lIminster Town Council

To: All members of Ilminster Town Council
Dear Councillor

You are summoned to attend a meeting of the FINANCE & POLICY COMMITTEE to be held on
Tuesday 13 November 2012 at 7.30pm in the Council Chamber, Council Offices, North Street,
liminster to transact the business outlined below.

Please note in order for the committee to run in an effective and timely manner, the Chair may
propose that agenda item 6 — committee documentation is referred direct to Council without
discussion at this committee meeting,

J;S QU&
Joy Norris ) Date 7-1'-1Z
Town Clerk

Public Question Time

Members of the public are invited to ask questions or raise issues relevant to the work of the
Committee. The overall time available for this session is restricted to 15 minutes unless the
Chair decides otherwise. Individual speakers are restricted to 3 minutes and are asked not to
repeat points that have been made previously. It is helpful if potential contributors can make
themselves known to the Clerk before the meeting so that the session can be programmed
effectively. This section is not part of the formal meeting of the Council and minutes will not be
produced.

AGENDA
Preliminary ltems
1. Minutes of the Previous Meeting
Apologies for Absence
3. Declarations of Interest

N

ftems for Discussion

Matters Arising

Budgets

Committee Documentation

Funding request for llminster Community Pool at Greenfylde
Staff Policies

. Website

10. Town Clerk’s Report and Correspondence
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liminster Town Council

AGENDA

Preliminary items
1. Minutes of the Previous Meeting

To confirm the minutes of the meeting held on 2nd October 2012
2. Apologies for Absence
3. Declarations of Interest

Items for Discussion
4. Matters Arising
5. Budgets
6. Committee Documentation
Town Clerk’s Report attached
7. Funding request for liminster Community Pool at Greenfylde
Copy of request attached
8. Staff Policies
Report of Town Clerk attached
9. Woebsite
Report to follow
10. Town Clerk’s Report and Correspondence






ILMINSTER TOWN COUNCIL

Minutes of a meeting of the FINANCE & POLICY COMMITTEE held in the Council Chamber, liminster

on Tuesday 2 Qctober 2012 at 7:30 p.m.

Present

Chairman: Clir D Miller

Councillors: ClIr S Austin, Clir P Burton, Clir C Goodall, Cilr A Lawsan, Clir 4 Paliister, Cllr A Shearman,

Cllr S Shepherd, Clir R Swann, and ClIr E J Taylor
In attendance:

Miss M Clayton (Senior Administrator designate), Miss N Melntosh {(Administrative

Assistant),
Miss J Norris (Town Clerk)

1. Minutes of the Previous Meeting
RESOLVED that the minutes of the Finance.af Policy €c
August be approved and sig a correct rg

2. Apologies for absence

mittee meeting held on 28

nd Whaites.

3.
[ Name Action j
Clir S Shepherd
Volunteer for the | Spoke and voted
Cricket and on the Item
Football Clubs
4, Matters
None
5. =
s agreed to refer this item to the next Finance & Policy Committee
Meeting. Cllr Shearman suggested South Somerset District Council’s website address should be
added to future Planning Agenda’s so members of the public are aware of how to access
required information.
6. Queen’s Diamond Jubilee

a) Final Accounts

Clir Taylor reported that Final Accounts were to follow, and presented the Committee with a
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ILMINSTER TOWN COUNCIL

Queens Diamond Jubilee report, which included a list of activities that was available on the day
of the event, a list of outstanding payments to be made from the budget, and a conclusion of
the event and lessons learnt.

Clir Taylor asked the Committee to approve outstanding payments listed in the produced
report. (Shown below)

St John's Ambulance £210.00 — Awaiting Invoice

Carnival Committee {Marshalls) £75.00 — Donation for help

PA system £600.00 — Hire of equipment and goodwill gesture
Beefeater Costume £49.00 - Awaiting Invoice

Programme Prize £60.00 — Not been collected as yet

Bar — Cricket Club
Talent Competition Prize
RESOLVED to RECOMMEND
(i) thatthe following outstanding paymen

juncil ta hold prize

edto Full Council Meeting with

b) Lessons Learnt
Cllr Taylor produced a written report of Lessons learnt and also expressed how successful the
gvent and activities were and forwarded comments to the Committee made by local residents,
who were delighted with the turnout and the Town Councils efforts.

Clir Taylor assured the Committee funding for future events would definitely be more clear
and transparent.

NB: Clirs Shepherd and Pallister declared Interest in this Item.

Chair'sInitials
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ILMINSTER TOWN COUNCIL

7. CILCA Training

The Town Clerk reported that she was to attend a Certificate of Administration Training Course
as agreed on appointment to the role, and asked the Committee for approval of
reimbursement of fees,

RESOLVED to RECOMMEND that the Town Clerk be reimbursed for CICLA fees subject to

satisfactory completion of probationary period.

8.  Winterhay Lane

Clir Swann notified the Committee he attended a meetin
Council, regarding Winterhay Lane.,
The footpath had been a recognised walk for many
several decades but at the current time the path is:
Clir Swann reported that he had analysed and s
with Winterhay Lane being used as a publi
to an annoyance with dog walkers, not |
also access e.g.

living in the llminster area for

blic Right of Way.

& farmers and residents unhappy
and was told this was due

:then be analysed
Iso requesting the

and an assessment of quality ofi ation will be
Town Council and Action groups ta&provi
Clfr Swann informed the Committe
evidence regarding Wifite

d out. They were a;

d from SCC requesting more
tatds from 1900-1960; he told the

st 1995, The document states that,
dificatiorrapplications, more evidence about
nce back towards footpath status and indicated

otpath;zThe Council therefore asked that the Order be
Paraz17)

k offers the County Council the opportunity to research
own Council, which may provide relevant information.
s to Somerset County Council stating the Town

rt for Winterhay Lane becoming a designated Right of Way and
cil they try to contact former

9. Town Clerks Report & Correspondence
a) The Town Clerk reported that Open Spaces Committee had received 3 letter from SCC
regarding New Surgery Entrance access.
b) The Cierk asked the Committee for their permission, for her to be a Town Coun
signatory. The Committee were very happy to approve this.
RESOLVED to RECOMMEND that the Town Clerk be a cheque signatory.

cil cheque

The meeting closed at 8:40 pm Chair's Signature & Date
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Agenda No 6

Committee Documentation
Report of the Town Clerk
Finance and Policy Committee on 20 November 2012

Recommended

) That all committee documentation is produced using the Arial Font
size 12 and the body of the text should be left justified.

(ii) That the content of the Notice given in Appendix 1 is adopted .

(i)  That the summons is posted (1% class) to Councillors the day before
the Notice is displayed.

(iv)  That the practice of having an agenda item for “matters arising from
the minutes” is discontinued and replaced with individual substantive
agenda items where appropriate.

(v)  That written reports accompany the Agenda whenever possible

(viy  That reports inciude options where appropriate, and clear
recommendations

(viy Thata “house style” for minutes is adopted which includes a bullet
point list of the key discussion points

(viii) That starting from the Annual Town Council meeting in 2013 the
minutes for Council and each Committee be numbered consecutively

(ix)  That action lists be maintained for Council and each Commitiee

(x)  That after two full meeting cycles the Town Clerk seeks the views of
Councillors as to the impact of the changes and advises whether or
not further changes are required.

1. Introduction

The Town Clerk has undertaken a review of committee documentation taking
into account 3 key principles:

» Legal requirements

» Provision of information to Counciliors

« Openness and accountability to the public
As a point of general information, the legal requirements for town and parish
councils differ to those for principal authorities (e.g. district and county
councils).
This report outlines the main requirements for committee documentation and
makes recommendations regarding the documentation produced by the Town
Council.

2. General
As the Committee documentation is available to the public it is important that
it is easy to read and understand. The RNIB recommends that a text size of
12 with a clear font such as Arial should be used for word processed
documents and that body text should be left aligned. (Recommendation (i)
refers)



Agenda No 6

3. Nofice To The Public
The Notice to the public that a meeting of the Council or one of its
Committees is taking place is a legal requirement. As a minimum, the notice
must state when and where the meeting is taking place and be displayed in a
conspicuous place at least 3 clear days before the meeting. It is good practice
for the Notice to state that the public are welcome to attend and provide
details of the items to be discussed. Attached to this report as Appendix 1 is
an example notice which contains the essential elements and includes the
description of the agenda items (which replicates the agenda sent to
Councillors). (Recommendation (i) refers)

4. Summons
The Summons to a meeting must be left at or posted the usual residence of
every Councillor - email delivery alone is not currently legally compliant.
Similarly to the Notice, the summons must be available at least 3 clear days
before the meeting and must clearly indicate the matters to be discussed at
the meeting i.e. the Agenda. It would be helpful to Councillors if they received
the Summons and Agenda before the public in case they are asked any
Questions when they are out and about. Appendix 2 of this report is an
example Summons and Agenda. (recommendation (iii) refers)

5. Agendas

A)  Agenda ltems
Each agenda item should include a brief description / introduction to the topic
to be considered.

B)  Matters Arising
It is not considered good practice to have an agenda item for “matters
“matters arising from the minutes” as in a worst case scenario there may be
an attempt to change a decision.
If there is to be a “matters arising” item on an agenda, the item description on
the agenda must include a list of the topics and it should only be used for
information / update purposes; it is not acceptable to have a “matters arising”
agenda item without such a list. (Recommendation (iv) refers)
The alternative to having “matters arising”, and what is accepled as best
practice, is to have substantive agenda items for anything where it is intended
to provide an update / information.

