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TO: THE MEMBERS OF HUGHENDEN PARISH COUNCIL   

Cllr J Armshaw, Cllr M Byrom, Cllr G Cadwallader, Cllr L Derrick, , Cllr C Janes, Cllr S Jones, Cllr S 

Kearey, Cllr D Main, Cllr U Prashar, Cllr S Thomas 

  

Dear Councillor,   

  

You are hereby summoned to attend an Full Council Meeting to be held on Tuesday 11th April 

2023 at 7:30 pm at Council Office, The Common, Great Kingshill, Buckinghamshire, HP15 6EN 

  

Signed:  Louise P Steele        Date: 3 April 2023  

  

The Chair may, at his/her discretion and at a convenient time in the transaction of business, 

adjourn the meeting to allow any members of the public to address the meeting. Parishioners 

and others in attendance are reminded that they must remain silent during the transaction of 

Council business.  

  

AGENDA  

  

1.  Apologies for Absence 

To consider and approve apologies for absence.  

  

2.  Declarations of Interests and Dispensations  

  In accordance with Sections 30 (3) and 235 (2) of the Localism Act 2011 and 
Hughenden Parish Council Code of Conduct, Councillors are requested to 
disclose personal and prejudicial interests on matters to be considered at the 
meeting.  
  

3.  Public Participation and Reports from Buckinghamshire Councillors  

  Members of the public are permitted by the Chair to speak once in respect of 
business itemised on the agenda for no more than 2 minutes.  Answers to 
questions raised, may not be discussed unless already within this agenda and 
then only at that time.  Outstanding questions may be referred to a future 
agenda for attention.  The period for public participation shall not exceed 15 
minutes.  
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4.  Minutes 
To approve the minutes of the extraordinary meeting dated 21st March 2023 
as an accurate record of that meeting and to authorise the Chair to sign the 
same as such – Appendix A  
  

5. Action Points 

To consider the report of the Locum Clerk on progress on actions identified as 

outstanding from previous meetings. Appendix B 

 

6 Grant Requests  

To consider the following two grant applications: 

 

Hughenden Primary  School  - £282.95 is applied for to cover the costs of 

defibrillator pads and a replacement defibrillator battery. Appendix C 

 

Grange Area Trust - £500 is applied for as a contribution to its work to 

improve all year round accessibility to Widmer Fields by building hard 

standing footpaths along popular walking routes. Specifically the grant is  

requested as a contribution to the cost of the scalpings needed to complete 

new footpaths during Spring/Summer of 2023. Appendix D 

 

7. Written Motions Delivered in Accordance with Standing Order 9 

To consider three written motions. 

 

7.1 Marking the Coronation of King Charles III 

Proposed by Councillor Main (Appendix E): 

• To consider and ask the clerk to arrange the purchase and installation 
of a commemorative bench to mark the Coronation of King Charles III, 
one for each ward .  

• To consider and ask the clerk to arrange the planting of trees to mark 
the Coronation. Suggested site at the  old allotment area or the 
common at Great Kingshill  

7.2 Street Light Cutting costs  
Proposed by Councillor Derrick (Appendix F): 

1. That Council instructs the Clerk to refer decisions on replacing the columns 
of streetlights to Council, providing at the same time  

(i) The costs of to permanently disconnect the streetlight from the electricity 
supply and  

(ii) The costs of taking down the column; and  
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(iii) The costs of replacing the column.  

2. Recommendation to convert to 9 watt or not] 

3. Recommendation to turn off the lights at night or not]  

4. Recommendation about deal with electricity supplier.]  

5. That Council agrees that the Working Group has finished its work and 
should be stood down. 

 
7.3 Streaming of Annual Parish Meeting 

Proposed by Cllr Kearey, seconded by Cllr Armshaw: 
 
That the Annual Parish Meeting is streamed on line and that a link to the 
event is circulated with the agenda and more widely publicised through 
partner organisations. 

 

8. Great Kingshill Old Allotment  

To note the recent installation of a gate giving access to Great Kingshill Old 

Allotment and to consider the Parish Council’s response. Appendix G 

 

9 Old Main Entrance Gates – Garden of Rest 

To consider the future of the old main entrance gates at the Garden of Rest 

subsequent to their planned replacement. Specifically to consider the 

suggestion that they be removed and reinstalled at the rear of the Garden of 

Rest, creating a new entrance to the back field. 

 

9 New Noticeboard at Great Kingshill 

To consider the specification for the new noticeboard and comparative costs 

set out at Appendix H. 

 

10. Review of Standing Orders 

To consider, subsequent to review, an amended version of Standing Orders 

(Appendix I).  

 

11 Scheme of Delegation 

To consider the adoption of a revised scheme of delegation (Appendix J – with 

the current scheme at Appendix K for comparison). 

 

12. Bank Mandate – Unity Trust Bank 

To agree the necessary amendments to the bank mandate for Unity Trust 

Bank as set out in Appendix L so that the individuals all have access to Internet 

Banking and permission to undertake the tasks shown.  
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13. Accounts for Payment 

To approve the list of payments – Appendix M 

14. HR Policies and new Clerk 

To confirm the HR policies referenced in the NALC/SLCC model contract of 

employment issued to the new Clerk.  The Clerk’s contract refers to five 

policies that should be provided to the new Clerk at the commencement of 

employment. These are: 

• Grievance procedure (see Appendix N) 

• Disciplinary procedure (see Appendix O) 

• Sickness absence policy  

• Health and Safety Policy (see Appendix P) 

• Equality & Diversity Policy (see Appendix Q 

Review of the electronic files available suggests that four of the five policies 

exist and these are appended for Members’ information and for confirmation 

that these are the most up to date versions in existence.  The Locum Clerk can 

find no evidence that there is a current sickness absence policy and Council is 

therefore asked to consider adoption of a Sickness Absence Policy at Appendix 

R based upon the NALC template available to NALC members on the NALC 

website.). 

 

15. Other Polices and new Clerk 

To consider the adoption of the Model Councillor-Officer Protocol developed 

by NALC and partners as part of the Civility & Respect Project (Appendix S) 

 

Further to consider the development and adoption of a Social Media Policy – 

two examples are appended at Appendix T and Appendix U 

 

16. Correspondence 

To receive a schedule of correspondence received (schedule of 

correspondence to be tabled at the meeting) and advise the Locum Clerk on 

possible responses. 

 

Letters from Year 4 pupils at Hughenden Primary School regarding the 

proposed cycle path (Covering letter at Appendix V – children’s letters to be 

tabled at the meeting.) 
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17. Date of the Next Meeting 

To note the date of the next meeting – the Annual Meeting of Council on 16 

May at 7:30 pm venue to be confirmed 

18. Exclusion of Press and Public  

To resolve to exclude the Press and Public from the following item, due to the 

confidential nature of the business to be transacted. That under the Public 

Bodies (Admission to Meetings) Act 1960, the public and representatives of 

the press and broadcast media be excluded from the meeting during the 

consideration of the following items of business as publicity would be 

prejudicial to the public interest because of the confidential nature of the 

business to be transacted. 

 

19 Locum Clerk’s working hours 

To consider an oral report   

 

 



Appendix A 



 

 

Minutes 
of the Parish Council Meeting 

held on 14 February 2023 at 7:30 pm 
Great Kingshill Cricket Club 

 
Present: (Chair) Cllr Gareth Cadwallader, Cllr Linda Derrick, Cllr Debra Main, Cllr Stan  
Jones, Cllr Sam Thomas 
 
In attendance: Nina L. Villa (Locum Clerk) 
 
Members of the public: 4 
 

1. Apologies for Absence 
 
Apologies for absence were received from Cllrs U Prashar and J Armshaw 
 

2. Declaration of Acceptance of Office 
 
Not required as Cllr Thomas had already undertaken the Declaration. 
 

3. Declaration of Interests 
 
Cllr Derrick declared a personal interest in item 8.1 (Street Lighting) 
 

4. Public Session 
 
As representatives of the Hughenden Valley Village Hall were present, the Chair 
moved that the grant items be brought forward for consideration earlier in the 
agenda. This was approved. 
 

5. Minutes of the Previous Meeting 
 
It was RESOLVED that: 
 
a) The minutes of the meeting held on the 14th February be approved and the Chair 

was authorised to sign the same. 
 

6. Action Points 
 
The Council reviewed the list of action points. There were several queries related to 
the progress against the list including: 
 
a) Concern was raised about a previous decision to conduct all Council work 

through Working Groups rather than Committees and the extra burden this might 
place on Full Council. The Chair reassured Cllrs that this situation was temporary 
and Committees will considered again at the annual meeting in May. 

b) There was an invoice paid recently for the repair of two gates and Cllrs sought 
clarification on which two gates these were. 

c) It was noted that various action lists were now in place and the Clerk was 
requested to cross reference them to ensure there was one central list. 

d) There were a number of queries related to payments to HCST payments and 
leases which needed to be updated for the next meeting if possible.  

e) There was a query about whether the request for legal advice regarding Great 
Kingshill Cricket Club had been sent. Clerk was asked to confirm. 
 



 

 

11.    Grant Applications 

    The Council considered the following two grant applications: 

a) Grant application from Hughenden Valley Residents Association. £900 is 
applied for as a contribution to the cost of producing  Hughenden News, 
the HVRA magazine for residents three times annually. 

 
The Council believed this had already been approved and paid. The Clerk 
was asked to confirm. The Clerk was authorised to make this payment if 
required.  

 
b) Hughenden Village Hall requested £10,000 as a 20% contribution towards 

the cost of resurfacing of the car park.  
 
The Council were concerned about the amount and were keen to 
understand what other organisations were prepared to offer. The 
applicants were asked to gather this information and the application would 
be considered again at the next meeting. 
 

12.    Hughenden Village Hall Playground Equipment  

The Council were asked to consider support for the replacement of a piece of play 
equipment which was previously installed by the Council but had always been 
problematic but is now at the end of its life and no longer safe. The Village Hall 
Committee were also asking for a contribution towards the replacement of other 
equipment. It was acknowledged that this issue had been on going for some time and 
previous attempts to resolve it had not been successful but the piece was no longer 
under guarantee so the Committee were keen to move the matter forward.  

It was RESOLVED that: 

a) The Committee should write to the Council requesting a specific amount for 
replacement of the problematic piece of equipment. 

b) The Committee should submit a grant application for the additional/replacement 
play equipment. 
 

7.    Burial Matters 
 

The Council considered a previously circulated report from the temporary 
Burial Clerk. A number of actions were agreed: 
 
a) The Council should review and publish the Burial Regulations 
b) A benchmarking exercise of burial fees should be conducted. 
c) There was a query over the paragraph relating to the IT data transfer 

meant and the Clerk was asked to clarify 
d) The Council would like an update on how much of the budget allocated to 

this project was left 
e) It was agreed that the report would be published in the burials section of 

the website 
8. Motions 

 
8.1 Street Lighting  

 
It was RESOLVED that: 
 



 

 

a) That Council instructs the Clerk to carry out repairs to streetlight no 57 as 
recommended in the report by Sparkx as part of her operational 
responsibilities and under her delegated authority under paragraph 4.1 of 
HPC's Financial Regulations or under her delegated authority in 
conjunction with the Chair of Council under the same paragraph;  

b) That Council instructs the Clerk to write to occupiers whose hedges/trees 
impede access to, or obscure the light from, streetlights no 61, 25 and 27;  

c) That Council adopts a reactive approach to the maintenance of its 
streetlights entailing: -  
 
i) instructing the Clerk to ensure there is a label on all the parish 

footway lights providing the telephone number of the Clerk to ring 
if there is a problem;  

ii) instructing the Clerk to write to the Windmill Estate Maintenance 
Company and Widmer End Residents Association to ask for their 
help in carrying out regular checks on the streetlights and report 
problems to the Clerk;  

iii) Council informing residents of the Council’s approach and asking 
for their help by means of, for example, an article in the Widmer 
End News, WERA’s Facebook, an article on HPC’s website; and    

iv) Instructing the Clerk to have arrangements in place for 
investigating and resolving problems with the streetlights quickly 
and in compliance with HPC’s Financial Regulations. 
 

8.2  Footpaths at Cockshoot Woods 
 

  It was RESOLVED that: 
 
The Council agrees in principle that the pathway through the woods and adjoining 
fields should be designated as public rights of way and invites the public to make the 
application to Bucks to have them recognised as such. 

8.3 Mini-Allotments 

It was RESOLVED that: 
 

1. That Council approves a pilot to provide mini-allotments at the Primrose Hill site,  
subject to sufficient demand and to an overall cost of £1500, and that  
 

a) The work shall be done under the terms and conditions set out in the grounds 
maintenance contract with Spruced Up;  

 
b) The annual rent of a mini-allotment shall be £15; and  

 
c) Priority shall be given to children having mini-allotments.   

   
2. That Council instructs the Clerk to review the terms and conditions of the tenancy 

agreement to assess whether the agreements should be changed for mini-allotment 
holders. 

 
3. That Cllr Derrick reports back to Council on the pilot at regular intervals. 
 
8.4  Local Cycling and Walking Infrastructure Plan (LCWIP) - North West Chilterns  
 



 

 

The Council were asked to support the principle of increased provision of cycle and 
walk ways with the parish and wishes to work with the North West Chiltern 
Community Board and Buckinghamshire Council in shaping the development of the 
Local Cycling and Walking Infrastructure Plan. Further that Council responds to the 
consultation accordingly by 31 March 2023 

 It was RESOLVED that: 

Cllr Jones would draft a proposed response, share with Councillors and take the 
majority view before submitting a response to the consultation. 

9. Dog waste bins & salt bins  
 

The Council considered requests from residents for the provision of dog waste bins 
and salt bins in Great Kingshill and a dog waste bin at Naphill playing field. The 
provision of extra dog bins was agreed in principle as part of a broader audit of such 
amenities to ensure appropriate provision across the Parish. The Clerk was 
requested to seek clarification on ownership and maintenance responsibilities of the 
Salt Bins 
 

10.   Village Noticeboard  
 

The Council considered a request from a resident for the installation of a new 
community noticeboard in Great Kingshill. It was agreed to instruct the Clerk to obtain 
quotes for the next meeting and that ward Councillors would agree a potential 
location.   
 

13. Kings Coronation Picnic 
 

The Council noted that Great Kingshill Residents Association were planning on 
holding a Coronation picnic on the Common. 

 
14.    Review of Standing Orders 
 

It was RESOLVED that: 
 
The Council approve the proposed update to Standing Orders requested by the 
Locum Clerk and requested a more through review be brought back to the Council in 
due course.  

 
15.   Weekly/fortnightly refuse collection at Council Offices 
 

It was RESOLVED that: 
 
The Council approve a proposal from the Locum Clerk to arrange the regular 
collection of waste from the Council Offices and that Biffa be appointed for an initial 
period of 12 months.  

 
16.  Annual Parish Meeting 
 
 It was RESOLVED that: 
 

The Council approve the proposals put forward by Cllr Kearey regarding the Annual 
Parish Meeting. It was further agreed that Cllr Jones and others would provide an 
update on speeding and road safety matters.  

 



 

 

17.  Accounts for Payment 
  
 It was RESOLVED that: 
 

a) The payments listed at Appendix A be approved for payment. 
 
18.  Budget Monitoring 
 
 It was RESOLVED that: 
 

a) The Council note the report. 
 
19.   Response to the report of the Internal Auditor 
 

It was noted that the Internal Auditor had made previous observations but had not 
followed up on compliance in subsequent reports. This should be addressed as part 
of the re-appointment process. It was also noted that some observations do not yet 
have an action or comment against them and this should be updated as soon as 
possible in consultation with the Chair of Finance.  

 
 It was RESOLVED that: 
 

a) The Council note the report. 
 
20.  Correspondence 
 
 None 
 
21.   Date of Next Meeting 
 

It was noted that the date of the next meeting is 11th April and there would be an 
additional Full Council meeting on 3rd April.  

 
22.  Exclusion of Press and Public  

It was RESOLVED that: 
 
The Council exclude the Press and Public from the following item, due to the 
confidential nature of the business to be transacted. ‘That under the Public Bodies 
(Admission to Meetings) Act 1960, the public and representatives of the press and 
broadcast media be excluded from the meeting during the consideration of the 
following items of business as publicity would be prejudicial to the public interest 
because of the confidential nature of the business to be transacted. 

 
23. Burial Matter 
  

The Council were asked to consider a variation of the current Burial Regulations in 
order to allow a burial of ashes to take place. 

 
24. Appointment of Parish Clerk 
 
 It was RESOLVED that: 
 



 

 

The Council accept the recommendation of the interview panel that Alice Fisher be 
appointed as Clerk and Proper Officer (date to be confirmed). Cllr Jones would 
continue as Responsible Financial Officer until a handover can be arranged.   
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Appendix B 

HPC Full Council 11/04/2023 – Agenda Item 5 Action Points 

Reference  What? Responsibility Comments Date Completed 
September 26th 
Meeting  

4 

 

Consolidate the 
Council bank 
accountff by closing 
the National Savings 
Account Investment 
Account and 
transferring the 
balance to Unity Vote. 

Finance Committee   

September 26th 
Meeting  

4.1 

Once the mandate for 
HSBC has been 
completed, closing 
the Unity account and 
transferring the 
balance to HSBC. 

Finance Committee to 
present options to 
council regarding the 
further consolidation 
of the Council’s 
banking. 

Finance Committee   

September 26th 
Meeting  

8.2 

Clerk to progress 
training from Cloudy 
IT on use of the MS 
365 suite of 
applications 

Clerk   

September 26th 
Meeting  

Clerk to upgrade the 
office alarm system 

Clerk Completed  



8.3 with system from 
Town & Country 

October 11th 
Meeting  

22.10.11 

Audit – Finance 
Committee to resolve 
coding of legal fees 
for HCST by 20 
December 2022.  

 

Finance Committee   

22.10.9.2 Finance Committee to 
bring back firmer 
proposals relating to 
Azets 

 

Finance Committee   

November 
8th Meeting 

 22.11.6.2 

Streetlights Working 
Group to recommend 
to Council at its 
December meeting a 
programme of 
streetlight repairs, 
and no later than at 
its February meeting 
how it can reduce the 
overall annual costs 
of maintaining the 
streetlights, and 
consider the 
advantages and 
disadvantages of 
passing the 
ownership of the 
streetlights to Bucks 

 On the agenda for 
this meeting 

 



Council and 
recommend to 
Council a way forward 
on this issue 

November 
8th Meeting 

22.11.9 

Clerk to confirm 
payment of grants to 
WERA and GKRA 

 

   

November 
8th Meeting 

22.11.13 

Cllr Janes to consult 
with councillors and 
prepare a 
consolidated list of 
actions and priorities  

 

 Is that this list?  

November 
8th Meeting 

22.11.15 

Clerk to report on 
progress towards 
completing the steps 
required to put the 
Civility and Respect 
Pledge to the Council 

 

Item to be worked in 
conjunction with new 
Clerk  

  

December 
8th Meeting 

CL22.12 

Council to review 
current fees and 
charges in June 2023 

   

December 
8th Meeting 

22.12.24 

Clerk to oversee the 
implementation of 
XERO 

   



2 December 
8th Meeting 

2.12.24  

 

Recruitment of a 
permanent Clerk 

Council Alice Fisher to start 1 
May 2023 

 

December 
8th Meeting 

22.12.26 

Consideration of 
recruitment of a 
Parish Officer/Parish 
Warden. 

 

Clerk/Council To be progressed in 
the absence of a 
permanent Clerk  

 

January 
10th Meeting 

22.12.5 

 

Chair to seek exit 
interviews with those 
who had resigned and 
agreed to do so and 
report back to 
Council. The Clerk 
and Chair to propose 
a formal policy on Exit 
Interviews to the next 
Full Council meeting 

Chair & Clerk   

January 
10th Meeting 

22.12. 6 

Cllr Kearey to confirm 
arrangements for the 
Annual Parish 
Meeting 

Cllr Kearey On the agenda for 
this meeting 

 

January 
10th Meeting 

22.12.7 

Clerk to write to Mr 
Barlow re: Local 
Policing Consultation 
to ask how else the 
PC could support him 

 

Clerk   



January 
10th Meeting 

22.12.8 

Finance committee to 
recommend at the 
February meeting 
council comments in 
response to internal 
audit report 

Finance Committee   

January 
10th Meeting 

22.12.10 

Clerk to submit 
quotes for streetlight 
repairs 

 

Clerk   

January 
10th Meeting 

22.12.13 

Cllr Main to progress 
playground 
procurement with 
Mike Deegan 

 

Cllr Main   

January 
10th Meeting 

22.12.15 

Clerk to instruct Tree 
Top to carry out 
quoted tree works 

 

Clerk In progress  

February 
14th Meeting 

 23.02.5 

Clerk to issue 
notification of a 
casual vacancy in 
Great Kingshill ward 

Clerk Notice issued 
15/02/23 – 
confirmation that the 
vacancy may be filled 
by co-option received 

15/02/2023 

February 
14th Meeting 

23.02.6 

Clerk to issue 
Acceptance form to 
Sam Thomas 

 

Clerk Completed  14/03/2023 



February 
14th Meeting 

23.02.7 

Clerk to speak to BP 
Collins solicitors to 
obtain a copy of the 
complete lease 
agreement between 
the PC and HCST, 
share it with the 
councillors and then 
determine whether 
legal advice is 
required. 

