
 
 
 
Environmental Information Regulations – Response – 27640 
 
I write to request information under the Freedom of Information Act 2000 concerning the 
presence of dogs, other than assistance dogs, at Endeavour House. 
 
I understand that a dog has recently been seen in the building on a number of occasions. I 
would be grateful if you could provide the following. 
 
(a) The council's current policy, rules or guidance governing whether animals, other than 
assistance dogs, may be brought into council buildings, including any relevant provisions 
of the health and safety policy, building or facilities rules, and the staff handbook. 
Please see the attached documents ‘Question a Reply Data 1’ and ‘Question a Reply Data 
2’. 
 
(b) Any earlier version of those policies or rules in force at any time since 1 January 2026, 
together with details of any amendment made since that date: what was changed, on what 
date, who requested or proposed the change (whether a councillor, or an officer acting on 
a councillor's behalf, or otherwise), who approved it, and what reason was recorded for it. 
Please include any drafts, briefings or correspondence relating to such an amendment. 

 
 The last sentence was added to reaffirm the current policy position relating to all SCC 
Staff. Approved by Mike Leake, Head of Health and Safety.  

(c) Whether any permission, exception or arrangement has been granted since 7 May 
2026 for a dog to be brought into Endeavour House; if so, who sought it (whether directly 
or through another person on their behalf), to whom it was granted (by role or office), who 
granted it, on what date, and subject to what conditions, for example as to areas of the 
building, days or times. 
Suffolk County Council do not hold any records or data in relation to this. 

(d) A copy of any risk assessment carried out in connection with a dog being present in the 
building, and the date it was completed. 
Please see document ‘Question D Reply Data’. 



(e) A copy of any equality impact assessment or equality screening carried out in 
connection with the arrangement or any policy change, and any other equality or staff-
welfare consideration recorded, for example concerning colleagues with allergies, asthma 
or a fear of dogs, together with details of any consultation undertaken with staff or trade 
unions. 
Suffolk County Council do not hold any records or data in relation to this. 

(f) Any advice sought or received, or notification made, concerning insurance or liability in 
connection with a dog being present in the building. 
Notification to Head of Insurance made by Mike Leake via MS Teams call and email as 
attached at (j) 
 
(g) Any correspondence with the operator of the building's catering facilities concerning the 
arrangement, having regard to food hygiene requirements. 
Dog not to go near food preparation or breakout areas as agreed with owner as part of risk 
assessment. 

Please see document ‘Question G Reply Data’. 

(h) To whom the current policy or arrangement applies, that is: whether it applies to a 
single individual (identified by role or office), to a defined category of people (and if so, 
which category), or to staff and councillors generally; whether it permits others to bring 
dogs into the building on the same terms; and whether any other requests to do so have 
been received or granted since 7 May 2026. 
This information can be found in the attached policies provided. 

(i) Any concerns or complaints recorded from staff or visitors regarding a dog in the 
building, in numbers only and without identifying any individual. 
Suffolk County Council have not received nor recorded any concerns, complaints or health 
and safety incidents. 

(j) Copies of correspondence and records relating to the matters above, including emails 
and Teams or similar messages, sent or received by the Leader of the Council or his 
office, the Joint Chief Executives, the head of health and safety (or equivalent senior 
health and safety officer), and facilities or property management staff. 
Please see the attached documents ‘Question J Reply Data 1’ ‘Question J Reply Data 2’ 
‘Question J Reply Data 3’ and ‘Question J Reply Data 4’. 

 
I am not seeking the name of any member of staff below senior level, nor any personal 
information about the dog's owner beyond their role. 

 

Redacted Information 
All information released in response to a Freedom of Information Act 2000 (FOIA) or 
Environmental Information Regulation 2004 (EIR) request is deemed to be in the public 
domain.  As such we must consider whether or not the requested information qualifies as 
personal information and should therefore not be released into the public domain. 
 
The council has determined that this is personal information and is therefore exempt from 
disclosure under section 40 of the FOIA and regulation 13 of the EIR.  

 



The Council considered the following, including the possible consequences of disclosure 
for the data subjects concerned and their reasonable expectations as to the use of their 
data:  

• expectations of the individuals concerned about personal information being put into 
the public domain; 

• reasonable expectations - the data subjects concerned would have a legitimate 
expectation of privacy concerning their personal information and would not have 
anticipated this being put into the public domain;  

• whether or not the requested information could be anonymised; and 

• balancing the individual’s rights and the legitimate interests - In past cases the 
Information Commissioner has weighed the individual’s rights to privacy against the 
public interest in disclosure.  There is no presumption in favour of releasing 
personal data.  

 
This is an absolute exemption, which means that if the condition is satisfied there is no 
additional public interest test to consider. 

 
In assessing fairness, the Council considered the likely consequences of disclosure of the 
requested information.  Personal information should not be used in ways that have 
unjustified adverse effects on the individuals concerned.  The council also considered 
whether such disclosure would be within the reasonable expectations of the individuals, 
given that any response to a request under the FOIA or EIR is deemed to be in the public 
domain.  The council believes that in this instance it is not fair to disclose personal data 
and is therefore withholding the requested information under section 40 of the FOIA and 
regulation 13 of the EIR. 
 
