has been
accrued, Estyn will reclaim the value of the excess leave taken from your last monthly
salary.
Pay issues when leaving mid-month
9.14 If you leave in the middle of a month, pay is based on the number of days worked
and the number of days in the month in which you leave, e.g. if you left on 15 July,
you would receive 15/31 x monthly salary.
References
9.15 Requests for employment references should be made to Human Resources team –
nobody outside the Human Resources team may provide an official employment
reference. Colleagues are free to provide personal references which make no
mention of your work record or performance.
Pre-retirement course
9.16 You will be entitled to attend a pre-retirement course provided by Estyn’s training
provider before you leave Estyn which will be arranged by the Human Resources
team. You should seek advice from the Human Resources team about the
availability of such courses and the optimum timing for attending them.
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Annex A

The Civil Service Code
Civil Service values
1.

The Civil Service is an integral and key part of the government of the United
Kingdom1. It supports the Government of the day in developing and implementing its
policies, and in delivering public services. Civil servants are accountable to
Ministers2, who in turn are accountable to Parliament3.

2.

As a civil servant, you are appointed on merit on the basis of fair and open
competition and are expected to carry out your role with dedication and a
commitment to the Civil Service and its core values: integrity, honesty, objectivity and
impartiality. In this Code:
(a) ‘integrity’ is putting the obligations of public service above your own personal
interests;
(b) ‘honesty’ is being truthful and open;
(c) ‘objectivity’ is basing your advice and decisions on rigorous analysis of the
evidence; and
(d) ‘impartiality’ is acting solely according to the merits of the case and serving
equally well Governments of different political persuasions.

3.

These core values support good government and ensure the achievement of the
highest possible standards in all that the Civil Service does. This in turn helps the
Civil Service to gain and retain the respect of Ministers, Parliament, the public and its
customers.

4.

This Code4 sets out the standards of behaviour expected of you and all other civil
servants. These are based on the core values which are set out in legislation.
Individual departments may also have their own separate mission and values
statements based on the core values, including the standards of behaviour expected
of you when you deal with your colleagues.
1

Civil servants working for the Scottish Executive and the Welsh Assembly Government, and their
Agencies, have their own versions of the Code. Similar Codes apply to the Northern Ireland Civil
Service and the Diplomatic Service. Civil servants working in Non Ministerial Departments in England,
Scotland and Wales are covered by this Code.
2

Some civil servants are accountable to the office holder in charge of their organisation. This is made
clear in terms and conditions of employment.
3

Civil servants advising Ministers should be aware of the constitutional significance of Parliament, and
of the conventions governing the relationship between Parliament and the Government.
4

The respective responsibilities placed on Ministers and special advisers in relation to the Civil
Service are set out in their Codes of Conduct: www.cabinetoffice.gov.uk/propriety_and_ethics.
Special advisers are also covered by this Civil Service Code except, in recognition of their specific
role, the requirements for objectivity and impartiality (paras 10-15 below).
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Standards of behaviour
Integrity
5.

You must:
1.

fulfil your duties and obligations responsibly;

2.

always act in a way that is professional5 and that deserves and retains the
confidence of all those with whom you have dealings6;

3.

carry out your fiduciary obligations responsibly (that is make sure public money
and other resources are used properly and efficiently);

4.

deal with the public and their affairs fairly, efficiently, promptly, effectively and
sensitively, to the best of your ability;

5.

keep accurate official records and handle information as openly as possible within
the legal framework; and

6.

comply with the law and uphold the administration of justice.

7.

You must not:
8.

misuse your official position, for example by using information acquired in the
course of your official duties to further your private interests or those of others;

9.

accept gifts or hospitality or receive other benefits from anyone which might
reasonably be seen to compromise your personal judgement or integrity; or

10.

disclose official information without authority. This duty continues to apply after
you leave the Civil Service.

Honesty
7.

8.

You must:
11.

set out the facts and relevant issues truthfully, and correct any errors as soon as
possible; and

12.

use resources only for the authorised public purposes for which they are
provided.

You must not:
13.

deceive or knowingly mislead Ministers, Parliament or others; or

5

Including taking account of ethical standards governing particular professions.

6

Including a particular recognition of the importance of cooperation and mutual respect between civil
servants working for the UK Government and the devolved administrations and vice-versa.
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14.

be influenced by improper pressures from others or the prospect of personal gain.

Objectivity
9.

You must:
15.

provide information and advice, including advice to Ministers, on the basis of the
evidence, and accurately present the options and facts;

16.

take decisions on the merits of the case; and

17.

take due account of expert and professional advice.

10. You must not:
18.

ignore inconvenient facts or relevant considerations when providing advice or
making decisions; or

19.

frustrate the implementation of policies once decisions are taken by declining to
take, or abstaining from, action which flows from those decisions.

Impartiality
11. You must:
20.

carry out your responsibilities in a way that is fair, just and equitable and reflects
the Civil Service commitment to equality and diversity.

12. You must not:
21.

act in a way that unjustifiably favours or discriminates against particular
individuals or interests.

Political Impartiality
13. You must:
22.

serve the Government7, whatever its political persuasion, to the best of your
ability in a way which maintains political impartiality and is in line with the
requirements of this Code, no matter what your own political beliefs are;

23.

act in a way which deserves and retains the confidence of Ministers, while at the
same time ensuring that you will be able to establish the same relationship with
those whom you may be required to serve in some future Government; and

24.

comply with any restrictions that have been laid down on your political activities.

7

Some civil servants are accountable to the office holder in charge of their organisation. This is
made clear in terms and conditions of employment.
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14. You must not:
25.

act in a way that is determined by party political considerations, or use official
resources for party political purposes; or

26.

allow your personal political views to determine any advice you give or your
actions.

Rights and responsibilities
15. Your department or agency has a duty to make you aware of this Code and its
values. If you believe that you are being required to act in a way which conflicts with
this Code, your department or agency must consider your concern, and make sure
that you are not penalised for raising it.
16. If you have a concern, you should start by talking to your line manager or someone
else in your line management chain. If for any reason you would find this difficult,
you should raise the matter with your department’s nominated officers who have
been appointed to advise staff on the Code.
17. If you become aware of actions by others which you believe conflict with this Code
you should report this to your line manager or someone else in your line
management chain; alternatively you may wish to seek advice from your nominated
officer. You should report evidence of criminal or unlawful activity to the police or
other appropriate authorities. This Code does not cover HR management issues.

18. If you have raised a matter covered in paragraphs 15 to 17, in accordance with the
relevant procedures8, and do not receive what you consider to be a reasonable
response, you may report the matter to the Civil Service Commission9. The
Commissioners will also consider taking a complaint direct. Its address is:
Civil Service Commission, Room G8, 1 Horse Guards Road, London,
SW1A 2HW.
Tel: 020 7271 0836
email: bill.brooke@csc.gsi.gov.uk
If the matter cannot be resolved using the procedures set out above, and you feel
you cannot carry out the instructions you have been given, you will have to resign
from the Civil Service.
19. This Code is part of the contractual relationship between you and your employer. It
sets out the high standards of behaviour expected of you which follow from your

8

The whistleblowing legislation (the Public Interest Disclosure Act 1998) may also apply in some
circumstances. The Directory of Civil Service Guidance and the Civil Service Management Code give
more information: www.cabinetoffice.gov.uk/conduct-ethics/civil-service.aspx.
9

The Civil Service Commission’s Guide to Bringing a Complaint gives more information, available on
the Commission’s website: www.civilservicecommission.org.uk.
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position in public and national life as a civil servant. You can take pride in living up to
these values.
November 2010
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