 

Clerk Request made 
16/02/23 and a link to 
electronic copy 
provide to councillors 
on the same date. 
Hard copy of all 
leases sent by BP 
Collins on 13/02/23 – 
date of receipt is 
unclear but they are 
now kept securely in 
the office. 

 

February 
14th Meeting 

23.02.8 

Clerk to publish 
change of Council 
Meeting dates from 
May onwards 

 

Clerk Dates published on 
website.   

 

February 
14th Meeting 

23.02.10 

Clerk to purchase a 
MVAS unit of up to 
the value of £4000 
net of VAT having 
sought 3 quotations. 

Clerk Quotes have been 
sought. Locum Clerk 
to update orally at the 
meeting. 

 

February 
14th Meeting 

23.02.11 

Cllr Cadwallader to 
set up Working Group 
on the GK Cricket 
Club lease. 

Cllr Cadwallader   

February 
14th Meeting 

23.02.12 

Cllrs to consider 
changes to Standing 
Orders for review at 
March meeting 

Councillors On the agenda for 
this meeting 

 



 
February 
14th Meeting 

23.02.13 

Chair to propose 
Working Groups and 
membership (after 
consulting Cllr Main 
about the Finance 
Committee) 

Chair   

February 
14th Meeting 

23.02.15 

Clerk to instruct 
Matrix to carry out 
quoted provision of 
new gates for the 
Garden of Rest 

 

Clerk Assistant Clerk has 
instructed Matrix to fit 
gates.  Matrix coming 
back with an 
installation date. 

 

February 
14th Meeting 

23.02.17 

Clerk to obtain 
additional information 
on this solar panel 
project and write to 
other village halls 
regarding solar 
panels and EV 
charging for future 
projects. Councillors 
to consult with all 
Village Halls about 
plans for solar panels 
and EV charging 
points 

 

Clerk   



February 
14th Meeting 

23.02.18 

Chair to progress 
Hoey Ainscough 
training.  

 

Chair   

February 
14th Meeting 

23.02.19 

Clerk to investigate 
reported risk at a gate 
at Templewood 
playground 

 

Clerk   

February 
14th Meeting 

23.02.20 

Members to channel 
comments on 
Aspirations for Local 
Walking & Cycling 
Improvements to Cllr 
Jones 

 

Councillors In progress  

February 
14th Meeting 

23.02.21 

Clerk to review HPC 
land and income with 
the Finance 
Committee 

Clerk/ Finance 
Committee 

Clerk & assistant 
Clerk progressing  

 

February 
14th Meeting 

23.02.24 

Notify Spruced Up of 
their successful bid 
for Grounds 
Maintenence 

 

Clerk Contract signed and 
issued to Spruced up  

 

March 21st Meeting  

23.03.6 b) 

Clarification ought on 
which two gates had 
been repaired 
recently 

   



March 21st Meeting  

23.03.6 c) 

Various action lists to 
be cross-referenced 
to ensure that there 
was one central list 

Clerk   

March 21st Meeting  

23.03.6 d) 

Payments to HCST & 
Leases 

   

March 21st Meeting  

23.03.6 e) 

Has a request for 
legal advice re GKCC 
been sent? 

   

March 21st Meeting  

23.03.7 a) 

Review & Publish 
Burial Regulations 

   

March 21st Meeting  

23.03.7 b) 

Benchmarking 
exercise of Burial 
Fees 

   

March 21st Meeting  

23.03.7 c) 

Clarify paragraph 
relating to IT data 
transfer in Burials 
report 

   

March 21st Meeting  

23.03.7 d) 

Update Council on 
how much budget 
allocated to Burials 
project left 

   

March 21st Meeting  

23.03.8.1 a) 

Carry out repairs to 
streetlight no 57 

   

March 21st Meeting  

23.03.8.1 b) 

Write to occupiers 
whose hedges/trees 
impede access to or 
obscure the light from 
streetlights no 61, 25 
and 27 

   



March 21st Meeting  

23.03.8.1 c) i) 

Ensure there is a 
label on all the parish 
footway lights 
providing the 
telephone no of the 
office 

   

March 21st Meeting  

23.03.8.1 c) ii) 

Write to the Windmill 
Estate Maintenance 
Company and 
Widmer End 
Residents Association 

   

March 21st Meeting  

23.03.8.1 c) iii) 

Diseminate 
information about 
Council’s approach to 
street lights 

   

March 21st Meeting  

23.03.8.1 c) iv) 

Have arrangements in 
place for investigating 
and resolving 
problems re street 
lights 

   

March 21st Meeting  

23.03.8.3 - 1 

Develop mini-
allotments at the 
Primrose Hill site 

   

March 21st Meeting  

23.03.8.3 -2 

Review T&C of 
allotment tenancy 
agreements with ref 
to mini-allotments 

   

March 21st Meeting  

23.03.8.3 -3 

Report back to 
Council at regular 
intervals 

   

March 21st Meeting  

23.03.8.4 

Draft a proposed 
response, share with 

   



councillors and 
submit response 

March 21st Meeting  

23.03.10 

Obtain quotes for new 
community 
noticeboard in GK 

   

March 21st Meeting  

23.03.10 

Agree potential 
location for above 
noticeboard 

   

March 21st Meeting  

23.03.14 

results of the current 
review of Standing 
Orders be brought to 
the next Council 
meeting 
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Heartbeat Trust UK
Chelston House, 103 Newton Road 
Mumbles 
Swansea 
SA3 4BN
deb@heartbeattrustuk.co.uk

 

Estimate
ADDRESS
Jenny Brinkworth 
Hughenden Primary School 
Spring Valley Drive 
Hughenden Valley 
Buckinghamshire 
HP14 4LR

ESTIMATE 126
DATE 20/03/2023
EXPIRATION DATE 17/04/2023

DATE DESCRIPTION QTY RATE AMOUNT

Zoll AED 3 Battery Pack 
Lithium Manganese 
Dioxide

Zoll AED 3 Battery Pack Lithium 
Manganese Dioxide

1 130.00 130.00

AED 3 CPR UNI Padz AED 3 CPR Uni Padz 1 140.00 140.00

Carriage Carriage 1 12.95 12.95

 TOTAL £282.95

Accepted By

Accepted Date
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Hughenden Parish Council 
Grants and Donations Policy 

Approved by Full Council 14th June 2022 

www.hughenden-pc.gov.uk/ clerk@hughenden-pc.gov.uk 
P a g e | 4 of 6 

Description Details 

1. Name of Organisation Grange Area Trust 

2. Name, Address and Status of Contact 
Joanna Davinson 
Piranor Barn 
North Road 
Widmer End 
HP15 6NE 

Honorary Secretary GAT 

3. Telephone Number of Contact 07970 056903 

4. Is the Organisation a Registered 
Charity? 

Yes: Please state Registered Charity 
Number: 
No: 1167347 

5. Amount of grant/donation requested 

Should your application be successful 
please complete your bank details 
below for electronic payment: 

Bank Sort Code Number 

Bank Account Name 

Bank Account Number 

£500 

30-94-28

Grange Area Trust 

35631560 

6. For what purpose or project is the 
grant/donation requested? 

Grange Area Trust is working to improve all 
year round accessibility to Widmer Fields 
by building hard standing footpaths along 
popular walking routes.  A grant is 
requested as a contribution to the cost of 
the scalpings needed to complete new 
footpaths during Spring/Summer of 2023.   

Description Details 

http://www.hughenden-pc.gov.uk/
mailto:clerk@hughenden-pc.gov.uk
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7. 

 
What will be the total cost of the above 
project? 

 
Total cost is estimated as circa £1500 for 
40 tonnes of scalpings. 
 
The work to lay the scalpings will be done 
by GAT volunteers 

 

   

 
8. 

 
If the total cost of the project is more 

 
GAT will fund the balance from its reserves 

 than the grant/donation, how will the 
 residue be financed? 

 
9. 

 
Have you applied for grant/donation 

 
Not yet.  But intend to put in a similar 
application for the same amount to 
Hazlemere Parish Council as Widmer Fields 
spans both Council areas. 

 for  the  same  project  to  another 
 organisation? 

9. If so, which organisation and how 
 much? 

 
10. 

 
Who will benefit from the project? 

 
The users of Widmer Field Village Green.  
Widmer Fields is popular with Hughenden 
Parish residents for dog walking and 
general recreation. 
 

 
11. 

 
Approximately how many of those 

 
Difficult to estimate as there is free access 
to the fields for all members of the 
community and visitors from the 
surrounding parishes of Hughenden and 
Hazlemere 

 who will benefit are parishioners? 

 

You may use a separate sheet of paper to submit any other information which you feel will 
support this application. 

 
Signed……………………………………………………………………………….Date………23 March 2023....................... 

 
For Parish Council Office use Only: 
Date Received  

Considered at Parish Council/Finance 
Committee meeting date 

 

http://www.hughenden-pc.gov.uk/
mailto:clerk@hughenden-pc.gov.uk
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Conditions (if any) 

 

http://www.hughenden-pc.gov.uk/
mailto:clerk@hughenden-pc.gov.uk
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April Agenda request  
 
Can we please add an agenda item for the next meeting. 

• To consider and ask the clerk to arrange the installation of a commemorative bench 
to mark the Coronation of King Charles III, to be placed on the Great Kingshill 
Common. 

• To consider and ask the clerk to plant some trees to mark the occasion too.  Perhaps 
in the old allotment area or the common? 

One was recently installed in Widmer End so perhaps the same process and supplier can be 
used.  There is a village picnic event being organised for Sunday 7th May and it would be 
ideal if perhaps this could be unveiled during the day. 
 
There is a village time capsule being arranged for the event also, and the idea being that the 
time capsule could perhaps be buried and marked next to the bench. 
 
Re the planting, it might be good to have the tree planted on the picnic day?  Perhaps Stan 
could do the planting as a represetative of the HPC. 
 
Copying in Stan as the other ward councillor and Lynn who is organising the time capsule 
and its contents. 
 
Many thanks 
Debra 
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Councillor Proposed Resolutions 

6 July 2021 

DRAFT 
 
Proposed Resolution  
 

Proposed for Meeting: 11 April 2023  

Date: x April 2023  

Background 

 

The Streetlights Working Group has completed its first and second remits 
agreed by Council in November 2022 i.e. to make recommendations on 
ownership and maintenance.  
 
This resolution completes the work of the Working Party in making 
recommendations on the third and fourth remits i.e.    
 
“3. how Council can reduce the overall annual costs of maintaining the streetlights, 
advising Council if it needs to take advice from consultants(s) and, if so, how to 
identify those consultant(s) and what level of expenditure required; and  

4. consider the advantages and disadvantages of passing the ownership of the 
streetlights to Bucks Council and recommend to Council a way forward on this 
issue”. 

The Working Group explored the following options for reducing the annual 
costs of maintaining the lights:-  
 

a) Converting all the lights to LED;    

All the streetlights have already been converted.  

b) Decommissioning (some of) the streetlights;    

According to Sparkx, there are two options: -  

(i) to permanently disconnect the streetlight from the electricity supply or 
(ii) to take down the column.   

Option (i) would require a licence of £330/year/light.  Option (ii) would cost 
“several thousand pounds”.  Option (i) would therefore mean that the Council 

http://www.hughenden-pc.gov.uk/
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Councillor Proposed Resolutions 

6 July 2021 

would be paying [far more] not to light the streetlight than to light it.  Option (ii) 
would mean a significant one- off cost to save the annual cost of electricity.  [ It 
would take decades to recoup the outlay.]    

The Working Party therefore recommends that Council should decide whether a 
streetlight should be retained or not when a column needs replacing.   At this 
point, Council will need to balance the cost of providing a streetlight (i.e the cost 
of replacing the column and the continuing cost of lighting the streetlight) against 
the cost of removing the streetlight.    

c) Reducing the intensity of the streetlights; 

As far as the Working Group is aware, all the lanterns in Hughenden are 16 
watts.  Those in Hazlemere are 9 watts.  [Need to have a look at lights at night to 
see if can see any difference.  And ask elec supplier what the difference is in 
elec. charges.]  

d) Reducing the length of time the lights are on;   

All the lanterns in Hughenden are set to come on from dusk to dawn.   When the 
lanterns need replacing, the new lanterns can to set to come on and off at 
different times at no cost, e.g. from dusk to midnight and from 5am to dawn. 
{Need to consult residents for their views and see what difference in costs.  
Hazlemere PC say it makes little difference as the elec. costs at night are low.]  

e) Getting a good deal from electricity suppliers.  

[ Information from Cllr Thompson not yet arrived. If no response by 15 March 
approach SSE and find out what charges are] ;   

f) Ensuring that the Alexon code for each streetlight reflects the actual 
energy use of the streetlight.  

[Something else to take up with SSE].   

 

The Working Group did not explore the indirect costs and savings of these 
options eg the costs of increased crime and anti-social behaviour if the 
streetlights were turned off, or the environmental cost if the streetlight were 
retained.   
 
The Working Group does not think Council needs to take advice from 
consultants.  
 

http://www.hughenden-pc.gov.uk/
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Councillor Proposed Resolutions 

6 July 2021 

The Working Group discussed the advantages and disadvantages of passing 
ownership to BC.   It concluded that it was highly likely that Bucks Council 
would turn down any proposal to transfer ownership and therefore any attempt 
to try would waste time and energy of Council.   BC sees the responsibility for 
footway lights as that of parish councils.  It would be unwilling to take on the 
responsibility of Hughenden’s footway lights and certainly not without a 
substantial transfer of funds from HPC to BC to maintain the lights.   
 
The Working Group could not see any advantages of pursuing this option.   
 
The Working Group now considers that it has fulfilled its remit and should be 
stood down.  
 
Proposed Resolution 

 

1.  That Council instructs the Clerk to refer decisions on replacing the 
columns of streetlights to Council,  providing at the same time  

(i) The costs of to permanently disconnect the streetlight from the 
electricity supply and  

(ii) The costs of taking down the column; and  
(iii) The costs of replacing the column.    

 
2. [recommendation to convert to 9 watt or not] 

 
3. Recommendation to turn off the lights at night or not]  

 
 

4. Recommendation about deal with electricity supplier.]  
 

5. That Council agrees that the Working Group has finished its work and should 
be stood down.  
 

 
 
 
 
 
Please note, the Clerk may refer back to you for further clarity.  There may be some instances 
where the request is declined, reasons will be provided.  The Clerks decision is final.  Please 

http://www.hughenden-pc.gov.uk/
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Councillor Proposed Resolutions 

6 July 2021 

note to revisit a resolution previously made in the last 6 months, 5 councillors must make a 
written request to the Clerk. 
 

Proposer:   

Seconder:  

Clerk Decision:      Meeting Inclusion: 

Clerk Signature:     Date: 

http://www.hughenden-pc.gov.uk/
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Hi there.  
 
I walked across the Old Allotments tonight and am concerned about a gate having appeared. And 
the hedge having been cut down behind the Old Orchard.  
 
Is this acceptable?  
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Appendix H  

Notice Boards 

Greenbarns   

 

 
2-bay, 4 x A4, external, lockable oak notice 
board, portrait format, glazed. Can be wall, post 
or railing-mounted. Overall dimensions 
1270mm wide x 868mm high (without header). 
Display dimensions 490mm wide x 695mm high 
per bay. Display capacity 4 x A4 sheets in 
portrait orientation per bay. 
From:  

From: £1,178.80 ex vat  
 

 

2-bay, 6 x A4 Man-made Timber noticeboard  

2-bay, 6 x A4, external, lockable, Man-made 
Timber notice board, landscape format, glazed. 
Can be wall, post or railing-mounted. Overall 
dimensions 1624mm wide x 760mm high. 
Display dimensions 630mm wide x 594mm high 
per bay. Display capacity 6 x A4 sheets in 
portrait format per bay 
 
From: £1,145.38 
 

Church Notice Boards  

 
 

 
 
 
 
 

• Double Door Noticeboard 

• Superior Vandal & Weather 
Resistance 

• Fully Welded and Dressed Corners 

• Heavy Duty Back with Water 
Drainage 

• Air Ducts to Minimise Condensation 

• Powder Coated Frame, Header & 
Colour Co-ordinated Posts 

• Magnetic Or Felt Colour Co-
ordinated Inner Panels 

• Shaped Printed Header Panel 

• D Shaped Posts  
• £1,850.00 – £2,495.00 depending 

on size 



  

The Parish Notice Board Company   

 
 

Oak Noticeboard, various sizes and 
configurations available  

£1,518.00 – £2,220.00 inc. VAT 
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HUGHENDEN PARISH COUNCIL  

STANDING ORDERS  

HPC STANDING ORDERS VERSION 3:0 14 SEPTEMBER 2021  

 

Amended – 14th September 2021 
as RESOLVED at the Council Meeting of that date (Based on NALC Standing 
Orders – July 2018)  

Index  

1. RULES OF DEBATE AT MEETINGS ...........................................................................3  
2. DISORDERLY CONDUCT AT MEETINGS ...................................................................5  
3. MEETINGS GENERALLY ...........................................................................................5  
4. COMMITTEES AND SUB-COMMITTEES ..................................................................8  
5. ORDINARY COUNCIL MEETINGS .............................................................................9  
6. EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB- 

COMMITTEES .......................................................................................................11  
7. PREVIOUS RESOLUTIONS......................................................................................12  
8. VOTING ON APPOINTMENTS................................................................................12  
9. MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE GIVEN TO THE 

PROPER OFFICER ..................................................................................................12  
10. MOTIONSATAMEETINGTHATDONOTREQUIREWRITTENNOTICE..................13  
11. MANAGEMENTOFINFORMATION.......................................................................14  
12. DRAFTMINUTES...................................................................................................15  
13. CODEOFCONDUCTANDDISPENSATIONS...........................................................16  
14. CODEOFCONDUCTCOMPLAINTS.......................................................................17  
15. PROPEROFFICER..................................................................................................17  
16. RESPONSIBLEFINANCIALOFFICER.......................................................................19  
17. ACCOUNTSANDACCOUNTINGSTATEMENTS......................................................19  
18. FINANCIALCONTROLSANDPROCUREMENT.......................................................20  
19. HANDLINGSTAFFMATTERS.................................................................................22  
20. RESPONSIBILITIESTOPROVIDEINFORMATION....................................................23  
21. RESPONSIBILITIESUNDERDATAPROTECTIONLEGISLATION...............................23  
22. RELATIONSWITHTHEPRESS/MEDIA...................................................................24  
23. EXECUTIONANDSEALINGOFLEGALDEEDS........................................................24  



24. COMMUNICATINGWITHDISTRICTANDCOUNTYORUNITARYCOUNCILLORS...24  
25. RESTRICTIONSONCOUNCILLORACTIVITIES........................................................25  
26. STANDINGORDERSGENERALLY...........................................................................25  

 

1. RULES OF DEBATE AT MEETINGS  

a  Motions on the agenda shall be considered in the order that they appear unless the order 
is changed at the discretion of the Chair of the meeting.  

b  A motion (including an amendment) shall not be progressed unless it has been moved and 
seconded.  

c  A motion on the agenda that is not moved by its proposer may be treated by the Chair of 
the meeting as withdrawn.  

d  If a motion (including an amendment) has been seconded, it may be withdrawn by the 
proposer only with the consent of the seconder and the meeting.  

e  An amendment is a proposal to remove or add words to a motion. It shall not negate the 
motion.  

f  If an amendment to the original motion is carried, the original motion (as amended) 
becomes the substantive motion upon which further amendment(s) may be moved.  

g  An amendment shall not be considered unless early verbal notice of it is given at the 
meeting, unless the Chair permits the amendment to be considered without prior notice, 
being satisfied that the amendment is clear and Councillors have had adequate time to 
consider it. If requested by the Chair of the meeting, a proposed amendment must be 
expressed in writing to the Chair.  

h  A councillor may move an amendment to his own motion if agreed by the meeting. If a 
motion has already been seconded, the amendment shall be with the consent of the 
seconder and the meeting.  

i  If there is more than one amendment to an original or substantive motion, the 
amendments shall be moved in the order directed by the Chair of the meeting.  

j  Subject to standing order 1(k), only one amendment shall be moved and debated at a 
time, the order of which shall be directed by the Chair of the meeting.  

k  One or more amendments may be discussed together if the Chair of the meeting 
considers this expedient, but each amendment shall be voted upon separately.  

l  A councillor may not move more than one amendment to an original or substantive 
motion.  

m  The mover of an amendment has no right of reply at the end of debate on it.  



n  Where a series of amendments to an original motion are carried, the mover of the original 
motion shall have a right of reply either at the end of debate on the first amendment or at 
the very end of debate on the final substantive motion immediately before it is put to the 
vote.  

o  Unless permitted by the Chair of the meeting, a councillor may speak once in the debate 
on a motion except:  

i. to speak on an amendment moved by another councillor;  
ii. to move or speak on another amendment if the motion has been amended since he 

last spoke;  
iii. to make a point of order;  
iv. to give a personal explanation; or  
v. to exercise a right of reply.  

p  During the debate on a motion, a councillor may interrupt only on a point of order or a 
personal explanation and the councillor who was interrupted shall stop speaking. A 
councillor raising a point of order shall identify the standing order which he considers has 
been breached or specify the other irregularity in the proceedings of the meeting he is 
concerned by.  

q  A point of order shall be decided by the Chair of the meeting and his decision shall be 
final.  

r  When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion;  
ii. to proceed to the next business;  
iii. to adjourn the debate;  
iv. to put the motion to a vote;  
v. to ask a person to be no longer heard or to leave the meeting;  

vi. to refer a motion to a committee or sub-committee for consideration;  
vii. to exclude the public and press;  

viii. to adjourn the meeting; or  
ix. to suspend particular standing order(s) excepting those which reflect mandatory 

statutory or legal requirements.  

s  Before an original or substantive motion is put to the vote, the Chair of the meeting shall 
be satisfied that the motion has been sufficiently debated and that the mover of the motion 
under debate has exercised or waived his right of reply.  

t  Excluding motions moved under Standing Order 1(r), the contributions, or speeches by a 
councillor shall relate only to the motion under discussion and shall not exceed two minutes 
without the consent of the chairman of the meeting.  