 



FW: Dog in the Workplace Risk Assessment 
 

 

From: Mike Leake  
Sent: 09 July 2026 15:54 
To: Mark Dickinson <Mark.Dickinson@suffolk.gov.uk> 
Subject: FW: Dog in the Workplace Risk Assessment 

 

 

 

  

  

Thanks 

  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 

https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/ 

  

 

  

 



From: Mike Leake  
Sent: 03 July 2026 15:44 
To: Andrew Cook <Andrew.Cook@suffolk.gov.uk>; Nigel Inniss 
<nigel.inniss@suffolk.gov.uk>; Tim Jermyn <Tim.Jermyn@suffolk.gov.uk>; Matthew 
West <Matthew.West@suffolk.gov.uk> 

 
 

Subject: FW: Dog in the Workplace Risk Assessment 

 

Good afternoon all, 

 

Please find attached the Risk Assessment for Cllr Hadwen (Dog in the Workplace). This 
has been shared with him and all control measures discussed and agreed.  

 

Office signage has been produced and handed to him for display on the office door. The 
below actions will be addressed in the coming days.  

  

Thanks 

  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 

https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/ 

  

  



  

 

From: Mike Leake  
Sent: 03 July 2026 15:38 
To: Michael Hadwen (SCC Councillor) <Michael.Hadwen@suffolk.gov.uk> 

 
 

Subject: Dog in the Workplace Risk Assessment 

 

Hi Cllr Hadwen, 

 

Thanks for your time earlier this afternoon and please find attached the Risk 
Assessment we discussed. 

 

I believe the control measures as outlined and agreed, are both proportionate and 
pragmatic. 

 

Please can I ask that you provide (as cc’d), with the information relating to: 

 

• Insurance cover 

• Details of the designated responsible person in your absence. 

• The contact information in the event of you becoming unwell and having to leave 
the building. 

 

We will review the Risk Assessment in six months, or earlier if required, in addition, I will 
share it with others that may require it. 

 

If you have questions or concerns, please don’t hesitate to contact and / or 
myself. 

  

Thanks 



  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

 

 

 

 

From: Mike Leake  
Sent: 03 July 2026 16:34 
To:  
Subject: FW: Dog in the Workplace Risk Assessment 

 

Hi  

 

In my haste, I missed you off! 

 

Have a great weekend.  

  

Thanks 

  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 



Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 

https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/ 

  

staff use.  Email monitoring and/or blocking software may be used and email content 
may be read.  

For information about what we do with personal data see our privacy notice 
https://www.suffolk.gov.uk/about/privacy-notice/ 

  

 

From: Mike Leake  
Sent: 03 July 2026 15:44 
To: Andrew Cook <Andrew.Cook@suffolk.gov.uk>; Nigel Inniss 
<nigel.inniss@suffolk.gov.uk>; Tim Jermyn <Tim.Jermyn@suffolk.gov.uk>; Matthew 
West <Matthew.West@suffolk.gov.uk> 

 
 

Subject: FW: Dog in the Workplace Risk Assessment 

 

Good afternoon all, 

 

Please find attached the Risk Assessment for Cllr Hadwen (Dog in the Workplace). This 
has been shared with him and all control measures discussed and agreed.  

 

Office signage has been produced and handed to him for display on the office door. The 
below actions will be addressed in the coming days.  

  



Thanks 

  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 

https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/ 

  

 

From: Mike Leake  
Sent: 03 July 2026 15:38 
To: Michael Hadwen (SCC Councillor) <Michael.Hadwen@suffolk.gov.uk> 

 
 

Subject: Dog in the Workplace Risk Assessment 

 

Hi Cllr Hadwen, 

 

Thanks for your time earlier this afternoon and please find attached the Risk 
Assessment we discussed. 

 

I believe the control measures as outlined and agreed, are both proportionate and 
pragmatic. 

 

Please can I ask that you provide (as cc’d), with the information relating to: 



 

• Insurance cover 

• Details of the designated responsible person in your absence. 

• The contact information in the event of you becoming unwell and having to leave 
the building. 

 

We will review the Risk Assessment in six months, or earlier if required, in addition, I will 
share it with others that may require it. 

 

If you have questions or concerns, please don’t hesitate to contact and / or 
myself. 

  

Thanks 

  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 

https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/ 

  

 

 

From: Mike Leake  
Sent: 03 July 2026 15:44 



To: Andrew Cook <Andrew.Cook@suffolk.gov.uk>; Nigel Inniss 
<nigel.inniss@suffolk.gov.uk>; Tim Jermyn <Tim.Jermyn@suffolk.gov.uk>; Matthew 
West <Matthew.West@suffolk.gov.uk> 
Cc:  

 
Subject: FW: Dog in the Workplace Risk Assessment 

 

Good afternoon all, 

 

Please find attached the Risk Assessment for Cllr Hadwen (Dog in the Workplace). This 
has been shared with him and all control measures discussed and agreed.  

 

Office signage has been produced and handed to him for display on the office door. The 
below actions will be addressed in the coming days.  