C)  Accompanying Reports
Written reports should accompany the Agenda, where for some reason this is
not possible it should be clearly indicated on the agenda by the emboldened
words "To Follow”

D) - Agenda Setting
The Meeting Administrator will maintain a list of items for the agenda for each
meeting and prepare a draft for discussion with the relevant Chair.

6. Reports

A) Reports should be written and should be sent with the agenda. Where g
report is “to follow” it will be sent to Councillors by email with hard copies
available at the meeting. As a final resort, reports will be made available in
hard copy at least 30 minutes before the start of the meeting.
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Oral reports should be avoided as far as possible as they do not provide a
clear audit trail of the information that was considered when reaching a
decision. (recommendation (v) refers)

B) Every report should contain sufficient information to inform Councillors of as
much relevant factual information as possible so that a reasoned and
informed decision can be made at the meeting. In some cases it will be
appropriate to include costed options to be considered but in such cases the
report author should make a clear recommendation based upon their
professional opinion. (Recommendation (vi) refers)

C)}Town Clerks Report o
The Town Clerk’s general report will no longer be presented as items
requiring a decision will be a substantive agenda item. ltems for information
will be notified to Members by a regular email news-sheet from the Town
Clerk.

7. Minutes
A)“Minutes are intended to be formal records of official acts and decisions, not

reports, still less verbatim reports, of the speeches made by Councillors.
Minutes, should, therefore be as short as is consistent with clarity and
accuracy, and the arguments used in the discussion need be recorded only if
the decision cannot be clearly expressed in any other way. Short simple
minutes are less likely to be defamatory than long reports.” (Charles Amold-
Baker 7.34). Ideally a minute should enable the reader to understand what
was discussed and the decision reached. A bullet point list is an effective way
of presenting key discussion points in an easy to read format. A sample set of
minutes is provided at Appendix 3 (Recommendation (vii) refers)

B) Minutes should be consecutively numbered - both page numbers and minute
numbers. This is particularly important where minutes are kept in a loose leaf
folder (as happens at this Council) so it can be easily seen if any pages or
minutes are missing. At present each meeting has discrete numbering.
(Recommendation (viii) refers)

C)The meeting administrator will produce a draft set of minutes as quickly as
possible after the meeting — the aim is to do this within 2 working days. The
draft minutes will be sent via email to the meeting Chair for their comments
and suggested changes.

D)After the Chair's comments have been received and considered by the Town
Clerk, a final set of draft minutes will be produced and sent electronically to all
Members for information.

8. Action Lists

A) An action list will be maintained for Council and each Committee. The relevant
action list will be presented for information at each meeting for information
following consideration of the minutes. (Recommendation (ix) refers)

B) Within 24 hours of each meeting the relevant action list will be updated and
sent by email to the meeting Chair and anyone who has been allocated an
action.

C) When an individual has completed an action they should email the details to
the meeting administrator so that the action list can be updated in preparation
for the next meeting. An example action list is given as Appendix 4
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9. Conclusions

It is important that the Council’s committee documentation assists Councillors 1o
make informed decisions and provides a clear audit trail which can be understood
by members of the public. The implementation of the recommendations will
enhance the Council’s existing documentation and procedures.

Report prepared: 6.11.12

Background Papers

Local Government Act 1972

Local Council Administration (Eighth Edition 2009) — Charles Arnold-Baker
Local Autherity Meetings - Knowles & Harrison

RNIB Website — accessible information pages (www.rnib.org.uk)
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Doalot Town Council
Notice of Meeting

A meeting of Doalot Town Council will take place on 25 December 2012 starting at
19:30hrs in the Council Chamber, Council Offices. Speech Street, Doalot.

The public are welcome to attend this meeting. Members of the public are invited to
ask questions or raise issues relevant to the work of the Committee. The overall time
available for this session is restricted to 15 minutes unless the Chair decides
otherwise. Individual speakers are restricted to 3 minutes and are asked not to
repeat points that have heen made previously. [t is helpful if potential contributors
can make themselves known to the Town Clerk before the meeting so that the
session can be programmed effectively. This section is not part of the formal meeting
of the Council and minutes will not be produced.

The Agenda for the meeting is given below. Please contact the Town Council Office
if you would like a copy of any of the reports.

AGENDA
1. Apologies for Absence
To receive apologies for absence from Councillors unable to attend the
meeting
2, Declarations of Interest

To receive any declarations from Councillors and Officers of interests in
respect of matters to be considered at this meeting, together with an
appropriate statement regarding the nature of the interest.

3. Minutes
A) To confirm the minutes of the meeting held on 5 November 2012 as a
correct record.
B) To consider the action list relating to the Council

4. Mayor’'s Announcements/Engagements
To receive details of the official engagements undertaken by the Mayor
since the iast Council meeting.

5. Police Report
To receive the report from the local policing team about recent policing
activities in Doalot.

6. Report from County Councillor
To receive the report from the County Councillor for the Doalot Ward about
County Council activities which will have an impact on the local area.
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Report from District Councillors
To receive reports from the District Councillors for the Doalot about District
Council activities which will have an impact on the local area.

Finance and Policy Committee Meeting
To receive the report of the Chair of the Finance and Policy Committee
regarding the meeting held on 5 November 2012.

Planning & Highways Committee

To receive the report of the Chair of the Planning and Highways
Committee regarding the meeting held on 19 November 2012 and
consider the following recommendations from the Committee:

Recommended that the Council supports the concept of a
designated footpath along the southern boundary of the
Hammer and Tongs Hotel
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Dear Councillor

A meeting of Doalot Town Council which you are summoned to attend will be held
oh 20 December 2012. The meeting will be held in the Council Chamber, The
Council Offices. Speech Street, Doalot starting at 19:30hrs.

The business to be transacted at the meeting is outlined on the Agenda below. Any
reports listed as “to follow™ will be made available as soon as possible, and in any
event at least 30 minutes before the start of the meeting.

Yours sincerely

9 Falte Date: 10 December 2012
| Talk
Town Clerk

AGENDA

1. Apologies for Absence
To receive apologies for absence from Councillors unable to attend the

meeting

2. Declarations of Interest
To receive any declarations from Councillors and Officers of interests in
respect of matters to be considered at this meeting, together with an
appropriate statement regarding the nature of the interest.

3. Minutes
A) To confirm the minutes of the meeting held on 5 November 2012 as a

correct record.
B) To consider the action list relating to the Council

4. Mayor’'s Announcements/Engagements

To receive details of the official engagements undertaken by the Mayor since
the last Council mesting.

Doalot Town Council, The Council Offices. Speech Street, Doalot, TL1 2KT
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5. Police Report
To receive the report from the local policing team about recent policing
activities in Doalot.

6. Report from County Councillor
To receive the report from the County Councillor for the Doalot Ward about
County Council activities which will have an impact on the local area.

7. Report from District Councillors
To receive reports from the District Councillors for the Doalot about District
Council activities which will have an impact on the local area.

8. Finance and Policy Committee Meeting
To receive the report of the Chair of the Finance and Policy Committee
regarding the meeting held on 5 November 2012.

9. Planning & Highways Committee
To receive the report of the Chair of the Planning and Highways Committee
regarding the meeting held on 19 November 2012 and consider the following
recommendation from the Committee:

Recommended that the Council supports the concept of a designated
footpath along the southern boundary of the Hammer and Tongs Hotel

Doalot Town Council, The Council Offices. Speech Street, Doalot, TL1 2KT
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Doalot Town Council
Minutes

A meeting of Doalot TownCouncil was held on 20 December 2012 in the Council
Chamber, The Council Offices, Speech Street, Doalot starting at 19:30hrs

Present:
Chair.......... B Seated
Councillors UC Coat, L Down, R Land, UP Standing,

In Attendance

Mr | Talk (Town Clerk)

Sgt O N Foot (Donothing Constabulary)
Coungillor N Joy (Donothing County Council}
Councillor B Faithfull (Shoutalot District Council)

C/12 Apologies for Absence
An apology for absence was received from Councillor E R Wigg

C/M3 Declarations of Interest
The declarations of Interest given in the table below were made.

Name Minute Agenda Item Type of Nature of Action
No Interest Interest
R Land C/20 Planning & Personal & | Owner of Left the
Highways prejudicial | the room
Committee Hammer &
Tongs Hotel

C/14 Minutes
RESOLVED
(i) to confirm the minutes of the meeting held on 5 November 2012

as a correct record.
(i)  To note the action list relating to the Council

C/15 Mayor's Announcements/Engagements
The Mayor had attended a silent bonfire party on 5 November designed
especially for young people with sensory impairments.

C/16 Police Report

The report from the local policing team gave details of recent policing activities
in Doalot.
Particular mention was made about:
» The police working in partnership with other blue light services and
volunteers during the flooding
s The fair in the centre of the town had led to the usual rise in complaints
about anti social behaviour
e The town carnival had passed without incident

Doalot Town Council, The Council Offices. Speech Street, Doalot, TL1 2KT
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Report from County Councilior

The County Councillor for the Doalot Ward reported on Donothing County
Council activities which will have an impact on the local area.

The key issue for the County Council is raising income by disposing of assets
that are no longer relevant to County Council activities.

