Welcome to

Rushmoor Borough Council

Council Offices, Farnborough Road, Farnborough, Hampshire, GU14
7JU
The Borough of Rushmoor is located in North Hampshire and sits in the heart
of the Blackwater Valley, a flourishing area covering parts of Hampshire,
Surrey and Berkshire and less than 40 minutes from London.
You’ll find us to the south west of London, perfectly placed with the road
networks providing easy links to the capital, the M25 and M3. Excellent rail
connections to London Waterloo (33 minutes), Reading (23 minutes) and
Gatwick airport (53 minutes)
The seaside on the south coast is less than an hour away.

What services does the council deliver?
Rushmoor is one of 11 district councils in Hampshire. We are a district
council, urban in nature but with lots of green space. We deliver a range of
essential local services to our 96,000 residents and nearly 3,500 businesses.
For our size we have the widest range of facilities including 4 nature reserves,
70 parks and playgrounds, a business airport, 3 railway stations, 3 swimming
pools, 1 outdoor lido, 2 theatres world class sporting facilities, top performing
further and higher education, a world class exhibition and conference centre
and so much more.
The council services delivered by our committed 300 employees include:
•
•
•
•
•
•
•
•
•
•
•
•

Environmental Health
Housing
Regeneration and Developing place
Planning policy and development management
Culture, theatre and events
Street scene and highways
Waste collection and recycling
Grounds Maintenance
Public conveniences
Community Safety
Community development
Collection of council tax and non-domestic rates

We deliver some of these services ourselves, some we manage through
contracts and others we deliver in partnership with other councils. We have an
excellent reputation with other public services and the voluntary and
community sector.
We have a new Council Plan 2018/19 that sets out our priorities for the year
ahead and what we are doing to continue to meet the needs of residents,
visitors and businesses.
Why Rushmoor?
Rushmoor has an exciting future, with an ambitious programme of investment
and development planned which will see more than £500 million injected into
regeneration over the next decade, much of it through the exciting new
Wellesley development of nearly 4,000 new homes in Aldershot and the
regeneration of our town centres.
In addition to its ambitious plans, it’s also a great place to live. The area has
an abundance of green space and leisure and sporting opportunities and is
steeped in history. It includes the world famous towns of Aldershot - the

historic home of the British Army - and Farnborough, the birthplace of British
aviation and home to the renowned Farnborough International Airshow.
More facts about the area
•
•

•
•
•
•
•
•

The area enjoys open countryside and beautiful woodlands
Excellent sporting facilities, with specialist venues for skiing,
gymnastics and swimming – nearly every Olympic sport is catered for
in the borough
We are close to many excellent shopping areas including Reading and
Guildford with their vibrant student populations
The home of the British Army with an amazing military heritage being
World famous Farnborough International Airshow attracting more than
150,000 visitors
Home to world class businesses including BMW, Fluor, TAG, BAE
systems and RBS
Leading business airport, award-winning business park and a new
conference and exhibition centre
Entertainments, museums and arts venues

You may also be interested to see
•
•
•

Rushmoor Borough Council Web site
Rushmoor’s purpose and priorities
Latest news from Rushmoor

Working at Rushmoor
Hours
The normal working week is 37 hours

Annual Leave
Leave year from 1 April to 31 March
Starting at 25 working days per year
28 working days after 5 years local government service
30 days after 10 years Rushmoor service
33 days after 20 years Rushmoor service

Pension Scheme
Rushmoor offers membership of the Hampshire Local Government Pension Scheme.
This is a defined benefit occupational pension scheme. Further information is
available on the Hampshire Pensions web site
Employer contributions are currently 16.1% of salary. Employee contributions vary
from 5.5% - 12.5% dependent on salary.

Free Parking
Free parking is available for staff next to the offices or nearby in Pinehurst car park.

Hours of Work / Flexi time
The normal working week for most full-time staff is 37 hours, Monday to Friday.
Actual times of work may vary dependent on the needs of the role, but the council
also offers a flexi time system which enables staff in many roles to flex their actual
working hours to suit, so long as sufficient operational cover is maintained.
The flexi-time system allows staff to work additional hours between 7.30am and
7.00pm (6.30pm on Fridays) and take up to one day’s flexible leave in each calendar
month.
Your manager will confirm if flexi-time working applies to your post

Learning and Development
Rushmoor’s learning and development programme is an essential part of our
organisational development. We know if we are to be sustainable, we need to
enable everyone working at Rushmoor to develop knowledge and skills to help us
achieve that.
All staff at Rushmoor have an annual Development Review and analysis of
individuals' learning and development needs as well a consideration of the key
organisational priorities for the coming year, shape our Learning and Development
programme.
The many learning opportunities offered include those targeted at developing staff to
meet the changing demands of the organisation, our residents and local businesses,
as well as the job-related training we all need.

Professional Fees
If you need a professional qualification to do your job, Rushmoor will pay your
professional membership fees.

