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1 Introduction 

1.1 What is the policy about? 

The school is committed to providing equality of opportunity in employment and to developing 
working practices and policies that support work-life balance. This policy provides leave 
opportunities intended to assist employees in overcoming some of the significant issues and 
problems that arise in balancing work commitments with other responsibilities outside of work and 
gives eligible employees an opportunity to formally request a change to their working pattern. 
 
The policy covers three main areas: 
 

 Compassionate leave – an entitlement to help an employee deal with an unexpected 
situation; 

 

 Dependant leave – providing an entitlement for employees with parental responsibility to 
take time off to be with their child(ren) up to the age of 18 or to look after a dependant 
spouse or partner, parent, elderly relative, someone living with the employee as part of the 
family or who reasonably relies on the employee for assistance or where the employee is 
the primary carer; 

 

 Flexibility in the workplace – an entitlement for employees to request, for any reason, a 
variation in their working environment. 

 
 

1.2 Who does the policy apply to? 

This policy covers all school based employees. Temporary employees are to be treated in an 
equivalent fashion to permamnent employees. Part time employees are subject to the same 
entitlaments as full time employees on a pro-rata basis.  
 

1.3 Responsibilities 

It is important that the correct procedure is followed in relation to any request for time off under this 
policy: 
 
Employees 
 
Employees should ensure that they give their manager up to date and accurate information in 
relation to any application made under this policy. 
 
Employees taking up employment with the school, who want to request dependant leave, must 
advise the head teacher of the dates of any previous dependant leave taken with any previous 
Local Authority school or council service. 
 
Where appropriate, this time will be deductible from their overall entitlement. 
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Head teachers 
 
The head teacher will have responsibility for the operational management of the policy.  It should 
be noted that denying an employee from seeking to take leave or use the policy for a genuine 
reason could infringe a statutory employment right. 
 
 

1.4 Legislation 

The Employment Rights Act 1996 came into force on 22 August 1996. It sets out the statutory 
employment rights of workers and employees. 
 
The Employment Act 2002 introduced new provisions concerning ’family friendly’ working. It 
enhanced statutory rights designed to help parents balance work and family commitments. The 
Work and Families Act 2006 introduced a significant change by extending the right to request 
flexible working to carers of qualifying adults. 
 
Further legislation, The Children and Families Act 2014 Part 9 (Sections 131 to 134), extended the 
right to request flexible working to all employees who meet the basic eligibility criteria from 30 
June 2014. 
 

1.5 Monitoring 

It is recommended that schools develop a central record keeping system for all aspects of family 
leave to assist with future evaluation processes. 
 

2 Supporting documents 

The following documents can be downloaded from the intranet by clicking ‘Strategies, Policies and 
Procedures’ under the ‘popular pages’ column. 
 

A Application for Compassionate Leave 

B Application for Dependant Leave 

C Dependant Leave Record Sheet 

D Flexibility in the Workplace Application Form 

E Flexibility in the Workplace Acceptance Form 

F Flexibility in the Workplace Rejection Form 

G Flexibility in the Workplace Appeal Request Form 

H Flexibility in the Workplace Appeal Reply Form 
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I Frequently Asked Questions  (FAQ’s) – Compassionate Leave 

J Frequently Asked Questions  (FAQ’s) – Dependant  Leave 

K Frequently Asked Questions  (FAQ’s) – Flexibility in the Workplace 

L Maternity, Adoption and Paternity Leave Policy 

 
 

3 Support/useful information 

 The Families Information Service (FIS) provides information on a wide range of things 
including – choosing childcare, where to find a nursery, pre-school or playgroup, sport and 
leisure clubs as well as family leisure activities, information about free and flexible early 
learning (formerly nursery education) for 3 and 4 year-olds, support for children with 
additional needs or disabilities, parenting groups and classes. Further information can be 
found through the FIS helpline on 0800 9172917 or by e-mailing 
familyinfoservice@durham.gov.uk. 