Report from District Councillor
The District Councillor reported upon District Council activities which have an
impact on the local area. '
Issues discussed included:
» the lack of street cleaning in Thiswaythatway Street.
» The lay-out of the Stayawhile Carpark and the positioning of car
parking signs

Finance and Policy Committee Meeting
The Chair of the Finance and Policy Committee reported on the meeting held
on 5 November 2012.
The Committee had made the following decisions:
= To accept a tender in the sum of £4,500 for the replacement of the
office computer systems
» To set up a task and finish group to review the Council's grant policy

Planning & Highways Committee

The Chair of the Planning and Highways Committee reported on the meeting
held on 19 November 2012 and proposed the Committee’s recommendations
in respect of a new footpath.

RESOLVED that the Council supports the concept of a designated
footpath along the southern boundary of the Hammer and
Tongs Hotel

The meeting closed at 20:30hrs

Doalot Town Council, The Council Offices. Speech Street, Doalot, TL1 2KT
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SILVER STREET, ILM
Telephone: TIminster (01460} 52686
Fax: Iminster (01460) 55780
Email: office@greenfylde.somerset.sch.uk
Website Address: www.greenfyldefirstik.org
Headteacher: My J Jeffery

i
corpte ot

C/o Brendan Moran
ChurchView
5 Butts
Ilminster
TA19 0AX
Tel; 01460 52527
Thmmister Town Council
Council Offices
North St
IIminster
TA19 0DG

14" October 2012
Dear Joy Norris
RE: Funding request for Ilminster Community pool at Greenfylde.

Last year the town council very kindly supported us in our goal to re-open. the school swimming pool. We were
overwhelmed with all the support we received and were delighted to raise the £20,000 required fo make the
necessary repairs to re-open the pool.

This amazing facility has been enjoyed by the schoo! children and the community alike since re-opening and has
been atmost fully booked out of school hours. The hiring out of the pool to the community has also helped to bring
in much needed funds to keep the pool running.

We are continuously seeking to better the pool facilities and our long term aim is to improve the changing area and
to make the building suitable for all year round use. These are ambitious and expensive projects which cannot be met
by the pool hire income or our usual fundraising activities, and we are hoping that we may secure further grants in
the future to assist with these ambitions.

More pressingly though, we are hoping you may support us in replacing the floats and armbands that the younger
school children use. These have been badly damaged by mould from the period of closure, so we have had to make
the decision to throw them out (despite lots of elbow grease trying to clean them up). We estimate the cost of
replacing these items to be £300. Anything you could give towards covering the cost of these items would be greatly
appreciated, as would any further assistance in raising funds to continue to improve this much loved facility.

On behalf of FrOGS 1 would like to thank you for taking the time to read this letter and please do not hesitate to
contact me if you would like to discuss this further. 1 look forward to hearing from you soon.

Yours sincerely,

x /’:;:____.
Brendan Moran
Vice Chair FrOGS

HHK,

Ofsted

Outstanding
20082009
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Human Resources Policies
Report of the Town Clerk
Finance and Policy Committee on 20 November 2012

Recommended that the Council be recommended to approve and adopt
(i) The Employee Handbook
(iiy The Employee Code of Conduct
(tii) Protocol on Member / Officer Relations

which are attached to this report

Introduction

The Town Council does not currently have an Employee Handbook or any specific
HR Policies, to date reliance has been placed on the National Agreement on Pay
and Conditions of Service {The Green Book) and local custom and practice.
Councillors gave guidance to me, as the newly appointed Town Clerk, that it
would be appropriate to compile a local employee handbook and some bespoke
HR policies and procedures that provided clarity on expectations and working
practices.

Method

| reviewed a number of HR documents from other organisations (including local
councils) downloaded information provided on websites such as ACAS and the
HSE and talked to the Deputy Clerk about usual working practices.
As the potential scope of a suite of HR documents is large and varied | felt it was
important fo risk assess the likelihood of procedures being needed and to be
proportionate in my approach to compiling the documents. This approach has led
to me drafting the documents which set out the expected standards of behaviour
and routine procedures as the first stage of the compilation process and it those
documents which are being presented for consideration:

o Employee Handbook {Annex 1)

e Employee Code of Conduct (Annex 2)

¢ Protocol on Member / Officer Relations (Annex 3)
The second stage of compilation will be the legally required procedures together
with those that are mainly procedural in nature, namely:

» Discipline

¢ Grievance

o Capability

» Whistleblowing

» Recruitment
Subject to any other work requirements, it is intended that these will be presented
to the Finance and Policy Committee for consideration on 18 December 2012.
The final compilation tranche will include:

¢ An induction workbook

¢ Training

o Staif wellbeing ( including drugs, alcohol and disability leave)
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At this stage it is also intended to review the existing Health and Safety Policy
and appraisal process.

| hope to present the work undertaken in the final compilation stage to the
Finance and Policy Committee at the meeting on 5 February.

Consultation
The Staffing Committee were provided with early drafts of the documents (in order
for them to be able to comment and make suggestions about principles and
content (and this procedure will be followed for subsequent work tranches). The
documents were subsequently revised to reflect the comments received.
All Town Council employees were provided with a copy of the draft documents
(after the initial comments of the Staffing Committee had been incorporated) and
asked to let me have any comments or speak to me about any concerns. At the
time of preparing this report no concerns have been raised and all comments
received have been incorporated into the documents being presented to the
Committee for consideration.

Conclusions
It is important that the Town Council is a fair and respected employer and that it
has the appropriate documentation in place to meet its legal obligations and
ensure that best practice is implemented.
The introduction of an employee handbook will provide a basic framework for the
implementation of the Council’s HR policies and procedures and set out the basic
standards expected of all employees.
An Employee Code of Conduct and a Protocol for Member / Officer relations will
provide further clarification of the standards expected of officers.

Date report prepared: 5 November 2012
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Page

CONTENTS {page numbers to be inserted when
content finalised)
Section Title
1 Introduction
2 Probationary Period
3 General Employment Information
4 National Agreement on Pay and Conditions of Service
5 Salary
5.1 Structure
5.2 Salary Settlements
5.3 Incremental Progression
5.4 Additional Incremental Awards
5.5 Overtime and Time Off in Lieu
5.6 Extreme Weather
5.7 Fiexible Working — Rights
5.8 Reimbursable Expenses / subsistence
5.9 Sole Employment / Deciaration of Other Employment
5.10 Declaration in relation to deduction from wages
6 Key Provisions Relating to Your Employment
6.1 Pension
6.2 Retirement Gratuity
6.3 Ex-Gratia Payment to Employees
6.4 Death in Service
6.5 Annual Leave
6.6 Sickness During Annual Leave
6.7 Public & Statutory Holidays
6.8 Working on a Public Holiday
6.9 Special Leave
6.10 Public Duties
6.11 Maternity / Paternity / Adoption Leave
6.12 Sickness
6.13 Absence Through Continued Sickness
6.14 Vehicle Insurance Premiums
6.15 Working Hours
6.16 Flexible Working
6.17 Annualised Hours
6.18 Fixed Hours
6.19 Time Off for Medical Appointments
6.20 Time Off for Dependants
7 Termination of Employment
7.1 Notice
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11

12

13

7.2
7.3
7.4
7.5

Redundancy Arrangements
Retirement

Termination of Employment by an Employee Without Giving Notice

Cessation of work

Performance

8.1
8.2

Contractual Requirement
Annual Development Review (Appraisal)

Behaviour

9.1-9.6
9.7
9.8
9.9
9.10
9.1
9.12
9.13
9.14
9.15
9.16
9.17
9.18
9.19
9.20
9.21
9.22
9.23
9.24
9.25
9.26
9.27

General requirements

Standards

Dress and Appearance

Smoking Alcchol & Drugs

Safety & Risk Management

Disclosure of Information and Confidentiality
Statements to the Press / Media

Political Neutrality

Relationships — Councillors

Relationships — Employees

Relationships - The Local Community & Service Users
Relationships Contractors

Appointment & Other Employment Matters
Intellectual Property

Trade Union Membership

Personal Interests

Discrimination & Equality Issues
Separation of Roles — Tendering
Corruption

Use of Financial Resources

Hospitality

Sponsorship — Giving & Receiving

Harassment, Bullying, Abuse & Intimidation Policy & Procedure

Grievance and Discipline

Town Council Property

Heaith & Safety

13.1
13.2
13.3
13.4
13.5
13.6
13.7
13.8
13.9
13.10

Rolicy Statement

Employee’s Duty

Reporting accidents & unsafe equipment and working practices
Smoking

Alcohol & drugs

Personal Protective Equipment

Risk Assessments

Safety Instruction

Accident Reporting

First Aid
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14 ICT Virus Protection Procedures
15 General Matters
15.1 Changes in Personal Details
15.2 Payment of Salary & Wages
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1

1.2

1.3

1.4

1.5

2.2

2.3

2.4

Introduction

This Handbook is intended to provide guidance on-the way in which liminster
Town Council implements employee related policies and practices; nothing it
contains replaces or overrides the conditions of service for employees set out
in an individual's statement of particulars or the National Agreement on Pay
and Conditions of Service (The Green Book).

Whenever the expression “Town Council” is used in this handbook it refers to
[Iminster Town Council.

The Town Council will from time to time be introducing new employee policies
and reviewing those already in existence. Whenever this happens all
employees will be given the opportunity to comment upon the suggestions or
changes and will be provided with a copy of the document approved by the
Town Council.

The Town Clerk is accountabie to the Town Council as a whole. For the
purposes of line management, the Staffing Commiitee is responsible for the
Town Clerk and the main point of contact is the Chair of the Staffing
Committee.

fn the absence of the Town Clerk, the Deputy Town Clerk will undertake any
functions and responsibilities referred to in this employee handbook.

