


Llawlyfr Staff Cyngor Cymuned
Cyflwyniad
Mae’r llawlyfr hwn yn nodi prif bolisïau cyflogaeth a disgwyliadau ar gyfer gweithwyr y Cyngor Cymuned.
Nod y Cyngor yw darparu amgylchedd gwaith teg, diogel a pharchus ac mae’n cydymffurfio â deddfwriaeth cyflogaeth y DU a chanllawiau ACAS.
Polisi Mabwysiadu a Thadolaeth
Bydd y Cyngor yn cydymffurfio â hawliau statudol sy’n ymwneud â gwyliau mabwysiadu a thadolaeth.
Gall gweithwyr cymwys gymryd gwyliau a derbyn tâl yn unol â deddfwriaeth y DU.
Dylai gweithwyr hysbysu’r Cyngor cyn gynted â phosibl o’u bwriad i gymryd gwyliau mabwysiadu neu dadolaeth.
Alcohol, Cyffuriau a Chamddefnyddio Sylweddau
Ni ddylai gweithwyr ddod i’r gwaith o dan ddylanwad alcohol na chyffuriau anghyfreithlon.
Mae’r Cyngor wedi ymrwymo i gynnal amgylchedd gwaith diogel. Os bydd camddefnyddio sylweddau yn effeithio ar berfformiad
neu ddiogelwch, gall y Cyngor gynnig cymorth ond gall camau disgyblu hefyd gael eu cymryd os oes angen.
Gwyliau Blynyddol
Mae gan weithwyr hawl i wyliau blynyddol â thâl yn unol â’u contract cyflogaeth a’r hawliau statudol.
Dylid cyflwyno ceisiadau am wyliau ymlaen llaw a chael cymeradwyaeth y Cyngor.
Cynllun Gwerthuso
Mae’r Cyngor yn cefnogi datblygiad gweithwyr. Fel arfer bydd gweithwyr yn derbyn
gwerthusiad blynyddol i adolygu perfformiad, trafod amcanion a nodi unrhyw anghenion hyfforddi.
Bwlio ac Aflonyddu
Mae’r Cyngor wedi ymrwymo i ddarparu gweithle sy’n rhydd o fwlio ac aflonyddu.
Bydd unrhyw gwynion yn cael eu cymryd o ddifrif a’u hymchwilio’n brydlon. Gall camau priodol gael eu cymryd lle bo angen.
Polisi Gallu
Os na all gweithiwr gyflawni ei rôl i’r safon ofynnol, bydd y Cyngor yn ceisio darparu cymorth
a nodi meysydd ar gyfer gwella. Gellir gosod cyfnod adolygu cyn ystyried camau pellach.
Cod Ymddygiad i Weithwyr
Rhaid i weithwyr weithredu gyda gonestrwydd a phroffesiynoldeb, cadw cyfrinachedd lle bo angen,
trin eraill gyda pharch ac osgoi gwrthdaro buddiannau. Rhaid i weithwyr gydymffurfio â pholisïau’r Cyngor a’r ddeddfwriaeth berthnasol.
Urddas yn y Gwaith
Mae’r Cyngor yn hyrwyddo gweithle lle mae pawb yn cael eu trin ag urddas a pharch.
Ni fydd bwlio, aflonyddu na gwahaniaethu yn cael eu goddef.
Disgyblu a Chwynion
Mae’r Cyngor yn dilyn gweithdrefnau teg wrth ddelio â materion disgyblu neu gwynion.
Mae gan weithwyr hawl i gael gwrandawiad teg, i gael cynrychiolaeth lle bo’n briodol, ac i apelio yn erbyn penderfyniadau.
Cydraddoldeb ac Amrywiaeth
Mae’r Cyngor wedi ymrwymo i gyfleoedd cyfartal ac ni fydd yn gwahaniaethu ar sail oedran,
anabledd, ailbennu rhywedd, priodas neu bartneriaeth sifil, beichiogrwydd neu famolaeth, hil, crefydd neu gred,
rhyw neu gyfeiriadedd rhywiol.
Iechyd a Diogelwch
Bydd y Cyngor yn cymryd camau rhesymol i ddarparu amgylchedd gwaith diogel ac i gydymffurfio â
deddfwriaeth iechyd a diogelwch berthnasol. Rhaid i weithwyr hefyd gymryd gofal rhesymol am eu diogelwch eu hunain
a diogelwch eraill.
Gwyliau Mamolaeth
Mae gan weithwyr hawl i wyliau mamolaeth a thâl yn unol â deddfwriaeth statudol.
Dylai gweithwyr hysbysu’r Cyngor o fewn yr amserlen ofynnol a darparu’r dogfennau priodol.






Community Council Staff Handbook
Introduction
This handbook sets out the key employment policies and expectations for employees of the Community Council. 
The Council aims to provide a fair, safe and respectful working environment and complies with UK employment legislation and ACAS guidance.
Adoption and Paternity Policy
The Council will comply with statutory rights relating to adoption leave and paternity leave.
Eligible employees may take leave and receive pay in accordance with UK legislation. 
Employees should notify the Council as early as possible of their intention to take adoption or paternity leave.
Alcohol, Drugs and Substance Misuse
Employees must not attend work under the influence of alcohol or illegal drugs.
The Council is committed to maintaining a safe working environment. Where substance misuse affects performance or safety,
the Council may offer support but disciplinary action may also be taken where necessary.
Annual Leave
Employees are entitled to paid annual leave as stated in their contract of employment and in accordance
with statutory entitlement. Leave requests should be submitted in advance and approved by the Council.
Appraisal Scheme
The Council supports employee development. Employees will normally receive an annual appraisal
to review performance, discuss objectives and identify any training needs.
Bullying and Harassment
The Council is committed to providing a workplace free from bullying and harassment.
Complaints will be taken seriously and investigated promptly. Appropriate action may be taken where necessary.
Capability Policy
If an employee is unable to perform their role to the required standard, the Council will seek to
provide support and identify areas for improvement. A review period may be set before further action is considered.
Code of Conduct for Employees
Employees must act with integrity, maintain confidentiality, treat others with respect,
and avoid conflicts of interest. Employees must comply with Council policies and relevant legislation.
Dignity at Work
The Council promotes a workplace where everyone is treated with dignity and respect. Bullying,
harassment and discrimination will not be tolerated.
Discipline and Grievance
The Council follows fair procedures when dealing with disciplinary matters or grievances.
Employees have the right to be heard, to be accompanied where appropriate, and to appeal decisions.
Equality and Diversity
The Council is committed to equality of opportunity and will not discriminate on the grounds of
age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief,
sex or sexual orientation.
Health and Safety
The Council will take reasonable steps to provide a safe working environment and comply with
relevant health and safety legislation. Employees must also take reasonable care for their own safety and that of others.
Maternity Leave
Employees are entitled to maternity leave and pay in accordance with statutory legislation.
Employees should notify the Council within the required timeframe and provide appropriate documentation.