 As a council employee you have access to a free service, offering a confidential telephone 
counselling and information service which is available 24 hours a day, 365 days a year.  
Telephone counselling can provide emotional support in helping you work through a range 
of personal and/or work related issues.  To access this telephone counselling service call 
Freephone: 0800 716 017 day or night and quote the scheme number 33679 

 Further general guidance can be sought from the Schools HR Advice and Support Team on 
03000 266 688 or via email schoolshradviceandsupportteam@durham.gov.uk 

 Completed forms should be forwarded to the HR Operations and Data Team, by email:  
hroperations@durham.gov.uk or by post: HR Operations and Data Team, Resources, 
County hall, Durham DH1 5UL 
 

 
 
 
  

mailto:hradviceandsupportteam@durham.gov.uk
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4 Family leave and flexible working 

4.1 Summary of family leave and flexible working entitlements 

Type of Leave Eligibility Entitlement and Conditions 
 
Compassionate 
leave 

 

 All employees are 
entitled to 
compassionate leave. 
 
 
 

 There is not a qualifying 
period of service for 
eligibility. 

 

 Allows an employee to take reasonable 
amount of time off work to deal with a 
sudden emergency, which affects a 
dependent or to deal with an emergency 
domestic situation within the home 
environment. 

 This may be limited to a few hours and 
should not exceed 2 days, only longer in 
exceptional circumstances. 

 
 
Dependants leave 
 

 
Employee must have: 

 Been continuously 
employed for at least 
26 weeks. 

 Care responsibilities 
relating to a child 
(under 18 years of 
age), partner, civil 
partner, relative, a 
dependant who lives 
with them or they 
provide primary care 
 

 
 

 A total of 26 weeks unpaid. 

 Maximum 8 weeks dependants leave 
each year. 

 Dependant leave can be taken in blocks 
or multiples of a half day. 

 
The right to 
request flexibility 
in the workplace 

 
Employee must: 

 Have 26 weeks 
continuous service 
within the council. 
 

 

 Flexibility in the workplace is not a leave 
entitlement but is an option which allows 
an employee the right to request a 
change to the contract for the purpose of 
balancing outside responsibilities with 
working commitments. 

 Applying to work flexibly. 

 No request has been made in the last 12 
months. 

 Changes can include the number of hours 
an employee is required to work, times an 
employee is required to work or where an 
employee is required to work. 

 Any request will be considered by the 
school in line with business needs. If it is 
not possible to accommodate the request 
then clear business reasons need to be 
provided. 
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4.2 Compassionate leave 

4.2.1 Eligibility 

All employees of the school, whether employed on a full-time or part-time basis are entitled to 
apply for compassionate leave.  There is no qualifying period of service for eligibility.   
 
4.2.2 Entitlement 

Paid compassionate leave allows an employee to take a reasonable amount of time off work to 
deal with an unexpected disruption, which affects a dependant.  An employee should advise their 
head teacher as soon as possible about the reason for any absence and how long they are 
requesting to be away from work.  Where the employee knows in advance of a problem, serious 
consideration should be given by the employee to making alternative arrangements to providing 
the care.  However, where no practical alternative arrangements are available, there may be some 
limited situations where compassionate leave should be granted, even though the unexpected 
circumstances were known about some time in advance.   
 
Compassionate leave can also be granted in exceptional circumstances to help an employee deal 
with an emergency domestic situation within the home environment, for example to deal with the 
aftermath of a burglary or a fire.  Any leave granted for such purpose may be limited to a few 
hours and should not usually exceed two days. 
 
There are a number of incidents that may require the granting of compassionate leave to an 
employee: 
 

 To deal with the death of a dependant.  This would include taking time off to make funeral 
arrangements, as well as attending a funeral; 

 

 To provide assistance on an occasion when a dependant falls ill, or is injured or assaulted.  
The illness or injury need not necessarily be serious or life threatening.  It may also relate to 
the sudden deterioration of an existing condition.  For example, a dependant may suffer a 
nervous breakdown and requires occasional support from the family member.  Time off can 
also be granted when a dependant has been assaulted, but remains uninjured - for 
example, time off work may be necessary to comfort a family member who has been victim 
of a mugging; 

 

 To provide assistance during a difficult time when a dependant is having a baby.  
Circumstances where the granting of compassionate leave might be appropriate include the 
illness of the mother.  However, this does not include taking time off after the birth to help 
care for the child as maternity support leave, paternity leave and parental leave are more 
appropriate options; 

 

 To make longer term care arrangements for a dependant who is ill or injured.  This might 
mean making arrangements to employ a temporary carer or taking a sick child to stay with 
relatives; 

 

 To deal with an unexpected problem in child minding arrangements; 
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 To deal with an unexpected disruption which involves the child of the employee during 
school hours.   