Probationary Period

You have joined the Council on an initial probationary period (usually this is of
6 months duration). This does not prejudice the Council's right to dismiss, in
accordance with the clause contained in your written statement of particulars
of employment, or matters arising from issues of discipline

During your probationary period, your work performance and general
suitability will be assessed and, if satisfactory, your employment with us will
continue.

if your work performance is not up to the required standard we will review the
position with you to seek a solution, possibly extend the probationary period
with a further review, or terminate your employment.

At the end of your probationary period, if everything is satisfactory, you will
receive a letter confirming your permanent appointment.

General Employment Information

The Town Council seeks to act as a responsible employer and will comply
with employment law and other relevant legislation as well as using, as far as
is possibie for a Local Council, reasonable and contemporary personnel
practice. In doing so, it will have reference to National Local Authority and
Public Sector Organisations normal practice. Terms and conditions will be
kept under review and National Agreements (see below) honoured.
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5.7

5.8

5.9

5.9

duration of the weather event. Where the time is not made up or you do not
work at home any time missed owing to the weather event will be unpaid.

In cases of extreme weather the Town Clerk, following consultation with the
Mayor, may advise employees not to attend their usual place of work or may
send employees home before their usual finish time; in such instances payment
will be made for the normal hours of work.

Flexible Working — Rightis

Under the provisions of the Employment Act 2002 you have the right if you are
a parent, partner, adopter, guardian, foster parent or carer for an adult (as
defined by the Department for Business, Innovation and Skills) to request, in
writing, flexible working arrangements. As an employer we must either agree to
your request or arrange to meet with you to discuss the request within 28 days
of receiving your application. We may refuse your request, but must give you
the reasons for doing so in writing; you may challenge the decision at the
appeals panel of the Town Council or at an Employment Tribunal if you do not
agree.

Reimbursable Expenses / Subsistence

Where an employee is required to travel as a requirement of their job, the Town
Council will reimburse actual expenses and subsistence incurred in accordance
with the scale laid down and published in the annual salaries and allowances
notification.

Travel Costs
Employees are expected to use the most viable, economic mode of transport

available.

Sole Employment / Declaration of Other Employment

Whilst the Town Council would prefer that its employees are exclusively
empioyed by the Council, it does realise that such an exciusive contract may
not be possible. The Town Council does however, reserve the right to require
that any other employment that is undertaken by its employees does not
conflict with either the role or the standards required by the Town Council.
The Town Council must be informed of the essential details of such additional
employment in order to ensure that no tax or insurance liabilities will accrue to
the Council.

5.10 Declaration In Relation To Deduction From Wages

The following provision is an express written term of your contract of
employment in accordance with Section 13 Employment Rights Act 1996.

If you have taken more holiday than you have eamed at the termination of your
employment on a pro rata basis the appropriate deduction will be made from
any final payment due 1o you from the Town Council
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6.

6.2

6.3

6.4

Key Provisions Relating To Your Employment
Pension
The Town Council has arrangements in place for employees to join the Local
Government Pension Scheme operated by Somerset County Council. Details of
the scheme are available from the Deputy Town Clerk or Somerset County
Council.
Scheme members contribute a percentage of salary (depending on grade and
joining date) and the Town Council also contributes at the rate determined by
the scheme management. Members receive a lump sum (tax free under current
legislation) and a standard pension on retirement. Both of these are based on
the employee's length of reckonable service in the pension scheme and their
pensionable earnings. The scheme has provision for early retirement, ill health
retirement and widows/widowers pensions. Members may be able to top up
their benefits, subject to Inland Revenue Regulations, by purchasing added
years or making Additional Voluntary Contributions.

Retirement Gratuity

A council may make arrangements to pay a gratuity as a Retirement Gratuity in
respect of non-pensionable setvice for any employee of a local council. (Local
Government (Discretionary Payments) Reguiations 1996. This applies to any
employee who has been employed for at least five years; or has been
employed for at least one year and has attained the age of 60; or is incapable
of discharging the duties of his/her employment by reason of permanent ill-
health or infirmity of mind or body. Service before the age of eighteen or after
the age of seventy cannot be taken into account. The maximum number of
years that can be counted towards a retirement gratuity is forty years. The
person must cease to be employed before the gratuity can be paid. Any person
who ceases to be employed by virtue of redundancy cannot be paid a
retirement gratuity. All relevant periods of employment with a local government
employer may count towards the number of years of service, so periods of
employment with more than one council may be added together.

Ex-Gratia Payments to Employees

Being conscious that their employees are paid from public funds local
authorities are rightly cautious about making ex-gratia payments to employees
(i.e. payments which they are not contractually bound to make) and therefore
such payments are only made in exceptional circumstances with the approval
of the full Council meeting.

Death in Service

On your first day of employment with the Town Council you will be asked for the
name of your nominated next-of-kin. In the event of your death in service any
salary, pension or gratuities due to you will be paid to the person nominated.
Please ensure that the Town Clerk is notified of any changes to either your next
of kin or their contact details.
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6.5 Annual Leave
The holiday year runs from 1 April to 31 March.
As a small organisation leave planning is very important for the smooth running

NB:

1) the number of hours js based on a 7.4 hour Standard working day.

2) Part -time and Jjob share employees receive g pro rata leave entitfement and
depending on their work pattern, it may be allocated on an annyaf hours basis.

6.6 Sickness During Annual Leave
If an empioyee is certified sick during annual leave, the time off will be
considered as sick leave from the date of the doctor’s statement.

6.7  Public and Statutory Holidays

There are 8 days public holidays each year.

art-time employees who do not work every day of the week or who work an
irregular number of hours each day receive the entitlement to pubiic holidays and
extra statutory days by way of an addition to their leave, (Part-Time Workers
(Prevention of Less Favourabie Treatment) Regulations 2000). The entitlement
is based on the number of contractual hours and, for example, an employee who
works 20 hours per week on a Monday, Wednesday and Friday would be
entitted t0:-20/37 X 7.4 = 4 hours. For job sharers public holidays and extra
statutory days will be divided between job sharers pro rata to the number of
hours worked.
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6.8 Working On A Public Holiday
You may be required to work on any or all of the public holidays.
If you work on one of the above days, you will be paid as normal and entitled to
take one day off in lieu at a mutually agreed date.

6.9 Special Leave
The Town Clerk is authorised fo grant up to five days special leave with pay on
each occasion on compassionate grounds (close family bereavement e.g.
parent, step parent, sibling or child, family iliness).

6.10 Public Duties
The Town Council has agreed to allow reasonable time off during working hours
to carry out public duties as follows:-
School Governor paid leave of absence to attend meetings of the governing
body of a school but not of any sub-committees or working parties set up by that
body.
Justice of the Peace paid leave of absence in order to serve as a Justice of the
Peace provided that the service does not interfere with normal office duties.
Councillor up to 18 days paid leave of absence to any employee who is elected
as a Councillor for another authority. No more than three days may be taken in
any one month
Jury Service paid leave of absence to undertake jury service on production of
the “jury summons” .
Trade Union Official An employee who is an official of an independent Trade
Union recognised by the Town Council must be granted time off to atiend to
duties
Trade Union Learning Representative An employee who is a learning
representative of a frade union recognised by the Town Council must be granted
time off under TULRCA 1992 s.168A, as inserted by s. 43 of the Employment
Act 2002 for the purpose of analysis of learning and training needs, the provision
of information and advice on learning and training matters, the promotion of the
values of learning and training. The employers obligation to aliow time off is
subject to a reasonable test.

6.11 Maternity/Paternity/Adoption Leave
In the event that an eligible employee is seeking to take maternity / paternity /
adoption leave they should discuss their plans with the Town Clerk at the earliest
opportunity who will advise on leave entitlements and pay rates which are
current at the time.

6.12 Sickness
Entitlements to sickness allowance are as follows:-
during 1st - year of service 1 month’s full pay (and after
completing 4 months service ) 2
months half pay

during 2nd - year of service 2 months full pay and 2 months half
pay

Page 14



during 3rd - year of service 4 months full pay and 4 months half

pay

during 4th & 5th - year of service 5 months full pay and 5 months half
pay

after 5-years service 6 months full pay and 6 months half
pay

N.B. For the purposes of calculating ‘half”’ pay, the rate of pay for the agreed salary
month will be used.

First Day If you are unable to attend work you must notify your
manager as soon as possible on the first day of absence and
within 1 hour of your normal start time. A telephoné call from
you, a relative or friend will be sufficient.

Fourth Day I you are still unable to return to work you must notify the
Town Clerk of your continuing ill health, giving a diagnosis and
expected date of return.

Eighth Day If you are sick for more than seven consecutive days
(including Saturday and Sunday) you must submit a docior's
medical certificate to the Town Clerk.

6.13 Absence Through Continued Sickness
The Council may request that you be medically examined by an Occupational
Physician of its choice, and at its expense, this will usually happen if you have
been certified sick in excess of three continuous months.
The Town Clerk will monitor employee’s attendance at work so that any trends
and unacceptable levels of absenteeism can be identified and addressed.
In the case of repeated or frequent sickness absence the Town Council may
request a report from your Doctor or refer you {o an Occupational Health
specialist in order to better understand your health and medical condition and the
probable effect on your attendance at work and your ability to do your job.
The Town Council will take a serious view if you have taken sickness leave
which is not genuine and it will result in disciplinary action being taken.

6.14 Vehicle Insurance Premiums
If a Town Council employee is required to use their car for Town Council
business purposes on a regular basis, the Town Council will reimburse the
amount of the difference between the ordinary social and domestic amount and
that required by the insurer for business purposes subject to a valid insurance
certificate being seen by the Town Clerk.
Where employees use their own vehicle for travelling to and from their place of
work they should ensure that they have the appropriate insurance cover.