2. DISORDERLY CONDUCT AT MEETINGS  

a  No person shall obstruct the transaction of business at a meeting or behave offensively or 
improperly. If this standing order is ignored, the chairman of the meeting shall request such 
person(s) to moderate or improve their conduct.  



b  If person(s) disregard the request of the chairman of the meeting to moderate or improve 
their conduct, any councillor or the chairman of the meeting may move that the person be 
no longer heard or be excluded from the meeting. The motion, if seconded, shall be put to 
the vote without discussion.  

c  If a resolution made under standing order 2(b) is ignored, the chairman of the meeting 
may take further reasonable steps to restore order or to progress the meeting. This may 
include temporarily suspending or closing the meeting.  

3. MEETINGS GENERALLY  

Full Council meetings ● Committee meetings ● Sub-committee meetings ●  

●  a Meetings shall not take place in premises which at the time of the meeting are used for 
the supply of alcohol unless no other premises are available free of charge or at a 
reasonable cost.  

●  b The minimum three clear days’ public notice for a meeting does not include the day on 
which notice was issued, the day of the meeting, a Sunday, a day of the Christmas break, a 
day of the Easter break or of a bank holiday or a day appointed for public thanksgiving or 
mourning.  

●  c The minimum three days’ notice of a meeting does not include the day on which 
thenotice was issued or the day of the meeting.  

●   ●  d Meetings shall be open to the public unless their presence is prejudicial to the public 
interest by reason of the confidential nature of the business to be transacted or for other 
special reasons. The public’s exclusion from part or all of a meeting shall be by a resolution 
which shall give reasons for the public’s exclusion.  

e Members of the public may make representations, answer questions, and give  

f  The period of time designated for public participation at a meeting in accordance with 
standing order 3(e) shall not exceed fifteen minutes unless directed by the Chair of the 
meeting.  

g  Subject to standing order 3(f), a member of the public shall not speak for more than two 
minutes.  

h  In accordance with standing order 3(e), a question shall not require a response at the 
meeting nor start a debate on the question. The Chair of the meeting may direct that a 
written or oral response be given.  

i  A person shall raise his hand when requesting to speak and stand when speaking (except 
when a person has a disability or is likely to suffer discomfort). The Chair of the meeting may 
at any time permit a person to be seated when speaking.  

j  A person who speaks at a meeting shall direct his comments to the Chair of the meeting.  



k  Only one person is permitted to speak at a time. If more than one person wants to speak, 
the Chair of the meeting shall direct the order of speaking.  

● ●  l Subject to standing order 3(m), a person who attends a meeting is permitted to report 
on the meeting whilst the meeting is open to the public. To “report” means to film, 
photograph, make an audio recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes place or later or to 
report or to provide oral or written commentary about the meeting so that the report or 
commentary is available as the meeting takes place or later to persons not present.  

●  ● m A person present at a meeting may not provide an oral report or oral commentary 
about a meeting as it takes place without permission.  

● ●  n The press shall be provided with reasonable facilities for the taking of their report of 
all or part of a meeting at which they are entitled to be present.  

●  o Subject to standing orders which indicate otherwise, anything authorised or required to 
be done by, to or before the Chair of the Council may in his absence be done by, to or before 
the Vice-Chair of the Council (if there is one).  

●  p The Chair of the Council, if present, shall preside at a meeting. If the Chair is absent 
from a meeting, the Vice-Chair of the Council (if there is one) if present, shall preside. If both 
the Chair and the Vice-Chair are absent from a meeting, a councillor as chosen by the 
councillors present at the meeting shall preside at the meeting.  

 

evidence at a meeting which they are entitled to attend in respect of the business on the agenda.  

 

● ●●  q Subject to a meeting being quorate, all questions at a meeting shall be decided by a 
majority of the councillors and non-councillors with voting rights present and voting.  

● ●●  r The Chair of a meeting may give an original vote on any matter put to the vote, and 
in the case of an equality of votes may exercise his casting vote whether or not he gave an 
original vote.  

See standing orders 5(h) and (i) for the different rules that apply in the election of the Chair of the 
Council at the annual meeting of the Council.  

●  s Unless standing orders provide otherwise, voting on a question shall be by a show of 
hands. At the request of a councillor, the voting on any question shall be recorded so as to 
show whether each councillor present and voting gave his vote for or against that question. 
Such a request shall be made before moving on to the next item of business on the agenda.  

t The minutes of a meeting shall include an accurate record of the following:  

i. the time and place of the meeting;  
ii. the names of councillors who are present and the names of councillors who are 

absent;  



iii. interests that have been declared by councillors and non-councillors with voting 
rights;  

iv. the grant of dispensations (if any) to councillors and non-councillors with voting 
rights;  

v. whether a councillor or non-councillor with voting rights left the meeting when 
matters that they held interests in were being considered;  

vi. if there was a public participation session; and  
vii. the resolutions made.  

● ●● u A councillor or a non-councillor with voting rights who has a disclosable pecuniary 
interest or another interest as set out in the Council’s code of conduct in a matter being 
considered at a meeting is subject to statutory limitations or restrictions under the code on 
his right to participate and vote on that matter.  

 

 

 

● v No business may be transacted at a meeting unless at least one-third of the whole 
number of members of the Council are present and in no case shall the quorum of a Council 
meeting be less than five. 

See standing order 4d(viii) for the quorum of a committee or sub-committee meeting.  

● ●● w If a meeting is or becomes inquorate no business shall be transacted and the 
meeting shall be closed. The business on the agenda for the meeting shall be adjourned to 
another meeting.  

x A meeting shall not exceed a period of two hours.  

4. COMMITTEES AND SUB-COMMITTEES  

a  Unless the Council determines otherwise, a committee may appoint a sub-committee 
whose terms of reference and members shall be determined by the committee.  

b  The members of a committee may include non-councillors unless it is a committee which 
regulates and controls the finances of the Council.  

c  Unless the Council determines otherwise, all the members of an advisory committee and a 
sub- committee of the advisory committee may be non-councillors.  

d  The Council may appoint standing committees or other committees as may be necessary, 
and:  

i. shall determine their terms of reference;  
ii. shall determine the number and time of the ordinary meetings of a standing 

committee up until the date of the next annual meeting of the Council;  
iii. shall permit a committee, other than in respect of the ordinary meetings of a 

committee, to determine the number and time of its meetings;  



iv. shall, subject to standing orders 4(b) and (c), appoint and determine the terms of 
office of members of such a committee;  

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms of 
office of the substitute members to the Planning Committee whose role is to replace 
the ordinary members at a meeting of the Planning Committee if the ordinary 
members of the committee confirm to the Proper Officer three clear days before the 
meeting that they are unable to attend;  

vi. shall, after it has appointed the members of a standing committee, appoint the 
Chair of the standing committee;  

vii. shall permit a committee other than a standing committee, to appoint its own Chair 
at the first meeting of the committee;  

viii. shall determine the place, notice requirements and quorum for a meeting of a 
committee and a sub-committee which, in both cases, shall be no less than three;  

ix. shall determine if the public may participate at a meeting of a committee;  
x. shall determine if the public and press are permitted to attend the meetings of a 

sub- committee and also the advance public notice requirements, if any, required 
for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-committee that 
they are permitted to attend; and  

xii. may dissolve a committee or a sub-committee.  

e The Clerk, in consultation with the Chair of the Planning Committee, or the Chair of the 
Council if there is no Chair of the Planning Committee in place,  has been delegated the 
power to make consultee comments in the event that it is not possible for the Planning 
Committee to meet to consider planning applications  

5. ORDINARY COUNCIL MEETINGS  

a  In an election year, the annual meeting of the Council shall be held on or within 14 days 
following the day on which the councillors elected take office.  

b  In a year which is not an election year, the annual meeting of the Council shall be held on 
such day in May as the Council decides.  

c  If no other time is fixed, the annual meeting of the Council shall take place at 6pm.  

d  In addition to the annual meeting of the Council, at least three other ordinary meetings 
shall be held in each year on such dates and times as the Council decides.  

e  The first business conducted at the annual meeting of the Council shall be the election of 
the Chair and Vice-Chair (if there is one) of the Council.  

f  The Chair of the Council, unless they have resigned or becomes disqualified, shall continue 
inoffice, and preside at the annual meeting until a successor is elected at the next annual 
meeting of the Council.  

g  The Vice-Chair of the Council, if there is one, unless they have resigned or becomes 
disqualified, shall hold office until immediately after the election of the Chair of the Council 
at the next annual meeting of the Council.  



h  In an election year, if the current Chair of the Council has not been re-elected as a 
member of the Council, they shall preside at the annual meeting until a successor Chair of 
the Council has been elected. The current Chair of the Council shall not have an original vote 
in respect of the election of the new Chair of the Council but shall give a casting vote in the 
case of an equality of votes.  

i  In an election year, if the current Chair of the Council has been re-elected as a member of 
the Council, they shall preside at the annual meeting until a new Chair of the Council has 
been elected. They may exercise an original vote in respect of the election of the new Chair 
of the Council and shall give a casting vote in the case of an equality of votes.  

j  Following the election of the Chair of the Council and Vice-Chair (if there is one) of the 
Council at the annual meeting, the business shall include:  

i. In an election year, delivery by the Chair of the Council and councillors of their 
acceptance of office forms unless the Council resolves for this to be done at a later 
date. In a year which is not an election year, delivery by the Chair of the Council of 
their acceptance of office form unless the Council resolves for this to be done at a 
later date;  

ii. Confirmation of the accuracy of the minutes of the last meeting of the Council;  
iii. Receipt of the minutes of the last meeting of a committee;  
iv. Consideration of the recommendations made by a committee;  
v. Review of delegation arrangements to committees, sub-committees, staff, and other 

localauthorities;  
vi. Review of the terms of reference for committees;  

vii. Appointment of members to existing committees;  
viii. Appointment of any new committees in accordance with standing order 4;  

ix. Review and adoption of appropriate standing orders and financial regulations;  

 

x. Review of arrangements, including any charters and agency agreements, with other local 
authorities and any contributions made to expenditure incurred  by other local 
authorities, not- for-profit bodies and businesses.  

xi. Review of representation on or work with external bodies and arrangements for 
reporting back;  

xii. In an election year, to make arrangements with a view to the Council becoming eligible 
to exercise the general power of competence in the future;  

xiii. Review of inventory of land and other assets including buildings and office equipment;  
xiv. Confirmation of arrangements for insurance cover in respect of all insurable risks;  
xv. Review of the Council’s and/or staff subscriptions to other bodies;  

xvi. Review of the Council’s complaints procedure;  
xvii. Review of the Council’s policies, procedures, and practices in respect of its obligations 

under freedom of information and data protection legislation (see also standing orders 
11, 20 and 21);  

xviii. Review of the Council’s policy for dealing with the press/media;  
xix. Review of the Council’s employment policies and procedures;  
xx. Review of the Council’s expenditure incurred under s.137 of the Local Government Act 

1972 or the general power of competence.  



xxi. Determining the time and place of ordinary meetings of the Council up to and including 
the next annual meeting of the Council.  

6. EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND 
SUB-COMMITTEES  

a  The Chair of the Council may convene an extraordinary meeting of the Council at any 
time.  

b  If the Chair of the Council does not call an extraordinary meeting of the Council within 
seven days of having been requested in writing to do so by two councillors, any two 
councillors may convene an extraordinary meeting of the Council. The public notice giving 
the time, place, and agenda for such a meeting shall be signed by the two councillors.  

c  The Chair of a committee [or a sub-committee] may convene an extraordinary meeting of 
the committee [or the sub-committee] at any time.  

d If the Chair of a committee [or a sub-committee] does not call an extraordinary meeting 
within seven days of having been requested to do so by two members of the committee [or 
the sub-committee], any two members of the committee [or the sub-committee] may 
convene an extraordinary meeting of the committee [or a sub-committee].  

7. PREVIOUS RESOLUTIONS  

a  A resolution shall not be reversed within six months except either by a special motion, 
which requires written notice by at least five councillors to be given to the Proper Officer in 
accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee or a sub-committee.  

b  When a motion moved pursuant to standing order 7(a) has been disposed of, no similar 
motion may be moved for a further six months.  

8. VOTING ON APPOINTMENTS  

a Where more than two persons have been nominated for a position to be filled by the Council and 
none of those persons has received an absolute majority of votes in their favour, the name of the 
person having the least number of votes shall be struck off the list and a fresh vote taken. This 
process shall continue until a majority of votes is given in favour of one person. A tie in votes may be 
settled by the casting vote exercisable by the Chair of the meeting.  

9. MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE 
GIVEN TO THE PROPER OFFICER  

a  A motion shall relate to the responsibilities of the meeting for which it is tabled and, in 
any event, shall relate to the performance of the Council’s statutory functions, powers and 
obligations or an issue which specifically affects the Council’s area or its residents.  



b  No motion may be moved at a meeting unless it is on the agenda and the mover has given 
written notice of its wording to the Proper Officer at least seven clear days before the 
meeting. Clear days do not include the day of the notice or the day of the meeting. Any 

motion should be submitted on the form at Appendix [x] and then include the form 
which is currently at the bottom of the procedures page on HPC's website, unless the 
Proper Officer agrees to accept a motion in another written format.    

c  The Proper Officer may, before including a motion on the agenda received in accordance 
with standing order 9(b), correct obvious grammatical or typographical errors in the wording 
of the motion.  

d  If the Proper Officer considers the wording of a motion received in accordance with 
standing order 9(b) is not clear in meaning, the motion shall be rejected until the mover of 
the motion resubmits it, so that it can be understood, in writing, to the Proper Officer at 
least three clear days before the meeting.  

e  If the wording or subject of a proposed motion is considered improper, the Proper Officer 
shall consult with the Chair of the forthcoming meeting or, as the case may be, the 
councillors who have convened the meeting, to consider whether the motion shall be 
included in the agenda or rejected.  

f  The decision of the Proper Officer as to whether or not to include the motion on the 
agenda shall be final.  

g  Motions received shall be recorded and numbered in the order that they are received.  

h  Motions rejected shall be recorded with an explanation by the Proper Officer of the 
reason for rejection.  

10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN 
NOTICE  

a The following motions may be moved at a meeting without written notice to the Proper 
Officer:  

i.to correct an inaccuracy in the draft minutes of a meeting;  
ii.to move to a vote;  

iii.to defer consideration of a motion;  
iv.to refer a motion to a particular committee or sub-committee;  
v.to appoint a person to preside at a meeting;  

vi.to change the order of business on the agenda;  
vii.to proceed to the next business on the agenda;  

viii.to require a written report;  
ix.to appoint a committee or sub-committee and their members;  
x.to extend the time limits for speaking;  

 

xi. to exclude the press and public from a meeting in respect of confidential or 
other information which is prejudicial to the public interest;  



xii. to not hear further from a councillor or a member of the public;  
xiii. to exclude a councillor or member of the public for disorderly conduct;  
xiv. to temporarily suspend the meeting;  
xv. to suspend a particular standing order (unless it reflects mandatory statutory or 

legal requirements);  
xvi. to adjourn the meeting; or  

xvii. to close the meeting.  

11.  
MANAGEMENT OF INFORMATION  
See also standing order 20.  

 

a  The Council shall have in place and keep under review, technical and organisational 
measures to keep secure information (including personal data) which it holds in paper and 
electronic form. Such arrangements shall include deciding who has access to personal data 
and encryption of personal data.  

b  The Council shall have in place, and keep under review, policies for the retention and safe 
destruction of all information (including personal data) which it holds in paper and electronic 
form. The Council’s retention policy shall confirm the period for which information 
(including personal data) shall be retained or if this is not possible the criteria used to 
determine that period (e.g., the Limitation Act 1980).  

c  The agenda, papers that support the agenda and the minutes of a meeting shall not 
disclose or otherwise undermine confidential information or personal data without legal 
justification.  

d  Councillors, staff, the Council’s contractors, and agents shall not disclose confidential 
information or personal data without legal justification.  

 
 

12. DRAFT MINUTES  

Full Council meetings ● Committee meetings ● Sub-committee meetings ●  

a If the draft minutes of a preceding meeting have been served on councillors with the 
agenda to attend the meeting at which they are due to be approved for accuracy, they shall 
be taken as read.  

b  There shall be no discussion about the draft minutes of a preceding meeting except in 
relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be 
moved in accordance with standing order 10(a)(i).  

c  The accuracy of draft minutes, including any amendment(s) made to them, shall be 
confirmed by resolution, and shall be signed by the chairman of the meeting and standas an 
accurate record of the meeting to which the minutes relate.  



d  If the chairman of the meeting does not consider the minutes to be an accurate record of 
the meeting to which they relate, he shall sign the minutes and include a paragraph in the 
following terms or to the same effect:  

“The chairman of this meeting does not believe that the minutes of the meeting of 
the (insert meeting) held on [date] in respect of (insert resolution number and 
description) were a correct record but his view was not upheld by the meeting and 
the minutes are confirmed as an accurate record of the proceedings.”  

If the Council’s gross annual income or expenditure (whichever is higher) does not exceed £25,000, it 
shall publish draft minutes on a website which is publicly accessible and free of charge not later than 
one month after the meeting has taken place.  

f Subject to the publication of draft minutes in accordance with standing order 12(e) and 
standing order 20(a) and following a resolution which confirms the accuracy of the minutes 
of a meeting, the draft minutes, or recordings of the meeting for which approved minutes 
exist shall be destroyed.  

 

13. CODE OF CONDUCT AND DISPENSATIONS  

See also standing order 3(u).  

a  All councillors and non-councillors with voting rights shall observe the code of conduct 
adopted by the Council.  

b  Unless they have been granted a dispensation, a councillor or non-councillor with voting 
rights shall withdraw from a meeting when it is considering a matter in which they have a 
disclosable pecuniary interest. They may return to the meeting after it has considered the 
matter in which theyhadtheinterest.  

c  Unless granted a dispensation, a councillor or non-councillor with voting rights shall 
withdraw from a meeting when it is considering a matter in which they have another 
interest ifsorequired by the Council’s code of conduct. They may return to the meeting after 
it has considered the matter in which they had the interest.  

d  Dispensation requests shall be in writing and submitted to the Proper Officer as soon as 
possible before the meeting, or failing that, at the start of the meeting for which the 
dispensation is required.  

e  A decision as to whether to grant a dispensation shall be made by the Proper Officer, and 
that decision is final.  

f  A dispensation request shall confirm:  

i. the description and the nature of the disclosable pecuniary interest or other interest 
to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a discussion only 
or a discussion and a vote;  



iii. the date of the meeting or the period (not exceeding four years) for which the 
dispensation is sought; and  

iv. an explanation as to why the dispensation is sought.  

g  Subject to standing orders 13(d) and (f), a dispensation request shall be considered by the 
Proper Officer before the meeting or, if this is not possible, at the start of the meeting for 
which the dispensation is required  

h  A dispensation may be granted in accordance with standing order 13(e) if having regard to 
all relevant circumstances any of the following apply:  

i. without the dispensation the number of persons prohibited from participating in the 
particular business would be so great a proportion of the meeting transacting the 
business as to impede the transaction of the business;  

ii. granting the dispensation is in the interests of persons living in the Council’s area; or  
iii. it is otherwise appropriate to grant a dispensation.  