  

Thanks 

  

Mike Leake  

Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 

https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/ 

  

  

 



From: Mike Leake  
Sent: 03 July 2026 15:38 
To: Michael Hadwen (SCC Councillor) <Michael.Hadwen@suffolk.gov.uk> 
Cc:  

 
 

 

Hi Cllr Hadwen, 

 

Thanks for your time earlier this afternoon and please find attached the Risk 
Assessment we discussed. 

 

I believe the control measures as outlined and agreed, are both proportionate and 
pragmatic. 

 

Please can I ask that you provide Laura (as cc’d), with the information relating to: 

 

• Insurance cover 

• Details of the designated responsible person in your absence. 

• The contact information in the event of you becoming unwell and having to leave 
the building. 

 

We will review the Risk Assessment in six months, or earlier if required, in addition, I will 
share it with others that may require it. 

 

If you have questions or concerns, please don’t hesitate to contact and / or 
myself. 

  

Thanks 

  

Mike Leake  



Head of Health and Safety 

Suffolk County Council 

Ipswich 

IP1 2DH 

Tel: 01473 260596 

Mob: 07707 294943 

E-Mail: Mike.Leake@suffolk.gov.uk 

Web: www.suffolk.gov.uk 
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1 Aim 
The aim of this guidance document is to support Suffolk County Council’s Equality 
and Diversity Policy and Health and Safety Policy by setting out guidance for 
allowing assistance dogs into Suffolk County Council buildings in a safe and 
controlled manner.  

This guidance is to be used to enable reasonable adjustments to be made in the 
workplace enabling disabled employees, contractors, and visitors to attend its sites 
fulfilling the Councils legal obligations under the Equality Act 2010 (Disability) 
Regulations 2010.  

This guidance is for Assistance Dogs only. 

 

2 The Law 
Disabled people have important rights under the Equality Act 2010. The employer 
must make Reasonable Adjustments to enable a disabled person to work in or 
access the building. It is unlawful for employers to treat disabled people less 
favourably because of their disability or because they have an Assistance Dog. 
 

3 Definition of an Assistance Dog 
Assistance Dogs, are not pets. They are highly trained to support an individual with 
their day-to-day activities out and about or at home.  

They are mainly used by people that are visually impaired, hearing impaired, have 
physical disabilities, or are significantly affected by conditions such as autism, 
epilepsy, or diabetes, and they can also be used for various mental health 
conditions.   

An Assistance Dog is provided through a professional organisation such as Guide 
Dogs (for the blind) which is accredited to Assistance Dogs UK or they may be 
selected and trained by the owner (where possible) under the auspices of 
Assistance Dogs UK.  The Assistance Dog undertakes basic training like a pet dog 
would before completing their specific service training, depending on the need of the 
individual.   

Assistance Dogs can take between six months and two years to professionally train 
before they can be used for certain specific tasks to support the individual.   

Under the Equality Act 2010, a trained Assistance Dog is classed as an ‘auxiliary 
aid,’ meaning it provides additional support or assistance to a disabled person. They 
are often identified by wearing a jacket, a harness, or a brightly coloured collar and 
lead. By law, an Assistance Dog cannot be denied entry to a public place even if it is 
not a pet friendly place.   

 

https://www.assistancedogs.org.uk/
https://www.guidedogs.org.uk/
https://www.guidedogs.org.uk/
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4 Emotional Support Animals and Pets 
Emotional support animals, as the name suggests, offer emotional assistance to 
their owners. These animals are not necessarily trained to perform specific tasks like 
Assistance Dogs.  Dogs, cats, rabbits, and even birds can serve as emotional 
support animals, depending on the individual’s preference and needs.  

Emotional support animals do not have the same legal rights under the Equality Act 
2010 as trained Assistance Dogs.  This guidance does not apply to emotional 
support animals or pets.  SCC does not allow emotional support animals or pets 
onto its premises.   

 

5 Reasonable adjustments 
As an employer, Suffolk County Council, is required by law to make reasonable 
adjustments to enable a disabled employee or visitor with an Assistance Dog to 
attend their workplace. 

This could include: 

• Making space for the dog and its bed, potentially moving a workstation to a 
quieter part of the office space. 

• Making changes to working hours to accommodate short breaks to allow the 
dog to have a comfort break. 

• Providing or allocating an outside space or ‘spending area’ where the dog can 
relieve itself, where outside spaces are available.  Where no such space is 
available, more time may be necessary to allow the owner to walk the dog 
around the block or to a nearby public space. 

• Agile and flexible working arrangements, depending on service requirements.  

It will be the responsibility of the host or line manager, in consultation with the health 
and safety team and facilities manager, to collaborate with the visitor, employee, or 
contractor to ensure that all reasonable adjustments are met to ensure that they and 
their dog can operate safely in the workplace. This includes ensuring that a suitable 
risk assessment has been conducted, the emergency evacuation plans are updated, 
and a Personal Emergency Evacuation Plan (PEEP) is completed where required. 

 

6 Risk Assessment 
It is the responsibility of Suffolk County Council to ensure that a suitable and 
sufficient risk assessment is undertaken to ensure the safety of not only the 
Assistance Dog and its owner but all other persons who may be affected by the 
presence of the Assistance Dog.  