6.15 Working Hours
The standard working week is one of 37 hours excluding meal breaks. Individual
employees' specific hours will be dependent on contractual arrangements and
will be detailed in their Statement of Main Terms and Conditions of Employment.
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Employees on part time contracts working less than 37 hours will have such
benefits as pay and leave calculated pro rata to the standard working week.

6.16 Flexible Working
Flexible working allows you flexibility in determining your working hours with the
agreement of your line manager provided that the needs of the job can be
satisfied. It is expected that Flexible Time will be used sensibly and that
employees will work when required to do so, e.g. where an evening meeting is
scheduled which requires your attendance then in normal circumstances it is
expected that Flexible Time will be used to meet this requirement. In the event
that such needs of the job are not being met then flexibie working will be
suspended.
Whenever your use of flexible working creates a pattern of work which is
significantly different from the Standard Working Day then you should as far as is
possible let the Town Clerk and other affected colleagues know of your planned
work schedule.

6.17 Annualised hours
Annualised hours contracts are appropriate where the requirements of the job
are seasonal in nature. Working hours are agreed for the whole year rather than
for a week. In "High Season" more than the standard weekly hours are worked
while this is offset by less than standard hours in the off season.

6.18 Fixed Hours
Due to the nature of their roles some employees will have contracts which
specify fixed hours. While these hours will be those normally worked there may
on some occasions be a requirement for some flexibility due to a requirement for
additional working. Except where covered by overtime provisions outlined above
any additional hours worked will be compensated by time off in lieu.

6.19 Time Off for Medical Appointments
Where possible, appointments with Doctors, dentists etc should be outside your
normal working hours. Where time off work is required it must be agreed with

your line manager.

6.20 Time Off for Dependants
Under the Employment Rights Act 1996 (s. 57A), employees are entitled to be
granted reasonable time off during working hours in order to take action
necessary in circumstances of the:

illness of a dependant, a birth, injury or assault;

to make arrangements for the provision of care for a dependant;

in consequence of the death of a dependant

because of an unexpected disruption or termination of arrangements
for the care of a dependant;

to deal with an incident that involves an employee’s child which occurs
unexpectedly during school/college hours
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7. Termination of Employment

7.1 Notice
During a probationary period either party may terminate the contract of

employment by giving 2 weeks notice in writing.

On completion of a probationary period the minimum periods of notice to which
you are entitled are:-

Period of continuous employment Minimum notice
One month or more, but less than 2 years; not less than 1 week
Two years or more, but less than 12 years not less than 1 week

for each year of twelve
years continuous
employment;

Twelve years or more: not less than 12 weeks

The minimum period of notice of termination of your employment which you are
required to give to the Town Council is not less than four weeks. Your notice

should be given in writing to the Town Clerk.

7.2 Redundancy Arrangements

If circumstances arise where redundancy may be a possibility the first steps will
be to consult with all employees with a view to seeking an agreed solution e.g.

. Reduce overtime to a workable minimum.

. Restrict recruitment.
if redundancies are unavoidable, consideration will first be given to the
retirement of employees over the normal retirement age and any applications for
voluntary redundancy, where acceptable.

If selecting employees for redundancy is necessary, the criteria for selection will
be discussed with you at the time. A fair procedure will be applied. At all {imes
the overriding consideration will be the future operation of the Council.

7.3 Retirement

There is no Normal Retirement Age (NRA) applied to persons working in the 4" tier
sector local government. Continuation of employment beyond the statutory NRA
(See Age Discrimination Act in force 1.10.2006), is a matter for agreement between
the employee and the employer. (NRA, also referred to as "Full Retirement Age,”
varies from age 65 to age 67 by year of birth. For more information visit the Social
Services website hitp://www.ssa.gov/oact/progdata/nra.hitml)

7.4 Termination Of Employment By Employee Without Giving Notice
If you terminate your employment without either giving or working the required
period of notice as indicated in your employment contract, you will have an
amount equal to the balance of notice period not worked deducted from any

termination pay which may be due to you.
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This is an express written term of your employment contract in accordance with
the Employment Rights Act 1996 s5.13.

7.5 Immediate Cessation of Work
In some circumstances the Town Council may agree that upon receipt of a
resignation from an employee it would be in the Town Council’s interest form
them to cease work without any delay. In such cases the Town Council would
pay the employee’s salary until the end of their notice period (4 weeks) based
upon 8.1 above.

8 Performance

8.1 Contractual Reguirement
Satisfactory performance is a basic contractual requirement. You have a duty to
monitor your own performance and to take advantage of appropriate training
opportunities as they arise. You should also seek opportunities to improve the
way things are done either on your own initiative, if appropriate or in conjunction
with your colleagues and management. This will help to maintain the overall
quality and cost effectiveness of the services offered and to ensure the
continued viability of the employment the Town Council offers

8.2 Annual Development Review (Appraisal):
The Town Council will ask you to take part in an Annual Development Review.
We do this both to build on your strengths and assist with your development.
The reviews should be seen as a positive process, which we believe are
beneficial to both the employee and the Town Council.

9 Behaviour

9.1 We must all behave with civility towards others and treat everyone with dignity
and respect. Rudeness or abuse of any description cannot be tolerated from or
towards other employees, Councillors or members of the public.

9.2 Everyone must do their best to promote the Council, its activities and decisions:
criticising the Town Council fo the public (including media representatives) must
be avoided. Employees shouid be particularly conscious of the impact of
information posted on the internet e.g. using social media such as facebook and
twitter, even when such use is in a personal capacity. Reports of inappropriate
activity, comments and statements will be investigated and may lead to
disciplinary action being taken and appropriate sanctions, including dismissal,
being imposed.

9.3 Involvement in activities, which could be construed as being inappropriate to the
position of a person working in the public sector will be the subject of discussion
with you by your line manager and may lead to disciplinary proceedings.

9.4 Confidential information regarding the Council’s business must not be drsc[osed
to anybody either during or after the termination of your employment.

9.5 All lawful and reasonable instructions from your line-manager and the Town
Clerk are to be carried out.
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9.6 Any incidence of harassment, abuse, victimisation or intimidation will be
investigated and sanctions imposed on the perpetrator(s) through the
proceedings open to the Town Councii by its internal processes or in law.

9.7 Standards
Local government employees are expected to give the highest possible standard
of service to the public, and where it is part of their duties, to provide appropriate
advice to Councillors and fellow employees with impartiality. Employees are
expected, through agreed procedures and without fear of recrimination, to bring
to the attention of the appropriate level of management any deficiency in the
provision of service. Employees must report fo the appropriate manager any
impropriety or breach of procedure.

9.8 Dress and Appearance
It is important that you present a professional image with regards to appearance
and standards of dress. Everyone should wear clothes appropriate to their job
responsibilities and should be clean and tidy at all times.

9.9 Smoking, Aicohol and Drugs
You should not at any time bring onto the Town Council's premises any alcohol
or drugs (other than those prescribed by your doctor).
An employee who is under the influence of alcohol or non-medicinal drugs during
working hours will be escorted from the premises immediately. intoxication at
work either as a result of alcohol or drugs will normally be treated as gross
misconduct and result in disciplinary action.
In order to provide a working environment which is pleasant, healthy and
accords with legal requirements, smoking is not permitted inside any Council
premises or vehicles.

9.10 Safety and Risk Management
Work areas must be kept clean and tidy at all fimes. Documents should not be
kept on desks and should be filed and locked away as appropriate.
You should report any health and safety concerns immediately to the Town
Cierk.

9.11 Disclosure of Information and Confidentiality

It is generally accepted that open government is best. Legislation requires that
certain types of information must be available to members, auditors,
government department, service users and the public. Generally the Council
will only restrict discussion about Confidential Personal and Commercial
matters (Data Protection Act 1998 & the Freedom Of Information Act 2000) and
be open about all other matters in the course of conducting its business.
Any information which:

« is or has been acquired by you during or in the course of your

employment, or has otherwise been acquired by you in confidence
« has not been made public by the Council or
« you have been authorised fo disclose
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shall be confidential and, unless required by law, you shall not, either before or
after the termination of your employment disclose such information to any
person without the prior written consent of the Council.

You shall exercise reasonable care to keep safe all documents or other
material containing confidential information, and on the termination of your
employment, or at any other time, upon demand retum to us any such material
in your possession.

9.12 Statements to the Press/Media

The only Officer authorised to speak to the press and media is the Town Clerk;

9.13 Political Neutrality

Employees serve the Town Council as a whole. [t follows they must serve all
Councillors equally, and must ensure that the individual rights of all Councillors
are respected.

Employees, whether or not politically restricted, must follow every lawful
expressed policy of the Town Council and must not allow their own personal or
political opinicns to interfere with their work.

9.14 Relationships - Councillors

9.15

9.16

9.17

Mutual respect between employees and Councillors is essential to good local
government. Close personal familiarity between employees and individual
councillors can damage the relationship and prove embarrassing 1o other
employees and councillors and should therefore be avoided.

Relationships - Employees
If a close, personal relationship between two employees develops within the
working environment, the onus is on the senior employee concerned to bring
the relationship to the attention of the Town Clerk to confirm that there is no
conflict or potential conflict of interest. The Town Council reserves the right to
relocate one of the employees if it deems it necessary to do so.