14. CODE OF CONDUCT COMPLAINTS  

a  Upon notification by the District or Unitary Council that it is dealing with a complaint that 
a councillor or non-councillor with voting rights has breached the Council’s code of conduct, 
the Proper Officer shall, subject to standing order 11, report this to the Council.  

b  Where the notification in standing order 14(a) relates to a complaint made by the Proper 
Officer, the Proper Officer shall notify the Chair of Council of this fact, and the Chair shall 
nominate another staff member to assume the duties of the Proper Officer in relation to the 
complaint until it has been determined and the Council has agreed what action, if any, to 
take in accordance with standing order 14(d).  

c  The Council may:  

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement;  

ii. seek information relevant to the complaint from the person or body with statutory 
responsibility for investigation of the matter;  

d  Upon notification by the Monitoring Officer of the Unitary Council that a councillor or 
non- councillor with voting rights has breached the Council’s code of conduct, the Council 
shall consider the recommended action, if any, to take against them as provided by the 
Monitoring Officer. Such action excludes disqualification or suspension from office.  

 

15. PROPER OFFICER  

a  The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated by 
the Council to undertake the work of the Proper Officer when the Proper Officer is absent.  

b  The Proper Officer shall:  



i. at least three clear days before a meeting of the council, a committee, or a sub-
committee,  

• serve on councillors by delivery or post at their residences or by email 
authenticated in such manner as the Proper Officer thinks fit, a signed 
summons confirming the time, place, and the agenda (provided the 
councillor has consented to service by email), and  

• Provide, in a conspicuous place, public notice of the time, place and agenda 
(provided that the public notice with agenda of an extraordinary meeting of 
the Council convened by councillors is signed by them).  

See standing order 3(b) for the meaning of clear days for a meeting of a full 
council and standing order 3(c) for the meaning of clear days for a meeting 
of a committee;  

ii. subject to standing order 9, include on the agenda all motions in the order received 
unless a councillor has given written notice at least five days before the meeting 
confirming his withdrawal of it;  

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his office;  

iv. facilitate inspection of the minute book by local government electors;  
v. receive and retain copies of byelaws made by other local authorities;  

vi. hold acceptance of office forms from councillors;  
vii. hold a copy of every councillor’s register of interests;  

viii. assist with responding to requests made under freedom of information legislation 
and rights exercisable under data protection legislation, in accordance with the 
Council’s relevant policies and procedures;  

ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there is one);  
x. receive and send general correspondence and notices on behalf of the Council 

except where there is a resolution to the contrary;  
xi. manage the organisation of, storage of, access to, security of and destruction of 

information held by the Council in paper and electronic form in order to ensure 
relevant information is readily and appropriately accessible, subject to the 
requirements of data protection and freedom of information legislation and other 
legitimate requirements (e.g., the Limitation Act 1980);  

xii. arrange for legal deeds to be executed; (see also standing order 23);  
xiii. arrange or manage the prompt authorisation, approval, and instruction regarding 

any payments to be made by the Council in accordance with its financial regulations;  
xiv. record every planning application notified to the Council and the Council’s response 

to the local planning authority in a register for such purpose;  
xv. refer a planning application received by the Council to the Chair or in his absence 

Vice-Chair (if there is one) of the Planning Committee within two working days of 
receipt to facilitate an extraordinary meeting if the nature of a planning application 
requires consideration before the next ordinary meeting of the Planning committee;  

xvi. manage access to information about the Council via the publication scheme; and  
xvii. retain custody of the seal of the Council (if there is one) which shall not be used 

without a resolution to that effect. (See also standing order 23).  

16. RESPONSIBLE FINANCIAL OFFICER  



a The Council shall appoint appropriate staff member(s) to undertake the work of the Responsible 
Financial Officer when the Responsible Financial Officer is absent.  

17. ACCOUNTS AND ACCOUNTING STATEMENTS  

a  “Proper practices” in standing orders refer to the most recent version of “Governance and 
Accountability for Local Councils – a Practitioners’ Guide”.  

b  All payments by the Council shall be authorised, approved, and paid in accordance with 
the law,proper practices, and the Council’s financial regulations.  

c  The Responsible Financial Officer shall supply to each councillor as soon as practicable 
after 30 June, 30 September, and 31 December in each year a statement to summarise:  

 

i. the Council’s receipts and payments (or income and expenditure) for each quarter;  
ii. the Council’s aggregate receipts and payments (or income and expenditure) for the 

year to date;  
iii. the balances held at the end of the quarter being reported and which includes a 

comparison with the budget for the financial year and highlights any actual or 
potential overspends.  

d  As soon as possible after the financial year end at 31 March, the Responsible Financial 
Officer shall provide:  

i. each councillor with a statement summarising the Council’s receipts and payments 
(or income and expenditure) for the last quarter and the year to date for 
information; and  

ii. to the Council the accounting statements for the year in the form of Section 2 of the 
annual governance and accountability return, as required by proper practices, for 
consideration and approval.  

e  The year-end accounting statements shall be prepared in accordance with proper 
practices and apply the form of accounts determined by the Council (receipts and payments, 
or income and expenditure) for the year to 31 March. A completed draft annual governance 
and accountability return shall be presented to all councillors at least 14 days prior to 
anticipated approval by the Council. The annual governance and accountability return of the 
Council, which is subject to external audit, including the annual governance statement, shall 
be presented to the Council for consideration and formal approval before 30 June.  

18. FINANCIAL CONTROLS AND PROCUREMENT  

a. The Council shall consider and approve financial regulations drawn up by the Responsible 
Financial Officer, which shall include detailed arrangements in respect of the following: 

i. the Council’s receipts and payments for each quarter; 

ii. the Council’s aggregate receipts and payments for the year to date; 



iii. the balances held at the end of the quarter being reported. 

 

b. As soon as possible after the financial year at 31 March, the Responsible Financial Officer 
shall provide:  

i. the keeping of accounting records and systems of internal controls;  
ii. the assessment and management of financial risks faced by the Council;  

iii. the work of the independent internal auditor in accordance with proper practices 
and the receipt of regular reports from the internal auditor, which shall be required 
at least annually;  

iv. the inspection and copying by councillors and local electors of the Council’s accounts 
and/or orders of payments; and  

v. whether contracts with an estimated value below £25,000 due to special 
circumstances are exempt from a tendering process or procurement exercise.  

c. Financial regulations shall be reviewed regularly and at least annually for fitness of 
purpose.  

d. A public contract regulated by the Public Contracts Regulations 2015 with an estimated 
value in excess of £25,000 but less than the relevant thresholds in standing order 18(f) is 
subject to Regulations 109-114 of the Public Contracts Regulations 2015 which include a 
requirement on the Council to advertise the contract opportunity on the Contracts Finder 
website regardless of what other means it uses to advertise the opportunity unless it 
proposes to use an existing list of approved suppliers (framework agreement).  

e. Subject to additional requirements in the financial regulations of the Council, the tender 
process for contracts for the supply of goods, materials, services, or the execution of works 
shall include, as a minimum, the following steps:  

i. a specification for the goods, materials, services, or the execution of works shall be 
drawn up;  

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification (ii) 
the time, date, and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) the prohibition on prospective 
contractors contacting councillors or staff to encourage or support their tender 
outside the prescribed process;  

iii. the invitation to tender shall be advertised in a local newspaper and in any other 
manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope addressed to the 
Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at least one 
councillor after the deadline for submission of tenders has passed;  

vi. tenders are to be reported to and considered by the appropriate meeting of the 
Council or a committee or sub-committee with delegated responsibility.  

f. Neither the Council, nor a committee or a sub-committee with delegated responsibility for 
considering tenders, is bound to accept the lowest value tender.  



g. A public contract regulated by the Public Contracts Regulations 2015 with an estimated 
value in excess of £181,302 for a public service or supply contract or in excess of £4,551,413 
for a public works contract shall comply with the relevant procurement procedures and 
other requirements in the Public Contracts Regulations 2015.  

g. A public contract in connection with the supply of gas, heat, electricity, drinking water, transport 
services, or postal services to the public; or the provision of a port or airport; or the exploration for 
or extraction of gas, oil, or solid fuel with an estimated value in excess of £363,424 for a supply, 
services, or design contract; or in excess of £4,551,413 for a works contract; or £820,370 for a social 
and other specific services contract shall complywith the relevant procurement procedures and 
other requirements in the Utilities Contracts Regulations 2016.  

19. HANDLING STAFF MATTERS  

a  A matter personal to a member of staff that is being considered by a meeting of the 
Staffing Committee is subject to standing order 11.  

b  Subject to the Council’s policy regarding absences from work, the Council’s most senior 
member of staff shall notify the Chair of the Staffing Committee or, if they are not available, 
the vice-Chair (if there is one) of the Staffing Committee of absence occasioned by illness or 
other reason and that person shall report such absence to the Staffing Committee at its 
nextmeeting.  

c  The Chair of the Staffing Committee or in their absence, the vice-Chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of the 
Clerk. The reviews and appraisal shall be reported in writing and are subject to approval by 
resolution by Staffing Committee.  

d  Subject to the Council’s policy regarding the handling of grievance matters, the Council’s 
most senior member of staff (or other members of staff) shall contact the Chair of the 
Staffing Committee or in their absence, the vice-Chair of the Staffing Committee in respect 
of an informal or formal grievance matter, and this matter shall be reported back and 
progressed by resolution of the Staffing Committee.  

 

e  Subject to the Council’s policy regarding the handling of grievance matters, if an informal 
or formal grievance matter raised by any member of staff relates to the Chair or vice- Chair 
of the Staffing Committee, this shall be communicated to another member of the Staffing 
Committee, which shall be reported back and progressed by resolution of the Staffing 
Committee.  

f  Any persons responsible for all or part of the management of staff shall treat as 
confidential the written records of all meetings relating to their performance, capabilities, 
grievance, or disciplinary matters.  

g  In accordance with standing order 11(a), persons with line management responsibilities 
shall have access to staff records referred to in standing order 19(f).  

20. RESPONSIBILITIES TO PROVIDE INFORMATION  



See also standing order 21.  

a  In accordance with freedom of information legislation, the Council shall publish 
information in accordance with its publication scheme and respond to requests for 
information held by the Council.  

b  The Council, shall publish information in accordance with the requirements of the Local 
Government (Transparency Requirements) (England) Regulations 2015  

21. RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION 
(Below is not an exclusive list).  

See also standing order 11.  

a  The Council may appoint a Data Protection Officer.  

b  The Council shall have policies and procedures in place to respond to an individual 
exercising statutory rights concerning their personal data.  

c The Council shall have a written policy in place for responding to and managing a personal 
data breach.  

d  The Council shall keep a record of all personal data breaches comprising the facts relating 
to the personal data breach, its effects and the remedial action taken.  

e  The Council shall ensure that information communicated in its privacy notice(s) is in an 
easily accessible and available form and kept up to date.  

f  The Council shall maintain a written record of its processing activities.  

22. RELATIONS WITH THE PRESS/MEDIA  

a Requests from the press or other media for an oral or written comment or statement from 
the Council, its councillors or staff shall be handled in accordance with the Council’s policy in 
respect of dealing with the press and/or other media.  

23. EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii) and (xvii).  

a  A legal deed shall not be executed on behalf of the Council unless authorised by a 
resolution.  

b  Subject to standing order 23(a), any two councillors may sign on behalf of the Council, any 
deed required by law and the Proper Officer shall witness their signatures. 

The above is applicable to HPC, a Council without a common seal.  

24. COMMUNICATING WITH UNITARY COUNCILLORS  



a An invitation to attend a meeting of the Council shall be sent, together with the agenda, to 
the Unitary Councillors representing the area of the Council.  

 

b Unless the Council determines otherwise, a copy of each letter sent to the Unitary Council 
shall be sent to the ward councillor(s) representing the area of the Council.  

25. RESTRICTIONS ON COUNCILLOR ACTIVITIES  

a Unless duly authorised no councillor shall:  

i. inspect any land and/or premises which the Council has a right or duty to inspect; 
or issue orders, instructions, or directions.  

ii. issue orders, instructions, or directions.  

26. STANDING ORDERS GENERALLY  

a All or part of a standing order, except one that incorporates mandatory statutory or legal 
requirements, may be suspended by resolution in relation to the consideration of an item on 
the agenda for a meeting.  

b A motion to add to or vary or revoke one or more of the Council’s standing orders, except 
one that incorporates mandatory statutory or legal requirements, shall be proposed by a 
special motion, the written notice by the majority of councillors, to be given to the Proper 
Officer in accordance with standing order 9.  

c The Proper Officer shall provide a copy of the Council’s standing orders to a councillor as 
soon as possible.  

d The decision of the chairman of a meeting as to the application of standing orders at the 
meeting shall be final.  

 

Date of policy: 14 September 2021  
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1. DISCHARGE OF THE SCHEME 
 
1.1 This Scheme of Delegation forms part of the Council’s governance documents 

along with Standing Orders Financial Regulations and the Code of Conduct. The 
Scheme will be reviewed at least every two years and when there are staffing 
changes. 

 
1.2 Those with delegated responsibility are referred to by job title, Parish Clerk. 

 
1.3 One of the purposes of the document is to clearly define the parameters within which 

Officers of the Council are able to act without reference to Councillors. Where 
consultation with others is a requirement of the ability to act it is clearly set out with 
whom that consultation should take place. 

 
1.4 Any deviation from this scheme should be reported to Council at the earliest opportunity 

with an explanation of the circumstances in which the breach occurred. 
 
1.5 The other purpose of the document is to capture the various delegated powers 

throughout the Council, including those delegated by the Council to its committees. This 
element of the scheme incorporates the Terms of Reference of the committees. 

 
2. PRINCIPLES OF DELEGATION 

 
2.1 Section 101 of the Local Government Act 1972 provides: 

 
• That a Council may delegate its powers (except those incapable 

of delegation) to a committee; or an officer. 
 

• A Committee may delegate its powers to an officer. 
 

• The delegating body may exercise Powers that have been delegated. 
 
2.2 Any delegation to a Committee or the Proper Officer shall be exercised in 

compliance with the Council’s Standing Orders, any other policies or conditions 
imposed by the Council and with the law. 

 
2.3 In an emergency the Proper Officer is empowered to carry out any function of the 

Council. 
 
2.4 Where the Parish Clerk is contemplating any action under delegated powers, which 

is likely to have a significant impact in a particular area, they should also consult the 
Chairman of the Council and must ensure that they obtain appropriate legal, financial 
and other specialist advice before action is taken. 

 
3. Authority to Act 

 
3.1 It will be appropriate for the Parish Clerk to refer a matter to the Council where the 

determination of the matter is likely to be particularly controversial or raises issues of 
policy which it would be appropriate for councillors to determine; or could, by its scale or 
complexity expose the Council to major corporate risk. 
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3.2 The Parish Clerk and Committees have the responsibility to act within the Council’s 
approved policies, procedures and framework and within the law in conjunction with this 
delegated scheme. 

 
4 CONFLICTS OF INTEREST 

 
4.1 Under the Local Government Act 1972, section 117 the Parish Clerk must make a 

formal declaration about council contracts where they have a financial interest. 
 
4.2 Where the Parish Clerk has a conflict of interest in any matter, the Clerk shall not 

participate in that matter unless approved by the Council and this is formally recorded in 
the Council minutes. 

 
5 COUNCIL RESERVED POWERS 

 
5.1 The following matters are only to be resolved by the Full Council: 

• Appointment of the Parish Clerk/Responsible Financial Officer and any other 
council officers following a recommendation from the HR Committee. 

• To adopt and change the Standing Orders, Financial Regulations, Scheme 
of Delegation and other Council policies. 

• To approve and adopt the Policy Framework. 
• To approve and adopt the Budget. 
• To agree and/or amend the terms of reference for committees. 
• To adopt the schedule of meetings for the ensuing year. 
• To determine matters involving expenditure for which budget provision is not 

made or is exceeded. 
• To set the Precept. 
• To make byelaws. 
• To borrow money. 
• To annually approve the statutory annual return. 
• To approve eligibility for the General Power of Competence. 

 
6 DELEGATION TO COMMITTEES - SAFEGUARDS 

 
6.1 The Council may, at any time without prejudice to executive action taken already, revoke 

any executive power delegated to a Committee or Officer. 
 

7 DELEGATION TO STANDING COMMITTEES 
 
7.1 Finance & Policy Committee 

 
Purpose:  To oversee the annual budget process and to liaise and advise other 

Committees with the setting of their budgets and to be responsible for 
proposing short-term and long-term objectives for the Council for Full 
Council to approve. 

 
Membership: Eight Parish Councillors 
Quorum: Three Parish Councillors 
Meetings:       A minimum of four times per year 



5 Approved:  

Review Date:  

 

 

 

Terms of Reference: 
The Finance & Policy Committee will be responsible for the following: 

1) The regular monitoring of the Council’s Budget and reserves position 
2) Reporting requests for virements to Full Council 
3) Ensuring that the Council’s agreed spending objectives are met 
4) Annual reviews of financial policies and procedure to safeguard the Council’s 

finances 
5) Review, and recommend to Council where necessary, amendments to the 

Council’s Financial Regulations 
6) Consider, on behalf of Council, responses to auditors’ reports 
7) Work with and co-operate with officers in their duties with regard to preparing 

any financial documentation on behalf of Council 
8) Ad-hoc monitoring of expenditure in cost categories 
9) Ensuring that financial procedures are being carried out in accordance with 

Financial Regulations 
10) Monitoring Council budgets and report any under/overspends to Council 
11) Proposing amendments where necessary to Standing Orders 
12) Overseeing the policies of all Committees 
13) Overseeing all legal matters pertaining to leases, mortgage, insurance claims, 

easements, contracts, loans, damage to property and debt recovery 
14) Preparing and reviewing all operational Risk Assessments (Risk Assessment 

Register) and actions to mitigate and undertake regular safety inspection, 
taking appropriate action when necessary 

15) Scrutinising the spending of other committees  
16) Producing an annual financial report for the Annual Parish Meeting 
17) Seeking grant aid and appropriate financial support including S106 and CIL to 

meet the responsibilities of the Council 
18) Recommending investment in long and short term and the borrowing of funds 

and Loan Sanction Applications for capital projects 
19) Considering the Council Loans and Grants policy and make recommendations 

for any amendments to Full Council 
20) Considering loan and grant applications and make recommendations to Full 

Council 
21) Verifying that all loans and grants have been used by claimants for the purpose 

as described in the applications.  If, in the opinion of the Committee, the funds 
have not been used appropriately a recommendation will be made to Full 
Council that the monies are recalled. 

22) Verifying that the Council is adequately insured and review insurance annually. 
23) Making recommendations to FC on appropriate training for Members, 

Chairmen, Vice-Chairmen and Staff. 
24) The production, amendment and annual review of all Parish Council policies 

and Financial Regulations. 
25) Receiving and reviewing both Internal and External Audit reports and arrange 

for implementation of any recommendations. 
26) Reviewing annually in February the policies and Terms of Reference of the 

committee its subcommittees and working groups. 
 
7.2 Services Committee  

Purpose:  To oversee the work and management of the Council’s provision of services 
and open space assets including the Garden of Rest, Allotment Gardens, 
Playgrounds, Open Spaces, Urban Devolved Services Authority 
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Membership: Eight Parish Councillors  
Quorum: Three Parish Councillors 
Meetings: A minimum of four times per civic year 
Terms of Reference: 
The Services Committee will be responsible for the following: 

1) To monitor services budgets and report possible over/under spends to Full 
Council.  

2) To prepare a draft budget to be submitted to the Finance & Policy Committee 
(between October & November).  

3) To oversee and review Health & Safety policy and risk assessments and to 
ensure safe practices are followed.  

4) To verify that agreed service levels are being met by contractors.  
5) To verify that contractors working in public spaces have appropriate insurance 

and have undertaken risk assessments and health and safety checks.  
6) To provide specifications and contract conditions for all contracted services 

and projects.  
7) To verify that equipment is inspected as required by the Council’s insurance 

policy.  
8) To monitor burial and allotment usage.  
9) To verify that burial and allotment records are maintained to an agreed 

standard and stored securely.  
10) To promote the use of services and liaise with stake holders through the 

subcommittees and working groups.  
11) To verify that Council provides a consistent and high quality service to all 

users.  
12) To review annually in February the policies and Terms of Reference of the 

committee its subcommittees and working group 
 
7.3 Planning Committee 

   Purpose:  To represent Council in planning matters and processes  
 

Membership: Four Parish Councillors 
Quorum: Three Parish Councillors 
Meetings:      On a three-week cycle, usually on Thursday evenings  

 

Terms of Reference: 
The Planning Committee will be responsible for the following: 

1) Planning applications, appeals, consultations and all matters concerned with 
planning process within and/or affecting Hughenden Parish  

2) Submitting consultee comments and representations on behalf of Council to 
Local Planning Authorities.. 

