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Councillor Public Surgery Policy
Surgery policy
This policy sets out how Alwoodley Parish Council will run public surgeries so that residents and councillors are safe and treated fairly.
Purpose
Surgeries give residents a chance to talk to one or two councillors about local matters. Councillors can listen and offer advice. They cannot make decisions alone.
How surgeries will run
1. Surgeries will be held at a public venue agreed by the council. Councillors' homes will not be used.
1. Dates and times will be shared on the council website and noticeboards.
1. Residents are encouraged to book through the Clerk. Drop-ins may be seen if time allows.
1. Each surgery will have set start and end times.
1. Two councillors will attend where possible. If only one can attend, a second person will be nearby.
Safety
· The Clerk will arrange / be informed of the time and place of every surgery.
· Councillors will sit near the exit and agree a simple way to end a meeting if needed.
· A councillor may end any meeting that becomes aggressive or uncomfortable.
· The council will complete the risk assessment before the first surgery and review it each year.
Privacy and notes
· Councillors will only collect the personal details they need.
· Notes will be kept short and stored securely. They will be shared only with permission or where the law requires.
· UK GDPR will be followed at all times.
· Follow-up will be sent from council email addresses only.
· Conversations should not be overheard by others.
Safeguarding
· If a child or vulnerable adult raises a concern, the councillor will follow the council's safeguarding steps.
· All councillors will know who to report a safeguarding worry to.
What councillors can and cannot do
· Councillors can listen and explain how the council works.
· They can pass issues to the Clerk or to the right organisation.
· They cannot promise outcomes or make decisions on behalf of the council.
If something goes wrong
1. Stay calm and end the meeting politely.
1. Leave the room if needed.
1. Tell the Clerk as soon as possible.
1. Record what happened in the incident log.
Insurance and review
The Clerk will check with the council's insurer that surgeries are covered before the first session. The council will review this policy once a year.
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