Relationships - The Local Community and Service Users
Employees should always remember their responsibilities to the community
they serve and ensure courteous, efficient and impartial service delivery to all
groups and individuals within that community as defined by the policies of the
Council.

Relationships - Contractors
All relationships of a business or private nature with external contractors, or
potential contractors, should be made known to the Town Clerk. Orders and
contracts must be awarded on merit, by fair competition against other tenders,
and no special favour should be shown to businesses run by, for example,
friends, partners or relatives in the tendering process. No part of the local
community should be discriminated against.

Employees who engage or supervise contractors or have any other official
relationship with contractors and have previously had or currently have a
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relationship in a private or domestic capacity with coniractors, should declare
that relationship to the Town Clerk

9.18 Appointment and Other Employment Matters
Iminster Town Council employees involved in making staffing appointments
should ensure that these are made on the basis of merit. It would be unlawful
for an employee to make an appointment which was based on anything other
than the ability of the candidate to undertake the duties of the post. In order to
avoid any possible accusation of bias, employees should not be involved in an
appointment where they are related to an applicant, or have a close personal
relationship with them either within or outside of the workplace.
Similarly, employees should not be involved in decisions relating to discipline,
promotion or pay adjustments of any employee who is a refative or partner.
NB In this context
+ ‘“relative” means a spouse, partner, parent-in-law, son, daughter, step
son, step daughter, child of a partner, brother, sister. grandparent,
grandchild, uncle, aunt, nephew, niece or the spouse or partner of any of
the preceding persons.
« “partner” means a member of a couple who live together

9.19 Intellectual Property
Intellectual property is a generic legal term which refers to the rights and
obligations received and granted (including copyright) in relation to, for example,
inventions, patents creative writings.
All inteliectual property created by an liminster Town Council employee during
the course of their employment belongs to the Town Council.

9.20 Trade Union Membership
You are under no obligation to join a Trade Union.
You are free 1o join or not join any Trade Union of your choice.
An employee who is an official of an independent Trade Union recognised by
the Town Council must be granted time off fo attend to duties
An employee who a learning representative of a Trade Union recognised by the
Town Council must be granted time off under TULRCA 1992 s.168A, as
inserted by s. 43 of the Employment Act 2002 for the purpose of analysis of
learning and training needs, the provision of information and advice on learning
and training matters, the promotion of the values of learning and training. The
employers obligation to allow time off is subject to a reasonable fest.

9.21Personal Interests
Employees must inform the Town Clerk of any financial or personal interests
which could conflict with the Council’s interests.
Employees shouid inform the Town Clerk of any non-financial interests that
they consider could bring about a conflict with the Council’s interests.
Employees should also declare (to the Town Clerk) membership of any
organisation not open to the public without formal membership and commitment
of allegiance and which has secrecy about rules or membership or conduct.
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9.22 Discrimination and Equality Issues
All Town Council employees should ensure that policies relating to equality
issues as agreed by the Town Council are complied with in the spirit as well as
the letter of the law. All members of the local community, customers and other
employees have a right to be treated with fairness and equity.

9.23 Separation of Roles - Tendering
Employees involved with tendering processes must exercise faimess and
impartiality when dealing with all customers, suppiiers, other contractors and
sub-contractors.
Employees who are privy to confidential information on tenders or costs for
either internal or external contractors should not knowingly disclose that.
information to any unauthorised party or organisation.
Employees should ensure that no special favour is shown to current or recent
former employees or their partners, close relatives or associates in awarding
confracts to businesses run by them or employing them in a senior or relevant
managerial capacity.

9.24 Corruption
It is a serious criminal offence for liminster Town Council employees in their
official capacity to corruptly receive or give any gift, loan, fee, reward or
advantage for doing or not doing anything or showing favour or disfavour to any
person. If an allegation is made, it is for the employee(s) to demonstrate that
any such rewards have not been corruptly obtained; such allegations, if proven,
will be treated as instances of gross misconduct.

9.25 Use of Financial Rescurces
IIminster Town Council employees must ensure any public funds entrusted to or
handled by them are dealt with in a responsible and lawful manner. They
should strive to ensure value for money to the local community and ensure that
matters are conducted in accordance with the Council’'s Financial Regulations
and Standing Orders.
lIminster Town Council employees must not make personal use of property or
facilities of the Council unless authorised by the Town Clerk to do so.

9.26 Hospitality
Employees should only accept offers of hospitality if there is a genuine need to
impart information or represent the Council in the community. Offers to attend
purely social or sporting functions should be accepted only when these are part
of the life of the community or where the authority should be seen to be
represented. They should be reported to the Town Clerk with a request for
authorisations and recording.
When hospitality has to be declined those making the offer should be
courteously but firmly informed of the procedures and standards operating
within the Town Council.
Employees should not accept significant personal gifts from contractors and
outside suppliers, although you may keep insignificant items of token value
such as pens, diaries, efc.
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Acceptance by employees of hospitality through attendance at relevant
conferences and courses is acceptable where it is clear the hospitality is
corporate rather than personal, where the Town Council gives consent to
attendance in advance and where purchasing decisions are not compromised.
Where visits to inspect equipment, etc. are required, employees should ensure
that the Town Council meets the cost of such visits to avoid jeopardising the
integrity of subsequent purchasing decisions.

All offers of gifts and hospitality, whether accepted or not must be reported to
the Town Clerk who will keep a record of the details including hamie and
contact details of the person offering the gift / hospitality, the name and job role
of the offer recipient, the date the offer was made, the nature of the offer / gift
and whether or not the gift / hospitality was accepted.

9.27 Sponsorship - Giving and Receiving

10

10.1

Where an outside organisation wishes to sponsor or is seeking to sponsor a
Town Council activity, whether by invitation, tender, negotiation or voluntarily,
the basic conventions concerning acceptance of gifts or hospitality apply.
Particular care must be taken when dealing with contractors or potential
contractors.

Where the Town Council sponsor an event or service neither an employee nor
any partner, spouse or relative must benefit from such sponsorship in a direct
way without there being full disclosure to the Town Clerk of any such interest.
Simitarly, where the Town Council through sponsorship, grants, aid, or by other
means, gives support in the community, employees shouid ensure that
impartial advice is given and that there is no conflict of interest involved.

Harassment, Bullying, Abuse & Intimidation Policy &

Procedure

The Town Council recognises that personal harassment, abuse, bullying &
intimidation can exist in the workplace as well as outside and that this can
seriously affect employees’ working lives by interfering with their job
performance or by creating a stressful, intimidating and unpleasant working
environment.

10.2 The Town Council depiores all forms of personal harassment, abuse, bullying &

10.3

10.4

intimidation deriving from whatever source and seek to ensure that the
working environment is sympathetic o all the Council’s employees.

The Town Council has a policy and written procedures to emphasise to
employees the type of behaviour that is unacceptable and provide victims of
personal harassment with a means of redress.

The Town Council recognises that it has a duty to implement this policy and
all employees and Councillors are expected to comply with it. Failure to
comply by whomsoever will result in the most vigorous action, including
reporting the person to the appropriate agency, or taking legal action against
the offender(s).
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11 Grievance and Discipline

11.1 The Town Council has discipline and grievance policies, copies of which are
provided to each employee when they take up appointment and may from time
to time be revised and updated.

11.2 Before resorting to formal procedures from either the employee or from the
Town Council it is the policy of the Town Council that discussions between both
parties should be entered into with the express purpose of resolving the matter
through a process of mediation seeking conciliation. Where necessary the
Town Council will seek (at its expense) the services of an external expert to
forward this process to reach a conclusion satisfactory to both parties in the
dispute.

11.3 The following are some examples of conduct that are considered to amount to
gross misconduct.
® Failure to maintain the accounting standards required by Audit
Commissicn Regulations;
Deliberate falsification of any records, including time sheets, absence
records etc, in respect of yourself or a fellow employee;

. Serious breaches of the health and safety rules which endanger the
lives of any other person;

. Intoxication, either caused by alcohol or drugs, dangerous behaviour,
fighting or physical assault;

. The theft of money or property, whether this belongs to us, a fellow
employee, or any third party;

. Gross insubordination and/or the refusal to carry out legitimate
instructions given by your line manager or the Town Clerk

o Any breach of legislation which directly affects your ability to carry out

your duties and/or the expected standards of a person working in the
public service;
. Any act of dishonesty;

12 Town Council Property, Tools and Equipment

12.1 The Town Council undertakes to make availabte the tools and equipment it
believes are necessary for jobs to be undertaken in a safe and effective
manner. Use of personal tools and / or equipment is not permitted for
undertaking Town Council business except with the express agreement of the
Town Clerk.

12.2 Employees may make personal use of the Town Council’s phone, photocopy
and internet facilities provided that it is not excessive and does not interfere
with the completion of day to day duties. The cost of phone calls and
photocopies must be reimbursed to the Town Council.

12.3 Use of Town Council property, other than that mentioned in 12.2 above, for a
purpose other than normal duties is not permitted.

12.4 No property is to be taken away from Town Council premises without the prior
explicit permission of the Town Clerk.
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12.5 You must notify the Town Clerk of any damage to Town Council property (tools
& equipment) or premises immediately.

13 Health and Safety

13.1 Policy Statement
The Town Council recognises and accepts its responsibility as an employer for
providing a safe and healthy working and operating environment and for taking
all due care to protect the safety of its employees and members of the public
who use its facilities. Accordingly it will, so far as is reasonable and practicable,
take steps to meet this responsibility paying particular attention io the provision
and maintenance of:-

a) Plant, equipment and systems of work that are safe.

b) Safe arrangements for the use, handling, storage and transport of articles
and substances.