 
A dependant can be classed as the husband, wife, civil partner or partner, child (including step-
children), and parent or near relative of an employee.  In addition, it can be someone who lives in 
the household as part of the family (excluding tenant, boarder, housekeeper etc.) or, in certain 
circumstances, someone who reasonably relies on the employee for assistance. 
 
If granted, a reasonable amount of time with pay can be taken as compassionate leave.  This may 
be limited to a few hours and should not usually exceed two days.  It may be possible to extend 
leave to three days, or longer in exceptional circumstances (following consultation with the 
Schools HR Advice and Support Team).  This may be applicable where the case involves the 
death of a dependent, or to assist an employee who is responsible for providing direct care for a 
dependent, for example, an elderly relative. 
 
An employee should advise their head teacher as soon as possible about the reason for any 
absence and how long they expect to be away from work.  
 
An Application for Compassionate Leave Form is available via the Extranet and/or with this policy.  
Where an employee needs to take emergency compassionate leave, the form should be 
completed on their return to work. 
 
4.2.3 Head teacher discretion 

Both objective and subjective considerations will need to be evaluated when deciding how much 
time is suitable.  Management discretion is available, but must be operated in a reasonable and 
fair way.  Head teachers should balance the following issues: 
 

 What practical activities need to be carried out, e.g. how long does it take to arrange a 
funeral? 

 Are there any circumstances that warrant more time off for a specific employee, e.g. where 
the dependant lives 

 Do the requirements of the service affect the period of leave that can be allowed at a given 
time? 

 
4.2.4 Return to work 

The head teacher should arrange an informal meeting with the employee on their return to work to 
discuss any request and any subsequent issues resulting from the period of compassionate leave 
taken.  
 
A head teacher must be aware of the employee's right to privacy under the Human Rights Act.  
However, as long as the questions are not too intrusive and aimed at securing relevant 
information, questioning the employee about the reason for the absence is legitimate.  
 
No limitation is set on the number of times an employee can utilise compassionate leave.  
However, head teachers should keep a record of any compassionate leave taken and be aware of 
individual employees making a number of applications for compassionate leave to consider 
whether other arrangements might be more appropriate. 
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In exceptional circumstances, an employee may return to work before it is possible to contact the 
manager, but they should immediately advise the manager about the absence on their return to 
work. 
 
 

4.3 Dependant leave 

4.3.1 Eligibility 

 
This entitlement is based on the following criteria: 
 

 The employee must have been continuously employed for at least 26 weeks; 

 The employee must have parental responsibility for a child under the age of 18 or 
care responsibilities relating to a spouse, partner, parent, civil partner, relative; 

 Responsibility for the provision of primary care for an individual who doesn’t live with 
them. 

 
In the case of a request for leave to look after a child the employee must be one of the following: 
 

 the biological parent of a child, named on the child's birth certificate and have full or 
shared parental responsibility as defined under the Children Act 1989; 

 separated or divorced with visitation rights and parental responsibility for their child; 

 the step parent of a child who has full or shared parental responsibility; 

 the official guardian of a child as detailed in the Children Act 1989; 

 any individual who can satisfactorily demonstrate that they have acquired formal 
parental responsibility, temporary or otherwise, for looking after a child.  For example, 
this could include a partner/civil partner of a biological parent or a grandparent who has 
a significant parenting role. 

 
Dependant leave must not be merged with maternity leave provisions, although one form of leave 
can follow another.  
 
4.3.2 Entitlement 

Employees who meet the criteria for dependant leave are entitled to: 
 

 A total of 26 weeks (unpaid) during their employment with the council (subject to the 
qualifying criteria). For term time only employees or those working less than 52 weeks this 
entitlement will be pro-rata. 

 

 An employee is normally restricted to a maximum of 8 weeks of dependant leave (pro-rata) 
during each year. However, in exceptional circumstances agreement can be reached for 
leave to be taken over longer periods - for example, up to 26 weeks in one spell or in 
patterns that allow a reduced working week. 
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4.3.3 Applying for dependant leave 

Dependant leave can be taken in blocks or multiples of a half-day.  It is permissible to allow longer 
periods to be taken in a single block.  Requests for leave should be in writing to the head teacher 
on the prescribed form and provide as much notice as possible.  The normal notice period is 5 
school working days before the leave is to start.  In the case of a father taking leave immediately 
after the birth of a child, the notice should normally be provided 15 school working days before the 
expected week of childbirth (EWC).  Details should also be provided as to how much leave is to be 
taken. 
 