3) Making representations to Local Planning Authorities with respect to all 
aspects of planning process. 

4) Engaging with consultations and other planning processes. 
5) Monitoring, reviewing and where necessary, make recommendations to amend 

planning procedures. 
6) Reviewing annually in February the policies and Terms of Reference of the 

committee its subcommittees and working groups 
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7.4 Human Resources (HR) Committee 
Purpose:  To be the initial point of contact for the Clerk and Councillors to raise 

questions/concerns relating to staffing levels, performance, pay and 
contracts. 

• To be a point of escalation for staff members other than the Clerk to raise 
questions/concerns relating to staffing levels, performance, pay and contracts. 

 
Membership: Five Parish Councillors  

The Clerk as Chief Officer will attend the Staffing Committee to participate 
in the discussion providing advice as appropriate for the maintenance of 
good employee relations. The Clerk does not have the right to vote 

Quorum: Three Parish Councillors 
Meetings: A minimum of three times per civic year 
Terms of Reference: 
The HR Committee will be responsible matters relating to Officers and employees of 
Hughenden Parish Council and specifically for the following:  

1) To establish and review at regular intervals the staffing structure to best meet 
the Council’s responsibilities & workload. 

2) To review salary payscales for all staff and recommend any changes to Full 
Council 

3) Review performance management (annual appraisals) and staff training 
programmes with the Clerk 

4) Oversee the recruitment process and appointment of staff 
5) Oversee any process leading to staff redundancy or dismissal. 
6) Review staff working conditions including wellbeing, health and safety at work. 
7) Monitor and address regular or sustained staff absence. 
8) Consider any appeal against any decision in respect of pay – including 

overtime. 
9) Supervise & performance manage the Clerk’s work, to administer leave 

requests, record and monitor absences, and authorise overtime. 
10) Review and make recommendations on employment contracts 
11) To draft, review, monitor and revise polices for all staff 
12) To review annually in February the policies and Terms of Reference of the 

committee its subcommittees and working groups. 

8 DELEGATION TO PARISH CLERK 
 

(a) Parish Clerk 
 

1. The Parish Clerk is designated and authorised to act as the Proper Officer for 
the purposes of all relevant sections of the Local Government Act 1972 and 
any other stature requiring the designation of a proper officer. 

 
2. In the case of an emergency, the Clerk shall have the power to take reasonable 

steps to secure the Council’s assets or position, following consultation with the 
Chairman (if practicable in the circumstances). 

 
3. The Clerk will have the authority to dispose of the Councils assets (excluding 

land and building assets) subject to the estimated value of any one tangible; 
moveable item does not exceed £500. The Clerk is responsible for ensuring 
any disposal details including the disposal values are recorded in the assets 
register. 
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4. Power to authorise relevant training courses provided the expense can be 
met from approved budgets having taken into account the training needs of 
the employees. 

 
5. The Clerk is the manager for all staff employed by the Council and is given 

delegated powers to manage the council staff in accordance with the 
Council’s policies, procedures and budget 

 
6. The authority to sanction and authorise payment of overtime so long as the 

costs can be contained within the parameters of the approved budget. The 
Clerk shall have the authority to engage casual workers subject to budget 
and the Clerk shall consult with the Staffing Committee members when such 
work is to be sanctioned. 

 
7. Power to act immediately on all Health and Safety or emergency 

issues without waiting for endorsement by the full Council 
 

8. As Proper Officer, to sign all documents on behalf of the Council including the 
Summons to Elected Members to attend Council Meetings in accordance with 
paragraph 4 and Schedule 12 of the Local Government Act, 1972 

 
9. To sign and publish the annual public notice that the Audit of Accounts is to 

take place and has taken place. 
 

10. To receive members’ acceptance of declarations of interest and 
their appointment as a Councillor. 

 
11. Power to release press statements on any activities of the Council subject 

to prior consultation with the Chairman 
 

12. Power to act on own initiative to implement the Councils policies and 
objectives. 

 
13. Power to take appropriate steps to ensure the Council does not exceed 

its powers. 
 

14. Power to manage all the Council’s facilities and resources in accordance 
with the Council’s policies. 

 
15. In liaison and after conferring with the Chairman, to make such Civic 

arrangements as are necessary. 
 

16. The Proper Officer shall have authority to issue written authorisation to 
individual officers to act as the Council’s authorised officers in the 
performance of their statutory or other duties. 

 
17. The Proper Officer shall be responsible for signing all the Council’s 

Official Notices as set out in the Standing Orders. 
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18. As Proper Officer/Responsible Financial Officer, the Clerk may incur 
expenditure on revenue items on behalf of the Council up to the amounts 
included in the approved budget. 

 
19. The Parish Clerk, in consultation with the Chair of Planning Committee (or in 

the absence of a Planning Committee the Chair of Council), to make 
comment on planning applications submitted to Hughenden Parish Council 
by Buckinghamshire Council within the statutory 21 day consultation period. 

 
(b) Responsible Financial Officer 

 
1. The Responsible Financial Officer will be responsible for all financial records  

of the Council and the careful administration of its finances and accounting 
procedures in accordance with the Accounts and Audit Regulations in force at 
any given time and with the policies and procedures set by the Council and 
within the law. 

 
2. The Responsible Financial Officer will have the power to release any financial 

related report or document to the Council in discharge of the Responsible 
Financial Officer responsibilities. 

 
3. The Responsible Financial Officer shall ensure the approved precept request 

is issued to the billing authority. 
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Scheme of Delegation 
1 Power to Delegate Functions  
Under the Local Government Act 1972 s 101 (a) the Parish Council has the power to arrange for the 
discharge of its functions by a committee, sub-committee or officer of the authority. The Parish 
Council does not have the power to delegate a decision to an individual Councillor.  

2 Decisions of the Full Council:  
The matters below are the sole responsibility of the Full Council:  

a) Approving the precept level of the Parish Council; 

 b) Authorising borrowing;  

c) Appointing representatives to outside bodies;  

d) Making, amending, revoking, re-enacting or adopting by-laws;  

e) Agreeing the Parish Council’s Statement of Accounts and Annual Governance Statement. 

3 Committees and Sub-Committees  
Procedures for delegation for the specific committees and sub-committees are specified under the 
Terms of Reference for each committee or sub-committee. Committees can arrange for the discharge 
of any of their delegated powers to a sub-committee.  

4 Working Parties/Groups  
Working Parties or Groups have no delegated powers; they are only able to recommend a course of 
action to the Council/Committee/Sub-Committee under which they are formed. 

5  Officers  
Under the Local Government Act 1972 the Parish Council “shall appoint such officers as they think 
necessary for the proper discharge by the authority of such of their or another authority’s functions 
as fall to be discharged by them”. Decisions can at any time be delegated to Parish Council Officers.  

The following have been delegated to Parish Council Officers: 

5.1  General Matters 
i) To sign on behalf of the Council any document to give effect to any decision of the Council;  

ii) To manage the Council’s facilities, property and assets;  

iii) To act on behalf of the Council as a designated officer with respect to complying with 
legislation;  
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iv) To instigate and authorise the repair and maintenance of Parish Council equipment, 
property or assets so long as the Parish Council’s Financial Regulations are adhered to and the 
cost does not exceed the current budget;  

v) To purchase equipment and supplies to be used by Staff or contractors to repair or 
maintain Parish Council equipment, property or assets;  

vi) To dispose of Parish Council equipment or assets, where reason to do so, with an estimated worth 
of less than £500. 

5.2 Urgent Matters  
The Parish Clerk may incur expenditure on behalf of the Council which is necessary to carry out any 
repair replacement or other work which is of such extreme urgency that it must be done at once, 
whether or not there is any budgetary provision for the expenditure, subject to a limit of £1,000. The 
Parish Clerk shall report the action to the appropriate committee as soon as practicable thereafter. 

 
Date of policy: MARCH 2021 
Approving committee: FINANCE & POLICY 
Date of committee meeting: MARCH 2, 2021 
Policy version reference: V1.0 
Supersedes: New Policy 
Policy effective from: MARCH 9,2021 
Date for next review: MARCH 2025 
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Unity Trust Bank – Amendments to Bank Mandate 

Signatory Internet Banking IB Permissions Notes 

Emily Ranahan Remove Remove Remove as Key Contact  

Chris Janes Yes View, Submit, Authorise As existing 

Gareth Cadwallader Yes View, Submit, Authorise As existing 

Simon Kearey Yes View, Authorise  As existing 

Linda Derrick Yes View, Authorise As existing 

Debra Main Yes View, Submit, Authorise As existing 

Louise Steele Yes View, Submit Temporary Addition as Key Contact 

Alice Fisher Yes View, Submit  Add as Key Contact ASAP after start 
date 
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Supplier Invoice number Date of invoice Service/goods Amount Code

Nature Scape 49288 09/03/2023 Seeds for Hughenden wild planting 95.99£                 

Reed 238950228 10/03/2023 Elizabeth Howard 1,127.95£            

Reed 238972390 10/03/2023 Elizabeth Howard 1,167.12£            

Shred on Site P218671 20/03/2023 Office confidential shredding 79.70£                 

TBS Hygiene 3545 29/03/2023 Dog bin emptying (25/02/23 - 31/03/23) 792.00£               

Viking 2182238 13/03/2023 Office Stationery 44.52£                 

Direct Debits in retrospect

Buckinghamshire Council 1000133381 Non-domestic rate bill 243.63£               

The Countryside Charity Mar23-JCEMILD76 Annual Subsciption 50.00£                 

Castle Water 8598503 HPC 7.25£                   

Castle Water 8599335 HPC 9.50£                   

Castle Water 8597982 HPC 13.62£                 

Castle Water 8600394 HPC 18.77£                 

Castle Water 8600252 HPC 5.38£                   

SSE 511799083/0046 Credit note 50.63£                 Credit Note 

SSE 511799083/0047 Street light 38.94£                 

SSE 181799668/0047 Street light 189.82£               

SSE 181799668/0046 Credit note 316.28£               Credit Note

SSE 181799668/0045 Credit Note 185.26£               Credit Note 

SSE 181799668/0044 Credit Note 190.29£               Credit note 

SSE 17903408/0002 Invoice 190.29£               

SSE 391899831/0002 Four Ashes Burial Ground 145.41£               

SSE 511799083/0045 Credit Note 45.41£                 Credit Note

SSE 851904867/0001 street light 45.91£                 

SSE 71903408/0001 Street light 195.32£               

SSE 511799083/0042 Credit Note 45.41£                 Credit note 

SSE 851904867/0002 Street light 45.41£                 

SSE 851904867/0003 Street Light 45.91£                 

SSE 71903408/0003 Street Light 195.32£               

SSE 181799668/0043 Credit Note 205.39£               Credit Note

SSE 511799083/0043 Credit Note 46.43£                 Credit Note

SSE 851904867/0004 Street light 45.91£                 

SSE 511799083/0044 Street light 45.41£                 Credit Note

SSE 181799668/0042 Credit Note 185.26£               Credit Note

SSE 17903408/0001 Street Light 195.32£               

SSE 181799668/0045 Street light 185.26£               

SSE 851904867/0005 Street light 45.41£                 

Viola 8781151668 Four Ashes Burial Ground duty of care 88.38£                 

Salary Payments 

Staff 52007000

Pensions 52007003

HMRC 52007006
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GRIEVANCE POLICY 
HUGHENDEN PARISH COUNCIL 

 

 

 

PRINCIPLES 

Problems and misunderstanding are bound to arise from time to time wherever people 
work together.  We are committed to resolving such problems quickly, effectively and 
fairly.  We encourage an environment that promotes open communication and that 
allows for free and informal discussion of any work-related problem.  Occasionally, 
however, problems will arise that may only be resolved through a more formal 
procedure. 

SCOPE 

This procedure applies to all permanent employees and those retained on a contract 
basis.   Any individual or group of individuals who believes they are not being treated 
fairly may invoke this procedure. 

OVERVIEW 

• You should raise any problems or concerns you have about your work, working 

environment, working relationships or your treatment at work. 

• Informal intervention should resolve most concerns 

• If necessary, an investigation will be conducted to establish the facts 

• You will be given opportunity to put your case forward and provide full details 

• You will be entitled to be accompanied at formal meetings 
• You will have the right to appeal against the grievance outcome 

PARISH COUNCIL COMMITMENT 

• To resolve problems quickly and consistently in line with this policy 

• To ensure that all line managers are fully trained in the management of handling 

grievance issues. 

• To ensure fair treatment of individuals in line with the Equal Opportunities 

procedures. 

• To ensure that policy is in line with current legislation  
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INDIVIDUAL COMMITMENT 

• To be aware of the grievance policy and raise any problems/issues with your 

immediate manager 

• To discuss/inform your line manager as soon as possible after a problem has 

arisen 

WHAT IS A GRIEVANCE? 

Issues that may cause grievance include (this is not an exhaustive list): 

• Terms and conditions of employment 

• Health and safety  

• Working practices 

• Working environment 

• Organisational change 

• Equal opportunities 

• Work relations 

• Bullying and harassment 

• Discrimination 

Issues which would not normally be considered as a grievance under this policy include: 

• Actual dismissal 

• Contemplated dismissal 

• Disciplinary action short of dismissal 
• Other action by the Council where an appeal procedure already exists 

STAGE 1 - INFORMAL 

The majority of grievances can be resolved without raising a formal grievance and you 
should aim to resolve by raising concerns with your line manager.  If your grievance 
relates to your line manager, you should raise with another manager.   You should be 
able to explain your complaint and suggest how you think it could be resolved.  You 
need to be able to provide enough detail about the complaint for it to be properly 
considered.  If your grievance cannot be resolved in this way or you are not satisfied 
with the response, you should then raise the matter formally.  

FORMAL STAGES 

It is always our intention that issues will be resolved informally and at an early stage 
wherever possible.  However, on occasions when it is necessary to use the formal 
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procedure you should do so in writing.  You should set out the nature of the grievance 
by making a detailed written statement outlining the complaint and how, in your opinion, 
it might be resolved, including any copies of relevant documentation.  You will receive 
written acknowledgement of within five days of receipt of your written grievance and you 
will be invited to a formal meeting at which you have the right to be accompanied. 

STAGE 2  

You will be invited to a meeting to discuss the grievance, and we will try to resolve 
matters to your satisfaction.  You will be given an opportunity to explain your grievance 
and how you would like it to be resolved.  The meeting will be adjourned to give 
consideration and further investigation may be needed.  You may need to attend a 
second meeting as part of the investigation. 

After the meeting the outcome of your grievance will be confirmed in writing to you.  The 
letter will include what action will be taken to resolve the grievance and details of whom 
you have the right to appeal to. 

STAGE 3 

Should you feel that your grievance has not been resolved satisfactorily you have the 
right to appeal.  You should state the grounds for the appeal in writing.  You will be 
invited to attend an appeal meeting and you have the right to be accompanied.  
Wherever possible this meeting will be dealt with by an impartial manager who has not 
previously been involved in the case. 

After the meeting the outcome will be confirmed in writing to you.  Once the decision 
has been delivered, this concludes the internal process. 

RIGHT TO BE ACCOMPANIED 

You have a statutory right to be accompanied to formal grievance meetings.  This may 
be an employee of the business, or an official employed by a trade union.  A trade union 
representative who is not an employed official must have been certified by their union 
as being competent to accompany an employee.  The role of the companion is to 
support the employee.  They may address the meeting to sum up the case, respond on 
behalf of you to any views expressed at the meeting and confer with you during the 
hearing.  The companion does not have the right to answer questions on your behalf, 
address the meeting against your wishes, prevent you from speaking or generally 
disrupt the proceeding of the meeting. 

TIMINGS 

It is the intention that all formal grievances raised are dealt with and resolved as quickly 
as possible and wherever possible within a month. 
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• A grievance must be raised within 3 months of the issue arising 

• All formal grievances should be acknowledged within 5 working days of receipt 

• The grievance hearing should be arranged as soon as possible following 

acknowledgement 

• If your representative cannot attend this meeting the alternative date suggested 

by you must be within 5 days of the original date unless mutually agreed 

• Any appeal may be received within 5 days of receipt of written confirmation of 

the decision at the grievance hearing  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESOLVED: 

TO BE REVIEWED: 
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HUGHENDEN PARISH COUNCIL 

DISCIPLINARY POLICY 

 

 

PRINCIPLES 

Whilst Hughenden Parish Council does not wish to impose unreasonable rules of 
conduct on its employees, certain standards of behaviour are necessary to maintain 
good employment relations and discipline in the interest of all employees.  The 
Disciplinary Policy aims to provide a framework for the prompt and effective 
resolution of instances in relation to misconduct.  The procedure is designed to 
emphasise and encourage improvements. 

SCOPE 

This procedure applies to all permanent employees and those retained on a contract 
basis.  The disciplinary policy does not apply to employees with under one year’s 
service, it is recommended that where possible this policy is used as a guide to 
provide a framework, In these situations will be managed through the probationary 
procedure.  Where there is an issue of poor performance it would be dealt with under 
the Capability Procedure. 

OVERVIEW 

• All allegations of misconduct are carefully investigated 

• Individuals will have an opportunity to have their say before decisions are reached 

• Individuals have the right to be accompanied by a work colleague or trade union 

representative at formal meetings 

• A range of warnings and penalties can be used to deal with misconduct 

• If a warning or penalty is imposed, the individual will be informed of what 

improvements are required, the timescale in which improvement should be made and 

the consequence if the improvements are not made or sustained 

• A line manager will conduct all investigations and formal meetings.  A senior 

manager will hold potential dismissal meetings. 

• There is a right of appeal against any penalty except informal action 
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PARISH COUNCIL COMMITMENT  

• To ensure that the policy is applied consistently across the council. 

• To ensure that all line managers are fully trained in handling disciplinary issues. 

• To encourage and assist all employees to maintain acceptable standards of conduct. 

• To ensure fair treatment of employees and deal with cases in a timely and effective 

manner. 

• To ensure the Disciplinary Policy and Procedure is in line with current legislation. 

INDIVIDUAL COMMITMENT 

• To be fully aware of the conduct standards expected.   

• To be aware of the Disciplinary Policy and Procedure and possible consequences of 

failing to meet the standards required. 

• To discuss/inform their line manager if they have any problems in meeting the 

defined standards. 

• Be aware of policies and procedures relevant and relating to their role. 

ESTABLISH THE FACTS 

When a potential disciplinary matter arises, the relevant line manager should first 
establish the facts promptly and where appropriate obtain written statements from 
any available witnesses. 

A thorough investigation must be carried out to establish all the facts concerning the 
alleged misconduct.  Wherever practicable the individual conducting the investigation 
should be different to the individual holding any disciplinary meeting. 

SUSPENSION   

Should the allegation being investigated be of a serious nature you may be 
suspended from work on full pay whilst the investigation is conducted.  Any 
suspension is not considered as disciplinary action however it is to enable the 
investigation to be conducted whilst providing the necessary protection to the 
business and the employee. 

INVESTIGATION 

Any investigation should be dealt with promptly and gather all relevant information to 
enable a full and thorough investigation of the allegation(s).  If there is a need for 
further investigation this may include the need for an investigation meeting.  The 
investigation meeting is to gather facts only and should not result in any disciplinary 
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action.  There is no legal right for you to be accompanied at an investigation meeting.  
Following the conclusion of the investigation a decision will be made to establish if 
there is a disciplinary case to answer. 

IMPROVEMENT PLAN 

Minor faults will be dealt with informally through counselling and training.  For a first 
offence of minor misconduct there is no need to arrange a formal meeting.  The 
employee should be spoken to and issued with an improvement plan.   

The plan should cover: 

• Key areas of concern 

• Specific examples 

• Implications of the concern 

• Improvement require including timeframe 

• Training and Support to enable improvement 

The Improvement Plan should be signed by you as a commitment to improve to the 
required conduct standard. 

ARRANGE A FORMAL MEETING 

If following the investigation, it is decided that the allegation is either a further beach 
or of a serious nature a disciplinary meeting will be arranged.  You will be notified in 
writing of the requirement to attend a formal meeting.  The letter will provide you with 
at least 24 hours’ notice of the meeting and will contain the following information: 

• Time and venue of meeting 

• Specific details about the allegation(s) 

• Advise the employee has the right to be accompanied by a colleague or a 

Trade Union Representative 

• Who will be attending the meeting 

• Copy of details obtained in the investigation    

• You should consider your responses and prepare for the meeting. 

DISCIPLINARY MEETING 

You and your companion should make every effort to attend the meeting.  At the 
meeting the disciplinary manager will explain the allegation and go through the 
evidence from the investigation.  You will be given opportunity to set out your case, 
respond to the allegation(s), ask questions, review the investigation, present 
evidence and call relevant witnesses.  If witnesses are to be called advance notice 
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must be given.  The meeting will be adjourned to consider the evidence and the 
discussion that has taken place and a decision will be made as to the appropriate 
outcome.  This does not always mean that a disciplinary sanction will be issued.  
Where a disciplinary sanction is put in place details of the required level of conduct 
will be explained and an offer to provide training to ensure the maintenance of the 
required standard.  All disciplinary meeting outcomes will be confirmed in writing and 
a copy retained on your personnel file. 