¢) Sufficient information, instruction, training and supervision as is necessary
to ensure the health and safety at work of all employees.

d) Safe places of work and safe access to them. Safe public areas where
these are under Town Council control.

e) A safe and healthy working and operating envircnment.

f) Adequate facilities for welfare at work.

Copies of the Council's Health and Safety policy are held by the Town Clerk

13.2 Employee’s Duty
All employees have a duty to take reasonable care for the safety of themselves
and others who may be affected by their acts or omissions and to co-operate
with other Town Council employees to secure compliance with statutory duties
placed upon them. This is in addition to the responsibility of the Town Councll
and its line managers for ensuring generally safe conditions of work. You must
not do anything that could threaten the health or safety of yourself, fellow
employees, councillors, or members of the public. (Health & Safety Act 1974
and the Management of Health and Safety at Work Regulations 1999.

13.3 Reporting Accidents, Unsafe Equipment or Working Practices
Employees shall at all times make full use of appropriate safety equipment,
devices and protective clothing and report any accidents, unsafe practices,
systems of work and damage to plant to their line manager or to the Town
Clerk.

13.4 Smoking
In order to provide a working environment which is pleasant, healthy and
accords with legal requirements smoking is not permitted inside any Town
Council premises or vehicles.

13.5 Alcohol and Drugs
No alcohol or drugs are allowed on the Council's premises (other than those

drugs prescribed by a Doctor)
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13.6 Personal Protective Equipment (PPE)
Personal Protective Equipment includes clothing such as weatherproof or
insulated clothing which is worn to protect you against a specific risk to your
health and safety, it does not include workwear such as overalls or a uniform
provided for the purpose of presenting a corporate image.
Personal Protective Equipment and other items issued by the Town Council for
your protection, because of the nature of your job, must be worn / used on any
and all relevant occasions. Failure to do so may contravene the Health and
Safety at Work Act and lead to disciplinary action being taken by the Town
Council.

13.7 Risk Assessments
Periodically, Health and Safety reviews will take place in each area of the
Council’'s business. Risk Assessment forms will be completed and copies held
by the person with responsibility for that area and the Town Clerk. The person
responsible for overseeing health and safety in a particular area will implement
improvements to minimise significant risks.

13.8 Safety Instruction
Safety instruction will primarily be provided "on the job" but will be
supplemented by more formal tuition when required.

13.9 Accident Reporting
An Accident Report Book is kept by the Town Clerk. All accidents should be
reported to the Town Clerk within 24 hours of their occurrence. Where the
accident is fortifiable (as defined in the local council heaith and safety guide
(pari 2 section 8)) the Town Clerk will notify the appropriate authorities and take
any appropriate action.

13.10 First Aid
First aid kits are maintained in each work location operated by the Town
Council; your line manager will have fold you the specific location as part of
your induction.

13.11 Fire
Fire procedures will be displayed at each building used as a base for Town

Council employees.

14 ICT Virus Protection Procedures
In order to prevent the introduction of virus contamination into the Council’'s
software and hardware the following procedures must be observed:
+ Unauthorised software must not be used.
* All software must be virus checked using standard testing procedures
before being used.

15. General Matters
15.1 Changes in Personal Details

Page 26



You must notify us of any change of address, next-of-kin etc, so the Town
Council can maintain accurate information on its records and make contact with
you in an emergency. Such changes should be advised to the Town Clerk.

15.2 Payment of Salaries and Wages
You will receive a pay slip showing how the total amount of your salary/wages
has been calculated. This will show ail the deductions made and the reasons
for them, e.g. Income Tax, National Insurance Contributions etc. Any queries
that you may have should be raised initially with the Town Clerk.

15.3 You will be paid into your bank account by the 21% day in each month.

15.4 Indemnity
The Town Council undertakes to indemnify you from any acts of omission or
commission that are carried out by you while acting in good faith on the Town
Council’s business.
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lIminster Town Council
Employee Code of Conduct

This Code of Conduct is applicable to all employees of liminster Town Council .

1 Introduction

service to the public, and where it js part of their dutiesr to provide
appropriate advice to Members and fellow officers with impartiality.

1.3 An liminster Town Counci] employee must perform their duties with honesty,
integrity, Impartiality and must at g times act in accordance with the trust that the
public is entitled to place in them. .

1.4 An liminster Town Councit employee js accountable to the Council for his / her
actions

1.5 liminster Town Council employees are expected, through agreed procedures and
without fear of recrimination, to bring to the attention of the Town Clerk any
deficiency in the provision of service.

2 Openness and Disclosure of Information o
2.1 lIminster Town Councij believes that open administration is best and it will be as
Pen as poss isi i

confidential nature, without the Consent of a person authorised to give it,
réquired by the jaw to do 50.

2.6 No liminster Town Council employee may take part in any broadca st (sound or
vision) or publish an article or otherwise disclose information to the media which
relates to the Council without first obtaining the permission of the Town Clerk.

3 Political Neutrality

3.1 liminster Town Council employees serve the Council as whole and must ensure
that the individyaj rights of Members are respected.
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3.2 Where liminster Town Council employees are required to provide advice to
Members (either individuals or groups) the advice must be given in such a way
that the political neutrality of the advice giver is not compromised.

3 3 liminster Town Council employees must follow every lawful expressed policy of
the Council and must not allow their personal or political opinions to interfere with
their work.

4 Relationships and Respect For Others

4 1 liminster Town Council is committed to promoting equality of opportunity for all
local people and communities, irrespective of gender, ethnic origin, disability,
religious belief, sexual orientation, age, or any other protected characteristic or
relevant factor.

4.2 An liminster Town Council employee must treat others with respect and not
knowingly discriminate unlawfully against any person.

4.3 All liminster Town Council employees should ensure that policies refating to
equality and diversity issues as agreed by the Council are complied with, in
addition to the requirement of the law. All members of the community Members
and Officers of the Council have a right to be treated with fairness and equity.

4 4 lIminster Town Council employees should always remember their responsibilities
to the community they serve and ensure courteous, efficient and tmpartial service
delivery to individuals and any groups.

4.5 Mutual respect between Officers and Members is essential. Close personal
familiarity between liminster Town Council empioyees with individual Members or
other Officers can damage other working relationships and be embarrassing to
other employees and Councillors and should therefore be avoided.

4.6 All relationships of a business or private nature with external contractors or
potential contractors shouid be made known to the Town Clerk. Orders and
contracts should be avoided on merit, by fair competition against other tenders,
and no special favour should be shown to businesses run by, for example,
friends, partners or relatives during the tendering process.

4.7 liminster Town Council employees who engage or supervise coniractors or have
any other official relationship in a private or domestic capacity with contractors
should declare that relationship to the Town Clerk.

5, Appointment and other Employment Matters

5.1 llminster Town Council employees involved in making staffing appointments
should ensure that these are made on the basis of merit. [t would be unlawful for
an employee to make an appointment which was based on anything other than
the ability of the candidate to undertake the duties of the post. In order to avoid
any possible accusation of bias, employees should not be involved in an
appointment where they are related to an applicant, or have a close personal
relationship with them either within or outside of the workplace.

5.2 Similarly to 5.1 above, employees should not be involved in decisions relating to
discipline, promotion or pay adjustments of any employee who is a relative or
partner.

NB In this context

« “relative” means a spouse, partner, parent-in-law, son, daughter, step
son, step daughter, child of a partner, brother, sister. grandparent,
grandchild, uncle, aunt, nephew, niece or the spouse or parther of any of
the preceeding persons.
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e “partner” means a member of a couple who live together

6. Outside Comitments

6.1 Whilst the Council would prefer that its employees are exclusively employed by
the Council, it does realise that such an exclusive contract may not be possible.
The Council does however, reserve the right to require that any other
employment that is undertaken by its employees does not conflict with either the
role or the standards required by the Town Council. _

6.2 An liminster Town Council employee must not have any secondary employment

without first obtaining the permission of the Town Clerk.

7. Personal Interests (including gifts and hospitality) _

7.1 An liminster Town Council employee will not use their position improperly to

confer advantage or disadvantage on any person. L=E

7.2 liminster Town Council employees should inform the Town Clerk of any non-
financial interests that they consider could bring about a conflict with the
Council’s interests.

7.3 liminster Town Council employees must inform the Town Clerk of any financial
interests which could conflict with the Council's interests.

7.4 liminster Town Council employees shall not accept any payment, fee, reward or
benefit either direct indirect, of any kind, in connection with their employment,
from any person or body other than the Council itself except as provided for in
7.5 and 7.6 below.

7.5 Acceptance of any gift and /or hospitality must be approved by the Town Clerk
or, if the recipient is to be the Town Clerk the approval of the Finance and Policy
Committee must be obtained

7.6 Offers to attend purely social or sporting functions should be accepted only when
these are part of the life of the community or where the Council should be seen
to be represented.

7.7 All offers of gifts and hospitality, whether accepted or declined, must be recorded
by the Town Clerk.

7.8 liminster Town Council employees should declare to the Town Clerk membership
of any organisation not open to the public without formal membership and
commitment of allegiance, and which has secrecy about rule, membership or
conduct.

8 Tender and Contract Processes

8.1 liminster Town Council employees must exercise fairness and impartiality when
dealing with contractors and suppliers

8.2 liminster Town Council employees who are privy to confidential information on
tenders or costs for either internal or external contractors should not knowingly
disclose that information to any unauthorised party or organisation.