An Application for Dependant Leave Form can be found with this policy and should be returned to 
the head teacher. 
 
The head teacher should forward a copy of the completed form to the HR Operations and Data 
Team. 
 
A record of dependant leave requests should be kept by the head teacher (using the dependant 
leave record sheet held on the extranet).  
 
4.3.4 Postponing dependant leave 

Where an employee meets the qualifying conditions and requirements, a request for dependant 
leave cannot be refused, but it can be postponed.  Any postponement must be based upon the 
fact that the effectiveness or operational capacity of the unit or service will be adversely disrupted 
by the leave being granted at a certain time.  However, the postponed leave must be taken within 
three months of the delay date. 
 
Every effort should be made to avoid a postponement.  However, where leave is deferred in this 
way, the head teacher should fully consult with the affected employee and give the reason for any 
postponement.  This should be confirmed in writing within 5 school working days of the original 
request.  The alternative date for leave should also be clarified. 
 
It is not possible to postpone leave to be taken by the father immediately after the birth of the child 
or following maternity support leave (MSL).  There should also be no postponement of leave when 
a mother takes dependant leave following on from a period of maternity leave. 
 
4.3.5 Contractual status 

The employment contract continues during the taking of any dependant leave.  The council's 
obligation to the employee of trust and confidence remains and the employee must also show 
good faith to the council.  Dependant leave will not be treated as sick leave.  Employees who fall 
sick during dependant leave and provide suitable notification (e.g. a fit note) should be paid under 
the sick pay scheme.  The period of sickness should not count towards their dependant leave 
entitlement.  
 
Where up to four weeks leave is taken, the employee is entitled to return to the same job following 
dependant leave.  In any circumstances where it is possible to take more leave - for example, if 
the four weeks dependant leave were added on to additional maternity leave - the requirement is 
to return the employee to the same job, or if this is not practicable, some other suitable and 
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appropriate alternative.  The duty to attempt to secure alternative employment also remains in any 
redundancy or reorganisation situation involving the employee.  
The employee should not suffer any detriment or be dismissed for seeking to take, or taking 
dependant leave for a genuine reason. 
 
 

4.4 Flexibility in the workplace 

The right to request to work flexibly is now available to any employee who meets the eligibility 
criteria. This request is for a permanent change to the individual’s contract.   
 
4.4.1 Eligibility 

Applications can only be made if the employee meets the following criteria: 
 

 They have 26 weeks of continuous service with the school/council at the date of application; 

 No request has been made in the previous 12 months to work flexibly under this right. 
 
4.4.2 Making a request 

A request from an employee under the Employment Rights Act 1996 and regulations made under 
it must be in writing (using the Flexibility in the Workplace Application Form – available via this 
policy) and must include the following information: 
 

 The date of the application, the change to working conditions they are seeking and when 
they would like the change to come into effect; 

 

 What effect, if any, they think the requested change would have on the school and how, in 
their opinion, any such effect might be dealt with; 

 

 A statement that this is a statutory request and if and when they have made a previous 
application for flexible working. 

 
4.4.3 Entitlement 

This is not a leave entitlement.  It is an option that allows an employee the right to request to work 
flexibly.  It is not an entitlement for the employee to insist on a change.  A qualifying employee can 
request a change to the terms and conditions of their employment relating to, for example: 
 

 changes to their hours and times of work; 

 changes to places of work; 

 part-time working; 

 job sharing; 

 working from home; 

 working term-time only; 

 working shifts. 
 
Any head teacher has to give serious consideration to any request for a change and deal with it in 
a reasonable manner, even if a number of such requests have previously been granted within the 
section, either to other employees or to the employee making the request (so long as it is not 
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within the previous 12 months).  Efforts should be made to see if any suitable arrangements can 
be made to ensure that service effectiveness remains unaffected while assisting an employee's 
work-life balance considerations. 
 
If it is not possible to accommodate the change, the manager must provide clear business reasons 
when refusing the request. 
 
To allow the proper consideration of a request for flexible working, the head teacher may wish to 
extend the time limits stated in this policy for any part of the process.  To do so, they will require 
agreement from the employee. 
 