DISCIPLINARY SANCTIONS 

There are a range of disciplinary sanctions that can be considered.  All warnings are 
‘live’ for a set period of time and subject to satisfactory conduct the warning will 
become spent following the expiry of the period. 

Sanctions that can be issued: 

Stage 1 - Written Warning this would remain in force for a specific period of time of at 
least 6 months 

Stage 2 - Final Written Warning this would remain in force for a specific period of 
time of at least 12 months 

Stage 3 - Dismissal is considered in circumstances where repeated misconduct and 
escalation through the disciplinary stages or gross misconduct whereby it would be a 
first occurrence.  It may be appropriate, in cases of severity, for Hughenden Parish 
Council not to follow all or any stages.  Dismissal may be with or without notice 
depending on the circumstances and may occur whether or not warnings have been 
issued. 

In cases of serious misconduct, you may receive a final written warning as a first course 
of action, if, in an alleged gross misconduct disciplinary matter, upon investigation, 
there is shown some level of mitigation resulting in it being treated as an offence just 
short of dismissal. 

Remedies Short of Dismissal  In exceptional cases and at the absolute discretion 
of Hughenden Parish Council, action including transfer, temporary demotion, 
permanent demotion or temporary suspension without pay may be considered as an 
alternative to dismissal. At any time, the application of the above process may be 
departed from in full or in part, at Hughenden Parish Council's absolute discretion 
and disciplinary action, including dismissal, taken without recourse to this Disciplinary 
Policy and Procedure. 

GROUNDS FOR DISCIPLINARY 

Matters which may justify invoking the disciplinary procedure but which do not 
amount to gross misconduct include, but are not limited to, the following: 

• Refusal to carry out a reasonable management request 
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• Unauthorised absence, or persistent absence 

• Poor timekeeping and attendance 

• Failure to adhere to the absence reporting procedure 

• Unauthorised use or negligent damage or loss of our property  

• Failure to report damage to company property or premises 

• Unreasonable disruption of the work of others 

• Breach of company policies and practices 

• Failure to devote the whole of your time, attention and abilities to the Council 

and its affairs during normal working hours 

• Incorrect submission or late submission of expenses 

• Harassment or bullying (not deemed serious enough for gross misconduct) 

• Breaches of our Equal Opportunities Policy (not deemed serious enough for 

gross misconduct)  

GROSS MISCONDUCT 

Acts of gross misconduct are considered so serious that they warrant ‘summary 
dismissal’.  If you are summarily dismissed your employment will end immediately 
and you will not receive notice of payment in lieu of notice. 

Some examples of gross misconduct are listed below, but not limited to, to give an 
indication of the types of offence, which would lead to your immediate dismissal: 

• Theft, fraud or dishonesty directly or indirectly affecting the Council, it’s 

suppliers or customers 

• Physical violence on other persons in the course of the Council’s business 

and/or intimidation by aggressive behaviour or language 

• Serious insubordination or rudeness to colleagues, customers or suppliers 

• Repeated bullying or harassment of fellow employees 

• Breach of confidentiality 

• Incapacity for work due to the influence of alcohol or illegal substances 

• Being under the influence of, or possessing, alcohol or illegal substances 

during employment hours (unless you have been authorised to, and have 

been, entertaining clients, in which case a reasonable amount of alcohol 

consumption is permitted) 

• Deliberate wilful damage to Council or other employees property 

• Gross insubordination 
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• Falsification of claims or records, or giving false information to obtain 

employment or an employment-related benefit, including expenses 

• Flagrant disregard for safety/hygiene regulations likely to endanger the 

individual concerned or other people, or to cause a breach of statutory 

regulations 

• Bringing the Council into disrepute 

• Acceptance of gifts & hospitality in contravention of the bribery Act 2010 

• Misuse of internet access or email systems  

• Unauthorised possession and/or use of Council’s computer equipment, 

telecommunications equipment or software 

• Action or behaviour at work which is, or may be, injurious to the health 

and safety of others 

• Serious of persistent breach of Company Equal Opportunities policy 

• Any breaches of confidentiality requirements in your contract of 

employment other than minor breaches 

• Harassment or bullying, other than minor breaches 

In the most serious cases of gross misconduct, it is possible that we will dismiss you 
immediately without going through a formal suspension and investigation procedure.  
If this happens you will receive written confirmation within seven days, setting out the 
misconduct which led to your dismissal and what the basis was for the decision.  You 
will then have the right to appeal. 

RIGHT OF APPEAL 

You have the right to appeal against any formal disciplinary sanction.  To exercise 
your right to appeal you must set out the grounds of your appeal in writing as soon as 
practicable after you have been informed of the decision and within five days of 
receiving the written decision, clearly stating your grounds for appeal.  The outcome 
letter will indicate who the appeal should be addressed to. 

We will invite you to an appeal hearing and remind you of your right to be 
accompanied. 

The appeal hearing will reconsider the original decision.  You will have an opportunity 
to put forward, should you wish to do so: 

• New evidence, which was not available during the first meeting; and or  

• Complaints of a flaw in the original decision-making process, such as a 

failure to follow procedures or a failure to give you a fair hearing. 
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The outcome of an appeal hearing will be confirmed in writing.  The outcomes of an 
appeal hearing can take many forms including 

• The original outcome is upheld 

• The original outcome is overturned and 

o No disciplinary sanction is issued 

o A less severe disciplinary sanction is issued 

o A higher disciplinary sanction is issued 

o Some other action is informed e.g. demotion 

The decision from an appeal will be final and there is no further right of appeal 

DISMISSAL FOR OTHER REASONS 

The Council may, for reasons unconnected with your conduct or performance, 
become aware of circumstances that require it to consider the termination of your 
employment.  Examples of where this might be the case include: 

• Where the Parish Council discovered that you no longer have the right to 

working in the United Kingdom 

• Where you have been convicted of a criminal offence that may have bearing 

on your employment 

ROLE OF THE EMPLOYEE REPRESENTATIVE 

You have a statutory right to be accompanied to the formal disciplinary meeting.  This 
may be an employee of the business, or an official employed by a trade union.  A 
Trade Union representative who is not an employed official must have been certified 
by their union as being competent to accompany an employee.  The role of the 
companion is to support the employee.  They may address the meeting to sum up 
the case, respond on behalf of you to any views expressed at the meeting and confer 
with you during the meeting.  The companion does not have the right to answer 
questions on your behalf, address the meeting against your wishes, prevent you from 
speaking or generally disrupt the proceeding of the meeting. 

NONE ATTENDANCE 

You must make every effort to attend all formal meetings.  The meeting will only be 
rearranged once.  If you are persistently unable or unwilling to attend a disciplinary 
meeting without good cause the disciplinary manager will make a decision based 
upon the evidence available. 

RESOLVED: 
TO BE REVIEWED:  
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With effect from 10th September 2013, as RESOLVED at the Council Meeting on 

10th September 2013 
 
 
 
1. DIFFERENT ASPECTS OF HEALTH & SAFETY 

Over time this policy document will consider many aspects of Health and Safety for 
Members, both Staff and Councillors, at Hughenden Parish Council (HPC). It will initially 
consider how to reduce the effect of stressful situations for Members 
 

2. VERBAL OR PHYSICAL ASSAULT FROM MEMBERS OF THE PUBLIC 
This might occur in the Office or elsewhere 

a) Training should be provided to Members on working alone 
b) Where practicable, Members should carry a mobile phone and a personal alarm. 
c) Staff should put all visits in diary in advance with contact details 
d) Councillors should ensure that someone knows where they are going if on Council 

business and when expected back 
e) Staff should report all instances of abuse and receive support if necessary 
f) Offices are open on published occasions or by appointment 
g) The Chairman of an evening meeting is responsible for ensuring staff are not left alone in 

office 
 
3. STRESS 

Members can be stressed by their work or work environment 
a) HPC should ensure, so far as is reasonably practicable, that no employee is subjected to 

a level of stress due to work which is detrimental to his or her health. The Council aims to 
create an environment where workplace stress can be dealt with openly and fairly and 
expects all managers to apply this policy and guidance in a consistent and timely manner 

b) HPC will take seriously and investigate report(s) from employees about causes of 
workplace stress and will take preventative and protective measures to reduce the risk  

c) Workplace stress is recognised as a Health and Safety issue. The main legislation, which 
is relevant to this subject, is the Management of Health and Safety at Work Regulations 
1999 and the Health and Safety at Work Act 1974, Sections 2 and 7 
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Equality and Diversity Policy 

Statement of Policy 
 

The aim of this Policy is to communicate the commitment of Hughenden Parish Council to the 

principles of fairness and valuing diversity for everyone who lives, works, invests or visits the Parish. 

The Council recognises that everyone who lives in the community has a stake in the future of the 

Parish and wants its activities to be accessible, relevant, and meaningful to everyone. It also seeks to 

reduce social exclusion by making its services, facilities, and resources more responsive to 

community and individual needs.  

It is committed to equality of opportunity in all aspects of employment. All employees will be 

treated equally regardless of gender, race, colour or nationality, age, disability, sexual orientation, 

religious and political beliefs, marital status, or offending history.  

The Parish Council is also committed to achieving the highest standard of service delivery and 

employment practice. Equality of opportunity for all sections of the community and workforce is an 

integral part of this commitment. It is also to promote dignity at work and respect of each other 

through embracing diversity and celebrating differences at all times.  

The purpose of this Policy is to ensure that all employees, contractors, job applicants and customers 

of Hughenden Parish Council will be treated fairly by the Council and its employees, and by its 

contractors. The Council is therefore committed to ways of working and communicating which 

ensure that no service user (or potential service user) or employee experiences unfair discrimination 

and harassment.  

Our aim is to serve all members of the communities we serve. If people from some social groups are 

under-represented among our customers, we will develop other strategies to reach them. 

 

Resolved:  July 2019 
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What to do if you are unwell  

If you are away from work because of sickness you must: 

• Telephone the Clerk (or in the case of the Clerk the Chair of the HR Committee), 
before your contractual (or normal start time for work) on the first day of absence 
providing details and how long you expect to be off. If you are unable to call 
personally, someone else may call for you. It is your responsibility to ensure the 
Council is notified. You must then telephone again each day (unless otherwise 
agreed with the Clerk/HR Chair). 

• If you are away for seven days or fewer (including weekends and other non-working 
days), you must complete a self-certification form and provide it to the council when 
you are back at work. 

• If you are away for more than seven days (including weekends and other non-working 
days), you must send in a ‘fit to work’ statement from your doctor and continue to do 
so as each new certificate is issued to you. This certificate gives details as to whether 
you are too ill to work or whether you are well enough to work with suitable support 
from the Council. This gives you and the Council the opportunity to discuss suitable 
arrangements which will support your return to work. The form also gives more space 
for the doctor to provide information about your condition and helpful tick boxes to 
suggest common ways to help you return to work. 

• All sickness or injury absence will be entered on your employment record and will be 
monitored from time-to-time. 

Return-to-work meetings 

On the first day back at work after a period of sickness absence the Clerk/HR Chair may 
want to meet informally. If this is not possible on your first day back, the meeting may take 
place later. The return-to-work meeting should take place in a private place, and all 
discussions should be private and confidential. The meeting would normally include 

• a welcome back to work; 
• outline the purpose of the return-to-work meeting; which is to manage and monitor 

absence and attendance to identify any problem areas and offer support where 
appropriate; 

• a discussion about the reasons for absence, in a supportive way and to understand 
whether the council can take any steps to help the employee’s attendance; 

• explain that the absence will be recorded; 
• establish if medical advice has been sought (if appropriate); 
• ensure the self-certification form has been completed or a fit note from the doctor has 

been provided; 
• a discussion on absence over the last 52 weeks, the impact on pay and any next 

steps; and 
• a handover of work where appropriate. 

Medical appointments 

The council recognises that employees will, from time to time, need to attend medical 
appointments. Please try to arrange medical appointments in your own time or, if this is not 



 

3 

 

possible, at times that will cause the minimum amount of absence from work or 
inconvenience to the council. The council will allow reasonable time off work [with pay / 
without pay] for such appointments. 

Statutory Sick Pay  

If you are ill and unable to attend work, you may be entitled to Statutory Sick Pay (SSP).  
SSP is currently paid after 4 Qualifying Days absence from work. The Qualifying Days are 
your normal working days that are in your contract. Tax and National Insurance will be 
deducted from SSP and if you earn below the lower earnings limit, you will not qualify for 
SSP. 

Council’s Sick Pay (Occupational Sick Pay)  

It is the Council's policy to pay you your normal basic rate of pay exclusive of 
overtime/allowances during periods of sickness absence as detailed in your contract of 
employment i This occupational sick pay will be for absences due to sickness calculated over 
the previous 52 weeks and will include your entitlement to SSP. 

Payment is, however, conditional upon you complying with the council’s procedure for 
notifying your manager of the absence, attending an interview with your manager on request 
to discuss the absence, and completing a self-certification form on return to work or providing 
a fit-note when requested. We may also ask you to attend an interview/examination with a 
nominated doctor at the request of the Council. 

We may not pay you occupational sick pay where: 

• you have failed to comply with the Council's sickness absence notification and 
evidence requirements; 

• you unreasonably refuse to attend a sickness absence meeting with the Council on 
request; 

• you are unable to work because you hurt yourself in dangerous sports / activities or 
any other occupation you have; 

• you have misled the council about your fitness to work; 
• you have resigned; or 
• where disciplinary proceedings are pending against you. 

Medical advice 

The Council may want to obtain advice on your fitness for work from occupational health 
advisers or medical practitioners. Examples of when the Council might refer to occupational 
health or a medical practitioner include the following: 

• to seek a medical report on your illness or injury; 
• to establish when you might be able to return to work; 
• to understand when you are likely to be fully fit to resume your normal duties; 
• to understand what alternative duties you might be fit to undertake if you are unfit to 

resume your normal duties; 
• to understand when you are likely to be fit to undertake any alternative duties; 
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• to ask for guidance on your condition, for example if there is a possibility that you are 
disabled or ambiguity as to the exact nature of the condition;  

• to ask what reasonable adjustments could be made to working conditions or premises 
to facilitate a return to work;  

• to understand the likely recurrence of the illness or injury once you have returned to 
work; and 

• to discuss any adjustments that could be made to accommodate your disability, if you 
are disabled. 

The Council will pay the cost of the report and you will have the right to see it. The Council 
will also be provided with a copy of the report and once we have seen it, we will want to meet 
you to discuss the findings and consider options available to you. 

If you choose not to consent to an Occupational Health referral, any decisions in relation to 
your employment may be made without the benefit of access to medical reports.   

Persistent short-term absence 

Persistent short-term absence is where an employee is frequently absent from work for 
relatively short periods due to sickness. We understand most employees will have some 
short-term sickness absence from time to time. However, if you are frequently and 
persistently absent from work, this can damage efficiency and productivity, and place an 
additional burden of work on your colleagues and councillors.   

Therefore, it is essential that frequent absence is dealt with promptly and consistently and in 
some circumstances, the Council may begin a capability or disciplinary procedure as part of 
the absence management process. If we do so, we will meet with you to set attendance 
targets.  Following a review meeting we may issue a formal warning if those targets are not 
met. You will be given written notice in advance of any formal meeting and you can be 
accompanied by a work colleague or trade union representative. You may appeal against a 
formal warning. If your absence remains unacceptable after a second formal warning, the 
council may bring your employment to an end following consultation with you.   

If frequent absence is due to an underlying long-term health condition then we will also 
request, with consent, a medical report either from an Occupational Health Physician or your 
G.P. or consultant to establish further information about your health and how the council can 
support your attendance. 

When considering the reasons for absence, and deciding on whether a formal meeting is 
appropriate, the council will not consider any pregnancy related absence. The council will 
also make adjustments where absences are related to a disability by allowing a higher level 
of absence before considering whether disciplinary action is appropriate. 

The council will consider any alternative employment options before making any decision 
about ending employment. You will have the right to be accompanied by a work colleague or 
trade union representative at formal meetings and a right of appeal against a formal warning 
or dismissal sanction. The monitoring of absence operates on a rolling 52-week period. 
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Where it appears that there is no acceptable reason for an absence or if you have not 
followed the correct absence notification procedure, the matter should be treated as a 
conduct issue and dealt with under the disciplinary procedure. 

Long-term absence  

As a guide, long term absence is any absence which lasts or is expected to last over 4 
weeks. In all cases of long-term absence, it is essential for the Council to maintain contact 
with you. In cases where the return date is less certain this will take the form of consultation 
and will include: 

• Discussions at the start of the absence and periodically throughout 
• Obtaining better information on your health and likely prognosis, ideally through an 

Occupational Health Physician 
• Where appropriate alerting you to the fact that your absence is becoming a problem, 

and 
• Allowing you the opportunity to state your opinion of your condition and giving 

consideration to that opinion 

Where ill-health means that you are unlikely to return to work for a long period of time, the 
council may need to consider bringing your employment to an end. In these circumstances, 
the council will: 

• Review your absence record to assess whether or not it is sufficient to justify 
dismissal 

• Consult with you 
• Obtain up-to-date medical advice 
• Advise you in writing as soon as it is established that termination of employment has 

become a possibility 
• [Discuss whether you may be able to access benefits from the Local Government 

Pension Scheme (where appropriate)] 
• Meet with you to discuss the options and consider your views on continuing 

employment before any decisions are made, allowing you to be accompanied by a 
work colleague or trade union representative 

• Review if there are any alternative jobs that you could do prior to taking any decision 
on whether or not to dismiss 

• Allow a right of appeal against any decision to dismiss you on grounds of long-term ill 
health 

• Following this meeting, inform you of the final decision 

Absence as a result of disability 

Where you experience sickness absence as a result of a disability it will be treated in line 
with the provisions contained within the Equality Act 2010 (formerly as part of the Disability 
Discrimination Act 1995). This will include considering whether any reasonable adjustments 
can be made. 
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Data protection 

The Council will treat personal data collected during the absence management process in 
accordance with its data protection policy on processing special categories of personal data.  
Information about how your data is used and the basis for processing your data will be 
provided in our employee privacy notice.  When relying on legitimate interests as the legal 
ground for processing your data, you can object to the processing. 

This is a non-contractual procedure which will be reviewed from time to time. 

 

i 1. Green Book terms terms and conditions of employment 
Employees are entitled to receive sick pay for the following periods: - 

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 
 

During 3rd year of service 
 

4 months full pay and 
4 months half pay 
 

During 4th and 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 

 
The period during which sick pay shall be paid, and the rate of sick pay, in respect of any period of absence shall 
be calculated by deducting from the employee’s entitlement on the first day the aggregate of periods of paid 
absence during the twelve months immediately preceding the first day of absence. 
Periods of full pay will include SSP. In periods of half pay, employees receive half pay in addition to SSP 
provided the total does not exceed normal pay. 
If an employee abuses the sickness scheme or is absent on account of sickness due or attributable to deliberate 
conduct prejudicial to recovery or the employee’s own misconduct or neglect or active participation in 
professional sport or injury while working in the employee’s own time on their own account for private gain or 
for another employer sick pay may be suspended. 
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INTRODUCTION 

The purpose of this Protocol is to guide councillors and officers of the council in their 
relations with one another. The Protocol’s intention is to build and maintain good working 
relationships between councillors and officers as they work together. Employees who are 
required to give advice to councillors are referred to as “officers” throughout. 

A strong, constructive, and trusting relationship between councillors and officers is 
essential to the effective and efficient working of the council. 

This Protocol also seeks to reflect the principles underlying the Code of Conduct which 
applies to councillors and the employment terms and conditions of officers. The shared 
objective is to enhance and maintain the integrity (real and perceived) of local government. 

The following extract from the Local Government Association guidance on the 2020 Model 
councillor Code of Conduct states that: 

“Both councillors and officers are servants of the public and are indispensable to 
one another. Together, they bring the critical skills, experience and knowledge 
required to manage an effective local authority. 

At the heart of this relationship, is the importance of mutual respect. councillor-
officer relationships should be conducted in a positive and constructive way. 
Therefore, it is important that any dealings between councillors and officers should 
observe reasonable standards of courtesy, should show mutual appreciation of the 
importance of their respective roles and that neither party should seek to take unfair 
advantage of their position or seek to exert undue influence on the other party. 

councillors provide a democratic mandate to the local authority and are responsible 
to the electorate whom they represent. They set their local authority’s policy 
framework, ensure that services and policies are delivered and scrutinise local 
authority services. 

[Councillors of the executive,] Chairs and vice chairs of committees have additional 
responsibilities. These responsibilities will result in increased expectations and 
relationships with officers that are more complex. Such councillors must still respect 
the impartiality of officers and must not ask them to undertake work of a party-
political nature or compromise their position with other councillors or other officers. 