8.3 liminster Town Council employees should ensure that no special favour is shown
to current or recent former employees or their partners, close relatives or
associates in awarding contracts to businesses run by them or employing them
in a senior or relevant managerial capacity.

9. Corruption
9.1 It is a serious criminal offence for IIminster Town Council employees in their
official capacity to corruptly receive or give any giit, loan, fee, reward or
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advantage for doing or not doing anything or showing favour or disfavour to any
person.

10. Resources

10.1 llminster Town Council employees must ensure any public funds entrusted to or
handled by them are dealt with in a responsible and lawful manner. They should
strive to ensure value for money to the local community and ensure that matters
are conducted in accordance with the Council’s Financial Regulations and
Standing Orders .

10.2 liminster Town Council employees must not make personal use of property of
facilities of the Council unless authorised by the Town Clerk to do so.

11. Standards of Dress and Appearance

11.1 llminster Town Council expects employees to observe a standard of personal
appearance which is appropriate to the nature of the work undertaken and which
portrays a professional approach in which the public can have confidence.

12 Alcohol, Drugs and Other Substance Misuse

12.1 liminster Town Council employees are expected to attend work without being
under the influence of alcohol, drugs or other substance or have their work
performance adversely impaired by such substances.

12.2 lIminster Town Council employees whose performance or behaviour falls below
the acceptable standard or who cause danger or inconvenience as a result of
alcohol, drugs or other substance misuse may be the subject of the Council’s
disciplinary and / or capability procedures.

12.3 liminster Town Council employees taking prescribed drugs which may have an
impact upon their performance or ability to undertake their duties are required to
inform the Town Clerk.

13 Criminal Charges

13.1 An liminster Town Council employee must inform the Town Clerk if they are
charged or convicted of a criminal offence (other than minor driving
infringements)

14 Intellectual Property

14.1 Intellectual property is a generic legal term which refers to the rights and
obligations received and granted (including copyright) in refation 1o, for example,
inventions, patents creative writings.

14.2 All inteliectual property created by an liminster Town Council employee during
the course of their employment belongs to the Town Council.

15.Breach of the Code

15 1 Breach of this Code fo Conduct will be regarded as a disciplinary matter and will
be dealt with in accordance with the Council’s disciplinary procedure.
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Protocol on Member / Officer Relations

Introduction

This protocol is intended as a guide for Members and Officers in their dealings with
one another and as a supplement to the Members’ and Officers’ Codes of Conduct.
To a large extent the protocol is a statement of practice and convention which is
intended to provide clarity.

The reputation and integrity of the Council is significantly influenced by the
effectiveness of the Councillor, the Clerk and other staff working together to support
each other’s roles. The aim is effective and professional working relationships
characterised by mutual trust, respect and courtesy.

In this document Council refers to liminster Town Council and Councillor refers to
Councillors of liminster Town Council.

General Principles !

1.1 The ideal relationship is best defined as a partnership of Councillors and
Officers working together to achieve the overall aims of the Council.

1.2  Members and Officers should avoid any close personal familiarity that could
give rise to the suspicion of bias or undue influence.

1.3  Every person must be treated fairly with dignity and respect. Harassment and
builying is not acceptable.

1.4  In general, Councillors make policy and Officers implement the Council’'s
policy. In most cases Councillors should avoid becoming involved in the
operational and administrative aspects of service delivery.

1.5 Members and Officers share a responsibility to work together to achieve and
implement decisions in the interests of the Council and the area it serves.

1.6  All dealings between Members and Officers should be conducted courteously
and neither party should seek to take advantage of their position.

1.7  To ensure high standards of conduct Councillors are required to abide by the
Councillors Code of Conduct and Officers the Employees Code of Conduct.

1.8 If an Officer is concermed about the behaviour of a Councillor, or if a
Councillor is concemed about the behaviour of an Officer the nature of the
concern should be brought to the attention of the Town Clerk.

2 Councillors
2.1 Councillors have 4 main areas of responsibility
« To determine council policy and provide community leadership
e To monitor and review council performance in delivering services
» To represent the council externally
» To act as advocates for their constituents
2.2  Councillors make decisions in Committee and Council meetings (when the
topics discussed will be in accordance with the Commitiee Terms of
Reference)
2.3 A Counciller acting as an individual cannot give instructions to a Council
employee
2.4  Councillors should not involve themselves in the day to day running of the
Council. This is the Clerk’s responsibility and the Clerk will be acting on
instructions from the Council or its Committees, within an agreed job
description. Progress on actions will be reported to the relevant committee
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2.5

2.6

27

2.8

2.9

Any Councillor may inspect and make a copy of any document in the
possession or under the control of the Council and which the Councillor may
require in the course of their duties as a Member of the Council — subject to
2.6 below

A Councillor may not knowingly inspect or call for a copy of any document
relating to a matter in which they have a professional, perscnal pecuniary
interest.

Any document provided for a Councillor and marked as “Confidential” or “Not
For Publication” shall be exclusively for the use of that Councillor and shali not
be disclosed to any other person.

Council equipment and supplies e.g., stationery provided to Councillors must
only be used to assist them in their role as members of the Council.
Members must not seek o influence the appointment of Council staff other
than where they are property appointed to a selection panel.

3 Officers

3.1

3.2

3.3

3.4

3.5

The role of Officers is to give advice and information to Councillors and to
implement the policies determined by the Council. In giving such advice to
Councillors, and in preparing and presenting reports, it is the responsibitity of
the Officer to express their own professional views and recommendations. An
Officer may report the views of individual Councillors on an issue, but any
recommendation should be the Officer's own. If a Councillor wishes to
express a contrary view they should not pressurise the Officer o make a
recommendation contrary to the Officer's professional view, nor.victimise an
Officer for discharging their responsibility.

Officers are required to discharge their responsibilities in a professional
manner and without political bias or favour.

Officers are expected to declare any prejudicial interests relating to their work
to the Town Clerk.

Officers must not normaily lobby Councillors e.g. about personal employment
matters or budgetary matters; such issues should be taken through agreed
procedures.

Council equipment and supplies e.g., stationery provided to Officers must only
be used to assist them in their role as employees of the Council.

4 Expectations

4.1

All Councillors can expect:

» A commitment from Officers to the Council as a whole, and not to any
individual Councillor, group of Counciliors, political group or pressure
group

« An effective and co-operative working partnership with Officers

e Officers to understand and support respective roles, workloads and
pressures

e A timely response from Officers fo enguiries and complaints

« Officer's professional advice, not influenced by political views or personal
preferences

e Regular up to date information on matters that can reasonably be
considered appropriate and relevant to their needs, having regard to any
individual responsibilities or positions that they hold
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Officers to be aware of and sensitive to the public and political
environment locally

Respect, courtesy, integrity and appropriate confidentiality from Officers
Training and development opportunities to help them carry out their role
effectively (records of any such training wilt be kept by the Town Council)
Not to have personal issues raised with them by Counciliors outside the
Council’'s agreed procedures

That Officers will not use their contact with Councillors to advance their
personal interests or to influence decisions improperly

That Officers will at all times comply with the relevant code of conduct

4.2  Officers can expect from Councillors:

An effective and co-operative working partnership

An understanding of, and support for, respective roles, workloads and
pressures

| eadership and direction

Respect, courtesy, integrity and appropriate confidentiality

Not to be bullied or put under undue pressure

That Councillors will not use their position or relationship with Officers to
advance their personal interests or those of others or to influence
decisions improperty

That Councillors will at all times comply with the Council's adopted
Members Code of Conduct.

Background Papers:

fiminster Town Council Code of Conduct for Members (31 July 2012)
Governance Toolkit for Parish & Town Councils (version 3 April 2009)
The Good Councillors Guide (3™ edition 2010)

Doing It Right (South Somerset District Council Undated)
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Agenda No 9

Website
Report of the Town Clerk
Finance and Policy Committee on 20 November 2012

Recommended

(i)
(ii)

That approval in principle be given to procuring a new website
with a maximum budget of £2,000

That discussions continue with Somerset Webservices as the
preferred supplier to establish that they can offer a product that
meets the Council’s requirements

. The Council's current website was developed approximately 18 months

ago. It provides basic information about contacting the Council, Councillors
and Officers. It is also possible to give details of forthcoming meetings and
be able to upload documents such as minutes.

Work is currently being undertaken by Officers to ensure that the current
site contains accurate and relevant information.

The technology used to create the existing website means that it is difficult
to refresh the site by adding sub sections and some of the administrative
functions are cumbersome. A new version is available which provides
additional functionality but our current supplier would require a payment in
excess of £500.00 to make the new version available to us.

In mid 2012 a small working group of Members and Officers form this Town
Council met with representative of Chard Town Council to look at the
possibilities of working together to procure a new website for each Council
(both currently use the same supplier). As part of this work several
suppliers were contacted and invited to give a presentation about their
product.

As a result of the presentations, a preferred product was identified but was
thought to be unsuitable due to the cost, (there were also a small number
of other requirements to be investigated and addressed).

The liminster Town Clerk has met with the supplier — Somerset
Webservices and negotiated a substantial discount (for both Councils)
which mean it would be possible for this Council to obtain a fully functioning
website, within the current financial year for a budget of £2,000.

The technology used by Somerset Webservices for developing the website
is Wordpress — which is widely used and means that at any time in the
future should there be a problem with the supplier it would be possible to
go to another supplier without great difficulty.

Chard Town Council have already given delegated authority to their Town
Clerk to procure a website with a budget not exceeding £2,000.



Agenda No 9

Date report prepared: 13 November 2012