4.4.4 Applying for flexibility in the workplace 

The employee should apply using the Flexibility in the Workplace Application Form which is 
available with this policy. 
 
4.4.5 Consider the request 

Head teachers should consider the request carefully looking at the benefits of the requested 
changes in working conditions for the employee and business requirements and weighing these 
against any adverse impact of implementing the change. In considering the request head teachers 
must not discriminate against the employee. 
 
Head teachers are also advised to arrange to meet with the employee to discuss the request in 
more detail and to ascertain the reason why the request is being made.  
 
4.4.6 Response to an application 

If the request is agreed: 
 
If the head teacher agrees with the proposed changes or agrees with modifications, then they 
should advise the employee of the agreed change and the agreed date of the change using the 
Flexibility in the Workplace Acceptance Form.  This agreement should be finalised within 10 
school working days of receiving the initial proposal.  Consideration also needs to be given to any 
other impact on working conditions as a result of the change, for example, will it lead to a variation 
in the way annual leave is calculated, pension etc. 
 
Other issues that need consideration include any effects on the employee’s pay, any health and 
safety requirements and who else needs to be informed about the change. 
 
A request may be made in relation to the Equality Act 2010, for example, as a reasonable 
adjustment for a disabled employee. 
 
It is recognised that circumstances may arise where an employee requests temporary changes to 
their working arrangements to help them deal with a work-life balance issue.  This process does 
not stop a head teacher and employee reaching a mutual agreement that supports the employee's 
position, as long as service provision is not adversely affected. 
The HR Operations and Data Team must be notified of any change through Myview which will 
impact on an employee’s salary (e.g. a reduction in working hours) even if the change is 
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temporary. A copy of the completed Flexible Working Acceptance Form must be attached to 
Myview. 
 
If the request is rejected: 
 
If it is not possible to agree to the suggested variation, the head teacher must arrange a meeting 
with the employee.  This meeting is aimed at discussing the request and should take place within 
10 school working days of the initial proposal. Prior to the meeting, it may be appropriate for the 
head teacher to draw up a draft agenda of the issues for discussion and ask for the views of any 
other individuals affected by the proposal.  The employee should be advised of anyone else who 
has been asked to contribute at the meeting.  
 
The meeting to consider the request should be approached in as open a way as possible.  If the 
original working pattern cannot be accommodated, the meeting provides an opportunity to 
consider other options. 
 
The employee making the request can be accompanied to the meeting by a work colleague or 
trade union representative. 
 
Following the meeting, the head teacher must inform the employee of the decision within 10 
school working days of the meeting.  If there is agreement, similar guidance as above applies.  If 
the request is refused, the head teacher must provide details, using the Flexibility in the Workplace 
Rejection Form, to the employee.  This includes the reason(s) for the refusal, explaining why the 
reason(s) apply in these circumstances and advise details of the appeals procedure. 
 
The above timescales can be extended by prior agreement between the parties if it is not possible 
to complete consideration of the request within expected timescales. 
Assistance can be sought from the Schools HR Advice and Support Team throughout this 
process. 
 
4.4.7 Valid reasons for refusing a request 

It is important that a positive effort is made to come to a workable solution when any request for a 
flexible change to the contract is made.  However, if the request is rejected, it must be linked to 
one or more of the following reasons: 
 

 The burden of the additional costs; 

 Detrimental effect on ability to meet customer demand; 

 Inability to reorganise the work amongst existing staff; 

 Inability to recruit additional staff; 

 Detrimental impact on quality; 

 Detrimental impact on performance; 

 Insufficiency of work during the periods the employee proposes to work; 

 Planned structural changes. 
 
In addition, the explanation requires more than just providing a reason from the above list.  
Specific details must be included, spelling out the business reasons for the rejection.  However, it 
is not necessary to write at great length and discount every element of minute detail.  The aim is to 
use relevant and understandable terms as to why the overall proposal is not acceptable. 
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4.4.8 The appeal system 

The employee has 10 school working days from receiving notification of rejection to set out their 
grounds for an appeal using the Flexibility in the Workplace Appeal Request Form (available via 
this policy).   
 
There are no specific constraints on the grounds for the appeal – it can be to advise management 
of some new information that has come to light since the original meeting or it may be to challenge 
the facts surrounding the rejection. 
 