This includes communicating with other members of staff who may be affected by 
the presence of the Assistance Dog for example due to an allergy or phobia. 

 

https://suffolknet.sharepoint.com/:w:/r/sites/Intranet-SafetyHealthandWellbeing/_layouts/15/Doc.aspx?sourcedoc=%7BB3DF299B-CC55-49ED-A4F2-C2A99AAB4FC6%7D&file=Sample%20PEEP.doc&action=default&mobileredirect=true
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7 Responsibility of the Assistance Dog Owner 
It is the responsibility of the Assistance Dog owner to adhere to this guidance and 
work with Suffolk County Council to ensure the safety of themselves, the Assistance 
Dog, and other staff / visitors within the building. 

7.1 Identification: 

The Assistance Dog must be always identifiable using an appropriate jacket and 
harness.  

7.2 Insurance:  

It is the owner’s legal and financial responsibility for any damage to property or 
people because of the Assistance Dog’s behaviour. The owner must ensure they 
have public liability insurance for their dog and provide a copy of the insurance cover 
where requested. 

7.3 Animal care and supervision: 

The owner is responsible for the behaviour and wellbeing of their Assistance Dog. 
The owner should take all reasonable steps to ensure that their dog does not cause 
physical harm to another, nor damage Suffolk County Council property.  

Animal care such as feeding, watering, health checks, up to date vaccination, 
treatments, and grooming, are the owner’s responsibility.  Owners must ensure that 
their dog does not introduce parasites to Suffolk County Council premises.  At no 
point should the assistance dog be brought onto site if it is unwell. 

Assistance Dogs must be always kept on a lead and under the control of the owner.  
At no time can the Assistance Dog be left unattended, and the owner must be 
respectful of other staff and visitors who may have an allergy or phobia of dogs.  

7.4 Toileting: 

The owner is responsible for ensuring that the Assistance Dog is given comfort 
breaks in the area designated by the building / site manager for toileting. The owner 
is responsible for cleaning up any dog waste and disposing of it accordingly in a dog 
waste bin or similar.  

7.5 Travelling in a vehicle:  

The owner is responsible for ensuring their dog is suitably restrained, according to 
rule 57 of the Highway Code when travelling with their Assistance Dog in a vehicle.  

If the owner is an employee using a Suffolk County Council vehicle, they must have 
authorisation from their line manager and/or Vertas, as appropriate, before allowing 
the dog into the vehicle. The owner must also be aware that it is their responsibility 
to ensure that the vehicle interior is suitably cleaned after use should it need to be 
used by another Suffolk County Council employee as they may have allergies.  

7.6 Timetabling: 

To ensure that reasonable adjustments can be made, the dog owner is requested to 
give sufficient notice of them attending a Suffolk County Council building / site with 

https://www.gov.uk/guidance/the-highway-code/rules-about-animals-47-to-58
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their Assistance Dog. This may, for example, include sharing their calendar 
timetable with the building manager / their line manager. 

 

8 Restricted Access 
Suffolk County Council may restrict access of Assistance Dogs to certain areas 
where risk controls for health or safety may be compromised.  Examples of restricted 
areas may include food preparation areas, busy vehicle / plant yard areas or areas 
where protective clothing is required etc.  

Exceptions to access will be reviewed on a case-by-case basis.  Any review will 
consider risk management and potential reasonable adjustments. 

 

9 Removal of Assistance Dogs 
Suffolk County Council reserves the right to remove or bar entry to an Assistance 
Dog if it compromises the health and safety of others or where unresolved animal 
misbehaviour continues. 

 

10 Responsibilities of Suffolk County Council Staff 
Assistance Dogs are not pets, and Suffolk County Council staff members should not:  

• Feed, pet or praise Assistance Dogs 

• Distract or startle an Assistance Dog; or 

• Interfere with the Assistance Dog’s service.  

 

Staff members must: 

• Notify their line manager of any personal allergy or phobia towards dogs 
where it is known an Assistance Dog will be present. 

• Inform their line manager of any incidents, near misses or safety 
observations, including any failings in the reasonable adjustments in place. 

 

11 Frequently asked questions (FAQs) 

1. What is an Assistance Dog? 

An Assistance Dog is highly trained and used to support an individual with their day-
to-day activities out and about or at home. Commonly an Assistance Dog can 
support people that are visually impaired, hearing impaired, have physical 
disabilities, or are significantly affected by conditions such as autism, epilepsy, or 
diabetes, however they can also be used for various mental health conditions. 
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2. What UK laws cover Assistance Dogs? 

Assistance Dogs are covered by the Equality Act 2010 and are legally protected. 
This means that businesses and public areas must grant access to Assistance 
Dogs. However, there may be some restrictions in place based on the size and 
behaviour of your Assistance Dog.  

 

3. What is an emotional support animal including dogs? 

An emotional support animal provides comfort and support in the form of affection 
and companionship for an individual. Unlike an Assistance Dog, an emotional 
support animal is not trained to perform specific tasks for the disabled individual and 
are not protected under UK Law and can be restricted from entering Suffolk County 
Council workplaces. 

 

4. What are my employer’s duties under the Equality Act 2010? 

As an employer, Suffolk County Council, is required by law to make reasonable 
adjustments to enable a disabled employee or visitor with an Assistance Dog to 
attend their workplace. This does not include emotional support animals.  