Employee Health and Wellbeing
Rushmoor offers a range of activities and benefits to staff to promote their health and
wellbeing. These include:
•
•
•
•
•
•
•

24/7 access to an Employee Assistance Programme, including an online portal,
confidential telephone service and access to face-to-face counselling;
Lunchtime yoga sessions
Discounted gym membership
Discounted cinema tickets
On-site café providing meals, hot and cold sandwiches/paninis, salads and
snacks daily
Cycle to work scheme
Extra leave purchase scheme

Behaviours
framework
What is our behaviours framework?
The behaviours framework identifies the
key behaviours and attitudes expected of
Rushmoor employees.
It includes:
How we do things
What we say and how we say it
How we treat others
Our approach to work

The council’s operating model
Our operating model is central to the delivery
of the council’s priorities. The behaviours that
support this are set out in this document.
There are some behaviours that we expect
from everyone, and others will be expected as
you develop your skills or become more senior.
Following feedback from employees, we have
also included some examples of behaviours
that don’t meet expectations.

Customer
first
Excellence in
service delivery
Productive
and efficient
Commercial
Modernisation
Leadership
Invest in people
“Listen, learn and deliver better”

The behaviours
What we expect from
those in leadership positions
and employees who aspire
to those roles

What we expect from everyone

As we increase our skills

Customer first

You put the customer first, working hard to exceed
their expectations

You support others in working together, helping them
to develop shared purpose

You work hard to understand and
exceed customer expectations.
You take responsibility for your own
and others’ learning and development.

You celebrate success and have a positive approach

You give time to colleagues and customers
who need help

You take opportunities for learning and development
and share skills and knowledge

You inspire a ‘one team, one council’ culture
You listen to and engage with your customers
to evolve service delivery

You initiate joint approaches to delivering services

You recognise talent within your team
and develop potential

You act with integrity, professionalism and respect
for others

You listen to and involve others, showing that you
respect and value their input

You seek to attract and retain individuals with
the right skills, knowledge and approach

Excellence in service delivery

You are flexible in how and where you work

You adopt a business mindset where appropriate

You think strategically about commercial opportunities

You take pride in your work

You seek feedback on your own performance

With enthusiasm, you work to
deliver an excellent service which
exceeds organisational and customer
expectations. You will work productively
and efficiently with a commercial and
modern mind-set to improve things
and make a difference where you can.

You are open to feedback and constructive challenge

You promote and drive excellence in service delivery

You focus on long-term outcomes rather than
short-sighted initiatives

You are productive and efficient in your work

You enable first point of contact decision making
at the level closest to the customer

You manage poor performance and recognise
good performance

You ensure mutual understanding of task responsibility

You anticipate change to ensure services
are fit for the future

You make good use of technology and
digital opportunities
You deliver what you’ve committed to on time
You use your initiative to solve issues and improve
the way we do things

You are flexible in providing solutions
to drive improvement
You balance competing priorities to meet expectations

You stand by difficult decisions and openly
acknowledge errors

You aspire to get things right first time
You are open to change
You appropriately challenge assumptions
and unhelpful behaviour

Leadership

You role model the expected behaviours

You lead by example through your
behaviours and professional approach
to work, inspiring your colleagues
to deliver great outcomes.

You are empathetic to colleagues and customers

You are driven to achieve results
You adapt your communication style to meet your
audiences’ needs

You are confident in making decisions
and set clear expectations

You work collaboratively with colleagues, partners
and customers

You delegate appropriately

You lead by example, inspiring others to excellence

You resolve conflicts and disagreements quickly
and professionally

You are visible and accessible to your team/colleagues

You see failure and issues as an opportunity
to learn and improve

You articulate vision and clear strategic direction to
focus service delivery

Behaviours that don’t meet expectations
You do not demonstrate ‘Customer first’ if you:
Don’t accept that colleagues are internal customers
Don’t say ‘thank you’ or show appreciation for others work
Make little or no effort to understand things from your
customer’s point of view
Are unwilling to be exposed to change or uncertainty
You do not demonstrate ‘Excellence in service delivery’ if you:
Stick to outdated methods that have become ineffective
Show a lack of concern in the quality of your work
Focus on the problems and not the solutions
Manage your time poorly and do not deliver what is expected of you
Ignore problems and don’t use your initiative
Do not take responsibility for your actions, admit you
are wrong or recognise how your actions affect others
You do not demonstrate ‘Leadership’ if you:
Choose to ignore criticism or take it personally rather
than a way to develop yourself or your performance
Fail to acknowledge colleague and customer perspectives
Do not question information for a better understanding
Do not acknowledge or appreciate the work others do