Officers provide the professional advice and managerial expertise and information 
needed for decision making by councillors and to deliver the policy framework 
agreed by councillors. They are responsible for implementing decisions of 
councillors and the day-to-day administration of the local authority. 

The roles are very different but need to work in a complementary way. 

It is important for both sides to respect these differences and ensure that they work 
in harmony. Getting that relationship right is an important skill. That is why the code 
requires councillors to respect an officer’s impartiality and professional expertise. In 
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turn officers should respect a councillor’s democratic mandate as the people 
accountable to the public for the work of the local authority. It is also important for a 
local authority to have a councillor-officer protocol which sets out how this 
relationship works and what both councillors and officers can expect in terms of 
mutual respect and good working relationships.” 

This Protocol covers:  

• The respective roles and responsibilities of the councillors and the officer;  
• Relationships between councillors and officers;  
• Where/who a councillor or an officer should go to if they have concerns;  
• Who is responsible for making decisions.  

 

BACKGROUND  
This Protocol is intended to assist councillors and officers, in approaching some of the 
sensitive circumstances which arise in a challenging working environment.  

The reputation and integrity of the council is significantly influenced by the effectiveness of 
councillors and the officer working together to support each other’s roles.  

The aim is effective and professional working relationships characterised by mutual trust, 
respect and courtesy.  Overly close personal familiarity between councillors and officers is 
not recommended as it has the potential to damage this relationship 

 

ROLES OF COUNCILLORS AND OFFICERS  
The respective roles of councillors and officers can be summarised as follows:  

• Councillors and officers are servants of the public and they are indispensable to one 
another, but their responsibilities are distinct.  

• Councillors are responsible to the electorate and serve only for their term of office.  
• Officers are responsible to the council. Their job is to give advice to councillors and 

to the council, and to carry out the council’s work under the direction and control of 
the council and relevant committees.  

Councillors  

Councillors have four main areas of responsibility:  

• To determine council policy and provide community leadership;  
• To monitor and review council performance in implementing policies and delivering 

services;  
• To represent the council externally; and  
• To act as advocates for their constituents.  

All councillors have the same rights and obligations in their relationship with the officer, 
regardless of their status and should be treated equally.  
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Councillors should not involve themselves in the day to day running of the council. This is 
the officer’s responsibility, and the officer will be acting on instructions from the council or 
its committees, within an agreed job description. 

In line with the councillors’ Code of Conduct, a councillor must treat others with respect, 
must not bully or harass people and must not do anything which compromises, or is likely 
to compromise, the impartiality of those who work for, or on behalf of, the council.  

Officers can expect councillors: 

• to give strategic leadership and direction and to seek to further their agreed policies 
and objectives with the understanding that councillors have the right to take the final 
decision on issues based on advice  

• to act within the policies, practices, processes and conventions established by the 
council 

• to work constructively in partnership with officers acknowledging their separate and 
distinct roles and responsibilities 

• to understand and support the respective roles and responsibilities of officers and 
their associated workloads, pressures and reporting lines  

• to treat them fairly and with respect, dignity and courtesy 
• to act with integrity, to give support and to respect appropriate confidentiality 
• to recognise that officers do not work under the instruction of individual councillors 

or groups 
• not to subject them to bullying, intimidation, harassment, or put them under undue 

pressure. 
• to treat all officers, partners (those external people with whom the council works) 

and members of the public equally, and not discriminate based on any 
characteristic such as age, disability, gender reassignment, marriage or civil 
partnership, pregnancy and maternity, race, religion or belief, sex, sexual 
orientation. 

• not to request officers to exercise discretion which involves acting outside the 
council’s policies and procedures 

• not to authorise, initiate, or certify any financial transactions or to enter into any 
contract, agreement or undertaking on behalf of the council or in their role as a 
councillor without proper and lawful authority 

• not to use their position or relationship with officers to advance their personal 
interest or those of others or to influence decisions improperly 

• to comply at all times with the councillors’ Code of Conduct, the law, and such other 
policies, procedures, protocols and conventions agreed by the council. 

• respect the impartiality of officers and do not undermine their role in carrying out 
their duties 

• do not ask officers to undertake work, or act in a way, which seeks to support or 
benefit a particular political party or gives rise to an officer being criticised for 
operating in a party-political manner 

• do not ask officers to exceed their authority where that authority is given 
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Chairs and vice-chairs of council and committees  

Chairs and vice-chairs have additional responsibilities as delegated by the council. These 
responsibilities mean that they may have to have a closer working relationship with 
employees than other councillors do. However, they must still respect the impartiality of 
officers and must not ask them to undertake work or anything else which would prejudice 
their impartiality.  

Officers  

The primary role of officers is to advise, inform and support all members and to implement 
the agreed policies of the council. 

Officers are responsible for day-to-day managerial and operational decisions within the 
council, including directing and overseeing the work of any more junior officers. councillors 
should avoid inappropriate involvement in such matters. 

In performing their role officers will act professionally, impartially and with neutrality. Whilst 
officers will respect a councillor’s view on an issue, the officer should not be influenced or 
pressured to make comments, or recommendations which are contrary to their 
professional judgement or views. 

Officers must: 

• implement decisions of the council and its committees which are lawful, which have 
been properly approved in accordance with the requirements of the law and are 
duly recorded. This includes respecting the decisions made, regardless of any 
different advice given to the council or whether the decision differs from the officer’s 
view. 

• work in partnership with councillors in an impartial and professional manner 
• treat councillors fairly and with respect, dignity and courtesy 
• treat all councillors, partners and members of the public equally, and not 

discriminate based on any characteristic such as age, disability, gender 
reassignment, marriage or civil partnership, pregnancy and maternity, race, religion 
or belief, sex, sexual orientation. 

• assist and advise all parts of the council. Officers must always act to the best of 
their abilities in the best interests of the authority as expressed in the council’s 
formal decisions. 

• respond to enquiries and complaints in accordance with the council’s standards 
protocol 

• be alert to issues which are, or are likely to be, contentious or politically sensitive, 
and be aware of the implications for councillors, the media or other sections of the 
public. 

• act with honesty, respect, dignity and courtesy at all times 
• provide support and learning and development opportunities for councillors to help 

them in performing their various roles in line with the council’s training and 
development policy 
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• not seek to use their relationship with councillors to advance their personal interests 
or to influence decisions improperly 

• to act within the policies, practices, processes and conventions established by the 
council 

Officers have the right not to support councillors in any role other than that of councillor, 
and not to engage in actions incompatible with this Protocol.  

In giving advice to councillors, and in preparing and presenting reports, it is the 
responsibility of the officer to express his/her own professional views and 
recommendations. An officer may report the views of individual councillors on an issue, but 
the recommendation should be the officer’s own. If a councillor wishes to express a 
contrary view they should not pressurise the officer to make a recommendation contrary to 
the officer’s professional view, nor victimise an officer for discharging his/her 
responsibilities. 

There are exceptional circumstances where a councillor can fulfil the role of officer, for 
example where there is a vacancy. This can only be done if the councillor is not paid for 
the role and should only ever be short-term while the council seeks to fill a vacancy. There 
will need to be a particular clear understanding of when the councillor is acting as a 
councillor and when acting as the Proper Officer.  

The Relationship: General 

Councillors and officers are indispensable to one another. However, their responsibilities 
are distinct. councillors are accountable to the public, whereas officers are accountable to 
the council as a whole. 

At the heart of this Protocol is the importance of mutual respect and also of civility. 
councillor/officer relationships are to be conducted in a positive and constructive way. 
Therefore, it is important that any dealings between councillors and officers should 
observe standards of courtesy and that neither party should seek to take unfair advantage 
of their position nor seek to exert undue influence on the other party. 

Individual councillors should not actively seek to undermine majority decisions of the 
corporate body, as this could then bring them into conflict with officers who have been 
charged with promoting and implementing the council’s collectively-determined course of 
action. 

Councillors should not raise matters relating to the conduct or capability of an officer, or of 
officers collectively, in a manner that is incompatible with this Protocol at meetings held in 
public or on social media. This is a long-standing tradition in public service. An officer has 
no means of responding to criticisms like this in public. 

A councillor who is unhappy about the actions taken by, or conduct of, an officer should: 

• avoid personal attacks on, or abuse of, the officer at all times 
• ensure that any criticism is well founded and constructive 
• ensure that any criticism is made in private 
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• take up the concern with the chair   

Neither should an officer raise with a councillor matters relating to the conduct or capability 
of another councillor or officer or to the internal management of the council in a manner 
that is incompatible with the objectives of this Protocol. 

Potential breaches of this Protocol are considered below. 

Expectations  

All councillors can expect:  

• A commitment from officers to the council as a whole, and not to any individual 
councillor, group of councillors or political group;  

• A working partnership; 
• Officers to understand and support respective roles, workloads and pressures;  
• A timely response from officers to enquiries and complaints;  
• Officer’s professional and impartial advice, not influenced by political views or 

personal preferences;  
• Timely, 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;  

• Officers to be aware of and sensitive to the public and political environment locally;  
• Respect, courtesy, integrity and appropriate confidentiality from officers and other 

councillors;  
• Training and development opportunities to help them carry out their role effectively;  
• Not to have personal issues raised with them by officers 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.  

Officers can expect from councillors:  

• A working partnership;  
• An understanding of, and support for, respective roles, workloads and pressures;  
• Leadership and direction;  
• Respect, courtesy, integrity and appropriate confidentiality;  
• Not to be bullied or to be 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 improperly;  
• That councillors will at all times comply with the council’s adopted Code of Conduct.  

Some general principles 

Close personal relationships between councillors and officers can confuse their separate 
roles and get in the way of the proper conduct of council business, not least by creating a 
perception in others that a particular councillor or officer is getting preferential treatment. 
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Special relationships with particular individuals are not recommended as it can create 
suspicion that an employee favours that councillor above others.  

The Proper Officer (usually called the Clerk) is the head of paid services and has a line-
management responsibility to all other staff.  Communications should be made directly 
with the Proper Officer, unless it is agreed by the Proper Officer that such communications 
may take place directly with other officers over a particular matter.  Councillors should not 
give instructions directly to the Proper Officer’s staff without the express approval of the 
Proper Officer.  

 

COUNCILLORS’ ACCESS TO INFORMATION AND TO COUNCIL DOCUMENTS 
Councillors are free to approach officers to provide them with such information, 
explanation and advice as they may reasonably need in order to assist them in discharging 
their role as members of the council. This can range from a request for general information 
about some aspect of the council’s activities to a request for specific information on behalf 
of a constituent. Such approaches should normally be directed to the Officer.  

The legal rights of councillors to inspect council documents are covered partly by statute 
and partly by the common law. 

The common law right of councillors is based on the principle that any member has a 
prima facie right to inspect council documents so far as their access to the documents is 
reasonably necessary to enable the member properly to perform their duties as a member 
of the council. This principle is commonly referred to as the “need to know” principle. 

The exercise of this common law right depends therefore upon the councillor’s ability to 
demonstrate that they have the necessary “need to know”. In this respect a member has 
no right to “a roving commission” to go and examine documents of the council. Mere 
curiosity is not sufficient. The crucial question is the determination of the “need to know”. 
This question must be determined by the officer. 

In some circumstances (e.g. a committee member wishing to inspect documents relating 
to the functions of that committee) a councillor’s “need to know” will normally be presumed. 
In other circumstances (e.g. a councillor wishing to inspect documents which contain 
personal information about third parties) a councillor will normally be expected to justify the 
request in specific terms. Any council information provided to a councillor must only be 
used by the councillor for the purpose for which it was provided i.e. in connection with the 
proper performance of the councillor’s duties as a member of the council. 

For completeness, councillors do, of course, have the same right as any other member of 
the public to make requests for information under the Freedom of Information Act 2000. 

 

CORRESPONDENCE 
Correspondence between an individual councillor and an officer should not normally be 
copied (by the officer) to any other councillor. Where exceptionally it is necessary to copy 
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the correspondence to another councillor, this should be made clear to the original 
councillor. In other words, a system of “silent copies” should not be employed. 
Acknowledging that the “BCC” system of e-mailing is used, it should be made clear at the 
foot of any e-mails if another councillor has received an e-mail by adding “CC councillor 
X.” 

Official letters or emails on behalf of the council should normally be sent out under the 
name of the officer, rather than under the name of a councillor. It may be appropriate in 
certain circumstances (e.g. representations to a Government Minister) for a letter or email 
to appear over the name of the chair, but this should be the exception rather than the 
norm. Letters or emails which, for example, create obligations or give instructions on 
behalf of the council should never be sent out in the name of a councillor. 

Correspondence to individual councillors from officers should not be sent or copied to 
complainants or other third parties if they are marked “confidential”. In doing so, the 
relevant officer should seek to make clear what is to be treated as being shared with the 
councillor in confidence only and why that is so. 

 

PRESS AND MEDIA 
Councils are accountable to their electorate. Accountability requires local understanding. 
This will be promoted by the council, explaining its objectives and policies to the electors 
and customers. Councils use publicity to keep the public informed and to encourage public 
participation. The council needs to tell the public about the services it provides. Good 
effective publicity should aim to improve public awareness of the council’s activities. 
Publicity is a sensitive matter in any political environment because of the impact it can 
have. Expenditure on publicity can be significant. It is essential to ensure that decisions on 
publicity are properly made in accordance with the Code of Recommended Practice on 
Local Authority Publicity and the council’s Media Protocol.  

The officer may respond to press enquiries but should confine any comments to the facts 
of the subject matter and the professional aspects of the function concerned. On no 
account must an officer expressly or impliedly make any political opinion, comment or 
statement. 

Any press release that may be necessary to clarify the council’s position in relation to 
disputes, major planning developments, court issues or individuals’ complaints should be 
approved by the officer. 

The chair (or chair of a committee) may act as spokespersons for the council in 
responding to the press and media and making public statements on behalf of the council 
but should liaise with the officer on all forms of contact with the press and media. The 
council may also appoint individual councillors as spokespeople where there is an area of 
particular expertise but this should only be done with the agreement of the council.  

The council must comply with the provisions of the Local Government Act 1986 (“the Act”) 
regarding publicity. All media relations work will comply with the national Code of Practice 
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for Local Government Publicity. The Code is statutory guidance and the council must have 
regard to it and follow its provisions when making any decision on publicity. 

The LGA has produced useful guidance on the Publicity Code - 
https://www.local.gov.uk/publications/short-guide-publicity-during-pre-election-period 

For more detailed information and guidance regarding the role of councillors in connection 
with the use of social media, reference should be made to the council’s Social Media 
Protocol where there is one in place. 

 

IF THINGS GO WRONG  
Procedure for officers:  

From time to time the relationship between councillors and the officer (or other employees) 
may break down or become strained. Whilst it is always preferable to resolve matters 
informally, it is important that the council adopts a formal grievance protocol or procedure.  

The principal council’s monitoring officer may be able to offer a mediation/conciliation role 
or it may be necessary to seek independent advice. The chair of the council should not 
attempt to deal with grievances or work related performance or line management issues 
on their own. The council should delegate authority to a small group of councillors to deal 
with all personnel matters.  

The law requires all employers to have disciplinary and grievance procedures. Adopting a 
grievance procedure enables individual employees to raise concerns, problems or 
complaints about their employment in an open and fair way. 

Where the matter relates to a formal written complaint alleging a breach of the councillors’ 
Code of Conduct the matter must be referred to the principal council’s monitoring officer in 
the first instance in line with the Localism Act 2011. The council may however try to 
resolve any concerns raised informally before they become a formal written allegation. 

Procedure for councillors:  

If a councillor is dissatisfied with the conduct, behaviour or performance of the officer or 
another employee, the matter should be reported to the chair and then raised with the 
officer in the first instance. If the matter cannot be resolved informally, it may be necessary 
to invoke the council’s disciplinary procedure. 
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Notice
Social Media Civility & Respect Guide and Policy Supplement has been designed and
developed by Breakthrough Communications. This document is hereby licensed by
Breakthrough Communications & Strategies Limited for use by parish and town councils to
help them proactively tackle social media civility and respect issues. This document may
be used and deployed by local councils as required to suit their individual needs.

Disclaimer: this guide has been designed as a useful general guide for local councils,
however please note that it does not constitute legal advice. Whilst we’ve done our best to
make sure that the information contained within the guide is as accurate as possible at the
time of production, we cannot accept any liability for error or omission whatsoever. If your
council requires advice relating to your specific situation or circumstances, please contact
us and we’ll do our best to assist you.

Introduction
Thank you for downloading this document, which forms part of the templates and
resources made available by the Civility & Respect project.

This advice and guidance provided in this document are focused on civility and respect
issues as they relate to the use of social media by local councils and councillors.

This document is intended to provide a framework that empowers local councils to take a
proactive approach to social media. It is designed to act as a supplement to a council's
overarching social media policies and procedures. It also seeks to offer guidance to
individual parish and town councillors. The guidance can be used by any size of parish or
town council.

It is primarily designed to be an internal council document. However, it does contain
elements that could be used in the public domain. General introduction to the issue of
civility and respect from NALC and SLCC:

● Civility and Respect (NALC)

● Civility and Respect (SLCC)
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Advice for the council
Evidence suggests that local councils experiencing poor conduct or vexatious demands or
complaints often experience problems over a significant period of time. The longer an
issue is permitted to continue, unaddressed, the more complex, time-consuming, and
expensive the resolution becomes.

There are several reasons why parish and town councils should adopt a proactive
approach. For instance:

● It demonstrates a committed approach by the council to social media and
issues relating to civility and respect

● It sets out a clear corporate framework for the council

● It provides guidance to individual members of the council

● It complements your existing policies and procedures, in particular, those
relating to civility and respect

● Helps to spread best practice across the sector
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Suggested first steps
It is important that your council takes a proactive approach to civility and respect issues.

Here are some ways you can get off on the right foot with social media.

Raise internal awareness
The first step your council should take is formally adopting the civility and respect pledge.
Your council can do this by visiting either the NALC website or the SLCC website.

Regularly remind councillors and staff about civility and respect issues and the guidelines
for respectful social media.

For example, once a quarter your council could send out a short email to all staff and
councillors. This could be a wider, proactive message about civility and respect issues and
include a link to the Supplement on your website.

You should also actively remind councillors and officers about the training that is available
both in relation to social media and reinforcing positive behaviour

You could also direct councillors to the relevant section in this document.

The Council could also adopt some specific policies and procedures concerning social
media. Please see the template Supplement at the end of this document.

Raise public awareness
Make the pledge wording available on your council’s website, ideally in a prominent place.
Try to place a link to this and other social media policies near any social media links if
possible, as this will help raise public awareness.

Include a link on your council’s social media accounts. This could be a link in a pinned
post, for example. Your council could also have a link in the ‘description section’ of any
social media accounts, or as part of its ‘bio’ if relevant.
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You could also place the Bullying and Harassment zero tolerance notice on your website
parts of this document, as appropriate.

Share best practice and highlight bad practices
It is always important to highlight good practice with colleagues. It is equally important to
remind people why good conduct on social media is important. Your council could consider
sharing resources such as videos and articles.

Proactively encourage two-way civility and respect
through the council’s social media channels
When there is a positive news story relating to your council or area, try to encourage
positive engagement. This can be on any aspect of the work of the council, from its
day-to-day services, its people and teams, the projects it carries out, and so much more. It
can also relate to awards and recognition.

For example, if the council does well in an ‘In Bloom’ competition, your council could take
the following easy steps to proactively boost two-way civility and respect on its social
media channels:

1. Take a picture or video of the beautiful flowers, or the team collecting the award

2. Create a positive post

3. Ask councillors and other members of staff to positively comment, react and share

4. Repeat the next time there is some good news

You could also promote events such as World Kindness Day. This event takes place
worldwide every year on 13th November.
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General social media advice for councillors

What is social media?
Social media is applications or websites that encourage and enable users to network.
Such applications and websites allow users to easily generate, post and share content.

Put simply - there are a huge amount of social media platforms and there are more every
day. Some might use the following:

● Facebook
● Twitter
● Instagram
● YouTube
● WhatsApp

Tip: Different platforms will allow you to speak to different ‘audiences’ or parts of
your community. Instagram is popular with younger people. Twitter is popular with
organisations. Think carefully about who you want or need to speak to.

Why use social media as a councillor?
Social media is a simple, quick and effective way of communicating. It’s also cheap and
allows a user to reach whole communities at the click of a button.

More than that, social media is built for community engagement. Councils and councillors
can have 2-way conversations rather than simply broadcasting information.

Tip: Some people aren’t on social media at all. Not everyone on social media will be
on the platform that you are using. Remember both of these things when seeking
feedback or opinions from your community.
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New to social media as a councillor?
If you have never used social media as a councillor, start with small steps. Take advice,
don’t rush into things. Start off on one platform and master it before moving on to another.