 

5. What are reasonable adjustments? 

To enable you and your Assistance Dog to attend the workplace, reasonable 
adjustments can include but are not limited to: 

• Making space for the dog and its bed, potentially moving a workstation to a 
quieter part of the office space. 

• Providing or allocating an outside space or ‘spending area’ where the dog can 
relieve itself (if outside spaces are available). 

• Making changes to working hours to accommodate short breaks to allow the 
dog to have a comfort break. 

• Agree agile and flexible working arrangements, depending on service 
requirements. 

 

6. What responsibilities do I have if I would like to attend the 
workplace with my Assistance Dog?  

As the owner of the Assistance Dog, we ask that you adhere to this guidance and 
work with your line manager, in consultation with the health and safety team and 
facilities manager, to ensure the safety of you, your Assistance Dog, and other staff / 
visitors within the building. 

Further detailed responsibilities are explained in this guidance document. 
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7. Who do I contact if I would like to bring my assistance dog into 
the workplace or know of a visitor who needs to access the 
building with their Assistance Dog? 

Please contact your line manager as soon as possible to enable suitable 
adjustments to be put in place. The manager will consult with the health and safety 
team along with the facilities manager to ensure that reasonable adjustments are put 
in place and that we do not discriminate in accordance with our duties under the 
Equality Act 2010 and this guidance document. 

 

8. Who do I contact if I feel that I am being discriminated against? 

Please report to your line manager and / or the Human Resources team via the HR 
Helpdesk on Oracle Fusion who will document and investigate your complaint in 
accordance with Suffolk County Council grievance policy and procedure.  

 

9. What do I do if I have an allergy or phobia of dogs?  

Contact your line manager to make them aware of the situation. Your line manager, 
in liaison with the facilities manager and health and safety team must consider other 
staff members and visitors when arranging the reasonable adjustments for the 
assistance dog and owner to attend the building.  

In addition, the owner of the Assistance Dog also has responsibilities which includes 
ensuring the dog is always on a lead, not left unattended and the owner must be 
respectful of those who may have an allergy or phobia of dogs. 

 

10. Do these rules apply to other users of the building or just 
Suffolk County Council staff? 

This guidance document is for Suffolk County Council staff, however, other users of 
our buildings who have assistance dogs have the same rights under the Equality Act 
2010. It is the responsibility of their employer to ensure that reasonable adjustments 
are made, including a sufficient risk assessment, be put in place. That employer 
must also liaise with the Suffolk County Council facility manager to confirm that all 
reasonable adjustments have been made and to confirm any areas where the dog 
may not be permitted for safety or hygiene reasons. 

 

11. What do I do if you feel that this guidance is not being adhered 
to?  

Staff are encouraged to report any near miss incidents or safety observations such 
as unsafe acts or unsafe conditions. If you have any concerns or wish to report an 
incident please contact your line manager, the facility manager or the SHaW team, 
or report the incident directly on the Health and Safety Incident Reporting tool on 

https://eoce.fa.em3.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrLoop=22336555588608305&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=vv592oqva_782&_afrFS=16&_afrMT=screen&_afrMFW=1627&_afrMFH=915&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=96&_afrMFG=0&_afrMFS=0&_afrMFO=0
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Oracle Fusion or for further guidance look at our Health & Safety reporting page on 
IRIS. 

 

12 Terminology 
Assistance Dog – Refers to many different schemes which are accredited by the 
umbrella organisation ‘Assistance Dogs UK’.  It includes organisations such as 
Guide Dogs (for the blind), Hearing Dogs for Deaf People and many other groups.  
These dogs are highly trained to support disabled people and people with medical 
conditions in a variety of ways.   

For clarity, we have used the expression Assistance Dog throughout this guidance to 
distinguish from emotional support animals.   

Emotional Support Animal - Refers to any animal which serves as emotional 
support to an individual, depending on their needs.  These animals are not 
necessarily trained to perform specific tasks, and they do not have the same legal 
rights under the Equality Act 2010 as trained Assistance Dogs.  SCC does not allow 
emotional support animals or pets onto its premises. 

Reasonable Adjustments – Employers must make reasonable adjustments to 
ensure that workers or service users with disabilities, or physical or mental health 
conditions, are not substantially disadvantaged.  Any adjustments need to be 
reasonable and proportionate.  Ask yourself: Is it practical?  Do we have the 
resources?  Will it be effective?  Will it have an adverse impact on others?   

Service Dogs – Specifically refers to dogs provided for those with PTSD who have 
served.  In colloquial speech however, people sometimes use this expression to 
refer to Assistance Dogs in general.  Service Dogs UK are part of the Assistance 
Dogs UK scheme. 

Support Dogs - Specifically refers to dogs provided for those with Autism, Epilepsy 
and other disabilities.  In colloquial speech however, people sometimes use this 
expression to refer to Assistance Dogs in general.  Support Dogs are part of the 
Assistance Dogs UK scheme. 