The head teacher must set up an appeal hearing within 10 school working days of receiving the 
employee's form.  The meeting should be at a time and place convenient to all those involved.  
The appropriate committee of the Governing Body should hear the appeal - it must be Governors 
who were not involved in the original decision. Further assistance will be available from the 
Schools HR Advice and Support Team. 
 
The employee making the request can be accompanied to the appeal meeting by a work 
colleague or trade union representative 
 
The employee should be advised within 10 school working days of the decision from the appeal 
via the Flexibility in the Workplace Appeal Reply Form. 
 
If the request for change is accepted, the HR Operations and Data Team must be notified of any 
change through Myview which will impact on an employee’s salary (e.g. a reduction in working 
hours) even if the change is temporary. A copy of the completed Flexible Working Application 
Form and a copy of the Appeal Reply Form must be attached to Myview. 
 
If it is refused, details of the grounds for rejection must be set out, using the Flexibility in the 
Workplace Appeal reply Form, including an explanation of why they apply. 
 
This brings an end to the formal procedure. 
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26 weeks of service 
Basic eligibility criteria must be met 

Application in writing – proposed changes, explain the impact 
 

Meeting arranged within 
10 working days 

Reason for any refusal provided 
within 10 working days 

Appeal submitted within 10 working 
days of receiving notification of refusal 

Appeal hearing within 
10 working days 

   

Final decision within 
10 working days 

 

Request 
refused 

 
 

4.4.9 Flowchart – flexible working 
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5 Further information 

5.1 Confidentiality 

All information will be handled sensitively and used only for its proper purpose. 
Under the Data Protection Act 1998 individuals have the right to see their own personal data held 
subject to the rights of confidentiality of any third parties involved in that information. 
 

5.2 Dealing with abuses of the policy 

Employees who attempt to abuse this policy may face disciplinary action.  The council takes false 
or misleading accusations very seriously which may result in further action taken through the 
disciplinary procedure. This will not include ill-founded allegations that were made in good faith. 
 

5.3 Equality and diversity 

The council's vision is of an Altogether Better Durham comprising two key components of an 
Altogether Better Place which is Altogether Better for People.  Within this vision are three key 
equality objectives, set out in the Single Equality Scheme, to provide high quality accessible 
services to all, be a diverse organisation and work with others to promote equality countywide. 
These objectives apply both in the delivery of services and in relation to Durham County Council 
employment practices. The council is committed to including equalities in everything that it does. 
This includes the elimination of unlawful discrimination, promoting diversity as a positive force and 
valuing and celebrating a diverse workforce and community. 
 
An equality impact assessment has been carried out in the preparation of this guidance document 
and the assessment will be reviewed on an on-going basis. 
 

5.4 Confidentiality 

The school complies with all relevant statutory obligations.  For more information please contact 
the school directly. 
 
The school privacy notice provides more specific information on the data collected and how it is 
handled, a copy of which can be accessed from the school. 
 
If you have any concerns about how your data is handled, please contact either the school Data 
Protection Officer (details available from the school office), or the Information Commissioner’s 
Office. 
 

5.5 Dealing with abuses of the policy 

Employees who attempt to abuse this policy may face disciplinary action.  The council takes false 
or misleading accusations very seriously which may result in further action taken through the 
disciplinary procedure. This will not include ill-founded allegations that were made in good faith. 
 

5.6 Equality and diversity 

The council's vision is of an Altogether Better Durham comprising two key components of an 
Altogether Better Place which is Altogether Better for People.  Within this vision are three key 
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equality objectives, set out in the Single Equality Scheme, to provide high quality accessible 
services to all, be a diverse organisation and work with others to promote equality countywide. 
These objectives apply both in the delivery of services and in relation to Durham County Council 
employment practices. The council is committed to including equalities in everything that it does. 
This includes the elimination of unlawful discrimination, promoting diversity as a positive force and 
valuing and celebrating a diverse workforce and community. 
 
An equality impact assessment has been carried out in the preparation of this policy document 
and the assessment will be reviewed on an on-going basis. 
 

5.7 Contact details 

If you would like any further advice or would like the document in an alternative format, please 
contact the Schools HR Advice and Support Team using the contact details below: 
 
 

hradviceandguidance@durham.gov.uk 

03000 265 367 