Setting up a Facebook Page is a good place to start. It is easy to do and most people are
familiar with it. Lots of people are still active Facebook users - despite it now being
considered ‘traditional’ social media.

Once you have yourself set up, start with a simple ‘Hello’. Try to post engaging content.
Ask questions, take feedback and build a two-way conversation. Build a community by
trying to grow the number of followers or subscribers you have.

Tip: Sharing content with local groups on social media is an easy way of growing
the number of followers you have. But be careful not to share too much with groups
and ensure the content is relevant to them.

How do I manage my social media security and safety?
It is really easy to share information about yourself. That is indeed the whole point of social
media. So as a councillor you need to think carefully about what you put out there and how
much of it.

Before you start posting it is worthwhile thinking about not only what is safe to post, but
what you are comfortable with posting. As a general rule, don’t share personal information,
such as your personal phone number, date of birth, or home address.

Remember that you need to also consider the personal data of others around you. You
might be comfortable living your life in the public glare, but you need to ask yourself: “Are
my family, friends, neighbours and work colleagues?”

From a security point of view, think carefully before you post. Once something is on social
media you lose nearly all control as to how it will be used.
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As with emails you will need to watch out for phishing scams, cons and malicious software.

Finally, there are trolls who post content that is designed to upset, elicit a response or to
further their own goals.

A troll is often someone who posts just to get an emotional reaction or to manipulate
others’ perceptions. The posts can be offensive, off-topic, inflammatory, purposefully
inaccurate or insincere. Trolls often do this for their own amusement or in aid of goals such
as disrupting the democratic process.

It is important ‘not to feed the trolls’. Stay focused on what’s important and try not to
respond to content that is purposefully offensive, off-topic, inflammatory, inaccurate or
insincere

Tip: Every social media platform has a slightly different set of privacy options and
controls. Do your research and set them correctly BEFORE you start to post content
and not after.

What are my responsibilities as a councillor on social
media?
Golden Rule - If you are unsure about posting something, stop and ask for advice first
before doing anything else.

Social media almost always operates in the public domain. Once something is published it
is often out there for everyone to see. Social media content can:

● Go ‘viral’ - meaning it can be seen by a large number of people
● Be altered or changed without your consent
● Be taken out of context
● Shared around the world

Social Media Civility and Respect Guide and Policy Supplement - Page 10

Version 1.0 (8th November 2022). © Breakthrough Communications & Strategies Limited
2022. All rights reserved. This document is hereby licensed for use by parish and town
councils. This document may be modified and deployed as required to suit the needs of
individual councils, so long as this copyright notice remains in place.



Using social media as the elected (or co-opted) member of a council is very different from
using it as someone who isn’t a councillor. Councillors have additional responsibilities
because of the position they are in.

Councillors are personally responsible for the social media content they create, publish
and share. Being a councillor will not prevent someone else from pursuing legal action
following the publication of an untrue statement. In such a situation you will likely be held
personally liable.

Councillors should be mindful of the difference between fact and opinion. You also play a
central role in preventing the spread of disinformation. Think twice before you press ‘share’
or ‘retweet’!

On social media, councillors should also keep in mind their responsibility in relation to
confidential information, copyright, data protection, the pre-election period and exempt
reports.

Councillors are still subject to the Code of Conduct on social media. If you refer to your
role as a councillor it is likely that you may be considered to be acting in an “official
capacity”.

When posting to social media you should remember:

● You are an elected representative of the council

● What you post can affect the reputation of the council

● The council is a corporate decision-making body. You cannot independently make
decisions for the council over social media

● Some issues and communications are best left to the council’s official social media
accounts, which is usually managed by officers

● Having a single voice or message can be critical in some situations - for instance in
the event of major flooding

● You don’t have to respond or comment to everything on social media - sometimes
it’s best not to
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Tip: Think before you press ‘publish’! There is a simple test. If you would be
reluctant to say something face-to-face to a group of strangers in the street, then
you probably shouldn’t say it on social media.

Do I need to manage my social media profiles and
pages?
You should consider having a separate social media page or profile for council use. This
will help to avoid confusion, both for yourself and others. On Facebook, this can be done
by setting up a Facebook Page.

Please keep in mind that even information posted to a private social media account can
quickly find its way into the public domain. Regardless of the social media platform used, it
can be useful to indicate the purpose of your profile or page. This will help to make clear
that it is a public page or profile you are using in your capacity as a councillor.

It is your responsibility to manage whatever you set up on social media. It is likely over
time that others will contribute and comment. There are some basic things you should
consider, such as how you will handle abusive language or harassment.

Social media platforms provide administrators with lots of tools and settings to help
with management and moderation. Make sure you know how they work and use
them appropriately. This will save you time and stop problems from happening.

Civility and respect social media guide for councillors
When councillors use social media, the Code of Conduct may apply. Under the Localism
Act 2011, the Code of Conduct will only likely apply when acting in the role of councillor
and is unlikely to affect councillors using social media in a private capacity.

Councillors who wish to use social media in their capacity as a councillor should consider
having separate social media accounts. This will help to avoid confusion, both for yourself
and others. For example, on Facebook, this can be done by setting up a public Facebook
Page where you use the ‘Councillor’ label before your name.
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Regardless of the platform councillors use, it can be useful to indicate what the purpose of
your profile or page is. This will help to make clear that it is a public page or profile you are
using in your capacity as a councillor.

It is the responsibility of councillors to manage their social media. Councillors should
consider, for example, how you will handle the moderation of comments and messages.

The Council suggests that councillors consider the following guidance when using social
media in their councillor role:

● Be as open, inclusive and professional as possible when using social media.

● Get and give support. Where you feel able, provide support to fellow councillors
online, and reach out to colleagues and your council for support where needed.

● If you are unsure about posting something, stop and ask for advice from an
appropriate source first, before doing anything else.

● Bear in mind that what you post can affect the reputation of the council

● The council is a corporate decision-making body. Councillors cannot independently
make decisions for the council over social media.

● You should make clear you are expressing personal views and opinions, and not
speaking on behalf of the council unless authorised by the council to do so.

● For some issues and communications, responses may need to come from the
council’s official social media, rather than individual councillors responding.

● Councillors should be mindful of the difference between fact and opinion.

● Elected members play a central role in preventing the spread of disinformation.

● Don’t leave your social media to take care of itself. Social media doesn’t stop - it
keeps going all day every day.

● Don’t dismiss or ignore advice and guidance, particularly legal advice.

● Don’t assume that a disclaimer or excuses will prevent someone from taking legal
action against you.
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● Make sure that your social media accounts are safe and protected with strong
passwords and multiple-factor authentication where possible.

● Understand privacy settings. There is a range of settings to help you manage who
can see or comment on your posts.

● Consider personal mental health and well-being. Taking a break from social media
from time to time can be beneficial.
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Suggested social media rules of engagement
for individual councillors
Clear rules of engagement can help a councillor or council to set out what their aims are,
how they will behave and how they expect users on their account to behave.

These rules of engagement have been created specifically with issues of civility and
respect in mind. However, they are wider reaching.

These suggested rules of engagement could be used on either a councillor’s social media
account or a council’s account. They could be posted to social media in the account
description, a pinned post/tweet or a link to a page on a website.

Welcome!
Hello and welcome to my/our social media page. I/we want to create a safe space for
everyone in our community to engage on (insert social media platform). These rules of
engagement have been created to set out what you can expect from me/us. They also set
out what I/we expect of you if you wish to join in the discussion.

Rule 1: Be responsible and respectful

● Be open and honest.

● Be civil and respectful.

● Do not post anonymously or use a false name.

● Debate is fine, so long as it is carried out in a civil and respectful way.

Rule 2: Engage in positive conversations

● Actively participate in positive discussions.

● Be open to different points of view and others opinions.
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● Share good news and success from our area.

● Share posts or content from other local organisations, groups and individuals where
it is appropriate to do so.

Rule 3: Address poor conduct

● Do not spread false information or unsubstantiated accusations.

● Posts must not contain abuse, harassment, intimidation or threats of any form.

● Posts must not contain any form of discrimination – including racism, sexism,
ageism, ableism, homophobia, transphobia or religious intolerance.

● No social media user should have to put up with abusive or threatening behaviour.
I/we reserve the right to delete content, block individuals or report individuals to
social media platforms when necessary.
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Guide to tackling online abuse for both
councillors and officers

A brief introduction
Social media offers many opportunities for councillors and councils to constructively
engage with their communities. Most of the time this is a positive experience. Social media
helps to build a profile, explain complex issues in plain English and to develop a two-way
conversation.

Unfortunately, in a small number of cases councillors and councils can experience online
abuse. Social media can become a place where individuals resort to abusive behaviour,
such as aggressive language, threats, trolling and bullying.

Types of abusive behaviour to watch out for

Trolls

Unfortunately, online abuse is an issue on every social media platform. Sometimes it will
be random or short-lived. On other occasions, it can be more sustained and led by users
who are often described as ‘trolls’.

A troll is often someone who posts just to get an emotional reaction or to manipulate
others perceptions. The posts can be offensive, off-topic, inflammatory, purposefully
inaccurate or insincere. Trolls often do this for their own amusement or in aid of goals such
as disrupting the democratic process.

All too often trolls post things without thinking, without obvious logic and without a good
reason. It is therefore important to remember that trolls often do not believe what they
themselves are posting.
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‘Why can’t they just…?!’

Many issues that councils deal with are complex. From inside the council, this is clear.
From the outside, it can appear like ‘nothing is happening’. Sometimes it can be difficult to
explain in plain English why a simple solution will not work.

Some people in the community will have their own ‘simple’ or ‘common sense’ solution to a
problem. This can lead to people making the ‘Why can’t they just…?!’ social media posts.

Residents sometimes consider councillors and councils to be ignoring them when their
simple solution is not considered or implemented. The problem is compounded by the fact
that some ‘Why can’t they just…?!’ posts are picked up by the local media.

Problems can also emerge when people are pressed for detail on how the ‘simple solution’
would work. Providing information that shows a ‘simple solution’ will not work can cause
some people to become aggressive, incoherent and defensive.

Legitimate challenge and scrutiny

Challenge and scrutiny are a key part of our democracy and the decision-making process.
It can for example help us to see where a decision might be having an unintended or
negative impact. This feedback is critical.

Challenge and scrutiny should be constructive. It should not lead to offensive language
and abusive behaviour. There is an important line that should not be crossed between
legitimate challenge and online abuse.

Councillors and councils should not seek to stifle debate or censure views. However, they
should not be put in a position where they are subject to offensive language and abusive
behaviour.

Politics

Politics is similar to challenge and scrutiny. It has an important role to play in debate and
forms an important part of the democratic process.
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Councillors and councils should not seek to suppress other people's political views.
However, the political debate does not give people online a licence to abuse elected
officials. Once again there is a clear line between healthy debate and online abuse.

Smear campaigns

A smear campaign is a deliberate attempt to negatively impact a person's or organisation's
standing or damage their reputation. Smears are usually done through the spread of false
information and discrediting tactics. They can be ‘one-off’ comments. Unfortunately, some
are sustained and organised.

Smear campaigns can be one of the hardest forms of online abuse to deal with. In some
cases it might require legal advice to be taken or for the Police to get involved. Remember
to keep a record of the abuse and report the issue to the social media platform and
authorities as appropriate.

Bullying and harassment

Online bullying and harassment has unfortunately become more common in recent years.
Whilst it often appears in the press in relation to teenagers and young people it is
something that can affect anybody.

Online bullying and harassment is when someone bullies or harasses someone else
online. It includes a wide range of behaviours such as threats, sexual remarks and hate
speech. In some situations, it can form a sustained pattern of behaviour.

Use positive language and tone to shape engagement

Your digital ‘tone of voice’

Your tone of voice is as important on social media as it is in face-to-face conversation. On
social media, with all its angry voices you can use your tone of voice to shape
engagement. To create a more positive and constructive environment. Remain calm and
positive to help defuse the situation and steer the conversation in a positive direction.
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Using language to shape the conversation

The language that councillors use on social media is critical for building on the tone of
voice that we use. When you are being attacked it can be hard to avoid using aggressive
language yourself.

Even when it seems to you like it's the only option - using aggressive language never
improves the situation.

Councillors and officers should try to stick to positive and inclusive language. This helps to
control the nature of the interaction and keep things as constructive as possible.

Social media language is often ‘chatty’ and it is important to make the language you use
as accessible as possible. Avoid acronyms and ‘council speak’. It is common for
councillors or officers to use acronyms for their own council or a committee (for example
VFM rather than Value for Money Committee). Not many people in the community will
understand what such acronyms mean.

Be kind!

People are generally much more rational if treated with kindness and compassion. It is
important to be seen by those watching the discussion that you are putting your point of
view across in a calm, patient and professional way.

Finding common ground

Try to find some common ground that allows you to calm the debate and show those that
are in the discussion that you share similar priorities or come from the same background
as them.

Usually, councillors (and often officers) will live in the community they represent so that
can be a great place to start disarming those who are being aggressive by making
common cause with your community.
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Asking people ‘how’ rather than ‘why’

Asking people ‘how’ rather than ‘why’ is a good way of working through how things would
work in practice. Talking about how this would play out rather than dwelling on why it is (or
is not) a good idea helps to engage people constructively and can expose the complexity
and flaws that make their simple-sounding suggestion difficult in reality. This forces them to
reassess and prompts a more moderate attitude.

Techniques to handle online abuse

Engage with a variety of views

Building up your following on social media means that it is harder for a small number of
angry voices to dominate. It also allows you as a councillor to hear from, and engage with,
a wider variety of people from across your community.

It also ensures that more people will be able to see and share the arguments you are
making in response to attacks. This builds further on your tone of voice and treating people
with respect even if they are not affording you the same courtesy as a larger audience will
see the way in which the debate is conducted.

Have a consistent narrative

Sharing a consistent story to fill gaps in people’s knowledge helps to dispel conspiracy
theories and baseless rumours by presenting a clear and credible narrative.

Escalation of an issue

In some situations, you can escalate an issue. If there is a complaint about a council
service it can be a legitimate course of action to ‘pass on’ the issue to a council officer.
Depending on how the complaint was made you might need to consider data protection
issues. Sometimes taking this course of action and being able to demonstrate that action
is being taken can help to defuse the situation.
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The wider audience - who is looking?

In some situations, you might feel there is a need to reply. To get the truth out there or to
set the record straight. It is important before replying that you consider the likelihood that
you will succeed. It is important to ask yourself, who is the wider audience?

Making a balanced and reasoned argument has value when there is a wider audience
watching the discussion. Most of those seeing the exchange will not actively engage. In
this situation ‘winning’ means ensuring that those looking on are reassured and given
accurate information.

Conversely, if you think no one is looking, you need to ask yourself the question, is it worth
responding to?

If you respond you should avoid getting sucked into a lengthy debate over social media.
Not only is this very time-consuming you are also very unlikely to get the last word in the
debate.

Keep a record

When you receive online abuse you should make a record of it. This is important in case
the matter develops further. Particularly if the police or other bodies become involved. It is
also useful in demonstrating a pattern of behaviour.

Managing trolls

Trolls can be difficult to deal with. The best way to deal with a troll is ‘not to feed it’. By
which we mean, don’t respond to a post which is designed to upset, elicit a response or to
further a troll's own goals.

Your best response is to either:
● Ignore what they have posted, or
● If it’s on your own page or profile to delete or hide their comment. This will mean

your other followers should not see it
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If that doesn’t work, consider your next step. This could include blocking them or reporting
them to the social media platform or in some cases the Police.

Deleting and moderating comments

Most social media platforms give you the ability to delete comments. If someone has made
an abusive comment you might want to delete it. You should remember to take a ‘screen
grab’ picture first.

Some social media will give you the ability to automatically moderate content. Some have
a ‘profanity filter’. Where this facility exists you should consider using it. It will save you
time and reduce the impact of abusive comments and behaviour.

Blocking abusive social media users

On almost all social media platforms you can block individuals who are persistently
abusive. If individuals are consistently aggressive it can be both sensible and reasonable
to block them from further engaging with you.

It is important to remember that as a councillor or officer you do not have to accept
abusive behaviour. You have as much right as anyone to be treated with dignity and
respect. You can include “rules of engagement” on your profile to make it clear to others
that you will not tolerate such behaviour.

Blocking those who are abusive is important for both you and also for other people who
follow you who may feel intimidated by aggressive behaviour. They also have a right to
express their views.

Reporting online abuse and legal matters

Reporting an issue to the social media platform
Most social media platforms have ‘rules’ or ‘terms of use’ that prohibit abusive behaviour.
Each has different wording, but most forbid behaviours that are abusive, bullying,
harassing or intimidating behaviour.
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If you feel someone has broken a social media platforms ‘rules’ you can report the user to
the platform in question. It will then be up to the platform to take further action.

Reporting an issue to the Police
In certain circumstances, you might need to report a matter to the Police. Threats of
violence, racist language, hate speech and pornographic material are the sort of things
you might need to report. If you do report the matter you should follow the advice given to
you by the Police and their requests for information.

Reporting a breach of the Code of Conduct
Should you receive online abuse from a councillor that might be a Code of Conduct issue.
If you believe that there has been a breach of the Code of Conduct you should report it to
the relevant monitoring officer.

Taking legal action
In some situations, you might feel that taking legal action is a legitimate course of action.
In such a situation you should seek legal advice and carefully consider the risks as well as
the likelihood of success. There is also often a financial cost involved with this approach.

Valuing your mental health and well-being - when is it
time to get off social media?
If abuse is persistent and harming your mental health or severely damaging the reputation
of the organisation it may well be time to leave social media. This can mean deleting
accounts entirely or just taking a break from it for a while.

Some social media platforms allow users to temporarily ‘unpublish’ or ‘deactivate’
accounts. Some people find that trying a new platform can be useful. For instance, trying
out Instagram instead of Facebook.

There are well-documented mental health benefits to coming off social media for either a
fixed period of time or permanently.
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Please find below a template Social Media Policy Supplement (Civility & Respect). It
is intended to outline a council's rules of engagement with external parties and
members of the public when engaging via social media. The supplement is
designed to supplement any existing council social media policy and should be
edited and adapted for your council’s specific needs and requirements. We
recommend that you then publish the finalised policy supplement on your website.

Appendix 1: Template Social Media Policy
Supplement - Civility and Respect

1. Engaging with the council on social media
1.2 The council encourages members of the public, local organisations and community
groups, members of the press, local councillors and others in our wider community to
follow and engage with the council through social media accounts.

1.3 We also encourage everyone in our community to share content from our corporate
social media accounts with their own social media networks. This is especially important,
for example, during emergency situations or where sharing timely information is essential.

1.4 Councillors may choose to engage with the community on their own ‘councillor’ social
media accounts.

1.4 Individuals and organisations are responsible for the content that they choose to post
to their social media accounts. This includes content created by others that individuals or
organisations choose to repost, retweet or share.

2. Conduct on social media
2.1 The Council will treat everyone with courtesy and respect on its social media channels,
and we therefore ask for the same in return from those who choose to engage with us.

2.2 We ask that council staff and councillors are treated courteously. Council staff and
councillors should never be subjected to bullying or other forms of abuse or harassment.

Social Media Civility and Respect Guide and Policy Supplement - Page 25

Version 1.0 (8th November 2022). © Breakthrough Communications & Strategies Limited
2022. All rights reserved. This document is hereby licensed for use by parish and town
councils. This document may be modified and deployed as required to suit the needs of
individual councils, so long as this copyright notice remains in place.



2.3 Council staff and councillors have the right to carry out their civic duties and work
without fear of being attacked or abused. Any behaviour whether that be verbal, physical
or in writing, which causes either councillors or council staff to feel uncomfortable,
embarrassed, or threatened, is unacceptable.

3. Reporting a civility and respect-related issue
3.1 Council staff and others operating the Council’s social media accounts will at all times
be mindful of the council's relevant policies, procedures and processes, including the Code
of Conduct.

3.2 The council will record and report abuse directed at the Council. The Council may, for
example, create screenshots of comments and keep a record of abusive or threatening
communications, and may take further action as appropriate.

3.3 Council staff and councillors should not have to put up with abusive or threatening
behaviour. When subjected to such behaviour. The council reserves the right to enact its
relevant social media policies and may, for example, delete content, block individuals or
report individuals to social media platforms when appropriate to do so.

3.4 The Council may need to report issues of poor conduct directly to social media
platforms. For instance, if someone has created a ‘fake account’ or if someone is
persistently abusive to the Council.

3.5 The Council reserves the right to report criminal matters it notices on social media to
the Police. For instance, hate crime/speech or threats of violence.

3.6 Please get in touch with the Council if you feel that a councillor, member of staff or a
user of our social media has failed to act in a civil and respectful way on our social media.

3.7 You can contact ((INSERT NAME)) the ((INSERT JOB TITLE)) in the following ways:

● ((ADDRESS))

● ((TELEPHONE))

● ((EMAIL))
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