 

https://eoce.fa.em3.oraclecloud.com/fscmUI/faces/FuseWelcome?_afrLoop=22336555588608305&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=vv592oqva_782&_afrFS=16&_afrMT=screen&_afrMFW=1627&_afrMFH=915&_afrMFDW=1920&_afrMFDH=1080&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=96&_afrMFG=0&_afrMFS=0&_afrMFO=0
https://suffolknet.sharepoint.com/sites/Intranet-SafetyHealthandWellbeing/SitePages/Health-and-Safety-reporting.aspx
https://suffolknet.sharepoint.com/sites/Intranet-SafetyHealthandWellbeing/SitePages/Health-and-Safety-reporting.aspx
https://www.assistancedogs.org.uk/
https://www.assistancedogs.org.uk/members/
http://www.servicedogsuk.org/
http://www.supportdogs.org.uk/
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1.1 Introduction 
 
This policy sets out Suffolk County Council's (SCC) position on bringing pets into SCC 
workplaces, community-based locations and any other SCC property, including car parks. 
 
The Council recognises that, in some circumstances, people may prefer to have their pets 
with them during the working day. However, workplace arrangements need to take 
account of health and safety requirements, operational needs and the impact that pets 
may have on colleagues, visitors and members of the public who use our services,  
 
For this reason, those covered by this policy are not permitted to bring pets to work.  
 
This restriction does not apply to trained assistance dogs, which are covered separately 
under the Council’s Assistance Dogs in the Workplace Guidance (SHAW53G).  
 
 
1.2 Scope 
 
This policy applies to all SCC employees, including those on Grey Book terms and 
conditions, and staff on teaching terms and conditions and school-based support staff 
working within Education and Learning and Inclusion Services. It also applies to agency 
workers, volunteers and casual workers engaged by SCC.  
 
It does not apply to teaching and support staff employed directly by schools, or staff who 
are covered by separate policies, procedures or arrangements relating to this subject, 
Elected members, partner organisations, tenants, or individuals who occupy, share, hire or 
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otherwise use SCC premises, including car parks.  
 
This policy is not contractual and does not form part of the terms and conditions of 
employment.   
 
This policy may be amended at any time, following consultation with the Council’s 
recognised Trade Unions. 
 
 
2 DEFINITIONS 

 
2.1 Assistance Dog  

 
An assistance dog is a dog that has been highly trained to assist people with a disability or 
a medical condition, both by carrying out practical tasks and supporting the individual's 
independence.  
 
The assistance dog may be accredited by one of the organisations registered as a 
member of Assistance Dogs UK (in which case it will have a formal identification tag).  
 
The registered organisations include: 
 

• Guide Dogs; 
• Hearing Dogs for Deaf People; 
• Support Dogs; 
• Dogs for Good; 
• Canine Partners; 
• The Seeing Dogs Alliance; 
• Dog AID; 
• Autism dogs; and 
• Medical Detection Dogs. 

 
Some assistance dogs are selected and trained by the owner (where possible) under the 
auspices of Assistant Dogs UK.  
 
Assistance dogs support people with a wide range of disabilities, including those relating 
to visual, hearing or mobility impairments and conditions, for example epilepsy or autism. 
 
Assistance dogs are highly trained working animals that help people with a range of 
everyday tasks. Training can take anywhere from six months to two years, depending on 
the role the dog will perform. They are not pets, and their owners rely on them to support 
their independence, mobility and ability to go about daily life. 
 
Assistance dog owners receive full training on how to manage their animal. 
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Under the Equality Act 2010, a trained Assistance Dog is classes as an ‘auxiliary aid’, 
meaning it provides additional support or assistance to a disabled person. They are often 
identified by wearing a jacket, harness, or brightly coloured collar and lead. By law, an 
Assistance Dog cannot be denied entry into a public or workspace.  
 
For more information regarding Assistance Dogs, please read ‘Assistance Dogs in the 
Workplace Guidance (SHAW53G)’. Assistance Dogs in the Workplace - SHAW53G 
 
2.2 Pets 

 
For the purposes of this policy, a pet is any animal that does not meet the definition of an 
assistance dog above.  
 
 
2.3 Bringing Pets to Work  

 
Those covered by this policy should not bring pets into SCC workplaces or SCC 
community-based locations or any SCC property, including car parks. 
 
Some SCC buildings and community-based locations are shared with, occupied by, or 
accessed by individuals and organisations that are not covered by this policy. Separate 
arrangements may apply to those individuals and organisations. 
 
The Council recognises that pets may occasionally be present within SCC premises in 
circumstances that fall outside of the scope of this policy. 
 
Where concerns arise about a pet brought into an SCC location by someone who is not 
covered by this policy, the matter should be referred to SCC Health and Safety or Human 
Resources for advice rather being considered under this policy.  
 
  
2.4 Pets and Working Arrangements  

 
The Council acknowledges that caring for a pet may form part of an individual's day-to-day 
responsibilities.  
 
Individuals are expected to make appropriate arrangements for the care of their pets 
alongside their work commitments.  
 
Where pet ownership affects an individual's preferred working arrangements, this should 
be discussed with their line manager. 
 