Council Offices,
Farnborough Road,
Farnborough,
Hants, GU14 7JU

www.rushmoor.gov.uk
01252 398 399
customerservices@rushmoor.gov.uk

@rushmoorcouncil
Rushmoor Borough Council

PRIVACY NOTICE FOR PROSPECTIVE EMPLOYEES, CURRENT AND FORMER
EMPLOYEES, WORKERS, VOLUNTEERS AND THOSE ON WORK EXPERIENCE

Data controller (“the Council”):

Rushmoor
Borough Council,
Farnborough, Hants, GU14 7JU

Data Protection Officer:

data.protection@rushmoor.gov.uk

HR contact details:

HR@rushmoor.gov.uk

Farnborough

Road,

This privacy notice applies to all prospective employees, current and former employees and
workers, volunteers and those on work experience. It is non-contractual and does not form part
of any employment contract or casual worker agreement.
1. What types of personal information do we collect about you?
The Council may collect, use and process a range of personal information about you, dependent
on your employment status, such as:















your contact details, including your name, address, telephone number and personal e-mail
address
your emergency contact details/next of kin
your date of birth/gender/marital status
personal information included in a CV, application form, cover letter, interview notes, test
results, references, copies of proof of right to work in the UK documentation, copies of
qualification certificates, copy of driving licence, passport and other background check
documentation
your bank account details, payroll records, tax code and tax status information
sickness data including reasons for sickness absence, referrals to and reports from
Occupational Health;
details relating to health or a disability
information obtained through electronic means, such as use of entry swipecards, and CCTV
images on council premises
information about your use of our IT systems, including telephones, e-mail,
photocopier/printer and the internet
photographs for ID badges and the council’s intranet
car registration, MOT and insurance
your racial or ethnic origin, religious or philosophical beliefs and sexual orientation
information about any criminal convictions and offences.

2. How do we collect your personal information?
The Council may collect personal information about you in a variety of ways. It is collected
during the recruitment process, either directly from you or sometimes from a third party such as
an employment agency. We may also collect personal information from other external third
parties, such as references from former employers and criminal record checks from the
Disclosure and Barring Service (DBS).

We will also collect additional personal information throughout the period of your relationship
with us. This may be collected in the course of your work-related activities.
Your personal information may be stored in different places, including in your personnel file, in
the Council's personnel database and in other IT systems, such as the e-mail system.
3. What do we need your information for?
All of the personal information we collect is to fulfil the contract of employment with you, to meet
our statutory obligations, or where we have other legitimate reasons, such as to fulfil our role as
a responsible employer.
If we need to use your personal information for any other purpose, we will normally inform you
before using it, unless we believe you know about the purpose already, or there are legal
reasons that prevent us from telling you.
4. Who has access to your personal information?
Your personal information may be shared internally within the Council with members of the HR
team and your line manager(s). This is usually limited to the service in which you work, unless
there is a legitimate reason for the data to be shared with a manager in another service.
Finance, Audit, Legal and IT staff may also have access to certain personal information if it is
necessary for the performance of their roles.
The Council may also share your personal information with third-parties including:





the local government pension scheme provider (Hampshire Pensions)
the Council’s Occupational Health provider
external auditors
professional advisers, such as South East Employers, or solicitors

The Council may also share your personal information with other third parties in the event of a
TUPE transfer of some or all of its services. In those circumstances, your personal information
will be subject to confidentiality undertakings.
We may also need to share your personal information with a regulator, or to otherwise comply
with the law (e.g HMRC and the National Fraud Initiative).
5. How does the Council look after your personal information?
Your data will be stored electronically and/or as paper records, and will not be transferred
outside of the UK/EU. All personal information will be held securely in our filing systems and
archives.
6. How long will we retain your information?
The Council will retain your personal information for as long as is necessary to fulfil the purposes
for which it was collected and processed, including for the purposes of satisfying any legal, tax,
health and safety, reporting or accounting requirements.
Further details can be found in the Council’s Retention Guidelines available on the website at
http://www.rushmoor.gov.uk
7. Your rights in connection with your personal information

The General Data Protection Regulation gives you a number of rights concerning your personal
information. See the list below. Not all rights apply in every case – it will depend on the legal
basis for collecting your information and how we use it.





The right to be informed
The right of access
The right to rectification
Rights related to automated decision making,
including profiling

Further
details
on
these
rights
http://www.rushmoor.gov.uk/dataprotection

can






The right to restrict processing
The right to data portability
The right to object
The right to erasure

be

found

on

our

website

8. What are the consequences of not providing personal information?
If you fail to provide information when required, we may be unable to fulfil the contract of
employment we have entered into with you, or we may be prevented from complying with our
statutory obligations. You may also be unable to exercise any statutory or contractual rights,
and we may also be unable to fulfil our role as a responsible employer.
9. Right to complain to the Information Commissioner’s Office
If you are not happy with the way the Council is handling your personal information you have the
right to lodge a complaint with the Information Commissioner’s Office. (ICO).
You will find details of how to do so on the ICO website at https://ico.org.uk/ or by phoning their
helpline on 0303 123 1113.