 

https://suffolknet.sharepoint.com/sites/Intranet-SafetyHealthandWellbeing/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FIntranet%2DSafetyHealthandWellbeing%2FShared%20Documents%2FSafety%2C%20Health%20and%20Wellbeing%20documents%2FAssistance%20Dogs%20in%20the%20Workplace%20%2D%20SHAW53G%2Epdf&parent=%2Fsites%2FIntranet%2DSafetyHealthandWellbeing%2FShared%20Documents%2FSafety%2C%20Health%20and%20Wellbeing%20documents
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2.5 If a Pet is Brought to Work  
 

If a pet is brought into an SCC workplace, SCC community-based location or any SCC 
property, including car parks by someone covered by this policy, the individual will be 
asked to make arrangements for the pet to be removed from the workplace.  
 
Managers should seek to resolve any concerns informally in the first instance.  
 
Informal resolution will be the usual approach where concerns arise under this policy. 
Where a concern cannot be resolved informally, or where there is a repeated or deliberate 
failure to comply with this policy, the matter may be managed through formal processes in 
accordance with the SCC’s relevant policies and procedures. 
 
 
2.6 Consideration for Others  

 

The Council recognises that some individuals may have allergies, medical conditions, 

religious beliefs or other concerns relating to animals. 

If concerns arise about the presence of a pet in an SCC workplace, community-based 

location, or other SCC property, including car parks, advice should be sought from SCC 

Health and Safety. Where the concern involves an employee, support can also be 

provided by Human Resources. 

 

This section does not apply to assistance dogs. Any concerns relating to the presence of 

an assistance dog should be managed in accordance with SCC's Assistance Dogs in the 

Workplace Guidance (SHAW53G), taking account of the Council's responsibilities under 

the Equality Act 2010. 
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 RISK ASSESSMENT FORM 

Hazards: Who can be harmed and how: Control Measures: 
Dogs bites, 
scratches or 
aggressive 
behaviour 

Employees, Councillors, Visitors, 
Contractors and members of the 
Public. 
 
Potential injury to employees from 
dog aggression or playful 
behaviour. 
 
 

 

The owner must provide evidence of appropriate public liability insurance.This will be 
reviewed on anual basis. 
 
The owner must ensure that the dog is supervised at all times. In the owner's absence, 
responsibility for supervision must be formally assigned to a designated responsible 
individual. 
 
The owner must confirm that the dog is appropriately socialised and displays suitable 
behaviour. 
 
The owner is to take full responsibility for the dog’s behaviour and welfare and ensure that 
they are always under control. 
 
Any signs of aggression, excessive barking, disruptive behaviour, or loss of control will result 
in the immediate review of these arrangements. 
 
The dog must remain on a lead or harness whilst in office environments and communal 
areas. The requirement for a muzzle should be determined following an assessment of the 
dog's temperament and behaviour history. 
 
Staff need to be aware of reporting any incidences, near misses or safety concerns through 
the incident reporting system on oracle. Health and Safety reporting 
 
 
 

Workplace / Location  
Councillor Leaders Office 

Directorate: 
Corporate Services 

Assessment Date: 
03/07/2026 

Review Date: 
03/01/2027 

Risk Assessors Name:  
 

Job title: 
Safety, Health and Wellbeing Advisor for 
Corporate Services and Public Health and 
Communitiies 

Risk Assessment For: 
Councillor Michael Hadwen to bring his dog into the workplace 



Slips, trips and falls  Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 
The above may sustain injuries 
such as sprains, strains, or fractures 
due to dog leads, toys, bedding, or 
other associated equipment 
creating trip hazards. 
 

Dog bedding, leads, harnesses, toys, and other accessories must be stored in a designated 
area within the Councillor's office and kept away from walkways, doorways, and emergency 
escape routes. 
 
The dog will be kept on a lead when outside of the Councillor’s office.  
 
Appropriate signage should be displayed on the office door to inform staff and visitors of the 
dog's presence. 
 

Allergies Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 
Staff allergic to dogs causing 
respiratory irritation and or allergic 
reactions. 
 
Employees with dog allergies may 
suffer symptoms such as sneezing, 
itching, or asthma. 
 

Individuals with known allergies should be identified. 
 
Dog free zones and enhanced cleaning arrangements including adequate ventilation should 
be maintained in consultation with Facilities Management (Vertas). 
 
 
 

Fear and Anxiety 
around dogs 

Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 
Fear and anxiety of dogs  

Staff should be informed in advance of the dog's presence within the workplace.  
 
Communication should be issued to staff outlining the arrangements and expectations 
regarding the dog in the workplace. 
 

Fire Evacuation and 
Emergency 
Procedures 

Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 
Delayed evacuation and injuries. 

The dog must be kept under the owners control, the dog must not obstruct escape routes. 
 
Ensure access / egress routes are always kept clear.  
 
The owner should ensure arrangements are in place for the safe evacuation of the dog 
during emergency situations and that relevant additional responsible persons are familiar with 
these procedures. 
 



Hygiene and 
cleanliness 

Employees, Councillors,  Visitors, 
Contractors and members of the 
public. 
 
Contamination, unpleasant 
conditions 

The dog must be kept away from all kitchens / food preparation areas or food consumption 
areas.  
 

Agreed cleaning and hygiene arrangements should be established in consultation with 
Facilities Management (Vertas). 
 
Any accidents involving the dog must be cleaned promptly and appropriately by the owner. 
 

Zoonotic diseases 
and parasites 

Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 
Dogs may carry diseases or 
parasites that could affect other 
dogs or employees. 

The owner must ensure that the dog is fully vaccinated, treated for fleas / worms, and appear 
healthy before attending work. 
 
The owner is to provide a full list of vaccinations and treatments upon request. 

Interaction / 
socialising with 
other dogs 

Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 

Limit amount of dogs in the workplace at one time. 
 
The owner must confirm that the dog is appropriately socialised and displays suitable 
behaviour around other dogs. 
 

Noise and 
disruption 

Employees, Councillors,  Visitors, 
Contractors and members of the 
public. 
 
Barking or making noise may disturb 
employees or meetings. 

The dog will be supervised at all times and in the event of unsociable barking a review of the 
current arrangements will be undertaken. 

Electrical Hazards Employees, Councillors,  Visitors, 
Contractors and members of the 
public. 
 
Electrical Hazards from chewing 
cables. 

The owner will ensure that the dog will be supervised at all times. 
 
Consider securing cables within the Councillor’s office. 
 
Access to electrical equipment should be restricted where practicable. 
 



Movement Around 
Council Premises 
 

Employees, Councillors, Visitors, 
Contractors and members of the 
public. 
 
Uncontrolled movement of the dog 
within Council Buildings. 
 
 

The dog MUST be kept on a harness / lead when moving around the floorplates and building. 

Owner becomes 
unwell or leaves the 
site unexpectedly. 
 

Employees, Councillors,  Visitors, 
Contractors and members of the 
public. 
 
Owner becomes unwell or leaves 
the site unexpectedly. 
 

The owner must provide emergency contact details for a nominated responsible person who 
can collect and care for the dog if required.  
   
Emergency arrangements should be reviewed periodically to ensure they remain current and 
effective. 
 

Dog Suitability 
Requirement 
 

Employees, Councillors,  Visitors, 
Contractors and members of the 
public. 
 
 

The dog must be appropriately trained, house-trained, well-socialised, and suitable for a 
professional office environment. Any history of aggression, biting, excessive barking, or 
behavioural issues must be disclosed and may result in permission being withheld or 
withdrawn. The Council reserves the right to require the immediate removal of the dog 
if concerns relating to Health, Safety, Welfare, or workplace disruption arise. 

 

I have read and understand the risks associated and will adhere to the control measures as outlined above. 

Date:  

Signed: 

Print Name: 

 

 

 

 

 



















I am working flexibly - so whilst it suits me to email now, I do not expect a response or action
outside of your own working hours.
The information contained in this email or any of its attachments may be privileged or
confidential and is intended for the exclusive use of the addressee. Any unauthorised use may be
unlawful. If you receive this email by mistake, please advise the sender immediately by using the
reply facility in your email software.
The Council reserves the right to monitor, record and retain any incoming and outgoing emails
for security reasons and for monitoring internal compliance with our policy on staff use.  Email
monitoring and/or blocking software may be used and email content may be read. 
For information about what we do with personal data see our privacy notice
https://www.suffolk.gov.uk/about/privacy-notice/
 
 
From: Mike Leake 
Sent: 03 July 2026 15:38
To: Michael Hadwen (SCC Councillor) <Michael.Hadwen@suffolk.gov.uk>
Cc: 

Subject: Dog in the Workplace Risk Assessment

 
Hi Cllr Hadwen,
 
Thanks for your time earlier this afternoon and please find attached the Risk
Assessment we discussed.
 
I believe the control measures as outlined and agreed, are both proportionate and
pragmatic.
 
Please can I ask that you provide Laura (as cc’d), with the information relating to:
 

Insurance cover
Details of the designated responsible person in your absence.
The contact information in the event of you becoming unwell and having to
leave the building.

 
We will review the Risk Assessment in six months, or earlier if required, in
addition, I will share it with others that may require it.
 
If you have questions or concerns, please don’t hesitate to contact Laura and / or
myself.
 
Thanks
 
Mike Leake
Head of Health and Safety
Suffolk County Council
Ipswich
IP1 2DH











Web: www.suffolk.gov.uk
https://www.suffolk.gov.uk/about/privacy-notice/health-and-safety-privacy-notice/
 
Book a meeting with me
 

 
Our Mission Statement:  We will make a positive difference for Suffolk. We are
committed to working together, striving to improve and securing the best possible
services.

 
Our Values: Wellbeing, Equality, Achieve, Support, Pride, Innovate, Respect, Empower
 
I am working flexibly - so whilst it suits me to email now, I do not expect a response or action
outside of your own working hours.
The information contained in this email or any of its attachments may be privileged or
confidential and is intended for the exclusive use of the addressee. Any unauthorised use may be
unlawful. If you receive this email by mistake, please advise the sender immediately by using the
reply facility in your email software.
The Council reserves the right to monitor, record and retain any incoming and outgoing emails
for security reasons and for monitoring internal compliance with our policy on staff use.  Email
monitoring and/or blocking software may be used and email content may be read. 
For information about what we do with personal data see our privacy notice
https://www.suffolk.gov.uk/about/privacy-notice/
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